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RVC Student Representative Training Handbook

Introduction

Hello and welcome to your reference guide to being a student rep. We’ve tried to include all sorts of useful bits and bobs of information in this pack so please do give it a glance through at the very least.

Being a student rep can be very beneficial; not just for your fellow students who you are trying to represent, but also for the College. It may not seem like it sometimes, but we do listen to the things you say and we do make changes to the various courses as a result of student input – both from evaluation surveys and what we get told by our student reps. Being a student rep also allows you to prove to potential employers that you are willing to get involved and that you care about what you are doing. So: congratulations and thank you!

If you have any questions about what you find in here or wish to ask any other questions about committees then please feel free to contact us – we'll do our best to help! Our contact details are:

Mrs Cheryl Jackson

cjackson@rvc.ac.uk
Academic Development

Hawkshead

Tel: 

01707 66(6046)

Mr Paul Probyn
pprobyn@rvc.ac.uk
Academic Development

Hawkshead

Tel: 

01707 66(6868)

1.
Summary of Key Duties

Before we get into the meat of how to do things, it makes sense to briefly state what it means to be a student rep. Student reps are the key point of contact between staff and the student body and vice-versa. Your job is to act as the conduit for information whether it's raising student concerns with staff or passing on information from staff to the other students. The effects of what you do is really important; if  good communication between staff and students is not maintained then both groups are liable to get grumpy because they don't think they are being listened to!

A few things that student reps typically do are listed below:

· Raise issues of concern to students with relevant staff.

· Pass on information from staff to students.

· Meet with course staff to discuss student concerns.

· Sit on RVC committees (these may cover an individual course, problems with rooms or even the College's responses to national initiatives) and provide the student body's perspective.

· Sit on the SUS Council and bring up any issues that concern your year/course.

This Handbook aims to help you fulfil these duties by providing useful information and advice (well, hopefully!).

2.
Being an effective student representative

As we've already mentioned, the most important function of a student rep is to provide a channel for communication between staff and students. You need to raise issues that are concerning students. That may sound simple, but it does require you to find out what those issues are! This section will discuss ways to gather information and ways to pass it on.

Gathering information
Make yourself known to your fellow students so that they know who to go to if they feel an issue should be raised with staff. You can ask a lecturer to give you five minutes at the end of their lecture so that you can address your year group to ask them to email you with issues. It is effective to email students in your year group prior to a committee meeting, asking for points they want to be raised. Study the student evaluation graphs you receive for modules/strands on your course; see if they have any scores of two or less and see if this is perceived as a problem by your year group. This should at least inform you of the issues.

Module/Strand Student Evaluations: graphs of the results will be available on the Quality Assurance (QA) section of the Academic Support & Development (AS&D) pages on the intranet for all to see.  Student Representatives are entitled to view the student comments within each module/strand evaluation at anytime and may request them via the Academic Quality Officer in Academic Development, Hawkshead.

If you have more than one year rep, talk to the others! You can work better as a team, dividing up the work or concentrating on separate issues.

Once you have your issues try to get as much evidence for them as you can. In addition, try to be as specific as you can; your point will be substantially stronger if you can provide details and numbers. For example, saying ‘Some students felt that there should be more teaching on icing’ doesn’t sound nearly as convincing as ‘I’ve had twenty students tell me that they feel there should be more lectures on mixing icing in the Elementary Cake Making module, especially before we do the first cake decoration practical’. This not only reinforces your argument but it also assists those involved in making any changes that may be necessary. If you require more information on an issue than you are able to obtain then don’t be afraid to ask the relevant member of staff for guidance; it may well be easier to sort out a solution outside of a committee!

Always remember that you are representing the other students and not just your own views. So, even if you don't agree with a point you should still raise it in a meeting (you can say you disagree with it, of course!).

In summary:

· Make yourself known and encourage students to come to you with issues.

· Work with the other student reps so that you are acting as a team.

· Gather as much information and evidence as possible to describe the case.

· Suggest solutions to issues – sometimes the best solutions come from students!

