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Welcome from Welfare and Education Officer

Pleasant greetings my fellow students.  Welcome to the University of East London Students’ Union (UELSU) and thank you for taking on the crucial role of Student Representative.  

You are now in a position where you can effect change for the betterment of students in your school and fellow students within the wider university community.
As a Student Representative you will be the direct link of communication between the students’ in your school, the school itself, the Students’ Union and our University.  You will also sit on various University committees so as to ensure that the students’ voice is heard in any decision making process.  

WE – the students’ have much more power than we often realise.  With the changing environment in Higher Education we have been faced with a series of top up fees.  Though a term which we despise this change in environment has resulted in us being labelled with the price tag of ‘customers’.  Therefore as in any other business it is important that the needs of the customer are met – here is where you come in.  

Value has been placed on the attainment of education and so we need to ensure that we are getting value for our money.  If there are any inadequacies within your school that are affecting a significant number of students you will need to present these to the relevant authorities so that the matter can be addressed as soon as possible.  Don’t worry all the training you need will be provided.  Think of yourself as a communicator of students’ voice – a pioneer for change.

To top it all off you walk away with the satisfaction that you have made a difference – you have caused a ripple to form on the lake!  The experience which you will gain is invaluable.  A look at the recent skills which recruiters look for in employees found that your degree classification is only looked at after seven other considerations have been taken into account.  Recruiters first assess your verbal and written communication skills, problem solving skills, personal/transferable skills, ability to work in a team, enthusiasm and work experience.  You will acquire all these skills as a direct result of being a Student Representative.  On completion we will provide you with a certificate to commemorate your dedication to the role.

Many thanks honourable Reps.  Congratulations on making a wise choice!  I truly hope that you will enjoy your time as a Student Representative.  Should you have any questions or concerns please feel free to contact me on telephone 020 8223 4209/4205 or email me at g.m.williams@uel.ac.uk.  
Humbly yours, Glenith Williams, Welfare and Education Officer (UELSU)

Introduction to Student Representation

Why have a student representative system?

One of the fundamental functions of a Students’ Union is the representation of students. An effective Student Representatives system can be amongst of the most successful ways of achieving this. Student Representatives are one of the main vehicles by which students can have a measure of control over their own learning experience.

Student representation can be defined as giving students a voice to influence institutional policy and resource decision-making processes and provides an accountable system for channelling student views.

Why is student representation important?

General arguments
· Student views are lodged firmly in the institutions decision-making processes (ie where policy is decided and resources are distributed).

· It promotes the idea of an institutional culture of partnership between various HE stakeholders (UEL staff/Collaborative Partner staff, Students Reps and UELSU) and all these should be working together to enhance the quality of the total student experience.

· It provides students with an opportunity to provide critical commentary on their total student experience.

· It acts as a less formal complaint system.

· It gives students a level of ownership in relation to their education.

· It is interactive.

· It collects students’ views on a day to day basis building up a comprehensive view over time.

· It is pro-active, innovative and thought provoking.
For the university and collaborative partner
· Student Representatives can provide consistent well informed opinions about the quality of teaching and learning and the student experience in general.
· Institutions need to ensure that they continue to offer high quality programmes, and the involvement of Student Representatives are vital in achieving this goal.
· Student Representatives can provide staff with information about how their programmes can be effectively improved.

· They can also support staff in their bid to introduce new teaching and learning projects.

Which committees have student representation?
There are places for students on Programme Committees.  Programme Committees for collaborative programmes are accountable to the relevant UEL School Board, which in turn is accountable to Academic Board.  A diagram of the UEL Academic Board Committee structure is provided in Appendix 3.  

Roles and Responsibilities of Student Representatives 
on Programme Committees

What is the role of a programme committee Student Representative?

· To represent views of students on their programme.

· To forms a vital link between staff and students in their School.

· To bring issues to the attention of the Students’ Union.

Why should I be a programme committee Student Representative?

· You can make a difference to how your programme is run.

