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Arrangements for Student Representation and Feedback within the University have been the subject of enhanced activity since July 2003 and support has been provided through the Teaching Quality Enhancement Fund (TQEF) for a number of developments. These have included:

· The development and implementation of the Online Student Satisfaction Survey, targeted at second year students;

· Facilitation of the National Student Survey and analysis of results; 

· Enhancement of staff/student consultation arrangements following extensive consultation with Faculties and the production of guidance notes for Course Directors. 

Based on the outcomes of these earlier projects the Student Feedback Implementation Group progress report (QAEC/05/18) identified a series of new activities and recommended that TQEF project work be refocused to have a greater concentration on student representation.  It was considered that this new initiative would benefit from the appointment of a recent graduate to support project work in the area of student representation and to act as liaison between the Students’ Union, Quality Management and Audit Unit and the Faculties.  James Byers, President of the UUSU (2004/05) was subsequently appointed to the position of Student Representation Development Officer and commenced work on 1st July 2005.

In an increasingly devolved quality assurance system and within a market driven higher education sector, the voice of students, articulated through the Course Representative system, is of growing importance, both to the University, its students and the Students' Union (SU).  The Quality Assurance Agency (QAA) believes that student views should play a central role in institutional reviews and current QAA audit processes allow for the submission of a formal written submission from the SU.  The QAA also reviews the extent to which an institution’s own quality management systems collect, analyse and respond to student views.

The Students’ Union’s primary role is the representation of students, both individually and collectively.  This paper sets out how the Students’ Union and the University can work together to provide a more effective Course Representation system.

Part of the role of the Student Representation Development Officer is to review and evaluate the current arrangements of student representation within the University of Ulster.  Represented below are examples of good practice within student representation processes from universities throughout the UK and the Republic of Ireland.  These represent the broad range of the most effective actions universities and their Students’ Unions have taken to facilitate student participation in order to obtain sufficient student feedback about programmes and courses at the level of delivery.  This report also includes details of mechanisms that other institutions have implemented to increase the involvement course reps have in the representation of students at their universities.


Within the University of Ulster, there are three main levels for student representation.  At course level, Course Reps are fully involved in the Staff Student Consultative Committees (SSCCs) and Course/Subject Committees where many academic and non-academic issues can be addressed.  The effectiveness of these committees varies, not only between faculties, but within faculties and schools.  In the past, many Course/Programme Directors have found it quite problematic to ensure that students elect a Course Representative.  Since September 2005, attempts have been made to enhance the profile of Course Reps by providing more information on the duties and responsibilities of the role.  This has been achieved by using targeted advertising campaigns to stimulate student interest and through the provision of improved information on the election procedures to Course Directors.  During the first semester of 2005/06, there has been a marked improvement in this area, with nearly 370 Course Reps registered on a database of whom over 200 have attended the Course Rep Training events organised by the Quality Management and Audit Unit in conjunction with the Students’ Union.

The second level of student representation within the University is at Faculty committee level.  In general this has been poor across all Faculties despite past efforts of the Students’ Union to train representatives and of Faculty staff to encourage student representatives to attend.  Consequently there has been an acceptance across Faculty committees that student representation at that level will continue to decline.  Some Faculties have subcommittees that are attended by Course Reps on an irregular basis.  Although the Course Reps are welcomed and strongly encouraged to participate in these meeting, their participation in some committees is lacking.  This is ultimately due to the student having a lack of confidence or knowledge to fully participate as an equal member of the committee, or due to students losing interest in attending as many of the issues on the agenda are not directly relevant to them or their peers.

Student representation at University level is provided through the Students’ Union’s sabbatical officers.  University committee meetings are generally well attended by SU officers, although in past years, attendance has been sporadic.  SU Officers are currently making a major effort to ensure that all committees are well attended by the designated SU Representatives.  The President of the Students’ Union, currently Colleen Dowdall, is responsible for monitoring the attendance of the officers at these committees to ensure that students’ views are well represented.


After discussions with a number of Course Reps from previous years, several operational issues were highlighted which may explain the lack of commitment and involvement by students in the student representation structures. 

Nearly all students highlighted the fact that there was a lack of communication between Course Reps and both the University and Students’ Union of issues which were of specific concern to them.  The consultation also highlighted that, although limited training was offered by the Students’ Union, this was not followed up and was often the only contact they received from the Students’ Union.  Also, there were no relevant materials available to Course Reps via the University or Students’ Union websites explaining their role or providing advice.  Many were not aware of the full contribution Course Reps can make to the University through the provision of feedback on issues concerning the student experience.

For Course Reps to be fully accountable to their student year group, it is a requirement that elections for the positions are held.  It had become widespread practice for Course Directors to nominate a student from the class to sit on committee meetings.  At times, there was also a lack of respect for and recognition of the position, in particular, where the importance of the position was not fully expressed to students by academics.

