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SECTION 1.0 - APPOINTMENT
1.1   THE STRUCTURE

Student’s Representatives (Reps) are appointed or elected to central Open University (O U) Governance and Faculty Committees. 

The O U Committee structure is detailed in APPENDIX 1. Broadly speaking, it includes Council, the University’s Governing Body, the main Committees and their Sub-Committees.

SECTION 2.0 - WHEN FIRST APPOINTED

2.1   WHERE DO I BEGIN?

Welcome to the OUSA Central Representatives’ Team.

Although we only get together as a ‘team’ twice a year, once at the Central Reps Seminar and again at OUSA Conference, to which we are invited so that we can offer any points of information to help clarify issues under debate.  We also act as impartial ‘tellers’ when a count of the vote is called for. 
Whether you are a new, or experienced rep please begin by  reading this handbook where you should find the information you need as you work through the committee year.  If you ever have a question that’s not answered in here, then you should ask the other Central Reps, who you can contact via the Virtual Learning Environment (V L E) Central Reps Forum.  Remember that no question is a silly question unless you don’t ask for the answer.  If you’re still in doubt, then either contact OUSA Assistant General Manager (A G M) Representation, whose contact details are at Section 11, or OUSA Vice President Education, at the OUSA Office or via ousao4@guest.opn.ac.uk .
As of 2010 all new Central reps will have completed and submitted the Central Reps Training Pack.  Do remember that this is a tool that is always available for you to refer to at any time during the year.
2.2  OTHER DOCUMENTATION PROVIDED BY OUSA 

OUSA will be providing the following documents and information:

· Terms of Reference for your Committee (this will contain a list of the committee membership and will outline its responsibilities and objectives).

· Where your Committee fits into the overall O U committee structure (this will help you to understand what kind of issues your committee will be dealing with).

· The OUSA Register of Decisions (also called the ‘RoD’. This details all of OUSA’s policies. More information on the RoD can be found in SECTION 10). 
· The OUSA Green Handbook which is available on-line @ 

      http://www2.open.ac.uk/ousa/handbook/
· A Confidentiality Agreement form, which upon completion and submission will allow you to access the O U’s Intranet. See APPENDIX 8 
· Past Committee Reports, which can be found in the OUSA Central Reps Forum.
2.3  DOCUMENTATION PROVIDED BY THE O U
The University will be providing the following documents and information:

· Minutes of the previous committee meeting.

· Agenda and papers for each meeting of your committee.    

You should read all of these documents carefully to familiarise yourself with the work of the Committee. 

The committee calendar for the whole of the committee year will be regularly updated and posted into the central reps forum currently hosted on the V L E (for more information on the V L E, please see SECTION 7).  Make a note of these dates and organise any time off work or care of dependents, as required. 

Contact the other reps who sit on your committee (where there are any). It is important that you communicate regularly with the other students, where these additional seats exist. It is also important to make contact with the reps who sit on Committees within your main area. These main areas are shown in the committee structure contained in APPENDIX 1. Contact details for our team of central reps are contained in the Central Rep Directory, posted in the Central Reps V L E Forum.
SECTION 3.0 - BEFORE THE MEETING

On receiving the reminder of the date and time of the meeting, which will be sent to you by the OUSA Office, please confirm you will be attending.  Read your meeting papers as soon as they arrive or are available on the O U Intranet.  
A G M Representation (Rep) will be happy to meet you prior to the meeting to discuss any issues on which you need further information.  Please contact him/her for an appointment and let him/her know of the issues you would like to discuss.
For your first meeting it is a good idea to arrange a pre-meeting with A G M Rep who will take you through the procedures and give you a mug of coffee or tea to settle your nerves before taking you over to your meeting room.
3.1 IF YOU ARE UNABLE TO ATTEND

Please inform the OUSA Office (contact details at Section 11) AS SOON AS POSSIBLE.  The earlier we know you are unable to attend, the more likely we will be able to find a substitute and can start the process to seek the agreement of the committee chair to send a replacement Rep. The OUSA staff will present your apologies to the Secretary of the committee for you.

3.2   ACCOMMODATION / TRAVEL

Book your accommodation and travel tickets as early as possible, in order to secure the cheapest fares. More information on this is contained in SECTION 6.0. A list of hotels in Milton Keynes is contained in APPENDIX 2. 

3.3    BOOK YOUR PRE-MEETING BRIEFING

Reasons for a Pre-meeting:  
· Your first meeting as a Central Rep
· An opportunity to discuss, with A G M Rep, the concerns and/or issues you have with the papers that you indicated when booking your appointment. 

· A G M Rep will contact you when V P Education has asked for information to be passed to you or has queries for you to raise should the opportunity present itself. 
· The chance to voice any other concerns about your central Rep role;

As well as providing you with an opportunity to;

· Visit the OUSA Office on campus and meet some of the staff;

· Drink a relaxed cup of tea/coffee before the meeting;

· Leave any luggage you may bring with you (be sure to double check the office will be open when you expect to return). 
Most Committee papers are available on the Intranet. However, if you would prefer to receive hard copies, please ask the Office who will be happy to arrange this for you. 
3.4   PREPARING YOUR PAPERS

3.4.1  The Papers

Check that you have all your papers and inform OUSA office if any are missing that are not flagged up to be sent later on or to be ‘tabled’.  

