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Section 1
INTRODUCTION
1.1 Introduction

We believe that an important feature of United Kingdom (UK) higher education is that students are active participants in their own education and therefore can and should be directly involved in the higher education sector’s approaches to quality assurance and enhancement. (QAA, 2008)

Student representation is a topic very much in the forefront of national quality enhancement concerns and enabling students to provide feedback on their learning experiences is a key mechanism in promoting improvements to this experience. The topic for the 2007 QAA liaison conference was Student Representation and it is identified as one of the priorities in the implementation of the UEL Learning Teaching and Assessment Strategy: A Culture for Success: 
· Student participation through formal feedback mechanisms, focus groups, UELSU and representation on working groups of students from across our institution.

Programme Committees form a key element of our University’s quality assurance and enhancement structures.  The purpose of this manual is to provide some guidance to Servicing Officers and Chairs in relation to the role. It aims to provide some practical assistance in managing the business of the Programme Committee. It does not aim to serve as a committee servicing manual, although many of the tips will be useful in this regard. 

It is accompanied by a series of sample and model documents that it is hoped will be of help to Servicing Officers. The QAE team and the UELSU Programme Representatives Co-ordinator are always ready to provide information and advice. 
1.2
Arguments for programme representation

· Institutions need to ensure that they continue to offer high quality programmes, and the involvement of Programme Representatives are vital in achieving this goal.
· Programme Representatives can provide consistent well informed opinions about the quality of teaching and learning and the student experience in general.

· Programme Representatives can provide staff with information about how their programmes can be effectively improved.

· The importance of participating in committee meetings should be stressed to Programme Representatives; they represent the students’ voice and this is their chance to have their say.

· Programme Representatives can also support staff in their bid to introduce new teaching and learning projects.
Section 2
ELECTION OF PROGRAMME REPRESENTATIVES

2.1 Why be a Programme Representative? Benefits to students
· The opportunity to gain transferable skills, which are highly attractive to employers. Being a Programme Representative can enable students to develop some of the following transferable skills: communication and negotiation skills, public speaking, meeting/committee skills, decision-making and problems solving, time management and organisational skills etc.
· The opportunity to reflect on their skills and what they need to develop further.
· A chance to help change things for the better and be at the heart of UEL’s student centred democracy.
· A chance to learn more and become more involved in the UEL community.
· The chance to network, and meet new people and other Programme Representatives.

· The opportunity to attend training programmes.
· Certification from UELSU.
· The chance to attend social events and have fun (free day trip for Programme Representatives organised by UELSU at the end of the year).
2.2 Electing Programme Representatives – some ideas and examples 

Further information on the election process is provided by the UELSU Programme Representatives Co-ordinator (Lisa Thomas, Tel: 020 8223 7025 Email: lisa@uel.ac.uk).  There are a range of practices in place: some ideas and examples are provided below.
· Consider letting all students who want to be a Programme Representative to be so, but they will need to nominate a spokesperson at the programme committee meeting.
· Consider letting Programme Representatives continue for the whole programme – vacancies will arise for those wishing to stand in subsequent years.
· Ask students to nominate amongst themselves candidates for the position of Programme Representative.  Nomination forms may be given out to those wishing to stand. 

· When candidates are received (regardless of number) they may give a short speech as to why they should be elected as Programme Representative (hustings).

· Voting may take place to elect the candidate(s). This can be done by secret ballot by writing on a piece of paper the chosen candidates name or by show of hands. Programme Leaders (or nominated persons) should act as returning officer, counting the votes and ensuring the democratic process is upheld.
The Programme Leader (or School Contact) must provide details of nominated Programme Representatives to the UELSU Programme Representatives Co-ordinator by WEEK 4 (Mid October).
2.3
Support provided by UELSU

UELSU provides the following assistance.
· Programme Representatives handbook.

· Induction and an ongoing programme of training provided by the Students’ Union and other relevant bodies.

· Certification for Programme Representatives.

· Provision of limited financial assistance for expenses from UELSU through Millennium Volunteers and HEFCE Active Community Fund Volunteers.