The most common reason given by students for their lack of interest in the role of Course Rep was the lack of any perceived benefits associated with the role.  Many acknowledged that it would be beneficial for their CVs but felt that they had little time to invest into the role.


Over the last few years, many institutions and Students’ Unions in the UK have implemented new procedures or created new positions to co-ordinate the role and duties of Course Reps.  Many have recorded a noticeable improvement in achieving effective student representation with new incentives being offered to encourage students to become more involved.  The new structures and enhanced support that have been instigated at these institutions are evaluated below to establish how the University of Ulster and its Students’ Union might be able to incorporate them into their structures.  



When examining other universities’ websites for information on the structures of their student representation systems, it was clear that very few universities had easily accessible information on their present student representation structures.  Many institutions leave it to their Students’ Union website to deal with such arrangements, which at times will only supply minimum information.  Many institutions have similar student representation structures to our own at UU, where Sabbatical Officers from the Students’ Union sit on overall University Committees and Course Representatives sit on Staff Student Consultative Committees or an equivalent grouping.

A number of initiatives have been implemented by other institutions to improve or increase student participation at all committee levels from the Staff Student Consultative Committee, right up to the Senate of each university.  

Some of the initiatives include; 

· financial incentives; 

· the creation of new positions within Students’ Union and Faculties to co-ordinate the student reps more closely; 

· improved information on the responsibilities and duties of student representatives which included improved communication, not only between the students and the universities, but also between the student representatives themselves using the Students’ Unions’ websites and electronic forums;  

· rewarding or providing forms of recognition for those students who participate in voluntary activities outside the formal academic study and assessment structures, in recognition of the fact that these activities have made an important contribution towards enhancing their learning for life during their time at university.

Each of these initiatives is described and in terms of:

· how other Universities have applied their ideas to the structures of their organisation, 

· the effectiveness of the initiative,

· how it could be implemented into the academic structures within the University of Ulster.   



At the beginning of 2004/05, the University of Arts, London introduced a system where Course Reps are entitled to claim money for the meetings which they attend.  The Meeting Allowance is set at a flat rate of £7.50 for each Course level meeting attended, and £10.00 for each school/Faculty/University level meeting attended.   For Course Reps to become eligible to claim the Meeting Allowance for the meetings they attend, they must first attend one of the Students’ Union training sessions.  Their details are then entered onto a Course Rep Database to ensure their eligibility to claim the allowance.  Each Course Rep claiming for the allowance must also complete a ‘Meeting Allowance Claim Form.’
  These forms are then returned to the Student Representation Coordinator who assesses them for their eligibility.

The University of Westminster pays their Course Reps £7.50 for each meeting they attend with a system similar to that of the University of Arts, London.

The University of Wolverhampton provides printing credit to all Course Reps that attend training events.  A large increase in attendance at the training event has been the result.
Students Reps at the University of the West of England are paid an allowance of £5.44 per hour (including holiday pay) to attend defined Faculty and Union rep meetings.  For the allowance to paid, the Student Reps must provide the required information to the Student Rep Coordinator, with both the student and the Faculty confirming their attendance and participation at the meeting.

The University of Hull remunerates student reps who take on extra responsibilities in terms of going to and setting up meetings.  They have three tiers of representatives, the first level being the Course Reps who only sit on Course Staff Student Consultative Committees.  These Course Reps are not financially rewarded.  A greater effort is placed upon marketing the skills, personal development and peer kudos that they will achieve, although they are provided with discounted entry at a local nightclub.  

The second tier of representatives at Hull are Faculty Reps, who sit on all faculty and school level committees. Their responsibilities are divided equally and they are encouraged to meet regularly to discuss common issues. They are given an annual payment of £100.  However they are held to account in as much as if they don't attend regular meetings without sending apologies, the Students’ Union will start to decrease the total financial reward the Faculty Rep was originally entitled to.

The third and final tier at Hull is the Senate Reps who sit on all of the committees that the other reps do and in addition participate in meetings of Senate.  Due to the increased responsibilities (not just the committee but chairing pre-faculty meetings and coordinating their faculties’ reps) they are paid £250.  This £250 is classed as an honorarium
 in that the Student Reps are classed as volunteers.


Many Students’ Unions over recent years have created an additional full-time Students’ Union paid staff post with responsibility for helping the Students’ Union Officers to coordinate the Student Reps.  These positions have various titles including 'Student Development Officer' or 'Student Rep Co-ordinator' or 'Democracy Support Officer'.  Many of these roles include the training of student reps and Sabbatical Officers, the provision of career development in conjunction with the respective Universities’ Career Departments and providing support and advice on the organisation and implementation of Students’ Union campaigns.  

