STAFF GUIDE ON REPRESENTATION – CAMBRIDGE AND CHELMSFORD 

REP RECRUITMENT – CAMBRIDGE 
In order to recruit our reps, it is important to have the help of university staff. This is currently how the process works:
Stage 1- Data collection. Rep co-ordinators from the Union will contact staff within the faculty, during the Summer primarily HoS, Faculty admins and HoDs, to confirm which courses are running and expected populations for these courses. This helps us to work out how many reps we will need per course and how many courses we need to correctly set up the election. If you feel your course has been missed and are worried the role will be missed or inaccurate you can contact our rep coordinators for support. 
Stage 2- Election set up. Once we have collected the data, we will set up our election online with the correct number of roles per course and set dates for the nomination, and voting periods. 
Stage 3 – Lecture Visits and Nomination Period – Once the election is set up we will be in touch with university staff again to set up lecture visits. We will focus on 1st year and welcome talks as well as targeting particularly low engaged courses. Students have until the end of the nomination period to stand. To nominate themselves students will HAVE to upload a photo of themselves and a short manifesto (10 words minimum) 
Stage 4 – Voting – Voting in Cambridge will only be for School reps and course reps where multiple people have stood for a role. (If only one person stands for a course rep role they will automatically be in the position)  
Stage 5- ‘Elected’ reps. Once voting closes we will count any votes and announce the winners. Course admins will be given a list of all reps within their faculty to invite them to SSLCs. If you want to know the reps for your course you will be able to access the SharePoint list. 
Rep Recruitment-CHELMSFORD 
In order to recruit our reps, it is important to have the help of university staff. This is currently how the process works:
Stage 1- Data collection. Rep co-ordinators from the Union will contact staff within the faculty, during the Summer primarily HoS, Faculty admins and HoDs,to confirm which courses are running and expected populations for these courses. This helps us to work out how many reps we will need per course and how many courses we need to correctly set up the election. If you feel your course has been missed and are worried the role will be missed or inaccurate you can contact our rep coordinators for support. 
Stage 2- Election set up. Once we have collected the data, we will set up our election online with the correct number of roles per course and set dates for the nomination, and voting periods. 
Stage 3- Lecture visits and nomination period. Once we have the elections set up, we will be in touch again with university staff to set up lecture visits from Union to promote and explain the role to students. Please keep an eye out for emails and calendar invites and forward any on to relevant staff who may be teaching during our proposed lecture visits. We aim to visit all 1st year lectures, as they will be the most unfamiliar with the role. For other years, we will send out promotion material, including all information about how to nominate yourself, PLEASE make sure this is distributed to these students however they typically receive information, ie, Canva. We will also be displaying information and promotional material on our socials, website, and around campus but it really helps to have University staff on board. 
Stage 4- Voting. After nominations close, we will send out reminders to students to vote for their course and school reps. Please also remind students you are interacting with to do the same. Students will also have the opportunity to vote for the option of Re-open nominations (RON), so please remind students of this if they are unhappy with all the candidate options. 
Stage 5- Elected reps. Once voting closes we will count the votes and announce the winners. Course admins will be given a list of all reps within their faculty in order to invite them to SSLCs. If you want to know who has been chosen for your course, please contact course admins or Union. 
What if a course doesn’t recruit a rep?- 
Unfortunately for some courses, there will be times where no student has nominated themselves for the role. 
In such cases we can still recruit students after the election period is closed. If this happens to your course, please remind students of the opportunity and direct any late volunteers you have to the Union- so we can add them to our rep correspondence and make sure they receive their training. 
Throughout the rest of the year, we will also display any vacant rep roles on our website and have a register your interest form for students to directly contact Union if they become interested in the role mid-year. So, if you don’t get any takers in Tri 1- keep encouraging the students! 
In the event that no student is interested at all we will hopefully have school reps that students in that school, that may not have a specific course rep, can direct their feedback to. 
Rep Training- After the election period is over, we will conduct several in person, and online training sessions for the new reps, so they can learn what is expected of them and how they can best carry out their role. There will also be a self-guided module for any students that miss the initial training sessions or can’t make any of them. Please feel free have a look at these training materials here to familiarise yourself with the role. 
What is expected of reps- 
We aim to keep the role as flexible as possible to allow reps to fit the role into their own schedules but also allow them scope to explore more opportunities within the role. 
The bare minimum requirements are as follows:
· Attend rep training.
· Read and respond to communications about their rep role from the Union, or University staff.
· Proactively gather feedback.
· Collaborate with reps and staff for gathering feedback.
· Attend SSLCs or give apologies if unable to attend.
· Close the feedback loop by reporting actions, successes or progress back to students.
However, we encourage and empower reps to take on any extra opportunities, such as:
· Get involved or start their own campaigns.
· Attend course approval panels.
· Attend Academic misconduct panels.
· Co-chair SSLCs.
· Attend other University forums or workshops.
· Get involved with their course-based society.
· Volunteer with the University or Union.
· And much more!
Please get in touch with Union if there are any opportunities you wish to share with our reps and we will pass information along. However please be aware that they are volunteers with their own busy schedules so try not to overwhelm them! 

Rep Certificates and rewards- Currently are reps can gain a certificate or transcript of their time as a rep by logging their volunteering hours through our website here-. They can download a transcript at any time but the certificates will be awarded based on number of volunteer hours logged. If any students, reps or otherwise, volunteer to help with any university events, please remind them to log their hours to be able to get proof of volunteering for applications or resumes. 
Regarding rewards, reps that attend their SSLCs will be entered into a prize draw each trimester. We are also aiming to bring back SU awards which will have a rep section, staff will hopefully be able to nominate reps for an award*
Rep concerns and what to do-
If you have any concerns about a rep not engaging with their role, please get in touch with the relevant Rep Coordinator, who will reach out to that rep and ask them what additional support they need to correctly carry out their role. 

How the Faculty can support representation within ARU-  There are a number of ways university staff can support our reps throughout the process of recruitment and during their time as a rep. Here are some of them listed below: 
· Follow the recruitment process and notify Union if there has been a late volunteer/class election. 
· Support reps in their work and signpost them to Union if you see they are struggling. 
· Provide the Union with accurate and up to date information relating to courses and reps.
· Schedule SSLCs and invite reps. 
· Recognise and respond to student feedback submitted by reps. 
If you have any questions, please contact our academic representation coordinators.


