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Executive summary 

This paper is a summary of the Students’ Union’s Programme Representative 
activity for term 1. The following areas are covered:  

• General Information

• Induction Training

• Support Initiatives

• Future Activity

Action(s) required 
from the Committee: The Union would like Senate to note and discuss the report. 



Programme Representative activity report

Term 1, Academic Year 19/20 

General Information: 
The Representation team’s work throughout the Autumn term of the 2019/20 academic year 
has been centred upon the election, training, and support of Programme Representatives 
(Programme Reps). This report details the Representation team’s operations and activities 
thus far and its scheduled activities for the coming Winter term. 

Pre-Recruitment and Election of Reps: 
The Representation team organised 5 pre-recruitment guidance sessions aimed at City 
University academic staff prior to the start of Autumn term and the opening of Programme 
Rep elections. These guidance sessions served the purpose of informing and integrating City 
academic staff into the Programme Rep election process and delivered information including 
the respective roles of City staff and Union staff in relation to the elections, the deadlines for 
elections and data collection, and the number of Reps to be elected. The sessions were 
intended to be understood in conjunction with the Staff Guidance Handbook, designed to 
function as academic staff’s key reference point on the support of Programme Reps. 

The sessions were, unfortunately, not well-attended, most probably due to the high workloads 
academic staff were likely to be experiencing during the weeks immediately before the 
resumption of teaching. 

Other pre-recruitment activity included the distribution of updated publicity materials promoting 
the Programme Rep elections and offering detailed information on the role. Taking into 
account feedback from previous Programme Rep cohorts, a greater volume of information 
was included in publicity detailing the role responsibilities and incentives for applying. Publicity 
was distributed via the Union website, by flyer and poster during Welcome Week activities, 
and through academic staff, who were supplied with a recruitment slide which they were 
requested to include in their lectures.   

To date, 685 Programme Representatives have been elected across the 5 schools. 
Information from schools is expected to continue to be received throughout term 1 and into 
term 2. The number of Programme Reps is only expected to marginally rise for the remainder 
of the academic year. 

Induction training: 
This year, a total of 20 90-minute Programme Rep induction training sessions were delivered 
by the Vice President for Education and the Representation team. The sessions were 
delivered from the week beginning the 14th of October to the week beginning 11th of 
November, on the basis of 2 sessions per school in the first week, followed by supplementary 
sessions in the next and final weeks of the period of delivery. The number of training sessions 
delivered increased from the 17 delivered in the 2018/19 academic year. 

358 Programme Reps attended a training session during this period, which accounts for 
52.3% of all Programme Reps recruited. Reps who attended received training on their role, 
effective meeting preparation, the use and collection of effective feedback, scenario training, 
and methods for appropriate signposting. 

242 feedback forms were returned from the training sessions. Feedback has been largely 
positive, and a full report will be assembled in order to improve and update training for the 
coming years. 
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Support and initiatives: 
The representation team has delivered or is working towards the delivery of a number of 
support measures and initiatives, which are detailed below.  
 
New Handbooks have been written in collaboration between the Representation and 
Communications teams and the Vice President for Education. These Handbooks were made 
available to Programme Reps from the 19th of November and provide information on key 
contacts, meeting information, the collection of effective feedback, incentives offered to 
Programme Reps, and the long-term and employability benefits of the Programme Rep 
experience. 
 
The Representation team organised 5 Programme Rep Forums from the 19th to the 28th of 
November in order to collect direct feedback from Programme Reps. The Forums are 
intended to assist Programme Reps in solving problems they may have encountered during 
their work and supporting them in any difficulties they may be experiencing in their duties and 
responsibilities. 
 
An ‘issues and wins’ form is under pilot on the Union website and is hoped to serve the 
purpose of providing a tool through which Programme Reps may immediately report on their 
work and any feedback they may have from their programmes and cohorts.  
 
A Programme Rep Newsletter which includes information on any upcoming activities or 
updates from the Union is being distributed monthly. Its second issue is due to be distributed 
in the first week of December. 
 
Additional training is being provided for Programme Reps including dedicated sustainability 
training and Leadership Academy training. Sustainability training will be delivered by City 
University’s Sustainability team on the 29th of November. This training is expected to inform 
Programme Reps on the Sustainable Development Goals and empower them to push for 
changes towards sustainable practice on their programmes of study.  
 
Future activity: 
On the 27th of January, which will fall in the second teaching week of term 2, the Union will 
host a Programme Rep Reception, which is an event which affords Programme Reps a 
chance to meet and network with one another and academic staff across their community. A 
guest speaker will be in attendance and Programme Reps will be offered a free gift pack in 
recognition of their contribution to the student life of City. 
 
Other activity in term 2 will include training for Programme Reps on survey skills and 
promotion and effective promotion of the National Student Survey and Your Voice survey. It is 
hoped that this training will promote the importance of the feedback collected by these 
surveys and emphasize the significance of the data collected therein to the national student 
body.  
 
At the end of the academic year, the Union will offer all of its ‘active’ Programme Reps a letter 
of recognition which will attest to the value of their contribution and serve as a full certification 
co-signed by the Vice President for Education and the Provost and Deputy President of the 
University. To qualify as an ‘active’ Programme Rep and thus eligible for receipt of a 
certificate, a Programme Rep will have attended at least: Induction training, 2 Staff-Student 
Liaison Committees, 2 Student Experience Committees and any one other event. Exceptions 
to these eligibility criteria are in effect for Programme Reps at Cass Business School only due 
to the nature of their SEC procedures. 
 



In order to support Programme Reps who were unable to attend previous training sessions or 
wish to refresh their knowledge, the Representation team will also establish a Moodle module 
to act as a repository for all material made available at previous training sessions and digital 
copies of all previously distributed matter such as the Handbook. It is hoped that this module 
will be complete and available before the end of term 2. 


