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Annual Conference: Guidelines for Reviewer This document gives instructions for navigating the conference submission system and for reviewing  the proposals that have been allocated to you.    This document is available at https://altc.alt.ac.uk/2016/help-and-information/ .     Overview of the review process  Summary of overview  The conference submission system (OCS)  How to review a proposal in OCS  Summary of how to use the conference submission system:  Reviewer Guidelines  Notes on different types of proposals  A common review outcome for longer presentations is to suggest revised activities or timings  as well as changes to the text of the proposal.  Criteria for review  Criteria for reviewing long sessions for publication in Research in Learning Technology  Providing feedback  Proposals with a strong commercial focus  Conflicts of interest and anonymisation  Summary of guidelines for reviewers  What happens next 



  Overview of the review process 



  From 1st April you will be assigned proposals to review. You will receive separate email notifications  for each proposal, asking you to accept or decline the review and giving a URL to the submission. If  you have not received any separate confirmations from the submission system please email  [email protected] .    Please respond to each allocation, either accepting or declining to undertake the review, as soon as  possible so that we can assign the proposal to someone else if needed. You will then have until 5  pm  BST Thursday 21 April to submit your feedback and record your decision. Please complete all  reviews, recording your comments and decisions, by this time.    Each proposal should take on average 20 minutes to review, depending on the length and degree of  comments required.    ______________________________________________________________________________________________________________________________________________________ _ 
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Summary of overview  ● ● ●



Deal with each request to review a proposal by indicating whether you are able to review the  proposal;  Use the conference submission system (OCS) to review the proposals allocated to you;   Complete the review of each proposal by 21 April 2016.  



The conference submission system (OCS) 



You should have an account on the conference submission system, OCS. For most of you these are  the same accounts you used in previous years, with the same login details.    If you have forgotten your login details please go to  http://ocs.sfu.ca/alt/index.php/conferences/altc2016/login/lostPassword to reset your password,  which will then be sent to you along with your user name.    A few people will have had new accounts created for them. If this is the case, you should have  received separate notification, including your login details. If you have any problems please email  [email protected]. 



How to review a proposal in OCS 



Please follow these instructions:     I. Go to http://ocs.sfu.ca/alt/index.php/conferences/altc2016.  II. Login in with your user name and password.  III. Go to the ‘User Home’ page [http://ocs.sfu.ca/alt/index.php/index/altc2016/user] and click  ‘Reviewer’.  IV. You will now see a list of the proposals assigned to you. To select an individual submission,  click on its title.  V. You will now see a summary page showing the proposal and title, submission ID, session  type and conference theme. This is all the information that you should need to conduct the  review.   Note: Please refer to the submission ID in any correspondence about the proposal.  VI. Scroll down this summary page to the section entitled ‘Review Steps’ (see screenshot  below). If you haven’t done so already, please ensure that you complete Review Step 1  (accepting or rejecting the review request) as soon as possible. For instructions on how to  accept or reject the review request please see guidelines below.  VII. Once you get to Review Step 4 click on the icon to enter your review. You should put your  comments in that space labelled for the director (the lower half). The text that goes to the  author(s) will be composited from the two reviews at the second stage of the review process;  VIII.  



IX.



  You will be able to edit your review up until you have recorded a decision in Review Step 6.  Please note that you can only record a decision once you have saved your review and  clicked ‘Close’. After you have made a decision you will not be able to go back and edit the 
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X.



review. It will also disappear from your list of outstanding reviews. If you wish to make any  changes after this stage please contact [email protected];  As you can see from the below screenshot, the system offers five different recommendations  for you to select from the drop down menu. For our purposes we would like you to only  select from the following three options:  ➔ Accept Submission  ➔ Revisions Required  ➔ Decline Submission 



    If you feel that a submission would be better suited to another theme or presentation type, please  select the ‘Revisions Required’ option and note this in your comments to the Director.    Please ensure that you complete all reviews by the deadline of 5  pm BST Thursday 21 April 2015. In  case of difficulty please email [email protected]. 



Summary of how to use the conference submission system:  ● Login to OCS.  ● For each proposal, using the Reviewer Guidelines, decide whether to accept the submission,  indicate that revisions are required or decline the submission.  ● For each proposal provide appropriate comments.  ● Complete the process by 21 April 2015.    



Reviewer Guidelines 



Notes on different types of proposals 



There are five types of proposal: poster, standard session, long session, long session for possible  publication in RLT and panel/symposium.  ● Poster (10min): a poster being presented and a 10 min session, similar to a lightning talk.   ● Standard session (20 min.). These allow 15 mins for presentation and 5 for questions. There  is little time for swapping presenters more than once and the presentation is likely to be  essentially transmissive.  ● Long session for possible publication in Research in Learning Technology (40 min.).  These will normally report a piece of research. The format can be a straightforward  presentation (30 minutes with discussion) or it can be more interactive, with greater audience  engagement. See also the section ‘Criteria for reviewing extended proposals’ below.  ● Long session (40 min.). These include time for questions, and the proposal should include a  plan. One possibility is a traditional demonstration format where something is demonstrated  and then tried or discussed by the audience. Short discussions and debates are also  possible.  ______________________________________________________________________________________________________________________________________________________ _ 
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●



If you feel that there is not enough material for the 30 min slot, or that it is not meaty enough  but nevertheless has merit, you can recommend that the format be changed to a short  presentation.  Panel/symposium (60 min.). Min of 3 contributors. A good plan of how the time will be spent is required and should involve audience participation.These may follow a variety of formats  including workshops and discussions. We are especially interested in innovative and creative  session formats. 