Other initiatives include the creation of new paid positions for students or recent graduates to help in the running of the student representation system within each institution.

At the University of Aberdeen, a new position has been created to facilitate liaison between the Students’ Union Officers and the Class Rep called the ‘Area of Study Convener’.  An Area of Study Convener is a student who represents the interests of fellow students in their degree area.  This is an elected position, and the key-role of the Convener is to act as a communication link between students within an area of study, the University and the Students' Union.  Area of Study Conveners also assist in the stewardship of the Class Representative System and are responsible for dealing with problems that Class Reps have or, indeed, complaints about Class Reps themselves.  Each Area of Study Convener works closely with the Students’ Union and the Academic Affairs Officer of the Students’ Union in the execution of education policy issues within and out-with the Students’ Union.

At the University of Birmingham the schools and departments have each assigned a staff member to become a ‘Staff Liaison Contact’ (SLC).  This role is described as being ‘absolutely crucial in fostering effective student representation.’  The SLC acts a point of contact for the University and the Students’ Guild in relation to matters concerning student representation.  More information on this position can be found in Appendix 2.

The University of Central Lancashire in co-operation with its Students’ Union has established paid full-time fixed term Student Liaison Officer (SLO) roles in each of its faculties.  These SLOs are employed by the University and work closely with the Students’ Union, but are completely impartial and independent and can assist students and Course Reps with any queries.  The SLO coordinates the course rep system across their respective faculty and ensures that all issues are well represented to University staff.  They are recent graduates or students on sabbatical leave who are experienced in the life of the University.
  Some of the SLOs have also used their year in this role as a placement year.

The Students’ Union at King’s College London created a full-time position called the ‘Democratic Services Coordinator’.  The main duties of this position are to support the Sabbatical Officers in campaigns and the Governance systems within the Students’ Union and University.  This includes the provision of relevant training, not only to the elected Students’ Union Officers, but also to other student volunteers and Course Reps.

At the University of Bradford they have created a position within their Staff Development department that is specifically geared towards ‘Student Development’.  The ‘Student Training and Development Adviser’ is responsible for fostering a learning and training culture across the student community that places emphasis on key skills.  This mainly involves supporting a team of student volunteers and course representatives, and planning and implementing training activities.  The position provides students with many opportunities to develop a range of valuable skills, such as self-confidence, the ability to facilitate a group, time management, and communication with others. 

The Students’ Union at the University of the West of England has created five new staff positions called the ‘Student Rep Coordinators’.  The Student Rep Coordinator supports student reps within each of the nine faculties at UWE. The support they offer to reps includes the provision of induction sessions for new reps, the student reps handbooks and email newsletters. They can help reps individually with advice on how to pursue a particular issue or provide information on how the Student Rep system works.

In March 2005, the University of London Students’ Union created a full-time position for coordinating the Course Reps – the ‘Student Representation Coordinator’.
  This position is also responsible for managing the expenses of not only the Course Reps, but also of the Course Rep Links. These new positions are held by students who help the Students’ Union ‘on the ground’ to coordinate and liaise with the Course Reps.  Course Rep Links are not student representatives; they are employed by the Students’ Union to work along side Course Directors to ensure that Course Reps are elected, that Course Reps complete their details on a database, that Course Rep Handbooks are distributed to Course Reps, that Course Reps are encouraged to attend training events, and to collect minutes of Course Committees (SSCC) on behalf of the Students’ Union.  Although the Students’ Union pays the Course Rep Links, at the end of every academic year, they are elected by the students on an annual basis.


Although no university awards its students with extra academic credit for specifically volunteering as a student representative, some have taken steps to award students for the extracurricular activities that enhance their learning for life.

The University of Wolverhampton is an exception to this.  It has designed a module (Developing Personal & Professional Skills through Representation) for those students who have an interest in ‘student representation’ to reflect on and evaluate the communication processes involved. The module provides the context for student representatives to acquire and develop the knowledge and skills to underpin their role within the University and Students’ Union.  An interest in student matters and attendance at taught sessions and on agreed committees is essential for students to successfully complete the module.

Student representatives are introduced to a number of theoretical models as an aid to understanding organisational, interpersonal and group communications via a small number of lectures and workshops.  They are asked to reflect on how these models, and any others identified through further reading, might develop their understanding of how people function in organisations and to also consider how they use their communication and negotiation skills to fully develop as a student representative. 

The lectures/workshops provided through this module offer student representatives the opportunity to exchange ideas with other representatives. Throughout the module, students are expected to attend School/University meetings, undertake additional reading and keep a detailed Learning Log.  Towards the end of the module the student representatives are introduced to the conventions of report writing.

