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[bookmark: _Toc142812814][bookmark: _Toc467070269]Purpose of Guidelines
[bookmark: _Toc142812813][bookmark: _Toc160597043]To provide a framework for integrating the process of interpreting and acting on learning analytics into the flow of existing learning, teaching and student support activities.
To complement the UOW Learning Analytics Data Use Policy by providing advice on how to act in a given situation when actioning insights derived through learning analytics. 
[bookmark: _Toc205613133][bookmark: _Toc467070270]Definitions
	Word/Term
	Definition (with examples if required)

	Academic staff
	Staff of the University (whether continuing, sessional or casual) who carry out teaching responsibilities under the authority of the Head of an academic unit.

	At-risk student
	A student with a personalised data-profile which includes evidence informed risk factors that can inhibit successful completion of studies.

	Case management
	A collaborative process of planning, review and advocacy for options and services to meet a student’s needs through communication and available resources to promote meaningful outcomes.

	Learning analytics
	The measurement, collection, analysis and reporting of data about students and their learning contexts.

	Moodle
	An open-source learning platform used by UOW.

	Moodle progress bar
	A Moodle plug-in that visually shows what activities/resources a student is supposed to interact with in a Moodle site.

	Professional services staff
	Staff of the University (whether continuing, contract or casual) who carry out administrative and similar responsibilities.

	Risk criteria
	Attributes and behaviours used to identify at-risk students. 

	Student 
	A person registered with the University of Wollongong for a course or unit of study.

	Student outreach
	Action taken to provide assistance to students who are at risk of, or already experiencing, underperformance.


[bookmark: _Toc205613134][bookmark: _Toc467070271]Application & Scope
1. These guidelines apply to any people responsible for the decisions and actions at UOW arising directly from learning analytics. This includes academic or professional services staff engaged in student support activities associated with the University.
1. The vast amount of possible actions from insights identified from the use of learning analytics data exceeds what can be reasonably resourced. The scope of these guidelines attempts to achieve a balance between providing benefits to students, through outreach, and the effective use of resources. 
1. Actions arising from learning analytics insights may be designed to support individual students and/or entire cohorts.
1. Whilst it is acknowledged student engagement is particularly critical during the first year in higher education, the scope of these guidelines covers any student considered to be at-risk of not achieving successful academic outcomes at UOW. 
1. The analytic lens used to identify at-risk students is predominantly focussed at a subject-level rather than a course-level.
1. Areas of student assistance provided by actions from learning analytics insights includes:
5. Assessment of student challenges and strengths
5. Academic study planning
5. Study skills recommendations
5. Planning for educational goals and career pathways
5. Resource information and referral to other services both within UOW and beyond
1. Common criteria used to identify at-risk students include:
Table 1 – Common Criteria Used to Identify At-Risk Students
	Risk Criteria
	Definition

	Has not logged into Moodle
	The relevant student has not logged in to the subject’s Moodle site this session. 
Sign that student is not engaging with learning content and may be missing vital communications. 

	Has not logged into SOLS
	The relevant student has not logged in to SOLS so far this semester. 
Sign that student may be missing vital communications. 

	Has not accessed key learning content
	The relevant student has not accessed content identified as critical to the successful performance in a subject.

	Has not been marked present in class
	The relevant student has not been marked Present (or equivalent) in the Moodle attendance activity.

	Has not completed first assessment item 
	The relevant student has not submitted or completed the first assessment item for the subject. 

	Student is late enrolment
	The relevant student enrolled in the subject after Week 1 of session.

	Student is not meeting minimum course progress
	The relevant student has a course level flag of probation or referral.

	Student is repeating subject
	The relevant student has previously been enrolled in this subject and failed or withdrawn after census date.

	Student is not in a group in Moodle 
	The relevant student does not appear in a tutorial group in Moodle. 
Sign that student may not be attending tutorials or having attendance taken. 