· You can be part of UEL’s decision making processes.

· You can meet other students and reps on your programme.

· You can gain highly transferable skills.

· You can be awarded a certificate of achievement.

What does being a programme committee Student Representative involve?

· Representing the views and concerns of students on your programme of study.

· Attending and participating in programme committee meetings.

· Consulting and reporting back to students.

· Attending training events organised by Students’ Union (optional).
What support is available?

· Handbook for Student Representatives on collaborative programmes.
· Induction and an ongoing programme of training provided by the Students’ Union and other relevant bodies.

· The Student Representative co-ordinator in the Students’ Union – Email: d.m.okelly@uel.ac.uk Telephone: 020 8223 6391

· Students’ Union Advice and Information Service (for assistance with complaints, appeals, finances and more).
· Students’ Union Executive (your elected university reps – for political campaigns).

· Students’ Union website www.uelsu.net (for general info).
· Your Programme Leader.

· UEL and the Collaborative Partners web pages for policies and regulations.

What are the time commitments?

· Attendance at programme committee meetings.

· Attendance at Student Representatives training events (optional).
You should also refer to the role description in Appendix 1.

What are the types of issues that Student Representatives deal with?

· Module deadlines – lecturers changing them without consulting the students and then penalising them if they do not meet the deadline.
· Lecture rooms – rooms not large enough to accommodate the cohort.  
· Reading lists – some lecturers may not submit their reading lists to the library for new acquisitions.
· Hidden programme costs – eg students being charged for modular handbooks when they shouldn’t.
· Turn around of marked work – students requesting assignments to be marked and returned before the following assignment is handed in to enable them to make use of the tutor’s comments.
Other issues

· Cancelled lectures

· Late lecturers 

· Unavailability of past exam papers

· Limited access to lab equipment / computers

· Discriminatory practices

· Problems with tutors

· Teaching methods

· Assessment methods

· Resources for studying

· Workloads etc.

How do I help other students?

Imagine the following scenario; a student has a problem prior to an essay deadline and can not submit the work. Another student feels he has been given inaccurate information about the UEL Academic Appeals procedures. There are students complaining about overcrowded rooms, inadequate lectures, expensive handouts and a slow turnaround of work. 

To whom should they go?  The first step might be to go to the Student Representative – some one they know on their programme and who is sharing their experience.  As students begin to recognise you as their Student Representative, individual students who want you to help solve their problems will probably approach you.  One key thing to bear in mind is confidentiality; always treat what a student tells you as confidential. If you are going to take any action or discuss the matter elsewhere, get their agreement first.

Once you have done this, there are several ways of dealing with individuals’ problems and concerns.
Talk to a staff member – Most of the problems students will approach you with (eg timetable, overcrowding, late return of essays etc) should first be reported to your Programme Leader. They can be discussed outside the formality of a Programme committee. You can also talk to other Student Representatives to see if the issue has been resolved in another year or department.

Putting the issue on an agenda – You may be advised to discuss an issue at the Programme Committee meeting, or there may be recurring problems that you need some guidance on or a firm policy decision made.

Seek advice from others – If an issue cannot be resolved to your satisfaction, or you are unsure about anything, then contact the Students’ Union. We will help you with your concerns. If students consult you on any of the following areas; assessment information, extenuating circumstances, appeals, assessment offences e.g. cheating and plagiarism, then please refer them to the Advice & Information Service of the Students’ Union.

Please remember that the academic staff and the Students’ Union are there to help and support you. With regards to complex casework, the Students’ Union staff and Sabbaticals are qualified to deal with this type of enquiry so make the most of their experience and knowledge.  For advice, support and information concerning student representation contact Deirdre O’Kelly on 020 8223 6391 or d.m.okelly@uel.ac.uk 
The UEL Collaborative Student Charter
It is important that you as a Collaborative Student Representative are familiar with the UEL Collaborative Student Charter and what it means for students.  The UEL Collaborative Student Charter is available at 

http://www.uel.ac.uk/collaborative-charter/index.htm
Noticeboards
You should have access to your UEL Plus noticeboard or access to a designated space/noticeboard to display your contact details (photographs are optional) so that students can contact you.  Dates of meetings, minutes of the previous meeting and changes made as a result of student feedback should be displayed.
The benefits of being a Student Representative

What’s in it for me?

