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Introduction

The Works is an exciting and innovative collaboration between the University’s Communication and Partnership (specifically the Careers and Employment Service) and the Students’ Guild. 

The employability and personal development of students has become increasingly important to the University.  A comprehensive range of mechanisms are required to deliver opportunities to students through training and work experience. The Works will consolidate existing services and activities with a portal marketed to attract as many students as possible, thereby increasing footfall for all services and raising student awareness on employability and development opportunities.

The Works will open for business in time for the new academic year on Friday 23rd September.  

Summary

This document is intended as a summary of the rationale for enhancing access to jobs, training and opportunities for students at the University of Exeter.

This submission also identifies resource implications and considers the way in which the project will be steered. 

Finally it offers supporting documents such as the Students’ Guild Customer Service Statement and University Good Practice Guidelines for undergraduate students undertaking paid employment during term time. 

It is intended as an offering to the future, not definitive in every aspect.  

1. Purpose of The Works

1.1 Mission statement

The Students’ Guild purpose statement is:
The Students’ Guild exists to represent our members and work in partnership with the University to provide support and development opportunities to meet the diverse needs of today’s and tomorrow’s students.

The Mission statement of The Works will be:
A one stop shop to provide all University of Exeter students with access to jobs, training and opportunities

1.2 Our Vision

The values of the service are to support students, to engage them in the notion and practice of employability and to offer the opportunities to partake in an additional range of services such as training and development and additional support through the CES.

We are totally committed to supporting students in their self development and in the practicalities of needing employment that, wherever possible, complements their studies and that in every instance enables them to develop transferable skills to aid them with their long term employment. 

The Guild positions itself as the on-site expert in the support needs of students, the CES as the expert in Careers and Employability and CaP as the overarching umbrella from recruitment to alumni which takes a keen interest in the future destination of Exeter graduates as we need to position ourselves in the national marketplace. 

This project aims to undertake two key tasks: 

i) To offer a range of services that support students in relation to employment and employability

ii) To contribute to Exeter’s positioning as the University of choice and standing 

The project will not be an extension of the CES but will signpost students to the CES and highlight Employability whilst meeting the employment needs of students in the first instance.  

The service will open from 10am till 3pm every week day, allowing for administration to be undertaken outside these hours. This will be reviewed at the end of each term by The Works Co-ordinator and her manager. 

2. Steering Group and Management of the Works

2.1 Steering group

There will be a joint steering group comprising the Students’ Guild Membership Services Manager, Student Support Services Manager and Welfare and Equal Opportunities Officer with The Works Co-ordinator in attendance. The University will be represented by the Director of CaP, the Director of the Careers and Employment Service and the Employability Co-ordinator. When the Employment Services Team Manager is appointed, this postholder will replace the Director of CAP on the Steering Group.

As this project has been set up to benefit students and ensure that the University of Exeter is at the forefront of employability nationally, it is important that the service is steered in a way that will enable these things to happen.  It is vital for the future of the project to maintain the spirit of collaboration that enabled the project to be started.   

With this in mind, the project will be managed on a daily basis by the Students’ Guild, but will report to the Steering Group which will be chaired by a member of the University staff. Reports and papers will be circulated in advance of all meetings by The Works Co-ordinator. The Steering Group will report to the Employability Group.

2.2 The steering group’s purpose and meeting dates

Terms of reference for the steering group were agreed as follows: 

· To provide direction and strategy to the project

· To approve budgets including capital expenditure

· To have oversight of staffing arrangements

· To agree processes and content of the service

· To have oversight of training and development needs of staff

· To approve the annual report

· To agree outcomes

TW 05/05
The outcomes were discussed at length and it was agreed to keep them fairly simple for the first year but to be reasonably ambitious. It was agreed that for the first year of the service the targets are as follows; 

1500 people registering for work or training 

750 people placed in employment

500 people placed in training

3000 people entering the premises

Of these targets, the percentages of postgrads and undergrads accessing the service to be aimed for should reflect the current percentages of student numbers at the University. 