The criteria outlined above may be subject to change based upon ongoing planning and review activities.
[bookmark: _Toc467070272]Guideline Principles
1. The overarching principles reflected in these guidelines include:
7. Integration. The use of analytics should be positioned as an integral part of course delivery that is tied to goals and expectations. The delivery of proactive measures, such as those triggered by learning analytics, should be closely aligned with the delivery of reactive measures, such as those triggered by self-referral.
7. Agency. Actions arising from learning analytics insights support students’ development and use of self-regulatory skills such as goal-setting and reflection.
1. Students should be actively involved in helping UOW to design and shape actions arising from learning analytics insights that will support them.
1. Students have a responsibility for taking action once an outreach has been performed based on learning analytics insights. 
7. Reference Frame. While the entirety of learning analytics data will never give the full picture for what a student is experiencing, there are key reference points for individual students taken into account when using learning analytics data. These can be grouped into the following categories:
2. Comparison to other students;
2. Comparison to desired patterns of activity (e.g. Moodle progress bar); and
2. Student’s own prior activity.
[bookmark: _Toc467070273]Pathways for Staff Use of Learning Analytics
1. Learning analytics operates at both a subject-level and course-level at UOW.
1. The pathway into using learning analytics at a subject-level is through nomination by the subject coordinator.
1. The pathway into using learning analytics at a course-level is through default access to all Heads of Students to assist with the monitoring of students against course progress rules.
1. Refer to Appendix A: Pathways for Staff Use of Learning Analytics for details on the procedural steps involved with the pathways into learning analytics. 
[bookmark: _Toc467070274]Preparation for Actions Arising from Learning Analytics Insights
1. The priority areas for actioning learning analytics insights focus on first-year undergraduate students enrolled in large subjects
12. Faculty-based initiatives to support these areas should be taken into consideration when planning the likely actions to arise from learning analytics.
1. The referral point for targeted actions arising from learning analytics insights is the Student Support Advisor in consultation with the subject coordinator. For more details refer to Appendix B: Actioning Learning Analytics Insights Process Flowchart.
1. Refer to the UOW web page for Learning Analytics for a list of frequently asked questions and suggested answers that may be required if a student enquires as to the reason they are being consulted.
1. The use of learning analytics to inform student outreach needs to align with the rest of the teaching and learning practices taking place. This allows for greater context when interpreting and acting on the information provided by learning analytics.
1. Learning analytics should not be the only source for making decisions regarding student’s learning opportunities and circumstances. The broader context of each student’s individual situation needs to be taken into consideration before any actions arising from learning analytics insights takes place.
1. Where appropriate, actions arising from learning analytics insights should feed into a customised, documented action plan to guide at-risk students through their educational experience. Refer to the UOW Intranet page for Learning Analytics for a sample outline of what such a plan could look like. 
1. Actions arising from learning analytics insights are inherently intrusive and need to be approached with this in mind. A subtle, teaching oriented approach is strongly recommended. 
[bookmark: _Toc467070275]Delivery of Actions Arising from Learning Analytics Insights
1. The process surrounding actions arising from learning analytics insights is outlined in Appendix B: Actioning Learning Analytics Insights Process Flowchart.
1. Potential support services for assisting students include:
20. Learning Co-Op
20. Learning Development
20. Peer Assisted Study Sessions (PASS)
20. Student Support Advisors
20. Disability Services
20. Counselling Services
20. Student Experience/Life Services (e.g. International Student programs)
20. Referral to third-party external services such as disaster relief, emergency financial relief, Centrelink, Department of Immigration
1. A holistic strategic approach is encouraged that brings together students, faculty and student support and transition staff to help students successfully progress and complete their academic endeavours.
1. A variety of communication channels could be used to help maximise the impact of the message. This could encompass telephone, SMS text message or broadcast messages to the whole cohort via Moodle, email, SOLSMail, lectures, etc. 
1. Clear explanations are to be given to students as to why they have been selected for an outreach. A subtle approach is strongly recommended. 
1. Refer to the UOW Intranet page for Learning Analytics for suggested patterns to use when interacting with student identified through learning analytics insights. 
1. Acting on insights generated by learning analytics at the following key points of the teaching and learning process will help maximise their effectiveness:
25. Before the start of session
25. Before the HECS census date
25. Following assessments
25. Mid-session
25. Towards the end of session, prior to exams
[bookmark: _Toc467070276]Recording of Student Actions Arising from Learning Analytics Insights
1. Actions arising from learning analytics should be recorded in electronic format. Doing so will help evaluate the effectiveness of different outreach actions for a variety of areas of student need.
1. Without a suitable customer relationship management (CRM) system to record all student interactions, actions arising from LA insights will need to be recorded across a variety of systems.
1. While the level of detail recorded for each action arising from LA insights will vary for each type of outreach, the minimum data set recorded should include the following:
28. Student number
28. Date of intervention
28. Referral source (i.e. the specific learning analytics report)
28. Type of action
28. Who performed the action (e.g. subject coordinator, student support advisor etc.)
1. Actions arising from LA insights that are performed by support services that already record similar information should note learning analytics as the referral source in the relevant information system.
[bookmark: _Toc467070277]Maintaining Privacy
1. Access to student data and analytics is restricted to those identified by UOW as having a legitimate need to view them.
30. The UOW Learning Analytics Data Use Policy defines the specific conditions required to be met before access to learning analytics data is granted.
1. Those who carry out actions arising from LA insights do not necessarily need to have access to the learning analytics data informing the student outreach. For example, a learning analytics report prompts a subject coordinator to refer a student on to learning development. The learning development staff won’t necessarily need to see the original learning analytics report that triggered the referral in order to carry out the support service effectively.
[bookmark: _Toc467070278]Roles and Responsibilities 
1. Academic staff 
32. Academic staff have a responsibility to:
0. Understand the purpose of particular learning analytics reports and what they are meant to indicate;
0. Consider all the available information about the student and pedagogical context before performing student outreach;
0. Act in a timely manner on the insights identified through learning analytics as appropriate to their role;
0. Record details of the actions triggered by learning analytics;
0. Document reasons why actions were not taken for students identified as being at-risk;
0. Ensure key information feeding into learning analytics reports is being captured appropriately;
0. Comply with the UOW records management policy when handling data in learning analytics reports; and
0. Comply with UOW’s Privacy Policy when handling personal information within the learning analytics data.
1. Students
33. Students have a responsibility to:
0. Act accordingly on any learning analytics presented to them. These obligations will be clearly set out and communicated by UOW to students; and
0. Take action once an outreach has been performed based on LA insights.
1. Student Support and Education Analytics (SSEA) Staff
34. SSEA staff have a responsibility to:
0. Develop and review guidelines for actioning LA insights and associated procedures and standards;
0. Reach out to students of concern as requested by academic staff
0. Serve as an intermediary to support services as part of actions arising from LA insights;
0. Consider all the available information about the student and pedagogical context before performing student outreach based on LA insights; and
0. Record details of the actions triggered by learning analytics.
1. Learning Analytics Governance Committee
35. The Learning Analytics Governance Committee is considered the main forum for consultation with staff and students on these guidelines.
1. Ethical Use of Data Advisory Group
36. The Ethical Use of Data Advisory Group has a responsibility to:
0. consider the impact student outreach arising from LA insights may have on student privacy; and
0. provide advice and guidance on privacy concerns raised as a result of actions arising from LA insights.
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Appendix B: Actioning Learning Analytics Insights Process Flowchart
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