· Talk to relevant staff about the issue to see if they can provide additional information or even help solve the problem.

Knowing where to raise issues
Knowing where an issue should be raised (or with whom it should be raised) can be quite difficult and may well depend on the matter at hand. Matters related to course

content should be raised at your meeting with the Course Director or at the Course Management sub-committee meeting. Sometimes students may come to you with personal matters in which case you might need to contact specific members of staff or student support services. The table below gives some guidance on what should be raised where.

	Issue type
	Where it should be raised

	Course-related

(problems with timetables, lectures, queries about examinations, etc.)
	Raise this with the Strand/Module Leader it concerns. If the problem persists, bring it up with the Course Director and Course Management sub-committee Chair when you meet a week or two before the committee meeting or by email. If it is a major problem it may well be raised at the Course Management sub-committee meeting itself. Let the Course Management sub-committee Secretary know of any issues that you want put on the meeting agenda before their deadline they provide.

	Welfare

(emotional problems, housing problems, financial problems, tutorials, etc.)
	If it is an individual problem you should send the student to see the SUS Welfare Officer or a member of staff who has expertise with that area (see Blackboard for a list of welfare services and contact details). If it affects lots of students (a problem with tutorials for example) then either bring it up with your Year Leader/Course Director or ask a student on the Student Support Committee (the SUS President or Welfare Officer can tell you who these are) to raise the issue or raise it directly with the department that provides the service.

	Facilities

(suggestions for facilities, broken equipment, rooms, water coolers, car parking, etc.)
	Facilities are dealt with by the Estates Department. They have an electronic 'One Stop Shop' service that you can use to report problems. This can be accessed through the intranet.  If the problems continue consider having them raised by students at the College Services Committee.

	IT

(computers, data projectors, interactive voting system, etc.)
	The IT department have a Helpdesk facility that can be contacted by email (type 'helpdesk' when searching the address book) or by phone (ext. 5181). If the problem persists try raising it at the College Services  Committee. 

	Blackboard
	Blackboard is maintained by the E-media department. E-media can be contacted by typing 'blackboard' into your Outlook address book. Again, if the problem persists, consider raising it at the College Services Committee.


More information is available in the following sections about the College committee structure and departments. If you aren't sure where to raise things then have a look at the contact details for departments and try ringing someone to find out who you should talk to. Generally speaking, people are happy to help!

Try to get issues resolved without recourse to a committee meeting; it's quicker and easier than having to take them there! If the problem doesn't seem to have been resolved then try talking to your Course Director about how best to deal with the problem. You may wish to have a meeting with the Course Director or Year Leader and the chair of the course committee about a week or two before the committee meeting. Try asking for advice then and raise any other problems that there may be with the course. The chances are that things can be explained or worked out there and then. On the other hand, the Course Director or Committee Chair may feel that your point should be raised at a committee meeting. This will generally happen if the problem is persistent or if would have an impact on the delivery or quality of the course. As indicated in the table above, if it affects your course it will be raised at the Course Management sub-committee. If it relates to the services or facilities that support all the courses it will generally be raised at the College Services Committee. Do keep the relevant committee secretary informed of any issues you wish to raise, so they can ensure that there is space on the agenda and time in the meeting.
In summary:

· Check to see where the issue should be raised.

· Raise the issue with the appropriate staff.

· If the problem is course related then raise it with a member of course staff.

· If the problem persists ask to raise it at a committee.

3.
Committees

You will often be asked to sit on a committee. This may involve raising your own points, but you are also there to provide a student perspective on any committee business and proposals. If you are the designated student representative for a committee this means that you will be allowed to vote on proposals, but it is worth mentioning that you can attend meetings even if you aren't a member, although it is polite to notify the Secretary if you plan to attend so that they can ensure there is space in the room and order extra catering. The section about the committee structure explains more about the role of each committee and the number of students who are members (although you can still attend). The only time that non-members may not attend a meeting are when it goes in to 'Closed Session' or when it deals with 'Reserved Business'. In the former case, all non-members must leave and in the latter case all student reps must leave too.