It was also agreed that we would aim for a minimum of 70% satisfied customers. This would be undertaken in line with the Guild’s Student Support Services work on customer satisfaction. 

The purpose will be to: 

· Set key direction

· Agree desired outcomes

· Monitor and evaluate outcomes

The steering group will meet in August and September 2005, agreeing key targets at its August meeting and meeting the Co-ordinator on Wednesday September 14th at 10am  

Thereafter the group will meet on 2nd November at 10am and 14th December at 10am, then t.b.a. w/c 20/03/06 and 19/06/06 (to be arranged at September meeting)  

3. The Market

3.1 Breakdown of demographics

The table on the following page identifies the breakdown of Exeter students 2004-5.

The Undergraduate population totals 8 132 F/T and 1 175 P/T students based on the Exeter sites, although the PMS students make up 233 of these. There are concerns that PMS students are not afforded the same access to support services as other undergraduate students and this would be an issue to be addressed, as it is by many other University staff.
The Postgraduate student numbers total 2 238 with 585 of these being PGCE students. 

This gives us a potential market of 12 811 students of the University in total. 
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	Table 1. Actual Student Numbers 2004/05 
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	Exeter
	FT
	Actual 2004/05
	7,275
	164
	603
	382
	559
	8,983
	382
	78
	475
	193
	26
	1,154
	7,899
	1,078
	575
	585
	10,134
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	PT
	Actual 2004/05
	1,166
	80
	947
	196
	7
	2,396
	9
	34
	15
	77
	0
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	962
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	7
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	PMS
	FT
	Actual 2004/05
	233
	0
	0
	15
	0
	248
	0
	0
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	0
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	0
	15
	0
	248
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	TOTAL
	FT
	Actual 2004/05
	7,508
	164
	603
	397
	559
	9,231
	382
	78
	475
	193
	26
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	8,132
	1,078
	590
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	10,385
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	PT
	Actual 2004/05
	1,166
	80
	947
	205
	7
	2,405
	9
	34
	15
	77
	0
	135
	1,175
	962
	282
	7
	2,426
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Table adapted from University Stats 2004-05 (excluding UEC students) 

3.2 Identified student needs

 The Works will provide access to a range of services to students with different motivations. These are summarised as: 

· Part-time work to supplement income

· Part-time work to complement area of study/future career choice

· Vacation employment schemes to further interest/experience

· Training to complement career choice

· Training necessary for term-time work

· Training for soft skills

· Post-graduation employment schemes

· Postgraduate training

· Gateway to other CES services

· Promotion-including Employability Matters/Newsletters/info/website

3.3 Analysis of each area

Taking our market segments into account we could suggest the following

i)Part-time work to supplement income

This will apply to any student who requires funding to either wholly self-support (e.g. parents not contributing) or those requiring partial self-support (addition to parental contributions) or those motivated to earn enough extra to pay for additional goods. 

These students will be our main hook into The Works as the majority will be driven by necessity. It is critical with this group that we offer a service that responds to their needs as immediately as possible. If we are not able to offer this, they will be motivated to seek employment elsewhere, through other agencies where we will then lose the hook of a) meeting their support needs and b) introducing them to our wider range of services.

Areas of work currently on offer would include: 

· Guild employment in bars/nightclub/shop/catering

· Hospitality Services employment e.g. events catering

· Employment in and around the city of Exeter; shops, call centres etc.

· All opportunities offered through  the Jobsurfing website

We do not currently have an option to manage opportunities currently hosted through the University Temporary Staff Bank but this needs to be explored. 

ii) Part-time work to complement area of study/future career choice
Students who are looking for employment to complement their career choice where the study route is irrelevant will be a more difficult market to engage. Potentially they may already have links into their chosen area; e.g. DJing, working with horses or they may consider that their chosen area is too specialist for The Works to be able to assist.  In engaging with these students, we will need to market carefully to ensure that we can at least explore options with them and attempt to help, in order to engage them in the overall process and services that The Works has to offer. 