This forms the basis of the evidence used in the evaluative report which students must complete at the end of the module to successfully complete it.

Dublin City University has created a module which awards students who have participated in extra-curricular activities with credit by assessing their involvement whilst they study at DCU.  The aim of the ‘Uaneen Module’ is to encourage activity, external to academic study and assessment, which is recognised as adding to the rounding of the education of the student in its broadest sense.  The student is required to record their activities in a learning diary or portfolio, which is assessed by an Award Board appointed by DCU’s Academic Council.  The logged activities should reflect on the student’s learning, self-development and contribution to the development of others.   Students are credited with either 7.5, 5 or 2.5 ECTS (European Credit Transfer and Accumulation System) which are additional to the standard credits received by the student and this is recorded in the student’s Diploma Supplement.

The University of Birmingham Students’ Union, in cooperation with the University, has created a scheme where students are accredited for the volunteering they do through the Millennium Volunteers (MV) scheme.  After 100 hours of volunteering, MVs will be presented with an Award signed by the Minister for Skills and Vocational Education. However the ultimate aim is to reach the 200 hours target, when MVs will receive an Award of Excellence signed by the Secretary of State.

The National Union of Students introduced a ‘National Student Learning Programme’ (NSLP) which aims to disseminate key skills among students through peer-based training in a cost-effective manner. Now in its ninth year, the NSLP network has in excess of 2000 student trainers who in turn have trained over 80,000 students in one or more key skills in their unions.  In addition to their own personal development student trainers can also gain the NSLP Trainers Award which is becoming increasingly recognised by many potential employers.

The University of Warwick has developed a certificate for students – the Warwick Skills Certificate (WSC), which is a free course offered to students in addition to their course of study.  It has been designed to develop a student’s competence, confidence and credibility in a range of essential graduate-level skills.  As a modular programme, students need to accrue 30 credits to gain the whole award. Modules are usually worth 10 Level 1 credits (there are also a few 5 credit day workshops) and a wide range is available for students to select, so that they can choose the combination that is right for them including: Communication Skills; IT Skills; Academic Skills; Career Management; Enterprise Skills; and Employability Skills to name but a few.

This programme leads to a Certificate in Higher Education which will appear on student transcripts.  It allows students to fine-tune the academic and personal skills that they already have as well as encouraging new skills to develop.  It can help them to study better so that they can obtain the best degree possible as well as helping students to identify and develop the skills that graduate employers really want.



The report above contains a wide range of examples of potential enhancements that could be made to the current student representation procedures and structures at the University of Ulster for the betterment of the University, the Students’ Union and its students.  In order to progress enhancements in this area there needs to be agreement upon a list of goals by all parties concerned. 

The following goals are proposed:

· The creation of new improved structures within the students representation structures at the University of Ulster, after prior consultation with present course reps, to ensure a greater involvement of students in the running of the University and its course programmes and to ensure a clear student voice, not only on faculty and school issues, but on local campus issues as well. 

· Ensure that all Faculties and Schools across the four campuses adapt agreed best practice in this area for the ultimate benefit and welfare of the students and as that practice develops, find effective means of dissemination across the University community
This approach would serve two further goals: to safeguard students’ rights set out in the Student Charter and to prove to all our students that the University, the Students’ Union and the Course Representatives can work together constructively towards common goals for the betterment of the institution as a whole.  

For effective Student Representation to be a reality there must clear lines of communication between the students and those that govern their University life.  One of the main goals of the Students’ Union should be to facilitate and maintain this conversation between the students and the University.


It is recommended that;

· The Students’ Union should investigate the feasibility of employing a member of staff who can help to co-ordinate student representatives across the four campuses and provide continuity to the sabbatical officers and students.  This role should also include Student Development to provide students with the opportunity to fully develop their transferable skills; 

· The Faculties should each consider whether it is practicable to employ a recent graduate or placement student to act as a Student Liaison Officer, similar to the position at the University of Central Lancashire;

· The Students’ Union should explore the possibility of training the Course Reps in the National Student Learning Programme in order to disseminate key skills among students through peer-based training in a cost-effective manner; 

· The University and Students’ Union should examine the feasibility of the creation of an elective module or additional course which Course Reps could attend similar to the module ‘Developing Personal & Professional Skills through Representation’ which is provided at the University of Wolverhampton and the University of Warwick’s ‘Warwick Skills Certificate.’  This would give Course Reps at UU something which is tangible as evidence of the skills they have gained from their position;                               

· The Students’ Union should invest in website development with the creation of a Course Rep Webpage with web based resources available to all Course Reps.
  The website of the Students’ Union at the University of Bath advertises each Course Reps and allows them to easily maintain a list of students who want to be kept informed about academic issues;