Committee minutes are usually sent after the meeting separately from any committee paper mailings.  So please read them carefully when they arrive and if there is any item that does not, in your opinion, accurately reflect the decision of the meeting, inform A G M Rep, who will pass this information to the committee secretary.  Remember to keep the minutes and take them to the next meeting together with the papers  
Ensure you have a fluorescent highlighting pen handy for this next bit…

Go through the committee papers, referring to the OUSA RoD, highlight any relevant issues and make comments for your own use. Note any issues you want to see raised in the meeting such as those which are:
· Of concern to the student body;

· Controversial and likely to have a significant impact on students; 

· Covered by OUSA Policy (and might be an opportunity to flag up OUSA Policy to the committee);

· In conflict with OUSA Policy;

· Not clear, that you are unsure about or where you need further information;

· Not covered in enough depth, and are issues that you would like to highlight for questions or further discussion;

· Information likely to be of significance to OUSA Officers or other student reps;

Note the possible arguments for and against the recommendations and proposals.  
3.4.2  Preparing what you want to say

· If you attended the previous meeting – are the minutes correct? Make notes of any challenges you wish to make to the minutes.

· List the relevant OUSA policies (and page numbers) against any relevant topics. 

· List items you would like to be pulled out for discussion and reasons for this.

· Work out your arguments for or against particular proposals or recommendations, quoting OUSA policy wherever possible and referring to the General Education Policy which is as follows. 
The Policy of this Association is:

· to ensure that all individuals have a right to access education to enable them to fulfil their potential and support the University’s commitment to being open to all, while acknowledging that the University has a duty to provide guidance to enable students to make appropriate choices, based on their prior learning or experience, for a successful educational experience.
· to require the Open University to offer modules and qualifications that are relevant, globally recognized and transferable, while providing a diverse and comprehensive curriculum which maintains quality and consistency in content, presentation, assessment and all associated support systems.

· to require the University to communicate with all students in a timely and accessible manner; to publicise all modules widely with all details of physical and accessibility requirements fully explained and that alternative formats of materials are available.

· Note any questions you want to ask, points for clarification and any additional information you may need.

3.5   WHO TO CONTACT

OUSA Office – for missing papers.  (Contact details at Section 11.)
V P Education / A G M Representation – For clarification of policy or to check interpretations / perceptions. Contact also for particularly significant or controversial issues.  
Other Central Reps (Via the OUSA Central Reps forum) – to discuss and debate issues being raised at your committee.  It is really important that you visit this forum regularly.  It is where the ‘Team’ meet during the committee year.  Not only will you find the reports of other Reps. which you should read to keep up to date with what is going on in other committees that may affect yours, but it is the place for discussing issues that affect students.
Your Faculty Website:  for up to date information of what is happening and what students think.

Any OUSA online module forums:  These are a good place to get a feel of student opinions and to find out what, if any, issues are concerning them. 
SECTION 4.0 -  DURING THE MEETING

4.1  GETTING THERE

You should report to the Berrill Reception first, sign in (to be eligible for O U insurance cover whilst on campus, to ensure you are registered as a visitor in the event of a fire) and to collect your pass to enable you to gain access to the building where your meeting will be held. 

Make sure you have your committee papers with you, including the minutes of the last meeting, your OUSA RoD, some note paper and a pen.

If this is your first time on campus, then someone from the OUSA Office will be available to escort you to the right building / room. Make sure you arrive there early. Tea / coffee are usually provided before committee meetings and lunch is provided at all day meetings, these are the perfect opportunities to introduce yourself to the committee chair, secretary and other committee members, to discuss informally issues covered by the committee. 

4.2  AT THE MEETING

Where possible try to sit opposite the Chair, to ensure that you are in the Chair’s line of vision. 

REMEMBER: that as far as other committee members are concerned, YOU are the public face of OUSA. YOU are OUSA’s ambassador.

Try to be clear and concise when you speak, and raise all the matters you want raised. You don’t have to speak on every item – there may be matters that are not relevant to the student body. If someone makes the point you intended to make, you don’t have to repeat it, but if called to speak do say it is also your view so that the committee are aware of the OUSA position.

Remember that as a Student Rep, you are in the unique position of being able to offer the committee academics the student viewpoint from your own experience. Often this is just as valid as putting across OUSA Policy or putting across student opinions that you have come across. The important issue here is to state exactly where your opinion is coming from, whether it’s your own, or that of the Association.  
4.3  NOTE TAKING

Note any significant matters raised by the Chair, or in oral reports. 

Record committee decisions and take notes on the discussions leading to these decisions.

SECTION 5.0 - AFTER THE MEETING

5.1 REPORTING BACK

If any major issues have arisen during the meeting, please report back to the OUSA Office after the meeting.  If you're pressed for time, e-mail the information to A G M Rep as soon as you can.
Reports should be written and sent to the OUSA Office within 14 days of the meeting.  It is very important that ALL Reps report back after every meeting.  This is one of OUSA’s few ways of being able to keep track of changes and issues within the University, as well as being a tool for alerting your fellow reps to what is happening in your committee area. 