Those looking for part-time employment to complement their area of study could also be hard to place, as Exeter offers a range of mainly academic qualifications. Whilst they may be motivated to enter The Works, they may be disappointed by lack of variety or choice relating to their subject matter. 

Two solutions to this would be 

i) the Co-ordinator liaising closely with CES vacancies staff to identify links between academic departments and employers and to explore the option of shorter term part-time term-time work could fit into a spectrum of employment, or

ii) where this is not possible, linking students to the Student Activities Team through Community Action for voluntary work relating to academic courses (e.g. Psychology students volunteering for Headway House) and finding paid employment options where transferable skills are highlights and utilised well. 

iii) Vacation employment schemes to further interest/experience

These schemes are encompassed in the following options: 

STEP

A 4-12 week project prior to the final year based in a matched employer, enables students to undertake project based work experience, often solving a particular issue and also to receive training and evaluation of transferable skills. STEP projects are targeted to penultimate year students. 

Student Business Projects

Student Business Projects are aimed at undergraduate and postgraduate MBA students and allows students to undertake desk-based research and feasibility studies and also allows access to academic expertise. Some funding is available to support costs. 

Internships

Many graduate recruiters and the University offer summer placement or internship schemes to undergraduates. These are generally aimed at students in their penultimate year. The closing dates are usually very early in the academic year (often mid-November to mid-January) so it is vital to apply as soon as possible. 


The types of schemes outlined above are going to be relevant to specific groups of students and marketing will need to be targeted at them in a very specific way. 

The University provides undergraduate students with the opportunity to work on campus undertaking project-based work within Academic Schools or the Professional Services. Internships will either be for not more than 15 hours per week during term time, or 292 hours over an eight week period during vacations (or other combinations pro rata during vacations).  Students will be given appropriate training and renumeration.  Internships will be advertised at The Works. 

iv) Training to complement career choice

A range of training is available through the Employability matters programme, run by Careers and Employment Service staff and employers. The programme includes;

· How to Compile a CV - Advice on style, content & layout 

· How to Complete Application Forms  

· Interview Techniques 

· Psychometric Testing (Ability)
· On-Line Applications and Testing 

· Interview Skills
· Preparing for an Assessment Centre 

· Commercial Awareness Workshop 

· Job Application Skills  

Marketing for these courses is already done on-line, through the Employability Matters publications and further flyers inserted in Exposé and can be built on through word of mouth and in-house advertising in The Works. Booking for skills sessions requiring deposits will be possible through The Works.  

v) Training necessary for term-time work

This is not currently being managed as a programme but The Works will promote and identify need for those working within the University or Guild such as H&S or manual handling. Courses would be promoted through word of mouth at point of contact in The Works. 

vi) Training for soft skills

Soft skills training is available through the Employability Matters programme, run by the Students’ Guild and also delivered by external trainers throughout the Autumn and Spring terms. These follow the NUS National Student Learning Programme guidelines. They include:
· Time Management 

· Negotiation 

· Assertiveness 

· Presentation Skills 

· Stress Management 

· Team Development 

· Communication and Listening Skills 

· Meeting Skills 

As with the CES courses, marketing for these courses is already done on-line, through the Employability Matters publications and further flyers inserted in Exposé and can be built on through word of mouth and in-house advertising in The Works. Booking for skills sessions requiring deposits will be possible through The Works.  

vii) Post-graduation employment schemes- GBP

The Graduate Business Partnership is a project-based placement run by the University of Exeter. The scheme places recent graduates with local SMEs for around 20 weeks. During the placement the graduate receives training from the University and on completion writes a report and makes a presentation. 
The marketing of the GBP scheme needs to be done on a continual basis once students have established a connection with The Works. The main group to whom we should be marketing this are obviously the final year students but it is important to gain their attention early on in the year before other plans are made.  

viii) Postgraduate Training

A range of training is offered to postgraduates through the Graduate School focussing on specific research and teaching as well as soft skills similar to the Employability Matters run courses. 