· Promotion of opportunities for Programme Representatives to seek awards or funds in support of their work (previous Programme Representatives have won Jack Petchey Achievement Awards and received £300 to spend on their department or the programme representatives system).
· The Programme Representatives Co-ordinator in UELSU is Lisa Thomas, Tel: 020 8223 7025  Email: lisa@uel.ac.uk
· Online training is available (see weblink below).
http://www.uelsu.net/pages/programme_reps_and_volunteering/Programme_representatives/
2.3 The UEL Student Charter
It is important that Programme Representatives are familiar with the UEL Student Charter and what it means for students.  The Student Charter is available at http://www.uel.ac.uk/studentcharter/index.htm
Section 3
ROLES

3.1
Servicing Officer

1. To establish an annual schedule of meetings for the committee (at least one per Semester) and notify members.
2. To prepare the agenda and supporting papers in consultation with the Chair.
3. To ensure receipt of documentation, chasing up as necessary.
4. To circulate agenda papers at least a week before the meeting.
5. To prepare minutes of meetings; circulate to Chair for confirmation circulate to members.
6. To monitor completion of actions.
3.2
Chair
1. To support programme representatives in seeking input to the programme committee.

2. To manage expectations of how programme committees operate.

3. To support programme representatives in seeking the views of their student group prior to meeting.
3.3
Programme Representatives
1. To represent the views of students on their programme.

2. To form a vital link between staff and students in their School.

3. To bring issues to the attention of the Students’ Union, as appropriate.
A role description for Programme Representatives is provided in Appendix 4.
3.4
Communication
To promote the role of the Programme Representatives, help them participate in meetings and collect student feedback, the following methods are recommended. 
· The Servicing Officer should confirm with Programme Representatives the most suitable means of communication eg email, telephone or mobile phone.
· Contact details and photographs(optional) of Programme Representatives should be displayed either on School noticeboards or UEL Plus noticeboards.  
· Dates of meetings, minutes of the previous meeting and any changes made as a result of student feedback in the interim should be displayed on School noticeboards or UEL Plus noticeboards. 
· The Chair should consider holding debriefing meetings with outgoing Programme Representatives and arranging hand-over meetings.  A hand-over meeting, or log of activities, between in-coming and out-going Programme Representatives ensures that knowledge is transferred rather than lost, and could form part of the incoming Programme Representatives induction. 

· Chairs will need to manage student expectations and report and consult with Programme Representatives.  Ways of providing support to Programme Representatives in seeking the views of their representative student group prior to meetings, are listed below.  
· Providing some time at the start or end of core lectures and seminars so Programme Representatives can explain to students how they can contact them to discuss any issues (especially for programme committee meetings) or providing 10-15 minutes at end of a class (before a programme committee meeting) so Programme Representatives can have a meeting with the class.

· Some Programme Representatives hold a drop-in/clinic session prior to the programme committee.  Chairs would need to book a room so students can drop in to discuss issues with Programme Representatives.  These may be more successful if they are well publicised and held before or after a core lecture.

· Encourage Programme Representatives to use UEL Plus noticeboards and discussion forums.  They could post a notice or email students, prior to programme committee meetings, asking for issues they would like discussed.
· Inevitably there will be problems or issues arising in between Programme Committee meetings, Programme Representatives will want an earlier resolution and should be able to approach the Chair to discuss issues and negotiate a solution.

· Consider involving Programme Representatives in other things such as School Board, Employer Liaison Groups, Joint Student-Staff Consultative Committee, School Quality Standing Committee, School Based Learning & Teaching Committee, School Based Research Degrees Sub-Committee, Academic Review, or other project work or related activities.
Section 4
AGENDA SETTING

4.1
Arranging meetings

Programme Committee meetings should be arranged when students can attend and do not clash with other seminars or lectures.  Attendance is often poorer at the Semester B meeting, which should be scheduled well in advance of coursework deadlines.  
The Servicing Officer should notify all members of meetings dates as soon as they have been arranged and follow this up with a reminder close to the meeting date.  Refreshments (tea/coffee/water/biscuits) should be ordered for the meeting and nameplates provided for all members.

