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APPENDIX UF1

FACULTY OF BUSINESS AND MANAGEMENT / CYFADRAN BUSNES A RHEOLAETH

STAFF STUDENT COMMITTEE FOR SWANSEA BUSINESS SCHOOL: CIPD Level 5 Intermediate Certificate

MINUTES OF THE MEETING HELD ON 23rd November 2017 at 12:45 in Room AS417, Swansea Business Campus

PRESENT: 	Richard Blakeley (Student representative), Julie Thomas (Programme Director/Lecturer), Julie Potter (Lecturer), Gareth Seymour (IT)	

Apologies: Felicity Healey-Benson (Programme Director) – on maternity leave, Ellie Downes (Librarian) – not available. 	


	Agenda Item
	Main Discussion Points 
	Action Points
	Timescale

	1. Welcome and
	apologies
	Apologies from Felicity and Ellie, as above. 
	N/A
	N/A

	2. General update
	JT gave a general update – 29 students enrolled on the programme. 3 have withdrawn due to personal issues. This leaves us with similar numbers to last year. Only one student failed to graduate last year. 

Two modules have been completed, with one to complete before the terms ends. 
	N/A
	N/A

	3. Minutes of the last meeting and update on action points (using traffic light system to ensure feedback loops are closed)
	N/A – this is the first meeting of a new cohort. All issues arising last year have been dealt with. 
	N/A
	N/A

	4. Matters arising
	from Annual Reviews/Boards of Study and/or Staff-Student Committees
	Copies of the Annual Programme Review were circulated by JT before and during the meeting. No issues were identified. The external examiner comments regarding last year’s programme were very positive with no outstanding issues. 
	N/A
	 N/A

	5.   Matters arising from student surveys and (module / programme) questionnaires or other feedback mechanisms (e.g. feedback fortnights)
	Feedback sheets will be distributed at the end of this term, plus at the end of the programme. This will be discussed at the next meeting, although any issues highlighted will be addressed in a timely manner. 
	JT to distribute the forms on 14th December or provide a link. 
	By 15th December 2017.

	6.  	Items linked to the academic work of the Faculty / School / cluster of programmes / programme
	No items. 
	N/A
	N/A

	7.   Items linked to resources and facilities that affect the learning and teaching experiences within the Faculty / School / cluster of programmes / programme
	GS mentioned that netbooks may be slow due to the need to update. He suggested that netbooks should be fired up at the start of sessions to allow any updating to be completed before the students are required to use them. He aims to update them with Windows 10 over the holidays which will also help. He asked the lecturers to let him know if particular netbooks are not working properly. GS said that there is a 24/7 helpline for students with IT issues and that passwords can be reset over the phone. He added that Turnitin is an external system but if there are any issues, this will be stated on Moodle. 

JT mentioned that Ellie Downes was the new librarian and to direct any queries regarding library resources to her. 
	GS to report back regarding upgrading of netbooks to Windows 10, when possible. 
	By end January 2018. 

	8. 	Reports from
	Student Representatives (covering issues not already raised and discussed above)
	RB provided a document containing feedback. He said that overall staff are very supportive. 

RB stated that some students wanted lecturers to be explicit when covering content relating to the assignments. JP stated that students should be reading around the subject but should not be attempting to complete the assignment from the beginning of the module. JP suggested that they read the core text and other CIPD textbooks. 

JP stated that bibliographies are required for some assignments, whilst reference lists are required by others and to check the assignment brief. 

JT said that chapters should be referenced in accordance with Harvard referencing (ie if chapters are written by specific authors, this should be referenced appropriately). This had been addressed in class and clarified. 

Regarding wordcount, JP said that +/- 10% was applicable for the first assignment. JT added that this was the University standard and that more guidance regarding wordcount was on Moodle. JP stated that tables are not included in the wordcount, although an obvious attempt to cheat the wordcount in this way would not be acceptable. 

RB stated that questions being answered regarding the assignment during the session may be better dealt with using a forum on Moodle. JT agreed to set this up. 

RB stated that some students were getting bad backs due to the current layout but that this was addressed today by the lecturer who suggested students move seats. JT said she was open to suggestions regarding layout and that tables could be moved if needs be. 

RB said that some students did not turn up to lectures as assignments were due. He suggested changing the assignment dates to the day before a session. JT said that it may not be a good idea to change the dates now as these were stated on the timetable but that she would discuss this with FHB. 

RB said that there was some duplication between FHB and JT on the second module. JT apologised. 

[bookmark: _GoBack]RB stated that enrolment could have been smoother. He said that instructions arrived late. JT said that she would make Registry aware of the issues. She added that the main contact for the programme had now left. 

RB mentioned student support services. GS suggested looking on the intranet for information about services across all campuses. 
	



















JT to set up forum.






JT to talk to FHB about assignment deadlines. 





JT to inform Registry. 
	



















Completed. 







By end January 2018.






By end January 2018.  

	9. 	Feedback on issues
	raised by Student
	Representatives
	N/A
	N/A
	N/A

	10.	Date of next meeting
	8th March 2018, 12:45, Room 417. 
	N/A
	N/A
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