Marketing to Postgrads needs to be undertaken in conjunction with the Grad School, publicising suitable vacancies for postgrads who, depending on student route, may have very different time available to undergraduates and may need additional work to supplement research grants or teaching income. 

ix) Gateway to other CES services

The Careers and Employment Service welcomes all undergraduate and postgraduate students, both home and overseas, seeking information and advice on finding work, gap year and vacation work placements, part-time, term-time work and further study.  Students can make appointments to see Careers Advisers, use the Information Room, career planning software and get guidance about career planning.  The CES also provides several Careers Fairs throughout the year and organises career-focused training courses.

The purpose of The Works will be to act as a gateway to this service, ensuring that wherever possible, from whatever angle students are entering The Works, they are aware of the range of options open to them. Appointments could be made through The Works.

4. Marketing the Service to Students

The following groups have been identified as potential service users with some specific needs in each sector that require consideration in our marketing strategy.

A. “Standard entry” students (usually under 21 FT UGs)

B. Mature UG students

C. Postgraduate Students

D. International Students

E. Part Time Students

  
F.  Disabled Students
A. “Standard Entry” Undergraduates

These students are anticipated to make up the greatest proportion of service users. Many of these students will be looking to supplement their income through employment, principally during vacations but for many also during term time. The commitment from each student will be very dependent on the year of study and course of study. Marketing the service to these students should begin at University Open Days and Schools Admissions Days, when the students are selecting their preferred institution, and followed with vigorous promotion during Welcome Week, achievable through the Support Services Fair, Freshers’ Squash and good briefing of the Welcome Week Team who are able to verbally promote the service throughout the week. In addition in-year promotion will include publicity through the Guild website, X-media, and information points in strategic places around the University. For returning undergraduate students there may be a greater need for vacation work with many of the students spending this time local to the University. Consideration needs to be given particularly to final year students whose potential term time employment period may be limited by the need for a greater commitment of time academically. We also need to actively promote access to graduation employment information, guidance and opportunities to final year students.  The Works will also be promoted to First years through School employability talks and to Second and Third years through School careers talks.

B. Mature Undergraduate Students

Marketing the service to these students will depend very much on written information (University and Guild Handbooks, web based information) and specific information sessions during Welcome Week such as the Support Services Fair. These students are less likely to interact with the Welcome Week team or attend Freshers’ Squash. Many of these students if seeking employment may have considerable skills and experience and this needs to be reflected in the types of work to be advertised via the service. The variety of employment should also encompass schemes that may be more popular with students with dependents, such as work that can be undertaken from home.

C. Postgraduate Students

Research and taught course postgraduates will have differing opportunities to take on employment alongside their studies. Many research students are able to access teaching/ demonstrating work within their schools. If this work is exclusively dealt with in this manner these students may have little if any contact with The Works. It is important that the service is marketed effectively to postgraduate students, and that employment opportunities are available throughout the year. At present these students do not participate in the Guild in similar proportions to undergraduate students (being addressed). It is therefore vital that marketing of The Works is linked through the Graduate School, Postgraduate Association and visibly in areas of high postgraduate usage such as the Postgraduate Centre and specific notice-boards in the Schools.

D. International Students

Since June 1999 international students have not required a permit to work within the UK whilst registered as a student. Students from countries within the European Economic Area and Swiss Nationals do not have any restrictions and can therefore take on employment in the same way as UK students, with the same tax and national insurance contributions conditions. Non-EEA students will either be restricted or prohibited from taking on employment and this would be indicated on their visa stamp. The Works staff need to be able to recognise any limitations on a student’s right to work and to direct them to specialist advice. Students with restrictions on their employment would be limited to working up to 20 hours per week only during term time, but may work full time during vacations, and can work on placements on sandwich courses without issue. Students prohibited from employment cannot take on employment at all, including unpaid work. 