· An online forum for Course Reps should be created on the Students’ Union website so that Course Reps can more freely communicate with one another between campuses;

· The VP Education and Welfare Officer on each campus should organise monthly meetings with all Course Reps on their campus where opinions and information can be sought from the students and advice and support provided;

· The University’s website should include more clearly signposted information on student representation structures and roles;

· The University should seek to ensure that when changes have been made to issues which Course Reps have brought to their attention, these are clearly communicated to all of the student community.  This may be achieved via prospectuses, student handbooks, or specifically designed leaflets;
 
· Course Reps should have a Job Description agreed by the University and UUSU which outlines the duties and responsibilities that are expected of them;
· Course Rep elections should be formally organised into the first week of the academic year, and more information included on the role and duties in Course Handbooks;

· Schools should consider the most appropriate mechanism for advertising the Course Reps for each Course and how students can get in contact with them.……
………
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	STUDENT REPRESENTATIVES:

MEETING ALLOWANCE CLAIM FORM


NAME ______________________________________________________________

COURSE FOR WHICH YOU ARE A REP _______________________________ 

COLLEGE​​​​​​​​​​​​​​: (Please Circle)     Camberwell       Chelsea        CSM        LCC        LCF
ADDRESS: ______________________________________________________________ _____________________________________________________________________________________________

EMAIL: _______________________________

MOBILE NO. _______________________________

MEETING TYPE:
(please tick one)

· Course Committee/Workshop Users Group

· School Board/Programme Committee

· College Academic Committee

· University Committee

· Other (please specify)____________________________________________ 
I certify that I attended the above meeting and am entitled to claim the meeting allowance honorarium of £7.50 (Course Committee) or £10.00 (all other meetings).

Signed ______________________________________________________________

___________________________________________________

For use by Chair/Secretary of Committee

Name _______________________________________________________________

Position _____________________________________________________________

Length of meeting _____________________________________________________

Signature ____________________________________________________________

MEETING REPORT FORM

Please use the space below to give a brief overview of the issues discussed at the meeting and the outcomes decided upon.

	ISSUE
	OUTCOME

	
	




APPENDIX 2

http://www.bugs.bham.ac.uk/studentvoices/studentreps/getlibraryfile.asp?FID=REPS-STUDE-NTHAN-DBOOK-2004T-O2005.pdf
Staff Liaison Contacts 

The role of the principal SLC in a school or department is absolutely crucial in fostering effective student representation. Accordingly, this post should be held by a committed and proactive member of staff, experienced in dealing with students and student-related issues, and appointed for a sufficiently lengthy period to ensure continuity in the overseeing of the Student Representation System. A minimum period of three years is suggested. Such a person will work closely with any subsidiary. SLCs in schools or departments where several Staff-Student Committees (SSCs) exist. 

Duties and Responsibilities: 

· To be a point of contact in the school/department for University administration and the Guild of Students in relation to matters concerning the Student Representation System 

· To promote the importance of student representation to students and staff in the school/department and support the system generally 

· To ensure that elections of Student Reps take place at the appointed time ie. before the end of week 5 of the academic session or towards the end of the previous session 

· To ensure that the contact details of the staff and student members of the SCC, together with the minutes of the SCC meetings, are published on the school/ department website. The address of the school-managed distribution list is to be passed on to the Guild of Students; the Guild offers to assist this through the Student Reps website. 

· To pass the names and email addresses of Student Reps and staff members of the SSC to the Guild by the 29th October 2004. 

· To ensure that a SSC suggestion-box and notice board are provided in the school/department, the latter to display the names, photographs and contact details of the SSC membership, plus minutes of SSC meetings 

· To attend meetings of SSCs or arrange appropriate delegation 

· To attend meetings on student representation hosted by the Guild

· To ensure an annual report of SSC proceedings is returned to the Staff-Student Committee Coordinators 

· To coordinate consultation on major changes at school/department level 

APPENDIX 3
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	Job Title:
	Student Liaison Officer

	Department:
	 Cultural Legal & Social Studies

	Grade:
	Scale 2 0.5  (£12,447 pro rata)

	Responsible to:
	Dean of Faculty / Head of Faculty Services

	Job Purpose:

To support the student body within the Faculty by developing strong links between course representatives, the Faculty and the Students’ Union.  To initiate, develop and co-ordinate a liaison service between key stakeholders on all aspects of student support.

	Main Duties and Responsibilities:

1. To establish effective systems for recruitment of, and liaison with, course representatives.
2. To help in the induction of new students to the Faculty, including welcoming and directing students and the organisation of social events.

3. To support Course Representatives in helping to rectify course problems, and in direct work with students.

4. To establish a database of Course Representatives.

5. To work with the Vice-President (Academic Affairs) to train and support Course Representatives.

6. To develop links and communicate information between the Faculty, University, Students’ Union, Course Representatives and students.

