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Appendix A 

 
The JISC Transformations Bid Form 

  
Section 1 
Name of Institution: University of Bolton  
Full Contact Details for Primary Contract 
Name: Tracy Ellis 
Position: Professional Development Officer 
Email: t.ellis@bolton.ac.uk 
Tel: 01204 9033586 
Address: University of Bolton, Deane Road, Bolton BL3 5AB 
Which area does your bid mainly fall under (you must tick one box): 

 Enhanced student experience 

  Improved efficiency and/or cost savings 

 Enhanced organisational capability for business and community engagement 

 Improved environmental performance 

Section 2 
Describe the specific institutional problem area(s) and how these fit the 
requirements of this call, and propose an initial list of JISC resources to support 
these areas (600 words) 
 
In the University of Bolton Strategic plan (2010-2016, p.16), one of the strategic themes is 
around business processes and the internal culture; a specific objective being to 
"implement a system of regular professional service review, incorporating external 
expertise, to ensure our professional service units are operating effectively and efficiently". 
As part of our work to address this we are undertaking a review of the faculty 
administrative processes within the institution. This initiative has the full support of Deans 
of Faculties, as well as the senior management team as the University recognises the 
need to improve the efficiency of our business and become agile in a challenging climate.  
  

The process review takes a pragmatic approach, using an Action Research (AR) approach 
- “learning, by doing, together” with the Faculty administrative managers leading the 
process alongside all faculty administrative staff being involved. They will undertake a 
thorough review of administrative processes and identify key areas for improvement 
including processes internal to them and across other departments with different 
stakeholder groups.  To support this work, the administrative managers have engaged the 
support of the Learner Enhancement and Professional Development Unit and the Institute 
for Educational Cybernetics who will together provide facilitative process support and 
expert input into the use of ‘business-like’ approaches such as process modelling. The 
modelling will use appropriate light-weight techniques and where necessary more powerful 
approaches such as ArchiMate modelling to help make the business case for further 
university investment to support administrative processes through the deployment of 
technology. 
 

The University has three faculty offices that provide academic administrative support, but 
work largely independently of each other.  As they provide similar services to staff and 
students there is the opportunity to streamline and standardise some of their processes 
and have a higher degree of integration across the faculties, to support better 
administrative performance and provide quality services to our staff and students. 
 

An initial scoping activity by Faculty Administrators has identified the opportunity to: 
1. Enhance communication between key process stakeholders; 
2. Clarify the steps in the processes, to ensure consistency by all who have a role to 

http://www.bolton.ac.uk/AboutUs/Resources/StrategicPlan.pdf
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play in the process; 
3. Explore greater use and the interoperability between the current University 

systems, including SITS, Exam Board Software and the Students Results Portal; 
4. Clarify and document the activities and tacit understanding of particular roles in 

administrative processes to provide for flexibility in staffing; 
5. Enhance efficiency of working practices related to the administrative processes; 
6. Develop a culture of continuous professional development and collaboration across 

academic faculties; 
7. To make cost savings through a reduction in the use of paper based processes; 
8. To explore further use of technology to support processes. 
 

All academic administrators were involved in identifying the processes that are common to 
all faculties and their related issues. Three processes were prioritised with the need for 
support in undertaking a detailed process review and enhancement activities using an 
action research approach. The processes are; assessment boards, mitigating 
circumstances, student applications including research applications, interviews and 
enrolment. 
 

Working in this existing strategic context, this project will give us a unique opportunity to 
use, assess, report and provide feedback on three JISC resources, as well as on the 
potential synergies achieved by using them together. 
 

The JISC resources that will be used are the Archi Modelling Tool, InfoNet Process 
Mapping Tools and Techniques, and the InfoNet Project Management Infokit. 
 

 

Write how many words you have used in this section in this box:  
 
Section 3 
Describe the how the use of JISC resources will contribute to strategic benefits the 
institution aims to achieve and hence benefit the wider sector (600 words) 
 

Over past two years, the University of Bolton has actively sought to develop capability in 
managing projects using the Enterprise Architecture (EA) approach. This has included 
involvement in the JISC EA Practice Group Workshops, EA Foundations, Modeling Bash 
and other relevant workshops. The IT department is in the process of restructuring to 
reflect some of the best practices and approaches for adopting EA within the institution. 
 
The work of Faculty Administrators leading a review of internal processes using an action 
research approach offers a significant opportunity to progress the EA work into new areas 
of the institution to develop an enterprise-wide architectural view. Applying the JISC 
resources will enable us to develop capability in the institution and at the same time 
produce valuable case studies around the effectiveness of these resources to support staff 
working to bring about change in the University. 
 
The Archi Modelling Tool will be used as a light-approach to disseminate further the 

practice of EA modelling within the institution. The modelling tool will be used to map out 
the Faculty Administrative processes. The models will help the Faculty Administrative 
Staff, to understand both the current and desired state of the processes that they have 
chosen. 
 
The JISC InfoNet Process Mapping toolkit will be used to help the Faculty 

Administrative Staff to better understand applications process mapping; how to use it to 
analyse the current processes, agree the enhanced processes, and enable effective use 
of the ArchiMate models to plan the necessary changes. They will critically review the 

562 

http://archi.cetis.ac.uk/
http://www.jiscinfonet.ac.uk/tools/uml
http://www.jiscinfonet.ac.uk/infokits/project-management
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different approaches to process mapping suggested and identify one that best meets the 
needs of the staff engaged in the review processes. 