· The opportunity to gain transferable skills, which are highly attractive to employers.

· The opportunity to reflect on your skills you need to develop further.

· The chance to network and meet other Student Representatives.

· The opportunity to attend training programmes.
· The chance to attend social events and have fun.

What can I achieve? What have Student Representatives done at UEL?
· In the School of Law, Student Representatives were involved in producing a draft code of conduct for lectures and seminars.  This was discussed at the Law School Board and a final version included in the Law field Student Handbook for 2004-05.  

· In some areas of the Business School, Student Representatives are used to highlight changes in regulations to students at the end of  lectures.

· In the School of Education, changes made as a result of student recommendations are notified through posters published on School notice boards

· Social Work Student Representatives meet partners who are potential employers.

· Student Representatives have won Jack Petchey Achievement Awards and received £300 to spend on their department or the student representatives system.
· The School of Law is developing a points scheme, whereby students generate a log of activities attended which is signed off by the School, at the end of their studies.  A system of points is awarded depending on what students do, which includes voluntary work and acting as a Student Representative.

· A UELSU Officer was a key member of Academic Board working groups on the academic framework, quality assurance and enhancement and combined honours programmes.
A guide to Programme Committee meetings

As a Student Representative a major part of your work will involve attending Programme Committee meetings. For some of you it may be the first time you are attending meetings of this nature. Some of you may be younger and less experienced than other members of the meeting. The best thing you can do to overcome this barrier is to listen and to take notes. Do not be afraid to ask for help from your School and the Student Union.

If you require more background information or clarification, you can arrange a meeting with other members of your Programme Committee, you can also talk to previous Student Representatives on your programme and try to get hold of minutes of past meetings.

Some Student Representatives may be worried that they will not be taken seriously, or that if they are outspoken this may be held against them and their academic work may suffer as a result. It is important to remember that most staff respect and support student representation, and don’t expect you to know the details of every HE issue.

Preparing for meetings

· Always check the time, date, and venue of the meeting. Make sure you know exactly where the room is prior to the meeting.
· Find out how you can put things onto the agenda if there is something in particular you wish to discuss. There usually is a deadline for agenda items. The Chair should be able to advise you of this.
· Inform other students of the date of the meeting to collect feedback.

· You should receive the papers for the meeting a couple of days before hand, if not arrange to collect them.

· Note down any points you want to raise, in advance of the meeting.
· Read the papers – is there any terminology that you don’t understand or issues you need clarification on? You can share or divide up the reading of papers with the other Student Representatives attending the meeting.
· Consult as widely as possible with other students about issues on the agenda.

· It is a good idea to meet with other Student Representatives attending the meeting, prior to the meeting itself.  This will help you manage issues as they arise.
In the meeting
· Wear what you feel comfortable in; programme committees are usually fairly informal.

· Try and sit where you can attract attention of the Chair if you want to make a contribution.

· Arrive on time, so you don’t miss anything important.
· Listen to the discussion.
· Address your comments to the Chair rather than individuals (this might not be necessary in informal meetings), and be concise!

· If you are asked for the student view on an issue, don’t feel that you have to give a definite response. You have the right to ask for time to consult students on your programme.
· At the end of the meeting, ask the Chair to summarise all the actions that need to be carried out.

· Note any actions required of you with deadlines.
Agenda

Agendas can differ between meetings, but most will include the following.

· Apologies - if you are unable to attend a meeting, you must send apologies to the Chair in advance.

· Chair’s action - the Chair may have acted on behalf of the committee during the period between meetings, and s/he will ask for endorsement.
· Minutes of the previous meeting – any comments on the factual accuracy are requested, if there aren’t any then the minutes are confirmed as an accurate record.