7. To be accessible to students by telephone, in person or by email, and to act as a referral point to enable students to access impartial and independent advice from bodies such as the Students’ Union or Student Services

8. To encourage attendance of students at Students’ Council, Course Representative training and general meetings of the Students’ Union.

9. To set up and chair a Faculty Committee for Students and undertake all associated responsibilities.

10. To help with the promotion of the Faculty at Visit Days, Open Days and other initiatives.

11. To provide regular updates on activity and progress.

12. To carry out other duties and responsibilities commensurate with the post on the direction of the Dean or Head of Faculty Services.



	Reference Number:
	249-25-6

	Closing Date:
	15th July 2004

	Person Specification
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	Job Title:
	Student Liaison Officer

	Department:
	Cultural Legal & Social Studies

	Grade:
	Scale 2  0.5 (£12,447 pro rate)

	Compiled by:
	Daniel R Lamont, Dean of Faculty

	Date:
	June 2004 


	Attributes
	Essential
	Desirable

	Work Experience


	A current student at the end of his/her second year looking to take a study break or a recent graduate
	Experience as a Course Representative

	Education/Qualifications


	Currently studying/already educated to degree or higher diploma standard or equivalent.
	

	Skills/Abilities


	IT Literate

Broad knowledge of the University and Students’ Union hierarchy, function and procedures

Organisational skills

Excellent presentation skills
	

	Personal Details


	Plenty of enthusiasm

Outgoing personality

Strong interpersonal and communication skills

Self-motivated

A good teamworker
	


	Reference Number:
	249-25-6

	Date:
	June 2004
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My name is Adrian Peers. I am a third year student studying Business Information Technology. As part of my degree I am doing a placement year with the university as the Lancashire Business School's Student Liaison Officer. Find out more information about my role below... 

What is a Student Liaison Officer?
What is my Role?
Course reps 
My goals 
Contact me
What is a Student Liaison Officer?
"S.L.O’s exist to provide a link between students, the University and the Students’ Union, enabling students to access a wide variety of services. They provide communication and network opportunities to enhance existing links and co-ordinate the representative structure at a Faculty level through support, guidance, confidential, impartial and independent advice" (Student Liaison Officer Mission Statement)

What is my Role?

I am employed by the university, but my role enables me to work independently of both the Faculty and the University. I act as a point of contact for both staff and students in particular. The role enables me to independently help, advise and lead students to the suitable resources in the university. I am currently a student at the university; therefore I am already aware of problems that may arise and the suitable members of staff to contact.

Course Reps

The course rep system is a valued one for both staff and students, as it is a chance for students to voice their needs and concerns. Last year saw the biggest course rep system that the Lancashire Business School has ever seen, with over 200 across all courses involved. If you would like to become a course rep then please get in touch.


My Goals

I want to make sure that you, the student, are able to gain the best experience whilst studying at this university. I intend to get involved in many projects, both in the faculty and across the university, Boost awareness of my role for you the students, recruit a large group of course reps to allow no problem to go unnoticed and quickly action any problems that my arise. If there are any ideas that you have which you feel could help you and other students then please get in touch.

If you need any help then please get in touch
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Job Title :

Democratic Services Co-ordinator

Responsible To:

Policy Advisor
Responsible For:
Student staff and volunteers.

Summary of Post

The remit of the Democratic Services Department is to support the work of the elected student officers. The main duties of the Democratic Services Co-ordinator are to support the officers with their programme of campaigns and to assist with KCLSU Governance systems. There are three permanent staff members in the Department: the Policy Advisor, the Advice & Information Co-ordinator and the Democratic Services Co-ordinator. The Policy Advisor line manages the Democratic Services Co-ordinator. All three staff members work closely together to meet the Department’s objectives. 

Specific Duties

1. Campaigns

The post-holder shall:

· Assist the elected officers with their campaigning responsibilities. This will include assisting with a programme of campaign planning, creating ideas, carrying out research, finding information, and offering administrative support. 

· Ensure that any students volunteering in running Union campaigns are recruited, inducted, supported adequately and that their feedback is gathered and acted upon.

2. Governance

The post-holder shall:

· Assist the elected officers, staff and students with the implementation of the new Governance systems and processes.

· Establish a detailed and comprehensive knowledge of the Union Constitution and Memorandum and Articles and advise elected officers, students and staff on their contents.

· Ensure that the Constitution, its accompanying regulations, bye-laws and policies are updated as required.

· Alongside other staff in the Department, service the main Union Committees by ensuring papers are disseminated in a timely fashion;  attending meetings; taking and amending minutes; and creating and maintaining committee membership databases.

