Operational Plan – Student Representation Coordinator
	Key Responsibility:

Strategic Plan Aims:
	Class Representative System

1.2 & 1.3
	Key Aims:
	· To increase the amount of recorded Reps by 10% (to 500)
· To train 50% of Class Reps 
· To improve the Class Rep Module and to have it available fully on WebCT for AY 11-12

· NSS return rate to be 65%

	Tasks:
· ‘Map’ the institution to ensure we know which courses have reps and areas where they still need recruited

· Work with Union Designer to rebrand class rep promotional material

· Identify university staff to distribute promo material to

· Work with Sabbs to ensure inductions are attended

· Distribute electronic and hard copy Class Rep return forms

· Promote Class Rep position – in Union publications, at inductions and freshers fayres

· Set up Class Rep database

· Identify training dates for Reps

· Develop & prepare training materials

· Collaborate with the CDC and Sylvia Alexander’s dept  to develop class rep module WebCt area

· Develop a 3 year strategic plan for the development of the Class rep system – aims to be closely tied to the standards identified in the NUS Benchmarking document
· Work closely with Faculty reps to support the Class Reps. This should be done in the following ways:

· Informal class rep meetings twice per semester (on a faculty basis)

· At least 6 issues of a class rep (faculty based) newsletter emailed out 

· Reps encouraged to attend information sessions on how they could use student feedback to improve their teaching
	Dates:

All to be done before Sept 13th ‘10 
Promo material distributed by 1st September

13th Sept 

Dates in diaries by 6th Sept 

Sent by 1st September

Weeks 1-3
Ready to go live by 13th Sept 
Set for 4th October – 28th October
Ready to go live Sept 2011
Mid-August
Meetings in Week 3 & 9 of each semester

Issued to coincide with faculty meetings

Beginning of Semester 2


 Academic Year 2010-11
	Key Responsibility:

Strategic Plan Aims:
	Democratic Support for Students’ Union

1.2
	Key Aims:
	· Ensure all democratic Union meetings are ran in accordance with the Constitution

· Train and inform members of Union committees to perform their function

· Open, transparent Union meetings

	Tasks:
· Provide secretarial support for Overall Executive Meetings

· Support Site VPs to run their Union General Meetings

· Promote membership of General Council

· Develop and support members of General Council (handbook for members and training)

· Secretarial support for General Council

· Coordinate the Students’ Union Representative Forum (SURF) for Class Reps along with Education Officers

	Dates:
· Monthly 

· Ongoing

· October ‘10
· October ’10 – training to be delivered in Week 4 of Semester 1
· Once per semester



	Key Responsibility:

Strategic Plan Aims:
	Governance Review
3.1
	Key Aims:
	· Identify and implement key recommendations from governance review

	Tasks:
· Assist with the preparation for consultation on governance reform, this includes:

· Facilitation of consultation on the shape of the new structures with key stakeholders (sabbs, staff, volunteers)  

· Production of an accessible proposal document on the proposed changes 

· Work with Officers to consult membership, organising roadshows and ‘town hall’ meetings to explain proposals
· Hold referendum on proposal in Week 10
	Dates:

· All year
· August 12th – September 29th 

· Produced for General Council on 12th October

· 18th October – 12th November 
· 22nd – 25th November 




	Key Responsibility:

Strategic Plan Aims:
	Project Manage SUEI
1.3
	Key Aims:
	· Manage the delivery of staff and officer targets for the achievement of SUEI

	Tasks:
· Organise and hold monthly meetings
· Keep track of progress of all staff and officers in regard to required tasks 

· Keep records of work completed
· Aim for Audit in April 2011 


	Dates:

· Ongoing



	Key Responsibility:

Strategic Plan Aims:
	Represent the Students’ Union on University Committees

1.3 
	Key Aims:
	· To ensure UUSU members are represented on key university committees 

	Tasks:
· Attend University Committee Meetings on behalf of Students’ Union – CHEP Management Board, Teaching and Learning Committee, Charter Review Group and Institutional Audit Management Board

· Produce relevant reports for these committees

· Increased role on committees overseeing internal quality assurance:

· Revalidation Panels – attend two one day events

· Programme Management Sub-group:  this meets 5 times a year (1 day events) to oversee day to day management of courses


	Dates:
· Ongoing 

· Two one day events

· Five half day events


	Key Responsibility:

Strategic Plan Aims:
	Train, develop and support Student Union Representatives
3.2
	Key Aims:
	· To develop and support student Officers and volunteers to be credible representatives of UUSU

	Tasks:
· Carry out a training needs analysis for each member of the Executive and prepare a Personal Development Plan

· Sabbatical Training 

· Analyse feedback from Sabb training

· Site Exec Training

· Class Rep Training

· Develop training and support for General Council members

· Ongoing support and provision of advice for all student activists 

· Mentor three Officers – monthly meetings and continual pastoral support 
	Dates:
· Summer ‘10

· Finishes August ‘10
· Report ready for 8th September
· Arranged with VP one committee is elected
· October 4th – 28th 
· Training delivered before first meeting on 12th October 
· Provide support for EdWel Officers throughout their year



	Key Responsibility:

Strategic Plan Aims:
	Deputy Returning Officer for Sabbatical Elections
1.2
	Key Aims:
	· To plan and promote elections which have each position contested by at least two people
· Voting figures to increase by 5%

	Tasks:

· New guidelines developed for governing elections

· Set timetable for elections

· Work on a theme to promote the elections

· Develop candidates packs & ensure candidates are well informed of the roles they are running for, and the rules of the election
· Work with Returning Officer to ensure elections are ran fairly 


	Dates:

· Need to be ratified by General Council on 18th November 
· Nominations open 7th Feb, elections 28th March

· Developed first 2 weeks of January

· Completed for 24th Jan




Overview of key tasks by Month

	October
Class Rep Training (Mon – Thurs)

Site Exec Training

General Council Training 

OE (every Month)
SUEI
Consulting membership on Governance Review

	November

General Council

SUEI

Governance Review

Class Rep support
	December

SUEI

Referendum on changes to governance

	January

Sabbatical Review Day

Prepare for elections (candidates packs, promotional material)

Prep for Semester 2 Class Rep Training


	February 

Elections

General Council

Class Rep Support
Class Rep Training 


	March 

Class Rep Conference

Elections (28th – 30th) 


	April 

SUEI – preparation for Audit

	May


	June

Sabbatical Training!
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