· Matters arising/update on actions – progress on actions is noted.
· Reports - this normally constitutes the main bulk of the agenda. If you submit a paper for discussion, you will present it here.

· Any Other Business - if you need to discuss an important issue which did not get put on the agenda, you may be able to raise it here.

After the meeting
· Discuss with the other Student Reps how meeting has gone and take on board any agreed actions.
· Report back to students about the decisions that affect them, and the responses to any issues you may have raised.  You should be able to feedback actions to students at the end of lectures or through UEL Plus or designated space/noticeboards at the Collaborative Partner.
· You may need to collect student feedback on a particular issue to take to the next meeting. 
Achievements and the year ahead
The year ahead promises to be an exciting and productive one with regards to Student Representatives and we will be building upon past successes.
The last few years have seen an increase in registered Student Representatives from 130 in 2003-04 to 260 in 2004-05.  We also ran a highly successful training programme issuing certificates of attendance to those who participated. In addition to the induction programme there were a variety of skills based training sessions.
· Academic Frame work

· Cheating and plagiarism 

· Extenuating Circumstances

· Appeals and complaints

· Time Management

· Listening Skills

· Negotiation Skills

· Committee Skills

· Public speaking and presentation skills

· CV and covering letter 

Since 2004-05, we have been working closely with our university’s Quality Assurance and Enhancement department to increase the level of student representation, ensure consistency across Schools and disseminate good practice.

In addition to the above, this year we also hope to involve previous Student Representatives in the delivery of training, providing them with useful skills and experience and also hope to expand on social and networking activities.

Important dates for your diary
Induction Sessions – lunch vouchers will be provided
School of Education
1-2pm Monday 6th November 2006 Stratford campus Room (tbc)

School of Health and Biosciences

1-2pm Wednesday 8th November 2006 Stratford campus Room (tbc)

School of Psychology

1-2pm Monday 13th November 2006 Stratford campus Room (tbc)

School of Law

1-2pm Wednesday 15th November 2006 Duncan House Room (tbc)

Business School

1-2pm Tuesday 7th November 2006 Docklands campus Room (tbc)

School of Social Science Media and Cultural Studies

1-2pm Thursday 9th November 2006 Docklands campus Room (tbc)

School of Computing and Technology

1-2pm Friday 10th November 2006 Docklands campus Room (tbc)

School of Architecture and Visual Arts

1-2pm Tuesday 14th November 2006 Docklands campus Room (tbc)

On going training relevant to the role of Student Representative
Extenuation Circumstances and Academic Framework

1-2pm Monday 27th November 2006 - Stratford Campus - Room (tbc)

1-2pm Tuesday 28th November 2006 - Docklands Campus - Room (tbc)

Assessment Offences
1-2pm Tuesday 5th December 2006 - Docklands Campus - Room (tbc)

1-2pm Wednesday 6th December 2006 - Stratford Campus - Room (tbc)

Academic Appeals and Internal Complaints
1-2pm Monday 5th February 2007 - Stratford Campus - Room (tbc)

1-2pm Tuesday 6th February 2007 - Docklands Campus - Room (tbc)

Committee and Negotiation Skills (to be arranged)
The Student Representatives Co-ordinator can be contacted on

020 8223 6391 or through e-mail at d.m.okelly@uel.ac.uk 
APPENDIX 1: Role Description for Student Representatives on Programme Committees

Contacts

Student Representatives should provide a link between staff and students by liaison with:

· Programme Leader and relevant Collaborative Partner/UEL staff;

· students on the programme.
Purpose

To give students a voice to influence programme level policy and resource decision-making processes and provide an accountable system for channelling student views. 

Main Duties

To carry out the role Student Representatives should:

· represent the views of students, by finding out the views of other students on the programme;

· contribute items to the agenda of meetings;

· read paperwork for meetings and read minutes of past meetings;

· understand current issues and keep an awareness of new policies and initiatives;

· carry out agreed actions;

· feedback information or agreed actions to all students on the programme;

· canvas opinions, collect feedback or consult with other Student Representatives to clarify issues before the next meeting.
Guidelines

In carrying out the role of Student Representative, the following guidelines may be followed.  