It is essential that the service does not exclude international students but must also recognise the limits of the service to some of these students, e.g. advising on rights to work, which needs to be directed to a specialist advisor (within the University-Linda Shand or via JobCentrePlus) to comply with the Immigration and Asylum Act 1999.  The Works will need to liaise with CES to ensure that potential employers are aware of the possible restrictions on employment for international students and also to ensure that there is no discrimination in offering suitable employment.

E. Part Time Students

This student sector may have the greatest flexibility in terms of employment opportunities as they will be able to commit to a greater number of hours to work if they so wish. Again part time students are a more difficult group to access for marketing purposes, due to their level of contact with the institution. For this group it will be essential that all web based information is as accurate and up to date as possible. Consideration needs to be given to the needs of students who are not able to come in to the office but want to access the services available (e.g. distance learners).

F. Disabled Students

The service needs to ensure that all premises and methods of publicity are fully accessible to disabled students. The Co-ordinator will liaise with the Guild’s Advice Unit and the Disability Resource Centre to ensure maximisation of access for this student group, plus access to specialist advice on the impact of employment on benefits etc. The Works will need to liaise with CES to support disabled students with equal opportunities and in finding suitable employment.

5. Our competitors

5.1 What is currently on offer?

· Jobsurfing website

· Numerous employment agencies in Exeter

· University temp staff bank

· Employment through Guild outlets

· Employment through Hospitality Services

· Ad hoc recruitment through various University notices e.g. postgrad centre

· The Job Centre

· Graduate recruitment services

5.2 How will we work with these/ ensure we can improve and capture market share? 

All Students’ Guild vacancies will be managed through this service. 

The CES will manage vacancies globally through their service and will feed these in to The Works Co-ordinator on a regular basis. 

We believe we can offer a superior service to employment agencies in Exeter as we have more specific experience in supporting students through their academic life in both the CES and the Guild. We need to be clear in our marketing of our USPs and aim to differentiate ourselves from our competitors. 

It is anticipated that all HS vacancies suitable for student staff will be managed through this service on their behalf. Negotiations are currently underway. 

The University Personnel section’s Temporary Staff Bank is potentially an area for exploration. They currently generate a good income through this service and clearly would not want to relinquish this. The Works could meet it halfway by acting as a match for short term work and taking a procurement fee for this by way of an internal recharge. 

6. Vacancy Management

Draft

NB The following has been written without consultation with several key staff, who are on leave, and should be regarded as initial thoughts as a guide for the coordinator, to assist in the purchase of equipment and to help determine the physical environment of the new centre.

6.1 Vacancies

1. CES will continue to collect vacancies from employers, including: part time / term time, vacation work, work experience placements and projects, and graduate work. 

2. All of these vacancies will be displayed on the Jobsurfing web site, which will be updated regularly (daily, or weekly in the case of graduate level work).

3.  The Works will download these vacancies for display on vacancy display boards and may also have vacancy bulletins available for students to take away. Printing options from the web sites will be developed, where possible, to facilitate this without the need for retyping.

4. The CES to find a mechanism to identify new vacancies added to all web sites.

This will ensure that The Works staff will not need to trawl an entire web site to find new vacancies. 

5. ‘Same day’ vacancies received by The Works or by the CES will be displayed immediately by The Works. (CES to pass these over by phone /email/ fax). The Works to pass details to CES for inclusion on appropriate databases.

6. The Works will keep a register of students seeking same day work and introduce a mechanism to contact registrants with details of vacancies.

7. All other vacancies received by The Works to be passed to CES to be included on Jobsurfing. 

8. In addition to noticeboards, The Works will also promote access to Jobsurfing, to students, via terminals. 

9. Students will be encouraged by The Works to register online for the various elements of Jobsurfing.

10. All proactive marketing of services to employers will be coordinated by the CES. 

6.2 Appointments:

1. Duty appointments (15 minutes) with a Careers Adviser at Reed Mews will be bookable by The Works.

2. Initially this will need to be done by phone, by a member of staff, with the student present. NB the current system allows for bookings to be made on the same day as the appointment or one day in advance. This ensures a minimum waiting time. 