It is important to ensure the Library and Learning Services Representative and/or the Technician Representative are invited to attend.
4.2
Agenda Items
The Servicing Officer should ensure that all members of the committee are asked to contribute agenda items at least 2 weeks before the meeting (including Programme Representatives).  This will enable all members to receive an agenda and papers in advance of meetings.  Agendas can differ between meetings but most will include:
· Apologies 
· 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.

· 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.
· papers submitted for discussion

· papers submitted for information

· Student Issues - this should also include feedback on student surveys eg Module Evaluation Questionnaires, National Student Survey, UEL Student Satisfaction Survey etc.
· Any Other Business - if you need to discuss an important issue which is not on the agenda, you may be able to raise it here.
Any proposals to change a programme must first be approved by the Programme Committee prior to consideration by the School Quality Standing Committee.
The Servicing Officer should circulate all paperwork for the meeting at least 1 week in advance.  Confirm with Programme Representatives if they would prefer to pick up the paperwork from the School Office.
A model agenda is provided in Appendix 2, it is not intended to be exclusive or exhaustive.
Section 5
MANAGING BUSINESS
5.1
Remit
The remit of Programme Committees is detailed below.  Programme Committee terms of reference are provided in Appendix 1.
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, 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 Review and other external review processes.

6. Considering proposals for modification of the programme structure.  
7. Making recommendations for new modules to the appropriate Field Committee.

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

5.2
Tips for Chairs
A few tips for Programme Committee Chairs regarding the main business of the meetings are detailed below.
· Chairs may want to bunch up several programmes in one Programme Committee if there are low student numbers or conversely have more than one Programme Committee for a programme (ie different meetings for different levels) if there are sufficient student numbers.  However, try and avoid committees with large numbers of programmes as this can make the student feedback session very lengthy.
· Chairs need to ensure that at least 40% of members are present for quoracy, including staff members.  If insufficient number of students are able to attend the meeting then student feedback can be collected by module leaders using alternative methods eg UEL Plus or at the end of lectures/seminars and issues/feedback can be discussed at the meeting and added to the minutes.  Chairs may gather student feedback from Programme Representatives on a module by module level at meetings, and also discuss any issues arising from Module Evaluation Questionnaires.
· Student feedback should be discussed at the Programme Committee on the National Student Survey and the UEL Student Satisfaction Survey results, in order to close the feedback loop.  UEL also publishes a newsletter providing feedback on the UEL Student Satisfaction Survey and National Student Survey, and also “You said, we did” posters in response to student feedback.  Further information on these surveys is provided at the following website and is also disseminated to Schools by Quality Assurance and Enhancement.

http://www.uel.ac.uk/qa/studentsatisfactionsurvey.htm
· Review and Enhancement Reports (REPs) should be discussed at Programme Committee meetings; examples of good practice in this area include making REPs available for students on UEL Plus. 
· Other examples of good practice include informing students of new policies eg the recently revised Assessment Policy and it’s implications for students, and also general developments such as the Chartermark.

· Programme Representatives should also be made aware of and kept informed of academic or collaborative reviews and the implications for students.  This should also include providing feedback after the review particularly regarding student issues and making the review report available to students on the relevant programmes.
· Actions should be ascribed to relevant issues raised and appropriate timescales provided.  Issues can also be referred to School Board or the Joint Student Staff Consultative Committee, as appropriate.
· The subsequent meeting (eg Semester B meeting) should also detail the actions taken since the previous meeting so there is an official record, even if the matter has been resolved and feedback given to students in the interim. 
5.3
How to make meetings more student friendly
· Ensure all paperwork for the meeting is circulated at least 1 week in advance, and is available for Programme Representatives to pick up from the School Office, if they prefer.

· Arrange a pre-meeting (perhaps immediately before the programme committee) with Programme Representatives to run through the items on the agenda, especially if they are new to the role or require clarification or background information on an issue.
· Encourage Programme Representatives to share the workload by reading different sections of the papers for a meeting (if there are a lot of papers).