Reports should be sent to the OUSA Office (contact details at Section 11) who will post a copy on the Central Reps forum for you.  They will also ensure that V P Education receives a copy too.  Please ensure that you put your name in your report, V P Education often refers to hard copy and gets frustrated when they are anonymous.
APPENDIX 3 provides you with an example of how to write your report. Guidance is also provided on the Central Reps Training Pack (the link to which is in the OUSA Central Reps forum) which you will have completed and submitted prior to final approval as a Central Rep.  A report template is provided on the Central Reps forum.  

5.2 URGENT ISSUES

If you have any urgent issues contact a member of the Representation team at the OUSA Office. Contact details are at Section 11.
Contact A G M Rep in the OUSA Office who will pass your message on to the relevant OUSA Officer

SECTION 6.0 - CLAIMING EXPENSES

Expenses incurred directly from your meeting (such as travel and accommodation) should be claimed directly from the University.  To avoid unnecessary delay in receiving payment please ensure that you ask the committee secretary to sign your claim form in the relevant box, to confirm your attendance, before leaving the meeting.  Once you have completed your claim form, please send it immediately to the A G M Rep who will ensure your claim is passed to the appropriate department in the O U for processing.
6.1  COMMITTEE ATTENDANCE EXPENSES

· CLAIM PROMPTLY – the O U system takes time – claims must be presented within 6 weeks of the meeting
· CLAIM FAIRLY – neither you nor the O U should be out of pocket
· REMEMBER – Maxima are not entitlements

Requesting payment direct into your bank account speeds up the transaction considerably and is the O U’s preferred method of payment.
You may also ask for payment of your expenses in advance. This can be done by completing an advance form which is available from the OUSA office. Please allow 4 weeks for an advance to be processed.

OUSA Reps on University committees may claim reasonable travel and subsistence expenses, which are necessarily incurred in the course of attending meetings of these committees. In making decisions about arrangements, you are asked to use the most economical form of transport that is practicable, having regard to the overall costs which you will incur. In particular, if travelling by rail, you should use the cheapest tickets available; if travelling by air, you should ‘shop around’ for the best possible deal well in advance of the meeting date. Please appreciate you will often find a much better deal if you book your travel well in advance of the meeting. However, be careful not to enter into any commitment whatsoever until you are reasonably sure the meeting will be going ahead.   For more information see APPENDIX 4, Travel and Subsistence Expenses.
If you have any expense queries, in the first instance please contact the Representation team in the OUSA Office (for contact details see Section 11.)
6.2  HOW TO CLAIM

All expenses should be submitted on the relevant claim form (available from the OUSA Office). Please fill in the form carefully paying particular attention to the notes provided on the back of the form.  A separate form should be submitted for each journey you make. However, if you should attend more than one meeting on the same journey, you should submit just one claim form for the whole journey.   
When you submit your claim to the University, be sure to pre-empt queries by attaching explanatory notes if your expenses are more or less than usual. What may be common knowledge to you (for example local public transport issues / specific costly dietary requirements / extended meeting, etc) is not necessarily known by the authorisers.

In order to meet claims as quickly as possible, each claim must be supported by itemized receipts, including receipts for meals.
Occasionally you may need to attend more than one meeting over a short period of time. In such cases, it may be more economical and practicable for you to make arrangements to stay in Milton Keynes overnight.  Please check with the OUSA office before booking. However, you will need to weigh up your time constraints and consider whether the cost of local accommodation would be more cost effective than more than one journey. Before booking your accommodation please ensure that you contact the OUSA Office who will seek permission from the O U for any essential additional nights stay.

Please speak to the OUSA Office before making any arrangements.
6.3  REIMBURSEMENT OF EXPENSES IN CURRENCIES OTHER THAN STERLING

Please put only sterling figures in the columns headed £ and p.  If you incur expenses in other currencies, please put the figures in the column marked Euro/other currencies.  These will be converted into sterling for you.
6.4  TRAVEL BY RAIL, BUS AND CAR

If possible, please travel by bus between Milton Keynes Central Station and Walton Hall, journey times are about 20 minutes. Further information on bus, train and car journeys can be found in APPENDIX 4.  However, if time is tight you are entitled to travel by taxi but please remember to get a receipt. 

6.5  OTHER

Hotel and subsistence information in relation to your expense claim is contained in APPENDIX 4.  Please read it before you plan your journey.

If in doubt of when to stay overnight, seek advice from the OUSA Office. 

PLEASE DO NOT TAKE OFFENCE if your expense claim is queried. The University also have to answer to auditors, and if they feel part of your expense claim is not clear, they will query and it they may also check the mileage if you travel by car. This is standard procedure. 

If you have any doubts or queries about what expenses might be reasonable, seek advice in advance from the OUSA Office. 

SECTION 7.0 -  BETWEEN MEETINGS

7.1 SUPPORT

There is ongoing support available for all central reps between meetings. This currently comes in the form of designated forums, where you will be able to contact other reps and V P Education and the OUSA Office. In addition, there are various resources available to you to ensure that you keep up to date with relevant issues and student opinion including the Central reps on-line training pack.  Please use the following link to access: 


http://www2.open.ac.uk/ousa/training/cenrep/
There are designated closed” V L E forums where you can contact other reps and where all Committee reports are posted for your reference.

