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	Departments will…
	The Students’ Union will…
	DSCs will…
	Student reps will…

	· Encourage students to apply for DSC positions
· Provide a departmental referee for applicants

· Recruit student reps (if wanted)
	Organise the recruitment process for DSCs:
· Ask applicants to provide a departmental referee

· Advertise: 21 September – 2 October 2009.  Advertisement to include dates for interviews and mandatory training

· Take up departmental references before short-listing (by email) ie at close of applications on 2 October

· Shortlist 5-9 October 2009

· Interview 12 – 23 October 2009

· Where there is more than one undergraduate DSC attempt to recruit some from different years to allow for mentoring
	
	

	Inform student reps of/advertise to student reps dates for SU training
	· Train DSCs over the period 26 October – 6 November 2009
· Train student representatives (where appointed)

· Inform Departments of dates for training Student reps
	Attend training (mandatory)
26 October – 6 November 2009
	Attend training

	Appoint a person for the DSC and SU to liaise with (usually Chair or Secretary of the Learning and Teaching Committee)
	Liaise with the appointed person as necessary
	Liaise with the appointed person in the first instance in all cases
	

	Pass on DSC contact details to student representatives (where appointed)
	
	· Liaise with student representatives (where appointed)

· Advertise their contact details to students through the VLE

· Deal with minor issues brought to their attention by students and student reps outside of the Forum where possible
	· Take issues raised with them to DSCs as necessary

· Feedback the outcome of issues they have taken to DSCs to students as necessary

	Schedule forums in consultation with DSCs (normally one at the end of the first term/start of the second term and one before the end of March)
	
	Inform the Students’ Union of Forum dates as soon as they are known (the SU needs to let DSCs in other departments know about forums covering joint programmes)
	

	Advertise the date and time of the Forum to staff
	
	Advertise the date and time of the Forum to students and encourage them to attend
	

	Liaise with the DSC in order to provide them with structured opportunities to collect feedback from students
	
	Liaise with the department in order to set up structured opportunities to collect feedback from students
	Liaise informally with students on their programme and their year of study

	Draft an agenda and liaise with the DSC to incorporate  specific items suggested by student feedback
	
	Collate student feedback and use it to suggest items for the agenda of the Forum
	

	· Minute the forum meetings

· Upload issues arising from meetings to the programme monitoring database

· Post Forum minutes on the VLE once approved
	
	· Attend the Forum and take notes in order to follow up issues and feedback to students action taken in response to issues raised.  This could be done through VLE postings

· Attend Forum meetings in other departments covering joint programmes
	Attend forum meetings

	If possible provide a noticeboard for DSCs to use to communicate with students.
	Run a monthly forum for DSCs (during the first two terms only) to attend and share best practice, seek support on difficult issues etc.  Forum to be attended by: SU President; Democracy and Representation Coordinator; Advice Worker; Welfare Officer and the Quality Office
	· Take part in a VLE forum for DSCs, to give support and share best practice

· Establish a presence on the VLE, to include contact details, reports and feedback to students

· Promote the National Student Survey to third year undergraduate students
	

	Towards the end of the first term the DSC’s departmental referee will review with them their performance in the role so far, feeding back to the Students’ Union
	Provide an appraisal form (in consultation with the Quality Office) for staff to use.
	Take part in an appraisal process with their departmental referee.
	