· Ensure refreshments have been ordered for the meeting.
· In the meeting, all members should introduce themselves and their role, and nameplates should be provided. 
· Ensure Programme Representatives are welcomed to the committee and they are encouraged to comment on matters during the meeting, as appropriate.

· Schedule student issues towards the beginning of the meeting and clarify to Programme Representatives that you understand the issues/concerns they raise are those of the programme group/students.

· If the student view is required on an issue eg proposals for modifications to the programme structure, give the Programme Representatives time to consult students on the programme prior to the meeting rather than asking for an immediate response.

· At the end of the meeting, summarise any actions that need to be carried out with agreed deadlines and responsibility.
5.4 Issues which could arise at meetings
It’s a good idea to know the student’s agenda before the meeting so the solution is often ready or a response prepared for inappropriate issues.  There is often a compromise to be reached on most issues.  Encourage Programme Representatives to raise positive issues as well as concerns.

How would you deal with the following issues?

1. Students with child care issues say they can’t make 9.00am classes.
Resolution
Part-time students are scheduled in seminars next to the lecture.  Full time students are expected to make arrangements to attend lectures and seminars between 9am - 5.30pm.  There are a lot of constraints on timetabling and this would impact the scheduling of lectures at the end of the day.  We need to utilise our buildings to cover every programme and cannot restrict use between certain hours.  The Timetabling Unit do try and accommodate requests from Schools but they have to consider the knock-on-effect.  Students cannot choose the seminar they wish to attend and will be reallocated.  Lecturers may refuse admission to students who are not on their registers.  Bearing this in mind, some Schools such as the Law School will permit changes of allocated seminar group for child care and medical reasons.  Application is made on the appropriate form to the School Office.  
2. Some female students do not wish to take practical courses with men.
Resolution
Whilst we aim to provide a culturally inclusive learning environment, which takes account of the needs of all learners in terms of gender, ethnicity, religion, disability, age and sexuality in line with our Equality and Diversity policy, this needs to be considered within the confines of our resources and facilities.  Possible solutions may include using screens/dividers in practical sessions or using small single sex groups for practical sessions.
3. Students are fasting so can you change your lecture times to accommodate them.
Resolution
Some students wanted one lecture to start 30 minutes later.  This would have affected other lectures and the seminar. Although we cannot change lecture or seminar times (see 1. above), students were permitted to arrive late provided they came in quietly and sat at the back.  Lecturers would recap the lecture so far after 30 minutes. This solution worked. It shows that student concerns are taken seriously but there is often a compromise to be reached. 

4. Fred Smith is a terrible lecturer and everyone wants to change out of his classes.
Resolution
Different students like the styles of different lecturers.  Generally advice is for students to discuss their problems with the staff member concerned eg they might be going too fast, or not explaining or reading lectures from notes.  If the problem persists students should see the Field Leader who will deal with the issue.

5. Students talk in lectures and lecturers are not exercising enough control in stopping them.
Resolution
The Student Charter outlines the general conduct expected from students and a 'Code of Conduct' for students is currently being developed.  Disruptive students may be seen by the Programme Leader.  Ultimately there are sanctions within UEL student disciplinary regulations and procedures.
6. Lecturers are never available when we want to see them.
Resolution
All academic staff have allocated ‘Office’ hours.  Methods of logging staff availability vary from School to School but include use of email to arrange appointments, keeping staff availability at the helpdesk, use of UEL Plus, noticeboards and office doors. If staff are not available during these allocated hours or do not reply to email etc, students should inform the Programme Leader.  Staff have many calls on their time and even if they are in their rooms they may not be available.
7. We are part timers and work so can’t be expected to hand in assignments at the same time as full time students.
Resolution
The Assessment Policy ensures that the time available for assessment is appropriate for part-time students.  Some Schools with large numbers of part-time evening students, have helpdesks which open later in the evening once a week.
8. The canteen food is terrible.
Resolution
This is not an issue for the programme committee - refer students to the comment and suggestion boxes in the catering outlets.
9. I know I have failed 3 modules but can I do 8 modules to catch up next year?
Resolution
This is not an issue for the programme committee - refer the student to their Academic Advisor.
5.5
Issues which should NOT be dealt with by programme committees 

There are some issues that should not be dealt with at programme committees and if Programme Representatives approach you about these issues you should advise them to inform the student concerned to contact UELSU Advice and Information Service and/or UEL Student Services as appropriate.  These issues should not be dealt with by Programme Representatives.
· Formal procedures eg academic appeals, individual complaints, extenuation, disciplinary hearings.