· At the end of each meeting, ask the Chair to summarise all the actions that need to be carried out.

· Student Representatives may share or divide up the reading of paperwork for meetings.

· Discuss issues with other Student Representatives before and after committee meetings.  This will help you manage future issues as they arise.
APPENDIX 2: Programme Committee Terms of Reference
UNIVERSITY OF EAST LONDON
TITLE:


PROGRAMME COMMITTEE (COLLABORATIVE)

REPORTS TO:

SCHOOL BOARD

TERMS OF REFERENCE

To be responsible for assuring and enhancing the quality of the student experience at programme level by:

1. Providing a forum in which students can express their views about the management of the programme, and the content, delivery and assessment of modules, or equivalent, in order to identify appropriate actions to be taken in response to the issues raised and to ensure that the implementation of these actions is tracked. 

2. Providing formal yearly student feedback on the programme as input into the preparation of the Programme REP

3. Reviewing programme questionnaire results and making recommendations and changes arising from these.

4. Receiving, considering and approving the Programme REP and identifying responsibilities for action to be taken before it is considered by School Quality Standing Committee.

5. Reviewing the relevant documentation and other evidence prepared for Academic and collaborative Institutional Review and other external review processes.

6. Reviewing proposals for modification of the programme structure (validated programmes only) and noting implementation arrangements for modifications.

7. Advising the Programme Leader on mechanisms by which University policy statements, which have an impact on programme design and delivery, are implemented.

MEMBERSHIP

Programme Leader (Chair) 

Administrator/Servicing Officer (ex-officio)

Programme staff making a significant teaching contribution to the programme 

Learning Support Services representative

Technician representative (for laboratory based programmes)

Head of School/department or equivalent (ex officio)

UEL Head of School/Associate Head of School, or equivalent (ex officio)

UEL link person (ex officio)

Two student representatives for each level and at least one part-time student (where appropriate)

The meeting will be held once per semester/term and will be quorate if 40% of the members are present.

.
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APPENDIX 4: UELSU Mission Statement

UELSU recognises that in our society power is not held equally and that groups and individuals have been and continue to be discriminated against.

Statement of Intent

UELSU aims to create the conditions whereby all individuals may contribute as fully as possible without fear of unfair discriminatory attitudes and practices.
In order to ensure there is a positive atmosphere, UELSU seeks to create and sustain a welcoming environment for all its users both inside and outside UELSU buildings and properties.

Principles

Discrimination, direct or indirect, based on grounds which may include: ability (physical, mental or sensory in origin), age, appearance, asylum status, caring responsibilities, creed, gender, HIV status, family or marital status, medical conditions (which are not relevant to their function within UELSU), nationality, political beliefs (which are not deemed by UELSU to be in contradiction with the principles of this policy), race (cultural, ethnic or national origin), religious beliefs, sexual orientation, social and economic background or any other  similar distinction are unacceptable and will not be tolerated.
In addition, such forms of discrimination represent a waste of human resources and a denial of the opportunity for individual fulfilment to the detriment of UELSU as a whole, and to the wider society.

Equal opportunity policies can only succeed with the active support of the whole organisation and UELSU seeks to involve all sections of students, officers and staff in the continued development and implementation of its policy and related activities.