  A common review outcome for longer presentations is to suggest revised activities or timings as well as changes to the text of the proposal.  



Criteria for review 



  When reviewing each proposal, please ask yourself: 1. Is it relevant to the conference title Connect, Collaborate, Create and/or to one or more of the conference themes? ○ Connecting data and analytics to enhance learning and teaching: exploring  possibilities and measuring impact on learner success;  ○ Collaboration and innovation in the open: taking risks, sharing lessons and the  importance of open educational practice;  ○ Creating new learning, teaching and assessment opportunities: play, experiment,  discover, embed Learning Technology to enhance learner experience;  ○ Wildcard: Learning Technology is everywhere… you are free to contribute any aspect  of your research, practice or policy work (submissions under this theme will need to  address the conference title)     2. Is it useful to conference participants, including those from outside the UK? ○



We adopt a broad interpretation of “education” that includes formal and informal learning settings in schools, colleges, universities, the workplace, homes and communities, and that occurs at any stage in learners’ lives, including continuing adult education.



3. Does it make a contribution to scholarship and research into the integration of learning technologies into education, and 4. Does it include appropriate reflection and evaluation? ○ If a proposal is merely anecdotal or describes implementation without reflection, evaluation or linking to theory and research, then you should request appropriate revisions (or reject it). ○ If a proposal appears to have a strong focus on a particular product or service, then follow the guidelines in the section ‘Proposals with a strong commercial focus’ below. 5. Is the proposal clear and coherent? ○ Has the author clearly stated the purpose and/or research question? ○ Is the proposal well written, with reasonably correct grammar and punctuation? ○ Is it well structured, with a logical flow? ○ If the proposal is for an interactive session, does it include a clear plan? Is there at least 50% interaction? Are the activities realistic and achievable? 6. Does the proposal conform to the guidelines? ○ Is it too long (i.e. over 500 words including references?) ○ Conversely, is it too short (e.g. less than 300 words and/or lacking sufficient detail)? ○ References: are there between 2 and 6? Are they appropriate? Are any key references missing? Are they in the correct (Harvard) format?
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  Criteria for reviewing long sessions for publication in Research in  Learning Technology 



If you have been allocated a proposal of this type, review it according to the criteria outlined above.  In addition, consider that the proposal should normally report a piece of research. The format can be  a straightforward presentation (30 minutes with discussion) or it can be more interactive, with greater  audience engagement.     Accepted proposals will be presented at the conference. The full-length papers will then be  submitted directly to Research in Learning Technology. 



Providing feedback



Please include your feedback in the box for the ‘Conference Director’ as explained above. Follow these guidelines: ● ● ● ● ●



Be clear about why you are making the decision you are making, referring directly to the criteria for review. As far as possible, give comments that can be shared with the authors. Your text is likely to be used as the basis for a response to the author (having first been synthesised with the other reviewer’s response). Language should therefore be diplomatic but firm. If you suggest any amendments, please make them constructive, clear and doable. Important: if you recommend rejection, please give sound, clear reasons related to the review criteria which can be used in the feedback to the author.



Proposals with a strong commercial focus 



Some proposals may have a strong focus on a specific product or service that is being promoted by a commercial company on its own or in partnership with an education provider. If you are reviewing such a proposal, please include this in your comments and consider in particular whether in your view the proposal is sufficiently focused on the conference themes and useful for participants. If your view is that it is a ‘sales pitch’ please indicate this in your comments clearly.



Conflicts of interest and anonymisation 



ALT has a commitment to avoid conflicts of interest during the reviewing process. At the allocation stage ALT cross-references surnames and institutions to safeguard against potential conflicts of interest. However, there may be conflicts of interest of which we are not aware that will occasionally result in a reviewer having to refuse an assignment. Please report these immediately so that we can reassign the affected proposal(s) in good time. We conduct a double-blind peer review process, and so we ask all authors to remove any identifying information from their proposals before submitting them. Sometimes anonymisation is not complete or the subject matter is so unique that the author(s) can be identified. This should not deter you from accepting the review unless you feel that the knowledge may unduly influence your opinion. Please note the fact that you were able to identify the author(s) in your review comments. If you have any questions or concerns, please email [email protected].



Summary of guidelines for reviewers     



1. Review each proposal against the criteria set out above.  2. Provide f eedback that directly relates to the criteria.  3. Notify [email protected] if you encounter difficulties or have a conflict of interest. 
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What happens next 



Your reviews are the essential first step in shaping the conference programme. Once the first review stage is completed by 21 April, here’s what happens next: ● Decisions are reviewed and where needed referred to the co-chairs for final review. ● Authors are notified whether their proposal is accepted, needs revisions or is declined in May. ● Authors have two weeks to make revisions. ● Revised proposals are then either accepted or declined. ● The draft timetable is published in June.



Thank you.  
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