· Financial and funding queries.

· Welfare problems, health and personal issues eg council tax or visa problems.

· Disputes between individual students and academic staff. 

These sorts of issues can be complex and time consuming and require expertise, so please refer the student to UELSU AIS or UEL Student Services.  With regards to complex casework, the UELSU AIS staff and UELSU Officers are qualified to deal with this type of enquiry so make the most of their experience and knowledge.
Section 6
MINUTE WRITING

6.1
Tips for Servicing Officers

Minutes should include the following information and should be prepared as quickly as possible.
· Name, date and venue of meeting.
· Those present, those in attendance and their constituency groups. Programme Representatives should be clearly identified with their  programme of study and level.
· Apologies for absence.
· Indication of whether the meeting was quorate.
· A minute for each agenda item.
· Acceptance of last minutes and matters arising.  The status of minutes should be clearly noted eg draft, unconfirmed (agreed by the chair), confirmed (agreed by the committee).
· Minute the outcomes of matters arising and ensure that these remain on the minutes if not completed. Minutes need to provide evidence of closing the feedback loop.
· Summary of key discussion points and precise record of decisions.  Think about what you are asking the committee to do. Do you want the committee to discuss and approve a paper? Or are you just receiving it for information or interest?
· Evidence of student consultation will be required by School Quality Standing Committee for programme modifications.
· Always ascribe actions and timescales for completion of actions against relevant minutes, along with details of whom is responsible for carrying out the action.  
· Date of the next meeting.
An example of Programme Committee minutes are provided in Appendix 3.
Section 7
AFTER THE MEETING

7.1 Tips for Servicing Officers
· Minutes should be prepared as quickly as possible.

· Actions should be followed up and chased – if you cannot circulate minutes quickly circulate an action list straight away.
· Unconfirmed minutes (ie agreed by the Chair) should be put on the School noticeboard or the UEL Plus noticeboard as appropriate.

· Students should be notified of changes made as a result of student feedback, either through School Noticeboards or UEL Plus.
7.2 Tips for Programme Representatives
· Disseminating information or agreed actions to other Programme Representatives and/or UELSU Officers.
· Read and circulate minutes and feedback to UELSU Officers. 

· Canvassing opinion or consulting with other Reps  

· Collect feedback on a particular issue to take to the next meeting.
· Programme Representatives should be able to feedback actions to other students and/or collect issues for the next meeting at the end of lectures or through the use of WebCT/ UEL Plus.  

7.3
Closing the Feedback Loop

The Chair should consider if there is evidence that appropriate action has been taken in response to the issues raised by student and whether students have been notified of the action.
Feedback to students on actions can also be provided in class if the matter cannot be resolved at the meeting or if the minutes are not available quickly.

Section 8
COLLABORATIVE & DISTANCE-LEARNING PROGRAMME COMMITTEES 

8.1
Collaborative programmes
Programme Committee meetings should be held for collaborative programmes, these should also be attended by the UEL Link Person, as appropriate.  The following information is available on the UEL website to support collaborative partners. 

Collaborative Programme Committee Terms of Reference

http://www.uel.ac.uk/qa/documents/App.8ProgrammectteeToRcollaborative.07.doc
Collaborative Programme Representatives Handbook 

http://www.uel.ac.uk/qa/documents/CollaborativeProgrammeRepsHandbook08-09.doc
Collaborative Student Charter

http://www.uel.ac.uk/collaborative-charter/
8.2 Distance learning programmes

Online training is available for Programme Representatives who are unable to attend training sessions at UEL.  The webpages have been divided into a training guide and support materials.  
http://www.uelsu.net/pages/programme_reps_and_volunteering/Programme_representatives/
Programme Committee meetings for distance learning students should be held at mutually convenient times and use the most appropriate technology available (for example, telephone conference, UEL Plus, Skype). Although it may not be possible for Programme Representatives to attend meetings in person, they can canvass student opinion using a variety of alternative methods such as by email or using the Virtual Learning Environment and convey results to the committee.
Programme Representatives for distance learning programmes can also contact the Distance Learning Support Advisors in UEL Connect for further support and advice.