3. Training and Development

The post-holder shall:

· Assist the Department with the development and delivery of relevant training and reward systems for elected officers, volunteers, course reps, and staff.

4. Administration Support

The postholder shall:

· Provide individually tailored administration support to the full time elected officers. This may take the form of sorting emails, filing papers, planning meetings, or maintaining a database.

· Support elected officers by carrying out relevant administration to ensure the success of campaigns, meetings, research etc.

6. College Liaison

The post-holder shall:

· Support the Advice & Information Co-ordinator in providing advice to students, officers and staff regarding College regulations.

· Support the Policy Advisor with briefings to elected officers and other student representatives who sit on College committees.

· Maintain an up-to-date knowledge of higher education, students’ unions,  developments and best practices, and offer briefings as required.

· Support the Advice & Information Co-ordinator by providing information on the College’s quality assurance systems.

· Support the Advice & Information Co-ordinator in planning and delivering a programme of support to the College’s course representatives.

Other

The postholder shall:

· Assist in the organisation of Union elections as required.

· Provide general assistance to all the work and development of the Membership Services department and the Students’ Union in general.

· Operate in accordance with health & safety practices and regulations at all times.

· Attend meetings and training events as required.

· Comply with Union policies, procedures and constitution at all times.

· Undertake any other duties appropriate for the grade and responsibilities of the post that may from time to time be reasonably requested.

· Have a flexible approach to duties and work and, in particular, adopt a team work style with departments and activities across the Union.  This may involve undertaking duties in support of the activities and services of other Department.
Notes

The minimum working week for the post is 35 hours.  However, due to the nature of the work, actual working hours may exceed this total and may involve some evening and weekend work.  This is considered part of the contract and reflected in the grading for the post.

The job description is current at 8th August 2005 and should be reviewed annually.  It outlines the main duties of the position and is designed for the benefit of both the post holder and the Students’ Union in understanding the prime functions of the post.  It should not be regarded as exclusive or exhaustive.  In particular, given the grading and nature of the post, the responsibilities of, the post holder may well change from time to time.  The postholder may, from time to time, be required to be based at and/or work from any KCL site.

Management has the right to vary the duties and responsibilities after consultation with you.
Signed

Name

Date
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PREFERRED CANDIDATE PROFILE

Democratic Services Co-ordinator

The following sets out the range of personal qualities, skills and experience that the preferred candidate will be able to demonstrate. It is recognised that interested applicants will have a variety of previous employment histories and thus will be stronger in some areas than others.  Interested applicants should, however, seek to demonstrate in their application how their competencies best meet the criteria set out below.

Qualifications

· Degree or equivalent education desirable

Experience

· Working within a student officer led and / or volunteer led-environment

· Experience of producing reports and briefings

Knowledge

· Higher education and issues affecting students

· An understanding of the democratic political process and the role of elected officers

· Issues relating to participation and involvement in the higher education environment

· Knowledge of research methodology desirable

Skills

· Ability to work as part of a team

· Computer literate, specifically on Microsoft Office packages. Familiarity with membership databases desirable

· Independent and self reliant, being able to work without close supervision

· Able to build appropriate relationships with relevant partners

· Excellent verbal and written communication skills

· Ability to manage working time effectively, and prioritise projects appropriately

· Ability to learn new information quickly

Aptitude

· Flexible and hard-working with a proactive work style

· Approachable nature, with the ability to relate to a variety of audiences in an appropriate manner

· Constantly striving to offer excellent, quality customer service
· A commitment to the principles and practices of equal opportunities.
· A commitment to working in a democratic, student-led environment
· Tactful and diplomatic with an assertive nature
APPENDIX 6
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POST:
STUDENT REPRESENTATION COORDINATOR 

SALARY:


Spinal Point 115 - 125


DATE OF WRITING:
 March 2005 

ACCOUNTABLE TO:
The post holder will be responsible to the General Manager. Through the staffing structure the post holder will be responsible to the Executive Committee of the Students’ Union.

RESPONSIBLE FOR:
Course Rep Links; relevant student staff.
HOURS:


37 hours per week
LOCATION:
Usually located at Union Head Office in Holborn but will be expected to visit other University of the Arts London sites on a regular basis.

PRIMARY OBJECTIVE:

· To be responsible for the Course Rep Links system through line-management of the Course Rep Links.

· To develop and maintain the representative structures of the Students’ Union.
· To train and develop Course Representatives and Course Representative Links

PRINCIPLE DUTIES:

1.
Academic representation – In Conjunction With The Students’ Union Officers
Course Reps

To support the University of the Arts London’s Course Representatives through effective training and handbooks

Course Rep Meeting Allowances

To manage the Course Rep Meeting Allowances ensuring that all monies is clearly accounted for and allocated properly

Course Rep Links

To recruit, train and line-manage the Course Rep Links and ensure that they provide the proper documentation for finance office and taxation purposes.