Here you can also find a link to the online Central Rep Training Pack (which you will have completed and submitted prior final approval as a rep but you may also like to refer to during you year in office.

For advice on specific issues arising in your Committee work contact either V P Education or the A G M Rep.
7.2 INFORMATION RESOURCES
Central Reps have access to a number of OUSA forums namely, Central Reps forum, Central Reps & SALs forum and for those Central Reps that are also members of the Senate Reference Group (S R G) the S R G forum. 
· OUSA Website (News pages)
· O U Intranet (you will need to complete a confidentiality agreement prior to being given access to the O U Intranet. The OUSA Office will send you all appropriate information together with a form to complete and will arrange access for you). 

· V P Education Report to the C E C – published in OUSA Information.
· OUSA Bulletin sent by Camel message to preferred email addresses, hardcopy is sent to those who request it and it is available on Forums. Apart from edited central and regional Rep reports, it also refers to other items of interest such as C E C Minutes, V P Education’s report to the C E C and Progress of Resolutions (progress of the Policies from the most previous year’s OUSA Annual Conference).

· ‘OUSA Information’ Forum.
The Minutes of O U Senate and O U Council, available on the O U Intranet. 

· The open Region/ Nation Forums on the V L E, another resource where students discuss and debate issues.

· ‘WHO’s WHO in the University’, APPENDIX 5
· A list of acronyms, APPENDIX 6
· O U / OUSA Committee structure, APPENDIX 7
· Additional briefings / papers from V P Education.

· Central Reps forum on the V L E. (A fantastic resource for reading other reps reports, collecting information on your committee and keeping up to date with important information). 

· Useful information Quick Reference Guide – APPENDIX 8
SECTION 8.0  -  EVENTS

8.1  UNRELATED EVENTS OR MEETINGS

Occasionally, events, meetings or seminars may take place that are unrelated to your usual committee post. This is an opportunity to provide some of our new and existing Reps with the chance to explore other areas, which are often new ‘up and coming’ areas and ideas within the University. If you are asked to attend such an event, then please don’t feel like you are being put under pressure to attend. We accept that our central reps have many external pressures/ commitments apart from their work for OUSA.  Please also ensure you inform the OUSA office of your invitation.
At times, the University is proactive in seeking OUSA’s opinion on certain issues. Such requests may be posted to the central rep forum on the V L E  for consideration. It is important that our reps make the effort to consider these issues and contribute to any discussions in order that we may provide the University with a response which takes into account a diverse range of opinions. 

8.2 WORKING / SUB GROUPS

When tackling a specific new project or area within the University, some Committees may create a working group or sub group with the specific task of dealing with an issue. Before volunteering (or being volunteered!), it is important that you firstly take into account the relevance to the student body, and inform the OUSA Office before making a decision. You will also need to check with the OUSA Office that expenses will be paid should any be incurred. It may be more appropriate for a decision on an appointment to go through the Appointments Sub-Committee. 

8.3 CENTRAL DISCPLINARY COMMITTEE (C D C)

Reps should NOT report back to OUSA or discuss their meetings with anyone outside of their meetings. The C D C deals with case-sensitive disciplinary issues, which need to be treated confidentially by the reps that attend. The sole function of the reps appointed to the C D C panel is to provide the student point of view at the disciplinary hearing or appeal.
SECTION 9.0 - RE-APPOINTMENT / RESIGNATION / DISCIPLINARY PROCEDURE 
9.1  RE-APPOINTMENT

Re-appointment is not automatic; you must re-apply each year if you wish to continue, although you may not necessarily be re-appointed or given the same committee.  Your preferences are always taken into consideration.
9.2  RESIGNATION

Should you have to resign mid-term, please advise the OUSA Office and V P Education as soon as possible. 
9.3
DISCIPLINARY PROCEDURE 
OUSA Policy is that:

· This Association resolves that when the Central Executive Committee has been informed that a member of a University Committee, who has been appointed by the Central Executive Committee, has failed to attend two consecutive meetings of the relevant University Committee, or failed to submit a report on two consecutive meetings, without good cause, the Rep should be asked to resign.  Such a Rep should not normally be considered for re-appointment to a University Committee the following year.
· The same procedure will apply where a student Rep arrives for a meeting at the wrong time on more than one occasion.

· A Rep will, at the discretion of Central Executive Committee/Appointment Sub-Committee/President be requested to resign in any case where a serious complaint is received concerning the Rep, from the University or other members of the Committee.

· A Rep who fails to produce receipts for expenses for which an advance has been paid by the O U, or who fails to return unaccounted for funds may, at the discretion of Central Executive Committee/ Appointment Sub-Committee/ President, be asked to resign.

SECTION 10.0 - REGISTER OF DECISIONS (RoD)
10.1  WHAT IS THE RoD?

The Register of Decisions is the ‘Policy Document’ of OUSA. 