8.3 UELSU Support 
The UEL Students Union (UELSU) is committed to representing all students, across all study modes.  This means that students in full time, part time, collaborative and distance learning modes of learning will have Programme Representatives.  It also means that Programme Representatives can represent students in a variety of ways.  They may do this by attending face-to-face meetings, however they may attend meetings virtually and/or participate using email, UELPlus (or other Virtual Learning Environments), telephone and video conferencing, as appropriate.
UELSU Officers have attended programme committee meetings at local FE College partners, at the request of Programme Leaders, to provide guidance on accessing UELSU facilities and student discounts on oystercards and council tax.

Section 9
INCENTIVES & GOOD PRACTICE

9.1 Examples of incentive schemes in use

· Incentives such as end-of-year book tokens have been used to encourage Programme Representatives to attend meetings. 
· The School of Law has developed a points scheme, whereby students generate a log of activities attended which is signed off 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 Programme Representative.  The needs of each school would be different but the principle of encouraging attendance at events and developing non-academic skills would apply to all.

· Providing opportunities for Programme Representatives to attend School Employer Liaison Committees or otherwise meet partners who are potential employers.
· Refer to section 2.2 for details of support and incentives provided by UELSU.
9.2 Features of good practice

· Almost all programmes have a programme committee now have a formal Programme Committee in place.
· Diversity of representation.
· Student issues are taken seriously and opportunities are provided for students to raise issues, staff are seen as supportive.
· Training available including online training programme.
· Programme Representatives handbook.
· Support from UELSU Programme Representatives Co-ordinator.
· Innovative ways of engaging with feedback and REP.
· Use of Level 2 Programme Representatives to support new Programme Representatives and provide information on the role.
· HND Computing have developed a web page for its Programme Representatives, which has a photograph of each of the Representatives which when clicked brings you through to their email address in order to contact them.

· The Surveying on-line web page lists Programme Representatives details and Programme Committee minutes.

· Time is provided during core lectures and seminars for the election of Programme Representatives and discussion of issues for programme committee meetings.
A case study on sharing good practice in electing representatives and managing programme committees is provided in Appendix 5.
APPENDIX 1
TITLE:


PROGRAMME COMMITTEE
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, 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 Review and other external review processes.

6. Considering proposals for modification of the programme structure.

7. Making recommendations for new modules to the appropriate Field Committee.

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

MEMBERSHIP

Programme Leader (Chair) 

Administrator/Servicing Officer (ex-officio)

Module leaders of all modules core to the programme

Learning Support Services representative

Technician representative (if appropriate)

Head of School/Associate Head of School (ex officio)

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

In attendance

Programme staff, making a significant teaching contribution to the programme, will be entitled to attend

The meeting will be quorate if 40% of the members are present.

APPENDIX 2
22 October 2007

Members of the Dance School

BA (Hons) Drama and Dance

Dear Colleagues

There will be a meeting of the BA (Hons) Drama and Dance Programme Committee on Tuesday 6th November 2007 at 1pm, Dance Studio 1.

Your attendance is requested.

