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Introduction

This report has been prepared for the Trustees and will also be shared on the University of Glasgow Robbie Ewen Fellowship web pages. It summarises the outcomes and impact of my visit to University College London (UCL), explores how the findings can inform improvements in administrative processes and hybrid working practices, and offers insights that may be useful more broadly. The aim is to support knowledge exchange and promote effective approaches across administrative teams.

Areas covered
Administrative Structures and Hybrid Working: The visit offered valuable insights into UCL’s administrative structures, hybrid working practices, and digital tools. Their approach - typically two to three days on campus - demonstrated how flexibility can support collaboration and staff needs. This model reinforced the importance of balancing operational efficiency with employee wellbeing.
Office and Meeting Spaces: Both institutions face similar challenges, including limited office and meeting space, which affects team cohesion and privacy for sensitive conversations. Frustrations with central timetabling were another shared issue, reflecting the complexity of managing space and schedules in large departments.
Digital Tools and Microsoft Teams: Concerns around Microsoft Teams usability were raised at both institutions. While widely used, its interface and functionality often hinder productivity when balancing communication, file storage, and collaboration.
These observations will guide process improvements and digital strategy within the School of Physics and Astronomy at Glasgow, helping to address shared pain points and adopt practices that strengthen resilience, transparency, and staff engagement.

Impact on my work
Observing UCL’s practices reinforced the value of flexible hybrid working and effective use of collaborative tools to keep dispersed teams connected. Our current approach - using MS Forms for newsletter submissions and MS Sway for creating newsletters was confirmed as efficient and user-friendly.
UCL makes effective use of established digital tools but is cautious about adopting AI. While AI solutions are available, uptake is limited, reflecting a measured approach to emerging technologies. This highlights opportunities to streamline workflows through thoughtful AI integration. These insights will guide future improvements, promote knowledge-sharing, and support a culture of continuous improvement.


Insights to share
UCL’s approach to digital tools and administrative processes offered useful lessons, including differences in attitudes toward adoption. Document sharing is managed through OneDrive and SharePoint, with Teams used mainly for communication rather than file storage. AI tools such as Copilot and ChatGPT are available but not widely embedded. UCL holds more frequent administrative update meetings, supporting better information flow. Reception points in UCL buildings improve visitor experience - something largely absent in Glasgow. Both institutions share frustrations with Teams functionality and central timetabling, highlighting common challenges. There is also a risk of reliance on single individuals, such as one staff member maintaining Physics webpages, creating potential continuity issues.

A way forward
· Retire Phas-enquiries mailbox with improved web signposting.
· Introduce an ‘Admin Update’ at the All-Staff Forum.
· Standardise MS Teams’ structure for clarity and efficiency.
· Provide soundproof pods for private calls and meetings.
· Create an information point in the new foyer.
· Improve AI awareness and broaden administrative roles.
· Reduce single points of failure through documentation and cross-training.
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