Equal Opportunities in Practice

UELSU recognises that an Equal Opportunities Policy can only be effective if it is understood by all individuals involved in the Union and if it is incorporated into recruitment, recreational and working practice and monitored on a regular basis with feedback encouraged.
The Equal Opportunities Policy should be widely publicised in order that students, officers and staff are aware of their rights and responsibilities in relation to best practice in Equal Opportunities.
Physical access to and facilities within UELSU buildings should provide all users with an equal opportunity to participate in UELSU activities and services. Where current provision is inadequate, it should be investigated and remedied.
APPENDIX 5: UELSU Equal Opportunities Statement

UELSU is the recognised representative body for students' enrolled at the University of East London.  The Union exists to provide a channel of communication for matters of interest to the student body, both internally and externally.  By facilitating social, cultural and athletic, the Union seeks to enable students to take an active part in the University community.  The Union aims to provide services which reflect the diversity amongst its membership and to provide advice and information to support the welfare and educational needs of the Student body.  The Union seeks to empower students by creating leadership opportunities, providing quality services at affordable price levels, and a range of activities which encourage all students to participate in a living campus should they choose to do so.
APPENDIX 6: Useful contacts/support available

Student Representatives Co-ordinator (UELSU):
Deirdre O’Kelly

020 8223 6391 - d.m.okelly@uel.ac.uk
Advice and Information Service Manager (UELSU):
Sinead McCarthy 

020 8223 2370 - S.T.F.Mccarthy@uel.ac.uk
Womens’ Welfare Officer (UELSU):
Oluwaseun Banmeke

020 8223 4205 - o.banmeke@uel.ac.uk
Race and Welfare Officer (UELSU):
Cynthia O Opara

020 8223 2218 - c.o.opara@uel.ac.uk
Education and Welfare Officer (UELSU):
Glenith M Williams

020 8223 4205 - g.m.williams@uel.ac.uk
Programme Leaders:

Contact your Collaborative Partner or School Helpdesk, for names of Programme Leaders.
UEL Student Services
Student Wellbeing (counselling, healthcare, nursery, sports facilities)
020 8223  - 7611 (Docklands)/ 4400 (Stratford)

Email: counselling@uel.ac.uk
http://www.uel.ac.uk/counselling
Student Information and Enquiries 
020 8223 – 7716 (Docklands)/ 4027 (Stratford)

Student Money Advice and Rights Team
020 8223 2584/2077/6263/6260

International Student Advice
020 8223 7716 (Docklands only)

isa@uel.ac.uk
Disability and Dsylexia Unit
020 8223 - 7611 (Docklands)/ 4400 (Stratford)
Email: dda@uel.ac.uk
http://www.uel.ac.uk/disability/index.htm
Please refer to the Student Services web page for further details:

http://www.uel.ac.uk/studentservices/index.htm
APPENDIX 7: Useful web pages

Academic Appeals:

http://www.uel.ac.uk/qa/qualityass_appeals.htm
Assessment and Engagement policy:

http://www.uel.ac.uk/qa/AssessmentPolicy.htm 
Attendance policy:

http://www.uel.ac.uk/qa/documents/attendancestudentguidelinesprogrammehandbook.doc
Collaborative Student Charter:

http://www.uel.ac.uk/collaborative-charter/index.htm
Complaints Procedure: 

http://www.uel.ac.uk/qa/qualityass_complain.htm
Computer based training for Word: http://www.uel.ac.uk/it/training/index.htm
Employability at UEL:  

http://www.uel.ac.uk/employability/index.htm
Equality and Diversity Policy:

http://www.uel.ac.uk/personnel/EqualityDiversity_Policy.htm
Essential Guide to UEL

http://www.uel.ac.uk/essguide
Extenuating Circumstances: 
http://www.uel.ac.uk/qa/extenuation.htm
Manual of General Regulations

http://www.uel.ac.uk/qa/manual/index.htm
Programme Specifications:

http://www.uel.ac.uk/courses/index.htm
Referencing guidelines: 

http://www.uel.ac.uk/lss/Harvardreferencing.htm
Skills Curriculum:

http://www.uel.ac.uk/qa/skills.htm
Skillzone: 

http://www.uel.ac.uk/skillzone
Suitability Procedures

http://www.uel.ac.uk/qa/manual/documents/PART14-Suitability.pdf
UELSU   http://www.uelsu.net
APPENDIX 3: UEL Academic Board Committee Structure
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