 
The Faculty Managers, to help them manage and lead the action research initiative across 
the three faculties, will use the Project Management Infokit.  In particular, the sections on 

Stakeholder Management, Managing Project Boundaries, and Post-project Review have 
been identified as useful to provide guidance on essential components of the overall 
project. The Operational Mangers although experienced, have highlighted their lack of 
experience in leading change projects like this, especially involving people who do not 
normally work together and with a complex set of interdependent activities and the 
imperative to deliver efficiencies. 

  

The project team will identify approaches to disseminate the activities of the project as well 
as the outcomes as a critical part of the project work as there are groups of administrators 
who work in other clusters who could readily adapt and take up the approach of action 
research using the toolkits provided. The project will use a multimedia blog to ‘tell the 
story’.  Although the primary motivation of this work is for internal purposes, the resources 
produced should prove useful to the wider community. The project outputs will be 
disseminated in any of the Strategic Information Practice Group workshops. 
 

Write how many words you have used in this section in this box:  
 
 
Section 4 (attachment) I  have attached the requested document 
Attach a high level work plan / Gantt to 
show how the institution will achieve the 
required objectives and deliverables 
expected in the call and its timescale (1 
single side of A4) 

YES  

Section 5 (attachment)   
Attach a risk assessment and mitigation 
plan (1 single side of A4) 

YES  

Section 6 (attachment)   
Attach a letter of support from a senior 
institutional manager, which describes 
how they and other relevant staff will 
engage in the process.  (1 single side of 
A4) 

YES  

Freedom of Information Form 
I have looked at the example FOI form at 
Appendix B and included an FOI form as 
part of the submission (Tick Box) 

YES   

464 
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Appendix B 

FOI Withheld Information Form 
 
We would like JISC to consider withholding the following sections or paragraphs from 
disclosure, should the contents of this proposal be requested under the Freedom of 
Information Act, or if we are successful in our bid for funding and our project proposal is 
made available on JISC’s website. 
We acknowledge that the FOI Withheld Information Form is of indicative value only and that 
JISC may nevertheless be obliged to disclose this information in accordance with the 
requirements of the Act. We acknowledge that the final decision on disclosure rests with 
JISC. 
 

Section / Paragraph 
No. 

Relevant exemption 
from disclosure under 
FOI 

Justification 

We can confirm that no part 
of the project is subject to 
exemption under the 
freedom of information act. 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
Please see http://www.ico.gov.uk for further information on the Freedom of Information Act 
and the exemptions to disclosure it contains. 
 

 

file:///E:\bbzaka\Local%20Settings\Temporary%20Internet%20Files\Content.Outlook\UU9HCOGN\www.ico.gov.uk


Project Name: Administrative Process Review 
Version: 1 

Date: 20
th
 Feb 2012 
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Appendix C: JISC WORK PACKAGE  
 

WORKPACKAGES Who Comment M12 A12 M12 J12 J12 A12 S12 O12 N12 D12 J13 F13 M13 

                

1. Introduction to process review and 
action research – ½ day workshop 

Admin Staff and Project 
Support Team (C.35 
staff) 

WP1 
undertaken 
regardless 

of bid 
outcome 

X             

2. Establishing action research groups Admin staff, Faculty 
Managers and Project 
Support Team 

X             

3. Investigate ‘problems’ and develop 
proposals 

Admin Staff   X X X          

4. Agree actions with stakeholders Faculty Managers       X         

5. Implement actions Admin Staff       X X X X X    

6. Process modelling Project Support Team   X X X X X X X X X    

7. Project review and planning for 
further action 

Faculty Managers            X X  

8. Project case study  Project Support Team            X X X 

9. Project management and 
dissemination activities through blogs 

Faculty Managers and 
Project Support Team 

  X X X X X X X X X X X X 

 
Project start date: 1

st
 March 2012 

Project completion date: 31
st
 March 2013 

Duration: 13 months
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Document title: JISC work package template 

Last updated: February 2011  
 

 
Appendix D: Project Risk and Mitigation 

 

Risk Description Probability 
(P) 

1 – 5 
(1 = low 
5 = high) 

Severity 
(S) 

1 – 5 
(1 = low 
5 = high) 

Risk 
Score 
(PxS) 

Detail of action to be taken 
(mitigation/reduction/transfer/ 

acceptance) 

Lack of sufficient proof to 
support required 
technology intervention 

2 3 6 Use of enterprise architecture 
approach to strengthen case made 
and involvement of expertise within 
University to help develop the case.  
Where technical interventions cannot 
be justified in terms of business case, 
effort will focus on process change. 

Lack of wider stakeholder 
engagement in supporting 
administrative staff 
through process changes 

2 3 6 Commitment by a wide group of 
stakeholder senior mangers to the 
project gives impetus to the work. 

Inability of the Faculty 
Administrators to commit 
to time required to project 

5 2 10 Deans of Faculty have supported 
office mangers in identifying and 
allocating time and resources to the 
project. 

Managing the project team 1 4 4 Requiring thorough documentation of 
technical work and maintaining up-to-
date project plans will make it possible 
to hand work over effectively. 

Maintaining administrative 
staff enthusiasm for the 
action research approach
  
 

3 4 12 Recognition of work being undertaken 
by Pro-Vice Chancellor and other 
senior mangers and ensuring 
suggestions that require significant 
change/investment are properly 
considered and responded to. 

Project creep 2 3 6 Current turbulent climate can lead to 
people looking for quick-fix solutions 
to problems as they arise.  Clear 
agreement and identification of scope 
of project in documentation will 
mitigate this risk. 
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