10.2   WHERE DOES IT COME FROM?

Delegates from all areas of the Association, including local Branches, the OUSA Forums, Societies and the Central Executive Committee, attend OUSA’s Conference. Each Unit is entitled to place items onto the Conference Agenda in the form of ‘motions’. These motions will either be Constitutional, or Policy motions.  Policy motions that are passed by Conference go on to the RoD which, therefore, details all of OUSA's Policy. It is the most important document with which our central reps should be familiar. Not only does it act as a ‘statement of beliefs’ for all our reps throughout the Association, but because of the way the RoD is created, it places a great deal of weight behind what is essentially an ‘OUSA opinion’. It gives our Reps the authority to stand up and say ‘OUSA Policy says this, and so it is the opinion of O U Students as it is created by delegates of the whole of the student body!’

10.3   WHAT HAPPENS TO POLICY?

Throughout the year, new OUSA Policy is progressed. This is done both by yourselves and the Officers of the Association delegated with the task of progressing the specific Policy. Progress of these policies is reported regularly in the OUSA Bulletin. 

As you are acting as Rep of OUSA, you should always actively promote OUSA Policy.
10.4
OUSA CONFERENCE
Appointed central reps are usually invited to the OUSA Conference as Observers. This is so that they may see first hand how policies are created, debated and thus interpreted. 
They may also be called upon, or volunteer to give up to date information on issues raised in motions, about which they may have specific knowledge.

Central reps attending as Observers may also be asked to act as tellers when a vote count is called.
11. OUSA Office

The OUSA Office and in particular the Representation team are responsible for supporting V P Education. They carry out the day to day administration associated with the whole central Rep process.  If you have any queries or concerns regarding your role please do not hesitate to contact a member of the team, who will be only too happy to assist. 

Outlook:

J.L.Billson@open.ac.uk
T.K.Philemon@open.ac.uk
Address:

OUSA Office

PO Box 397

Walton Hall

Milton Keynes

MK7 6BE
           Appendix 1
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* Strategic Planning and Resources Committee has a dual reporting line to the Council and the Senate. 
Appendix 2

Suggested Hotels/Guesthouses in Milton Keynes 

This directory is for convenience only and is not meant as a recommendation for any hotel and/or guesthouse on the list. If you have any comments on the suitability of any of these hotels and/or guesthouses, either in terms of service, standards or convenience, please share this with fellow Central Reps and advise the Representation Team in the OUSA Office.

If you cannot find suitable accommodation, you can contact the Milton Keynes Visitor Information Centre on 0870 120 1269 although please stress that you are looking for accommodation within easy access to Walton Hall. 

Whichever accommodation you decide to use please ensure that the cost is within the maximum allowance permitted and is situated as close to the OU as possible to minimize any additional travel expenses incurred. 
	Name and Address
	Website address
	Telephone number

	Accenture Training &  
Conference Centre 1
Kents Hill Park

Timbold Drive

Milton Keynes MK7 6TT


	http://www.accenturehotelandconferencing.com
Request O U rate when booking.
	01908 358000

	Apple Tree House 2
16 Verley Close

Woughton on the Green

Milton Keynes MK6 3ER


	http://www.smoothhound.co.uk/hotels/appletree2.html
Not advisable.
	01908 669681

	Church House Hotel Ltd 2
Church House

50 Rowsham Dell

Giffard Park

Milton Keynes MK14 5JS


	http://www.churchhousehotel.co.uk

	01908 216030

	Fairview Cottage 2
1 Newport Road

Woughton on the Green

Milton Keynes MK6 3BS


	No web address available

Email enquiries: info@fairviewmk.co.uk
	01908 665520

	Premier Travel Inn

Milton Keynes South

Caldecotte Lake

Bletcham Way

Milton Keynes MK7 8HP


	http://www.premierinn.com/pti/home.do
Search: Milton Keynes South
	0870 990 6558

	Premier Travel Inn

Milton Keynes South West

Furzton Lake

Shirwell Crescent

Milton Keynes  MK4 1GA


	http://www.premierinn.com/pti/home.do
Search: Milton Keynes South West
	0870 990 6396 

	Premier Travel Inn

Secklow Gate West

Milton Keynes

MK9 3BZ
	http://www.premierinn.com/pti/home.do
Search: Milton Keynes Central
	0870 197 7184

	Premier Travel Inn

Milton Keynes East

Brickhill Street

Willen Lake

Milton Keynes MK15 9HQ


	http://www.premierinn.com/pti/home.do
Search: Milton Keynes East


	0870 197 7185




1 Please ensure that you request the O U guest rate if booking this hotel
2 Please note that these hotels are guesthouses and therefore may have shared facilities.