The remainder of this section deals with how to get the most out of committees.

Preparing for a meeting

If you wish to raise a matter at a committee then let the Secretary know so that it can be placed on the Agenda. Make sure you provide the Secretary with the item to be placed on the agenda no later than one week before the date of the forthcoming meeting. If the issue you have is not within that committee’s remit then see if you can find out where it should be taken, or check with the Secretary of your committee who should point you in the right direction. Occasionally, you may have a student who comes to you with a personal issue. Obviously, this is sensitive and really shouldn’t be taken to the committee; instead, point them in the direction of the SUS Welfare Officer and the Welfare Services provided by the Academic Registry who should be able to help.

Gather information and put together a paper and send it to the Secretary (the Secretary will give you a deadline for this). When making your case, follow the guidelines listed in section 2, above. Make it as clear as possible and try to be precise with your evidence as that will help when discussing the issue. If you aren't sure about how best to do this then ask the Secretary for some advice.

Read the minutes and papers for the meeting so that you can provide an informed opinion on what is discussed. If there's something that you think students will feel strongly about then contact them and ask (if you have the chance) to see if that is the case. If you have questions about a paper then ask the Secretary – they may be able to answer them.

If you can’t make the meeting yourself then please send your apologies to the Secretary and organise another student to go in your place. We really urge you to do this to ensure that students are present as sometimes committees are hamstrung because they don’t have a member who can give the student perspective. If you do organise a stand-in, it will be worth having a quick discussion with them to make sure they are fully aware of the issues. They don’t have to be SUS officers (though this might be preferable); it can simply be another student from your course and year. You might also want to mention to them that they may be eligible for payment at some committees. Let the secretary know who your deputy is so that they will receive all the paperwork for the meeting.
In summary:

· Contact the Secretary to raise an item on the agenda (before the deadline).

· Prepare a paper that summarises your points and evidence.
· Read the minutes and papers for the meeting in good time.

· Contact the other students if there are matters that you wish to consult them about. 

· If you cannot attend ensure that someone can attend in your place and brief them about the point you want to raise. Tell the secretary who your deputy is.
At the committee meeting

Once you have done your preparation ensure that your hard work isn’t wasted by having the evidence you’ve compiled ready to hand and written down in a clear manner (if it isn't already included in the paper you submitted). If necessary, provide extra copies so that the other committee members can look at your evidence (if you’ve had time to send this in advance to the Secretary then they may well have done this for you). Be clear and concise and as specific as possible. Make notes of the discussion if you wish to aid you when you are following up the point after the meeting.

In summary:

· Make sure you have your evidence to hand.

· Be clear and concise and be prepared to answer questions.

The follow-through

Once you have been to the meeting you should think about what is known as the ‘follow-through’ or ‘closing the loop’. Basically, after gathering all the information together and taking it to the committee it important to let the students know what was discussed at the committee which was of relevance to them. You don’t have to wait for the minutes to be distributed before doing this (though it can be helpful, especially if the discussion was contentious in any way). This will allow the other students to at least see that their views are considered and, possibly, acted upon. If they can see this process in action they will (hopefully) be more likely to bring issues to your attention, making your work that much easier!

Once you have the minutes (and before the next meeting) you can check the ‘actions’ to see who should have done what. Of course, there is nothing stopping you contacting the person ‘actioned’ for your point and offering to assist them in ensuring that the matter is dealt with to everyone’s satisfaction. At the following meeting the committee will review that any actions from the previous meeting have been ‘followed-up’, if this has not been done satisfactorily then the committee should endeavour to resolve the situation forthwith. Any input that you can provide at this point will be valuable. 
If you have an action-point yourself then try to deal with it as quickly as you can. The committee secretary will chase you for an update nearer the time of the next meeting and you should be prepared to give a written or an oral report. You can do this as soon as the matter is dealt with rather than waiting for the secretary’s prompt as you will probably be able to remember more of the details whilst it is still fresh in your mind!