Yours sincerely

Programme Leader

A G E N D A 

1.
WELCOME AND INTRODUCTIONS
2.
APOLOGIES
2.1
To NOTE and RECEIVE apologies for absence.

3.
MINUTES OF LAST MEETING

3.1
To CONFIRM the minutes of the last meeting held Tuesday 16th October 2007
4.
MATTERS ARISING
4.1
To CONSIDER any matters arising from the last meeting held on Tuesday 16th October 2007
5.
REP REPORT AND ACTION PLAN
5.1
To RECEIVE and CONSIDER the Review and Enhancement Report for BA Drama and Dance for 2006-07 and the action plan for 2007-08.
6.
STUDENT FEEDBACK
7. 
LIBRARY ISSUES
8.
ANY OTHER BUSINESS

9.
DATE OF NEXT MEETING
APPENDIX 3

UNIVERSITY OF EAST LONDON

SCHOOL OF DANCE
BA (HONS) DRAMA AND DANCE
Confirmed minutes of the Programme Committee Meeting held on        6th November 2007 at Dance Studio 1.
Present:
Suzannah McDowie (Programme Leader); Katie Byrne; Sonia Prague (Learning Technology Advisor); Nadine Fenwick (Library),  
Programme 
Representatives: Ashley Denham (Level 3), Ho Kemp (Level 2), Warren Masterton (Level 2), Salvatore Noto (Level 3)

Servicing Officer: Jenny Wade
1. WELCOME AND INTRODUCTIONS
1.1
The Chair welcomed new members to the programme committee.

2. APOLOGIES
2.1 RECEIVED from Mary Slater, Eva Frederick (Level 3); Debbie Franklin; Luke Hutton.
2.2 NOTED the committee was quorate to proceed.
3. MINUTES OF PREVIOUS MEETING
3.1
NOTED the minutes of the programme committee meeting held on 16th October 2007 were agreed as an accurate record.

4. MATTERS ARISING
4.1 REVIEWED progress on the actions arising from the meeting held on 16th October 2007.
Action 3.1 - (previously actioned 31.1.07 & 2.5.07) – tutors again reminded to advise Nadine Fenwick, Subject Librarian, of book requirements – budget to be allocated before end November 2007.
Action 4.1 – SM did not receive any information from tutors regarding 

students who may need additional English support; tutors to be reminded of the importance of passing information to English Language Centre on students who may need support in this area.  English language support available at 5pm, every Wednesday.
[ACTION: Chair to follow up with module tutors by end November]
5.
REP REPORT AND ACTION PLAN

5.1
NOTED

· The importance of the REP report was stressed as an end of year evaluation.  Programme Representatives were requested to engage in constructive input and gather student views on the REP which was available on UEL Plus.
· External examiners identified some issues with teaching for students at the lower end, who may need additional support. Tutors were requested to think about how to address this and discuss with Programme Leader ways that weaker students can be supported.

[ACTION: Tutors and programme reps were requested to provide feedback to the programme leader by the final submission deadline of 17th November 2007.]

6.
STUDENT FEEDBACK

6.1
Feedback from Programme Representatives.
Level 1

· Are there opportunities to have trips abroad? (Performing Arts had a Canadian exchange last year).  [ACTION: Chair to investigate.]
· DD1002: students feel that they are not learning anything; short notice for changing lecture times; some cancelled with no notice; the Module Guide is not followed; confusion over the assignment. [ACTION: Chair to follow up module issues with Field Leader]
· DD1025: positive feedback apart from module guides/Readers that went missing at the start of the module. The change of room and new tutor lead to improvements.

· DD1000: it may be possible for the Tuesday groups to have selective release so that they can see the work earlier than Friday.

Level 2

· DD2003: the room is hot and unsatisfactory. [ACTION: Chair to follow up issue of heat with Head of Estates.]
· DD2005: helpful to get hard copies of the handouts; easy access to materials; good to have aims at start and summary at the end; UEL Plus is working well although some students have individual problems accessing. A student survey on UEL Plus is to come, and there will be some focus group evaluations. Students were reminded to post on the education noticeboard if they have problems with UEL Plus.
· ED2001: weekly tasks not clear; not sure what students should be doing in each session; the assignment has been changed several times; the sessions are long with no break- hot and hard to concentrate in the rooms; is the tutorial compulsory for all groups?


[ACTION: Chair to follow up module issues with Field Leader]
Level 3
· DD3016: confusion over the tutoring arrangements; no Web CT material; no Module Guide of Reader until Week 4. Programme Rep has spoken to the tutor and some aspects have improved.