Appendix 3
SAMPLE OF A CENTRAL REPRESENTATIVE’S REPORT

Faculty of Health and Social Care 

Committee meeting 

This was a well attended meeting with over 100 members in attendance plus regional members attended electronically.  We were informed that the meting would take a different format from usual in that the majority of the meeting would consist of two presentations.  The report from the Chair,  Dean of FHSC and the reports for noting were dealt with in a speedy though thorough manner The presentations were presented by the Library, Teaching and Learning Team Leader discussing “Students Use Of External Referencing Material”  and  Associate Dean, Learning and Teaching Technologies discussing and demonstrating some of the on-line features of  the   “Broadcast Strategy”. *

	HSCC/08/3/1

HSCC/08/3/4
HSCC/08/3/5
HSCC/08/3/8

HSCC/08/3/9

HSCC/08/3/13

HSCC/08/3/17

Presentation Item 1

Presentation Item 2


	REPORT FROM THE CHAIR
 

The faculty has been showcased by the OU and is a leader in viewing employees as major customers not just students.

FINANCE: OUT-TURN COMMENTARY 
Income for the faculty is positive at £3 million over target.  £1.2 million of this attributed to the alliance with the Royal College of Nursing.  There is concern in the lack of income due to the short fall in student numbers for K101 which may also impact on retention numbers for level 2 courses in the future.

STUDENT NUMBERS  



It costs the OU £800 to recruit a student into the OU.  The trend is towards students registering for a course at the last minute making such things as tutor allocation difficult, the faculty have resorted to such measures as contacting students who reserved a place on K101 by firstly emailing them then following this up via telephone.  One measure being considered is for the faculty to offer an ‘early bird’ discount to encourage early registration. 

PRESENTATION AND QUALITY

Plagiarism project – use of Copycatch and Turnitin

A paper outlining the proposals for the new structures and new tariffs and penalties is to go to Assessment Policy Committee in October 2008. Once approved the roles of the ACOs would also be fully implemented which would mean that all cases involving TMAs to go to Regional Academic Conduct Officers and those involving cross-regional cases to Faculty Academic Conduct Officers. Faculty Academic Conduct Officers would also be responsible for ECAs. 

HSC now has several courses using CopyCatch – K101, KZX100, KE312 and several of the Pre Reg Nursing courses. Course teams can ask for individual TMAs to be put through Turnitin if there is a suspicion that internet sources have been used.
Online Assessment Guides – pilot on 3rd level courses

Several 3rd level courses are piloting online assessment guidance for the February 2009 presentations. The generic guidance will be entirely online and will be situated in a specific section of the course website. Some courses will also have the course assignments and guidance online with a print-on-demand option. K309 is providing a shortened print version as it was felt K309 students were not accustomed to the same level of online materials as some of the other 3rd level courses 

Student Support Review – pilots

Discussions are continuing regarding setting up a pilot in Scotland – this would cover K101 as well as the Social Work students.

LEARNING AND TEACHING TECHNOLOGIES  
80 K101 tutors have taken the tutor moderator course.

The Faculty of HSC is the first faculty to move to the new VLE. 

K101 launches in October.  This course has a very diverse student population and has the highest proportion of vulnerable students than any other undergraduate course in the OU.

After campaigning many FHSC students will have access to course websites for 3 years following the end of their course.

There are still a few older level 2 courses which do not have an online requirement, upon remake this will be addresses.  Feedback has shown that certain level 3 courses have too much on line reading or require too much personal printing.  This will be reviewed with the course teams and LTS.

OPENINGS  PROGRAMME  COMMITTEE REPORT

The statement of course participation which is currently sent to students who do not submit their ECA or do not achieve the course outcomes is to be re-worded as students can be confused of its purpose.

SUMMARY REPORT OF 2006/2007 COURSE REVIEW PROCESSES 

K100 - Analysis of the demographic make-up of K100 students shows that the

proportion of students with low PEQs is higher than on any other

comparable level 1 course.  The number of students with English as an additional language has been a growing issue over the last few years, therefore a special pathway to support students who need writing support including those with English as a Second Language, which will be extensively evaluated as a potential model for the university

K208 - The assessment has been changed to reduce the workload – TMAs have been reduced from 6 to 5.

K222 - Care, Welfare and community for Social Workers (30pt) The course team are looking into the possibility of holding one face-to-face workshop for students

K224 - Working with Children and Young People, (30pt), TMAs reduced to 3 to reduce work load.

K(ZW)216 Applied Social Work Practice  - Discussions have also been held with Examinations and Assessment regarding the disaggregating of the assessment of practice from the academic assessment on K216. This will enable students to retain a pass status on their practice learning and to carry this forward if they fail the academic component – there will be a two year time limit. This development was welcomed by sponsors and by the Faculty

K311 Promoting Public Health: Skills, Perspectives and Practice - Changes have been made to the Learning Guides to reduce workload and focus activities more clearly on TMAs, however a more substantial revision of the course is being considered.

STUDENTS’ USE OF EXTERNAL REFERENCE MATERIAL:

PRESENTATION BY  THE LIBRARY, TEACHING & LEARNING TEAM LEADER
This was an interesting presentation which stressed the importance of students looking further than their supplied course resources when submitting their TMAs.  One way for the student to do this was by accessing the services of the OU library.  It was stressed that they are ‘here to help’ and recounted how pleased the library team were to receive a box of chocolates through the post from a student who was experiencing particular difficulties and who said they felt they would not have passed their course without their help.   It went on to say that in this time of student’s worries of plagiarism the library service would be able to provide many varied pieces of work thus avoiding this possibility. 