You may also wish to refer other students to the ‘You said ….we did’ section on the intranet, where committees will be reporting on how the College has responded to matters of concern raised by students.  

In summary:

· Report back to the other students about what was discussed.
· Refer other students to ‘You said…we did’ if necessary
· Respond to any action points you have.
[image: image1.png]Reporting Structures for Senior Staff at the RVC

PRINCIPAL
Prof Quintin McK elar

e

[ cademic Development ]

Research Office ‘Centre for Excellence in

‘Academic Registry

Teaching and Leaming

Biological Services
Unit

Library & nformation
Senvices

Devs\nnmsmomce

Graduate School

==

Business Safety
DevelopmentUnit
T Infrastructure:
Senvices

=== E

Diagnostic

Laoralories Sewvice

Ellume Hospital

Large Animal
Practice & Farm
Animal Hospital

‘Small Animal
Hospitals

wc Fam

Key:






4.
RVC Organisational Structure – How the College works

As you can see from the above flow chart, the College is quite a complex organisation. Fortunately for you it’s unlikely that you will ever have to deal with or know about most of these departments. Their titles are fairly self-explanatory. So, for example, Finance tends to deal with financial issues (there’s a shock!). As a committee rep, the committee you sit on will probably fall under only one of the categories on the chart; that of Academic Support and Development (ASD). So what follows will take the form of a brief introduction to each part of ASD. Again, some of this should be fairly self-explanatory but we’ve put it in for the sake of completeness!

4.1. Academic Support and Development
The AS&D department dates all the way back to the dim and distant reaches of the year 2000 and is headed by the Assistant Principal, Mrs Elaine Acaster.  It comprises the following units: Academic Development; Academic Registry; e-Media; the Library and Information Services Division (which includes IT support) and the Development Office.

The mission statement for ASD is:

‘To develop and maintain a robust and progressive administrative infrastructure to support all recognised academic activities of the RVC, and to encourage and facilitate further higher quality academic development.’

Academic Development:
Headed by Paul Probyn, this department supports the academic planning process, quality assurance and services committees. Academic Development is also responsible for learning support, undergraduate student recruitment and, Widening Participation.
Academic Registry and the Graduate School:
Headed by Julie Clark, this department is responsible for the provision of services for prospective and current undergraduates and postgraduates, including: selection and recruitment; administration of examinations; timetabling; room booking and monitoring student progress; student welfare.
E-media unit:

Headed by Nick Short. As the name implies this department deals with the development of electronic media to support teaching, research and administration within the RVC. The website, intranet and Blackboard are e-media’s responsibility. They also provide training in e-learning techniques for staff. 

The Library and Information Services Division (LISD):
Headed by Simon Jackson and is responsible for all IT provision across college and for library and open access IT services in the Learning Resources Centres (LRCs). LISD is at the forefront of information provision and facilities via paper, electronic or audio visual means. Students will come into contact with LISD staff when borrowing or returning books, using PCs and asking for guidance and help with library or IT matters. Staff will be happy to help find information, deal with software problems and mend computers when something goes wrong and they can be found at the LRC helpdesks, by email helpdesk@rvc.ac.uk or by telephoning 5181.

4.2 Estates
In practice, the other departments that you will have the most contact with as student committee reps is Estates, which is headed by Ian Mehrtens.

This department ensures that the College’s buildings and facilities are maintained. They also provide security and domestic services. If there is a faulty light or broken seating in a lecture theatre let them know and they will sort it out!

Estates are also responsible for catering and student accommodation.

An important part of Estates is Health and Safety, which is headed by Vincent King. This department has the - often thankless - task of ensuring that the College complies with current Health and Safety legislation. It assesses health risks, provides training and otherwise works to ensure that we are as safe as possible. If you feel that something dangerous is happening then these are the people to contact! Occasionally items such as wearing the incorrect safety protection can be raised at committees.
4.3 Useful contacts
The following are a list of contacts who may be useful to you if you wish to pursue an item or inform someone of a problem outside of a committee.