2.
Residence representation – In Conjunction With The Students’ Union Officers
To develop and support systems of representation for students in university accommodation.

3.
Elections

To be the lead staff member in the organisation of Students’ Union elections, liasing with the Officers and the Events & Marketing Coordinator to promote and run University and College wide elections

4. 
Students’ Union internal structures

Students’ Union College Teams

To work with the College Officers to help set up and support effective Students’ Union College Teams.

Students’ Union Council

In conjunction with the Students’ Union Officers to help set up and support an effective Students’ Union Council.

Research and Advice

To aid Students’ Union Officers as regards research for upcoming meetings with the University and to give an overview where requested of accompanying papers prior to Officers Meeting with the University.

GENERAL DUTIES: These duties are included in all SU Job Descriptions

· To deliver and develop targets outlined in the Union’s strategic plan.

· To contribute and assist in the Union’s planning processes and the review of its performance and systems.

· To attend meetings, training events, private views and conferences where necessary.

· To liaise as required with University and College personnel and appropriate external organisations.

· To portray the Students’ Union in a positive, proactive and professional manner.

· To observe and uphold the requirements of the Union Constitution and act at all times in accordance with policies including equality of opportunity.

· To contribute to the Students’ Unions publications and informational materials.

· To give first point of reference information to students seeking advice on academic appeals.

· To be actively involved with Union wide events such as Elections and the Freshers’ Fayres.

· To undertake your own typing, filing, photocopying etc.

· To provide cover, where appropriate, for other staff during holidays, sickness etc.

· To undertake any duties of a similar responsibility as and when directed by your line manager.
These general duties are included in all job descriptions
PERSON SPECIFICATION:

The successful candidate will have:

	At least one year’s experience at training large teams of staff / students


	Essential

	An understanding of Students’ Union Governance Issues and practises


	Desirable

	Ability to construct and maintain complicated databases


	Essential

	Degree or other relevant qualification


	Desirable

	A demonstrable understanding of Students’ Unions or other democratic organisations, especially the course representative system


	Essential

	IT competent with a working understanding or Microsoft Office packages
	Desirable

	A flexible approach to working combined with the ability to work under pressure and to deadlines, whilst maintaining a high standard of professionalism
	Essential

	The ability to motivate self and others and the ability to bring new ideas, creativity and lots of enthusiasm to the role


	Essential

	The ability to work as part of a team and also independently


	Essential

	Willingness to occasionally work beyond traditional office and at weekends hours


	Essential

	Clean Driving Licence and a willingness to drive in London


	Desirable
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	Hello and welcome to the Student Reps website... 

 

...Student Reps is the academic representation system for Bournemouth University coordinated by the Students' Union. The system works to ensure communication between the Students' Union, the University and the students and to improve the academic experience for all students at Bournemouth University. 

There is plenty of useful and interesting information on this site for both students and staff. Use the navigation bar on the right to find what you need.

If you can't find what you need or have any questions about this site, or Student Reps in general, please contact Vice President Representation on 01202 595773 or by emailing suvprep@bournemouth.ac.uk, alternatively you can pop up to the Students' Union (Poole House, Talbot Campus - above Dylan's Bar)
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4.2 Recommendations
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1.4 Rational for Development Activities of Students Representation under TQEF








Section 2: Methodology











1.3 Summary of Operational Issues for Student Representation at UU








1.2 Summary of Current Arrangements for Student Representation at UU








1.1 Background








Examples of Best Practice from other Third Level Institutions.





3.1 Financial Incentives








3.2 The Creation of New Positions within Universities and Students’ Unions to Coordinate Course Representatives.  








3.3 Academic Recognition for Students who Participate in Student 


      Representation and Volunteering Activities








4.1 Conclusions











DATE OF MEETING: ______________________________


TIME ARRIVED AT MEETING: ______________________________





TIME LEFT MEETING: ______________________________











For Students’ Union Use Only





Minutes of meeting received? (	Date form received:





Student Representation 	Date Allowance Tokens Issued:


Co-ordinator:_


__________________________	


Number of Allowance 	  Allowance Token Issue Numbers:     


Tokens issued: _____	  





   	





Job Description








� See Appendix 1   (Page 12)


� An honorarium is a payment or an award granted in recognition of a special service.





� See Appendix 3 for SLO Job Description.  (Page 15)


� See Appendix 4   (Page 17)


� See Appendix 5 for Democratic Services Coordinator Job Description  (Page 18)


� See Appendix 6 for Student Representation Coordinator Job Description  (Page 21)


� See Appendix 7 for examples of Course Rep Websites (Page 24)


� See Appendix 8 for an 
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