BROADCAST STRATEGY*: PRESENTATION BY ASSOCIATE DEAN (LEARNING AND TEACHING TECHNOLOGIES)

This online presentation discusses the OUs early dealings with the BBC and shows some interesting footage of vintage OU programmes presented by lecturers who are now Faculty Chancellors.  It then went on to demonstrate the value of Facebook, BeBo My Space  etc in that the OU  and tutors can use these to deliver individual tutor group tutorials to course lectures and course ‘tasters’.  


This concludes my report.

Name

* further details of the Broadcast Strategy can be found at http://intranet.open.ac.uk/bsr  

Appendix 4

Travel and Subsistence Expenses

You should submit a separate form for each journey which you undertake.  If you attend more than one meeting on the same journey, please submit just one claim form. 
Claims may only be made for reimbursement of actual expenditure incurred.  The current maximum U.K. subsistence rates which will be reimbursed are detailed on the Human Resources intranet at http://intranet.open.ac.uk/human-resources/information/salary/10E(II).DOC. There is no entitlement to claim subsistence which has not been incurred.   Please refer to this document regularly as it is frequently updated.
Please provide sufficient detail to allow claims of actual expenditure to be verified and checked. Claims up to the maximum allowance must be itemised and supported by receipts, or by a verifiable log e.g. an appropriate diary note together with a declaration that the expenses have been incurred solely in the course of University business.  Please detail the precise meals covered by your claim in the space provided and indicate the hours you were necessarily absent from home.

Please put only sterling figures in the columns headed £ and p.  If you incur expenses in other currencies, please put the figures in the Other Currencies column.  These will be converted into sterling.

Student Reps on committees/groups may claim reasonable travel and subsistence expenses which they necessarily incur in the course of attending meetings of these committees/group.  Please ‘shop around’ for the best deals if travelling by public transport.  

Travel by car

If travelling by car means that the overall cost of your journey is less, (because, for example, you can avoid an overnight stay) or if travelling by car results in a substantial saving of time, you should travel by car and claim the standard University mileage rate detailed on the Human Resources intranet at http://intranet.open.ac.uk/human-resources/information/salary/tsappab.doc
Travel by rail

If you are travelling by train to Walton Hall, Milton Keynes Central station is served by direct Virgin West Coast services from London Euston, Birmingham New Street, the North West of England, and the West of Scotland, and by London Midland services from London Euston.  

Travel by air

Only travel by air (and then only by economy class), if there is no alternative practicable means of travel or the cost of so doing means that the overall level of expenses will be less.  Depending on the cost of flights, you should consider using Birmingham Airport (direct rail link to Milton Keynes Central, about 45 minutes), direct National Express Coach, Gatwick Airport (indirect rail link to Milton Keynes Central by changing at Watford Junction about 2 hours), or, direct National Express Coach,  or Luton Airport (regular bus link to Milton Keynes Railway Station or National Express Coach to Milton Keynes Coachway.
http://www.nationalexpress.com/index.html).
Please note that travelling by coach is considerably cheaper than rail travel.
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Appendix 6
O U AND OUSA ACRONYMS

A 


Arts faculty Committee
A E C 

Animal Ethical Committee

A G M  

Annual General Meeting

A L 


Associate Lecturer (i.e. Tutor)

A O U G

Association of Open University Graduates

A P C 

Assessment Policy Committee

A R A


Address release agreed

A S C A

Assistant Senior Counsellor

A S E R C 
Advanced Standing and External Recognition Committee

A S T 

Assistant Staff Tutor

B A B S 

The B A (Hons) Business Studies degree

B L S


Audio Visual Broadcast Loan Scheme

B S C 


Bursaries and Study Costs committee

C A L M D

Course Materials and Materials Development

C A T S

Credit Accumulation Transfer Scheme

C C C 
Central Consultative Committee (an O U committee, members of which include student representative from each region)

C D C


Central Disciplinary Committee

C E


Continuing Education

C E C 


Central Executive Committee of O U S A

C E C M 

Central Executive Committee Member

Central Rep   
Student volunteer appointed by the O U S A Central Executive Committee to sit on O U Advisory Groups and Committees

C I R C E
Corporate and Individual Records for Customers and Enquires (The O U's computerised record system)

C M A 

Computer Marked Assignment

C M L

Centre for Modern Languages

C O 


Council

C P C  

Curriculum Partnerships Committee

C S C  

Curriculum Strategy Committee

C V C


Curriculum Validation Committee

M U E 

Module Unit Equivalent

C (W) E

Continental (Western) Europe

D 


Social Science faculty committee
D C F S
Department for Children, Schools and Families (formerly part of D f E S (Department for Education and Skills)

D I U S
Department for Innovation, Universities and Skills (formerly part of D f E S (Department for Education and Skills)

D P


Deputy President (O U S A)

D S A G 
Disabled Students Advisory Group 

D S L 


Disabled Student Link 

E C A 

End of Course Assignment or Assessment

E G M 

Extraordinary General Meeting

E Q 


Equal Opportunities Advisory Group
E S G 
Enabled Students Group (now called the Disabled Students Group)

e T M A 
Electronic Tutor Marked Assignment or Assessment

F C E 
Full Module Equivalent (points towards degrees)