Estates:

Ms Carol Rose, Deputy Director of Estates (Facilities)
6834

Mr Chris Clay, Corporate Health, Safety & Risk Manager

6087

Academic Registry:

Dr Julie Clark, Head of Academic Registry (also contact about welfare issues and Graduate School administration)
5152
Student Support:
Ms Fiona Nouri, Student Support Services Manager
5037
Graduate School:

Professor Fiona Cunningham, Graduate School (Academic issues)
6269
Finance:
Mrs Pansy William, Payment Administrator
4131 or 3217
Library & IT: 
Simon Jackson, Head of the Library & Information Services Division (LISD)
6384
If you are unsure of who to contact ask your committee secretary for guidance or ask at reception – they should be able to suggest someone.

5.
RVC Committees
A flow chart of the RVC academic committee structure is overleaf. This should illustrate the way the committees within the RVC interact and should give you an idea of where the issues you raise can end up. So, if you want to follow the progress of an issue you have raised at a meeting you can do so by consulting the chart and checking the Academic Calendar to see when the next meeting of the relevant committee is. You can also get in touch with the secretary and student rep on that committee if you want the issue to be flagged up. Note that committees can pass documents down as well as up. So, for example, an issue raised in a Course Management sub-committee might get passed up to the Learning, Teaching and Assessment Committee who might then make a decision on the subject and send it back to the original management committee for further consideration or purely for their information. In addition, every term a report is circulated to committees below Academic Board and Learning, Teaching and Assessment Committee in the structure about decisions taken at those two committees in the previous term that have widespread implications.
In case you are unaware of the Academic Calendar it can be found on the Intranet under ‘News and Classified Ads’. You can use the Calendar to keep track of all the committee meetings and term dates for the coming year. It’s also worth checking the ‘committees’ section of the Intranet, which is where you can find minutes and papers for past meetings. This section is under the heading of ‘staff and departments’ on the Intranet.

The Academic Committee Structure 2011/2012
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What follows is a brief description of some of the RVC committees and their functions that you might need to know about as students. If you require further information, you can look at the minutes of previous meetings on the committees section of the Intranet or refer to the Committee Handbook obtainable from Academic Development.
Course Management sub-committees

As their name implies, Course management sub-committees manage the individual taught courses, both undergraduate and postgraduate. There is generally one committee per taught course although some cover two or more courses (for example, the BSc Course Management sub-committee covers both the BSc Bioveterinary Sciences and BSc Veterinary Pathology courses. It also covers the D101 course's first three years). There is usually one 'official' student representative from each year of each course on these committees, although additional students are welcome to attend, although they will not have a vote. The BVetMed Course Management sub-committee has four student representatives per year group as the size of the year group is larger. These committees will discuss changes to the course and Assessment & Award Regulations (marking scheme), the results of student feedback and the marketing of the course. This is the place where student issues to do with course can be raised. In addition, students should arrange to meet with the Chair a week or two in advance of the meeting in order to discuss issues that are of specific concern to students and to see if they can be dealt with before the meeting.

College Services Committee

College Services Committee is there to discuss things like lecture theatres, computers and other 'everyday' matters. The committee can also be used by the departments that provide services to discuss ideas and potential improvements to those services. Students from every course are represented on the committee. Staff are also represented.
Teaching Quality Committee (TQC)
TQC deals with all aspects of Teaching Quality from Strand/Module Reviews and Annual Reports to student evaluations. It is active in ensuring that the College meets the Teaching Quality requirements of outside bodies, like HEFCE. The TQC has one undergraduate and one postgraduate student rep.

Research Degrees Committee
The Research Degrees Committee oversees the College's PhD and MPhil programmes. It is a high level committee that has two PhD students as members. The committee ensures that the RVC's research degree programmes are of as high a quality as they can be!

