Flip guidance for staff
[bookmark: _Int_FLOUt7Fp]Flip has been approved for use by UWE staff and students; however, it is important to note that it is not a UWE-managed tool like Blackboard or Panopto. Therefore, please read the guidance below which aims to reduce the risk of issues arising around data protection, and assure a safe and appropriate environment for learning.
Permissions
You and your students can access Flip using your UWE credentials. When you log in, choose the Microsoft option and your UWE email address (you may be asked to confirm your identity using Multi-factor Authentication). The first time you do this, you may be asked to give permission for the app to read your profile and access data. You will need to click ‘Accept’. It is still your responsibility to familiarise yourself with Flip’s Privacy Policy and Terms of Use.
Access settings
In Flip you can create Groups which can be split into Topics. You can invite students to a Group, where they will see all the Topics, or just to a single Topic. You can also hide or set topics to view-only.
It is important to be aware of who can access your Groups and Topics. There are different ways you can invite students. We recommend you don’t use ‘Anyone with the link’, as students could potentially pass a link on to others outside UWE. You can invite students by email. You can also change your Group sharing settings to ‘Only people you approve’ so that users must request access (which you then confirm manually).
Retention
As student videos contain personal data and are stored on external servers, it is important they are not kept indefinitely. There is no default removal of Groups or Topics, so it is strongly advised that Groups and Topics are deleted at the end of the academic year in which they were created. Remember that we are required to work in line with GDPR, and students will expect their data to be treated appropriately.
Assessment
While Flip may be useful for formative assessment, it should not be used for summative assessment. Students can remove their content when they wish, and Group leads are unable to batch download student videos for archiving or external moderation. We recommend Panopto is used for student video assignments for summative work.
Reporting
In Flip, users can report Groups or Topics for having inappropriate content. As this report goes straight to Flip, we do not have any oversight of this – therefore we recommend that you advise students to report incidents to module leaders in the first instance.
Inclusivity
There are different ways students can contribute on Flip, including audio-only recordings, screen capture and adding text. If students are anxious about presenting themselves on video, consider other ways they could engage.
[bookmark: _Int_ZAaLhyz7]Captions are recorded by default on all Flip videos, and viewers can toggle them on and off. If you are making a recording in Flip, it is good practice to do a quick check of the captions and edit anything misleading, and encourage your students to do the same.
Student guidance
Make sure your students are aware of the student guidance for using Flip.
Further information
[bookmark: _Int_rOFBaCR4]See Flip’s ‘How Flip works’ page for information to get you started. You may also find the Educator Toolkit useful. 
You can log in to Flip at https://admin.flip.com/signin
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