F E 


Further Education

F E L S 

Faculty of Education and Language Studies

H D


Higher Degree

H E 


Higher Education 

H E A P S 
Higher Education Access and Preparation for O U Study Group

H E F C E 

Higher Education Funding Council for England

H E F C W

Higher Education funding Council for Wales

H R 


Human Resources

H S T A G

Health and Safety in Teaching Advisory Group
I C T 


Information and Communication Technology

I E T 


Institute of Educational Technology 

I M D 

Index of Multiple Deprivation 

J A N E T

Joint Academic Network

K M I


Knowledge Media Institute

L E A


Local Education Authority

L L Ns 

Lifelong Learning Networks

L S B G 

Library Services User Group

L T I 


Learning and Teaching Innovation committee

L T Q 

Learning and Teaching Quality Committee

L T S 


Learner Teaching Solutions

L T T 
Learning Technologies and Teaching Advisory Group
M C & T
Maths, Computing and Technology faculty committee
M A (O D E)
Master of Arts in Open and Distance Education

M B A

Masters in Business Administration

Man 
School of Management 
N U S 

National Union of Students

N V Q
National Vocational Qualification (S N V Q = Scottish)

O C A S
 
Overall Continual Assessment Score

O G M 

Ordinary General Meeting

O E S 

Overall Examinable Score 

O F S T E D

Office for Standards in Education

O L R


Off-line Reader

O U B S 

Open University Business School

O U S A 
Open University Students’ Association 

O U S B A 

O U Student Budget Account

O U S E T 
O U Student Educational Trust which helps students financially

P G 


Post Graduate

P R 


Public Relations

P S / P S O
Peer Support (also called Peer Support Online)

P V C 

Pro Vice Chancellor

Q C


Qualifications Committee

R B 


Research Committee
R C 
Regional Committee 
R C C 
Regional Consultative Committee 

R D 


Research Degrees Committee
Re S C

Residential School Committee

S 


Science Faculty Committee
S A L 


Student Academic Link

Sen 


Senate

R S R 

Regional Senate Representative

S H E F C 

Scottish Higher Education Funding Council

S H S W 

School of Health and Social Welfare

S S L 


Student Support Link

T M A

Tutor Marked Assignment

T S A 

Tutor Student Allocation letter

U C U 

University and College Union

V C


Vice Chancellor

V P 
Vice President - Officers on the O U S A Central Executive Committee

V O I C E 

Valuing Our Integrated Customer Experience 

W P 


Widening participation
Useful Information/Contact Details – quick reference guide

	General enquiries:


	Jackie Billson – J.L.Billson@open.ac.uk
Tracey Philemon – T.K.Philelmon@open.ac.uk


	Bus services to Walton Hall:


	http://www.open.ac.uk/travel-advice/p4.shtml


	National Express website:


	http://www.nationalexpress.com/index.html


	O U subsistence rates:


	http://intranet.open.ac.uk/human-resources/information/salary/10E(II).DOC


	O U travel insurance:
	http://intranet.open.ac.uk/travel-insurance/



Confidentiality Agreement

Students elected/appointed to University bodies may, in the course of their duties, have access to confidential information, including information held on the University’s intranet.  In particular, they may have access to information relating to the commercial interests of the University, as well as personal information on members of the University.  Such information should not (either during or after service on a committee) be disclosed or made use of outside of the University without due authorisation.

The Code of Practice for Student Discipline regards as a disciplinary offence:

Revealing confidential information without permission, including:

a
information about the proceedings of a university body; 

b
personal information about applicants, other students, graduates, clients and staff; and

c
information covered by our registration under the Data Protection Act.

Confidential information can only be revealed in line with the conditions of the relevant codes of practice that may be issued from time to time.

(SD 2.6)
Student members of University bodies must abide by the provisions of the Data Protection Act and the Code of Practice for Student Discipline and should inform themselves of the University’s Data Protection Code of Practice. 

The University’s Data Protection Code of Practice is available on the internet at http://www.open.ac.uk/university-documents/data-protection-code.html
The University’s Code of Practice for Student Discipline is available on the internet at 

http://www.open.ac.uk/student-policies/objects/d3421.pdf
Further advice and help is available from the University’s Data Protection Co-ordinator (e-mail data-protection@open.ac.uk).
A confidentiality declaration is attached. Please sign and return it to:

Jackie Billson

Assistant General Manager (Representation)
Tel : 01908 653351
E-mail :j.l.billson@open.ac.uk
Confidentiality Agreement - Student member of a University Body

I confirm that I have read the University’s Code of Practice for Data Protection and the Code of Practice for Student Discipline. I agree to maintain the confidentiality of information that I have access to. I shall not disclose or make use of such information outside of the University without due authorisation, either during or after my service on a University body. 
	Title
	Name               (forename and last name)

	
	

	University Body


	Term of Office



	Signature


	Date



Please return this form to

Jackie Billson

Assistant General Manager (Representation)
Tel : 01908 653351
E-mail :j.l.billson@open.ac.uk

For completion by Central Secretariat

Received: ……………….
Acknowledged ……………
Logged ………………..
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