Learning, Teaching and Assessment Committee (LTAC)
This is the committee that all the Course management sub-committees report to. As the name implies, it deals with all aspects of teaching at the RVC, but at a College-wide level. This includes ensuring that Marking Schemes are consistent across the College's courses and ensuring that the decisions of the course management committees fit in with the College's overall strategy. Three student reps sit on the committee, including one undergraduate and one postgraduate student.
Masters’ Co-ordinating Committee

Course Management committees for masters level courses also report to the Masters’ Co-ordinating Committee, which ensures consistent good practice across the management of MSc courses, and looks for ways to further develop them. This is a new committee in 2010-11 and currently no student representatives sit on it.  If a need is identified for student representation then the membership will be amended.
Student Support Committee

The Student Support Committee deals with matters relating to student welfare services, whether it is tutorials, the counselling service or accommodation. It also oversees the process for dealing with students at appeals boards. It includes three student representatives, including an undergraduate and a postgraduate.

Academic Board

Academic Board is the committee that deals with most of the important issues that affect the College. It reports to the College Council, but, in many ways, Academic Board is the highest level to which an academic issue need go. Academic Board deals with all manner of issues and is primarily responsible for determining the College’s academic policies and overseeing the work of the other committees. The SUS President attends Academic Board meetings.

5.2. Committee Contacts
Should you need to contact a member of staff to get an issue put onto a committee agenda, here follows a list of the committee chairs and secretaries. Normally, the person to contact to get an issue on the agenda of a committee is the secretary as they actually write the agenda! Generally speaking, it is a good idea to contact the secretary with plenty of time to spare before the meeting (not less than 2 weeks before the meeting). Normally the secretary will send out an email  calling for agenda items at about this time, but there is nothing stopping you from contacting them before this. Email is the best way of contacting the secretaries so that you can set out your agenda item clearly and so that they have a record of what you’ve said.

Academic Board

Principal (Chair)


6960

Mr Paul Probyn (Secretary)

6869

Learning, Teaching and Assessment Committee

Professor Stephen May (Chair)

6270

Mr Paul Probyn (Secretary)

6869

Research Degrees Committee

Professor Kathy Botham (Chair)

5274
Miss Lisa Shaw (Secretary)

5134

BVetMed Course Management sub-committee

Mr Adrian Boswood (Chair)

6274

Mr Paul Probyn (secretary)

6868
BSc Course Management sub-committee

Dr Rachel Lawrence (Chair)

5273

Miss Ana Filipovic (Secretary)

6938



MSc WAB/WAH Course Management sub-committee
Professor Declan McKeever (Chair) 
6318
Ms Katrina Tung (Secretary)

5224

MSc Veterinary Epidemiology Course Management sub-committee

Dr David Brodbelt (Chair)

7155
Ms Rebecca Kevane (Secretary)

5224
MSc CIDA Course Management sub-committee
Professor Declan McKeever (Chair) 
6318
Ms Rebecca Kevane (Secretary)

5224
MSc Veterinary Physiotherapy Course Management sub-committee
Professor Dan Brockman (Chair)

6366
Ms Cathy Crane (secretary)

6287

CPD/Short Courses Management sub-committee

Dr Jill Maddison (Chair)


6865

Mr Hans-Jorg Kuller Rabaca (Secretary)
6201
Teaching Quality Committee

Dr Andrew Pitsillides (Chair)

5245
Mrs Cheryl Jackson (Secretary)

6046
Veterinary Nursing Course Management sub-committee

Professor Susan Gregory (Chair)

6219

Miss Ana Filipovic (Secretary)

6938

College Services Committee

Prof David Church (Acting Chair)
6288


Ms Sandra Ward (Secretary)

6868
Distance Learning Course Management sub-committee

Prof. Brian Aldridge (Chair)

6385

Ms Ruth Chandler (Secretary)

6356

Student Support Committee

Dr Rob Fowkes (Chair)


5445 
Ms Rebecca Kevane (Secretary)

5148
CTS/MVetMed Course Management sub-committee

Dr Virginia Luis-Fuentes (Chair)
6333

Mrs Emma Abbott (Secretary)

6865
Cert AVP Course Management sub-committee
Dr Matthew Pead (Chair)

6231

Mrs Jo Jarvis (Secretary)


6201

MSc Veterinary Education Course Management sub-committee

Dr Caroline Wheeler-Jones (Chair)
5237
Mrs Lucy Jackson (Secretary)

6438
For updates with respect to vacant posts, please contact Sandra Ward, Academic Development, Hawkshead.
6. Payment for Committee Attendance.