[ACTION: Chair to follow up module issues with Field Leader]
7. 
LIBRARY ISSUES

7.1
NOTED the following library issues.
· The books that went to Docklands by mistake are being returned to Stratford.
· Students to inform a member of library staff if a book that should be in stock is not on the shelves.

· It is up to individual module tutors to update their reading lists and order books via the Dean of School.
· One more black and white printer will be available in the Library soon.

· There is a lack of space in the library and a lack of computer equipment. Students were reminded that there are several computer areas for their use. 
[ACTION: LTA TO PUT A NOTICE ON UEL PLUSNOTICEBOARD TO REMIND STUDENTS OF LOCATION OF COMPUTER SPACES.]
8.
ANY OTHER BUSINESS

8.1
A programme update was provided by the Chair as follows.

· The programme has 44 students F/T and is now the third biggest programme in the Undergraduate offer, with many more taking SEN as a joint honours degree.

· A new promotional leaflet is being printed.

· The MA in SEN is hoping to run soon.

· It is hoped that a new member of staff will be recruited.

8.2
The Academic Review will take place 2nd & 3rd July 2008
Academic review to be an Agenda item at the next meeting.  The review is a paper-based exercise looking at procedures, etc. A pre-review meeting will be arranged for staff and students.
9.
DATE OF NEXT MEETING
9.1
Tuesday 12th February 2008 at 1.00pm (venue to be advised)

APPENDIX 4

ROLE DESCRIPTION FOR PROGRAMME REPRESENTATIVES
Contacts

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

· Programme Leader and relevant School staff;

· students on the programme;

· UELSU Officers.

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 Programme 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 Programme Representatives to clarify issues before the next meeting;

· report major issues to UELSU Officers and/or the School’s Programme Representative on the Joint Student Staff Consultative Committee for further action.

Guidelines

In carrying out the role of Programme 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.

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

· Discuss issues with other Programme Representatives before and after committee meetings.  This will help you manage future issues as they arise.

Time Commitments

· Attendance at programme committee meetings.

· Attendance at Programme Representatives training events.

CASE STUDY: EARLY CHILDHOOD STUDIES 

     APPENDIX 5
(Programme leader – Carolyn Silberfeld)

Electing programme representatives

First year students are notified about the role of programme representatives a couple of weeks after the start of the Semester. By this time they will have started to get to know each other. The discussion takes places during timetabled class time, in a core module. A level two programme representative attends to talk to the students about being a representative.

Students are then either nominated or volunteer. The aim is to elect four representatives; this provides scope for students unable to attend committee meetings, the withdrawal of students who are programme representatives, for example. The inclusion of part-time and evening student representation is sought. If more than four names are suggested, an election is held. This is run by the students and the programme leader and nominees leave the room. The names of successful nominees are then notified to the UEL Student Union.

Once elected programme representatives continue for the three years of the programme. This provides for continuity. However, there is still scope for students who join later or subsequently decide that they are interested in being a representative, to do so.

Representing the views of other students

Students are advised that they must be able to represent the views of the group. Programme committee meeting notices include advice to students about seeking views of other students, and the programme leader supports students in finding opportunities to seek the views of others. Examples of the way in which this is done include:

· asking a module leader of a core module if 15 minutes at end of class can be made available for students to have a class meeting;
· the programme leader will book a room for students to hold a drop-in/clinic session prior to the committee.
The programme committee meeting

Students are notified of dates and receive an agenda a couple of weeks prior to the meeting. Programme committee meetings provide the opportunity for the programme leader to tell students about curriculum updates or new arrangements that will affect them; and for students to raise issues. Programme committee agendas are quite informative, with headers for the main topics to be raised by the programme leader.

Feedback

Where student matters cannot be addressed in the meeting, the programme leader provides an update to student representatives as soon as possible. Student representatives feed back to other students after the meeting. 

Areas for development

· The programme leader suggests that providing student feedback using UELPlus may also be advantageous. 

· Discussing the outcomes of student surveys at programme committee would assist both in feeding back to students, but also in encouraging completion in future years.
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