Some committees offer payment to students, as attendance requires them to miss classes. The Health and Safety committee is not a committee for which students are eligible for payment. Most course management committees and committees such as Teaching Quality Committee, Learning, Teaching and Assessment, Graduate School and Academic Board will offer payment to the student reps who attend them. If you’re not sure if your committee is eligible for payment, check with the secretary. 

Payment is issued once we've received your claim form (you'll find a copy of one in the Appendices). Claim forms can also be downloaded from the Student Union Society website, under SU documents. We do our best to ensure you get paid quickly, but sometimes things get held up, so if you haven't received payment within a couple of weeks or so of sending us the form, let us know and we'll find out what happened to it! Make sure you keep a filled in copy of your form, just in case the post monster eats it. For each meeting attended you will be paid the sum of £20.

How do I claim payment?

Once we have a full list of reps we will send round a claim form for you all to fill in or alternatively ask the committee secretary for one to complete. Simply take the form along to the committee meeting and get the Chair or Secretary to counter-sign it to confirm that you have attended. You should then send it to Sandra Ward in Academic Development in Hawkshead for payment.

Please note that there is a section asking you to estimate your income for the year. Unless you have a job this is likely to be virtually nothing! If you do have a job (or other form of income) then estimate how much you might earn and fill that in on the form. Please note that your student loans don't count as income!!

Appendices
Your name: 

_______________________________________________________

Your address:

_______________________________________________________




_______________________________________________________

Date:_______________
Committee claimed for:
_________________________

Academic Development
Date of Committee: _____________________________
The Royal Veterinary College

Hawkshead Lane

North Mymms

Hatfield

Herts 

AL9 7TA

Please fill in Sections A, B and C below.

Section A: Amount Claimed.

1.
 _____ x committee meeting/s at £20 per committee meeting.

£___________

2. 
I confirm that the aforementioned student attended the aforementioned meeting:

_______________________________ (signed by Secretary or Chair of committee)
Total claimed:







£____________

Section B: Bank Details.

BANK NAME: 

_______________________________



SORT CODE: 

_______________________________


ACCOUNT NO: 

_______________________________

Section C: Personal Information.
Date of Birth: 
_________________________

NI Number:
_________________________


I,                            ________                , declare my taxable pay including investment income between

6th April 2011 to 5th April 2012 will not exceed £___________________.1 
Have you ever been paid by RVC’s payroll?      Yes/No   

Payroll No. (once given to you)

_________________________

Signature & Date                          ______         _______                                                  Year F/T Student

Section D: Office use only.
Authorised by:____________________________________
Date:
_____________________

Cost Code: 2130.B.8DEV

1 There must be an estimated figure in here NOT 0.  Your taxable pay includes the following: building society/bank interest, dividends, weekend/holiday/evening/PT work, casual employment, freelance work. Please include Gross amounts before tax and NI deduction. Taxable income does NOT include: expenses, stipends, scholarships, parents/relatives' contributions, ISAs, National Savings Certificate interest, student loans, gifts from friends or relatives.

Masters Co-ordinating Committee





PG Course Management      Sub-Committees





MSc WAB/WAH





Distance Learning (inc. short courses)





VP’s group





MVetMed/CTS





Cert AVP








UG/Cert AVP Course Management Sub-Committees





College Services Committee








MSc Veterinary Epidemiology





BVetMed (including Gateway & 


G Year)





MSc Veterinary Education








MSc CIDA





CPD & short courses 





MSc Veterinary Physiotherapy





BSc (inc. BSc Vet Path, D101 intercalation)





Veterinary Nursing





APRICOT & PRUNE





Research Strategy Committee





Research Degrees Committee





Student Support Committee





Teaching Quality Committee





Learning, Teaching & Assessment Committee
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Academic Board





RVC Council
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