3. Some flexibility will be required in the arrangements for the booking system to ensure that:

· students are not disadvantaged by attempting to book from one particular location and 

· appointment slots are being used to the optimum. 

Unregulated access should be tried, with the option to modify the system if needs be.    

4. Staff at The Works will be able to book guidance appointments for students, if the student is present, has already had a duty appointment and is in possession of a green slip recommending a guidance appointment.

5. Students will use duty appointments to get help with any kind of query including career choice, changing course, content of CVs and application forms. Guidance appointments are available to students who need more in-depth help.

6. Students may also need to book appointments to see other members of staff, including those administering STEP and Graduate Business Partnership. The Works staff will also be able to book appointments for students in these cases.

6.3 Skills, Events and Training.

1. Details of all skills, events and training will be published on line, via the Employability Matters web site. Many skills events and employer presentations are bookable on line, via the same site. The Works staff will direct students to sign up via terminals.

2. Details of all skills sessions will also be displayed on notice boards in the Works.

3. For those sessions requiring a deposit, The Works staff  (or CES staff or Guild staff at St Lukes) will take deposits and flag this on the on line booking system. A student’s attendance at any session will be noted and staff hosting the session will notify either The Works or the CES to have this attendance recorded on line. Deposits will be returned to students at the place where the deposit was originally taken, if the system shows that the student did attend the session.

6.4 Other activities

1. The Works will need to hold details of many other employability related activities, including Exeter Personal Development Award. These activities should also be promoted via display boards.

2. A comprehensive induction programme will be required to ensure The Works staff are fully familiar with all relevant activities at the Guild, CES, Graduate School etc. This will involve visits of The Works Staff to other units and vice versa.

7. Staffing and training implications

7.1 Opening hours

The Works  will be staffed by a co-ordinator and 5 part time student staff who will cover the busy period of the day by working two sessions per week for 3 hours between the hours of 10am and 3pm (to be determined by the Co-ordinator). 

7.2 Co-ordinator

The co-ordinator will need familiarisation and training in the following: 

· The Guild and how student support services are located in its offering

· The CES and its range of services

· Employability Matters

· The processes currently in place for matching requirements with posts

· The specific IT systems currently used by CES

· The work of NASES

· Employment law and relevant sources of information 

· H&S, EOs etc.

· NVQ 3 Advice and Guidance will be offered along with the other SAU staff

· NASES training as agreed by manager

· Relevant CES training

· Policies already in existence

· Internships

· Key indicators

7.3 Student staff

The student staff will require training in: 

· The Guild and how student support services are located in its offering

· The CES and its range of services

· Employability Matters

· Employment law and relevant sources of information

· How to place students in employment

· The specific IT systems currently used by CES

· The work of NASES

· H&S, EOs etc.

· Policies already in existence

U N I V E R S I T Y O F E X E T E R
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O F   S T U D E N T S
Customer Service Statement

The Guild of Students is committed to providing the best possible services to its membership. To this end, we adhere to this Customer Service statement detailing what you can expect from your Guild services.

· All profits made by Guild trading services will be recycled back to students by paying for representation, support services and student activities – so you know your money is being spent on enhancing the student experience at Exeter.

· The Guild believes in providing services of the highest quality; the student is our most valued customer and can expect to be treated with respect and efficiency and feel welcome.

· We will always welcome new ideas and feedback on the services we currently provide; feel free to speak to our managers or contact the President of the Guild with your suggestions or comments.

· We endeavour to ensure that Guild venues are safe spaces for all students and will seek to provide a comfortable environment within them.

· If you are unhappy with goods or services provided by the Guild of Students you have a right to complain and we will do our best to reach an amicable solution. Please address your complaint to the Manager of the appropriate area in the first instance (most areas have their own procedures for handling complaints) or the President of the Guild who will direct your complaint appropriately. Your statutory rights remain unaffected.
Both elected student officers and members of Guild staff proudly adhere to this statement and the President of the Guild of Students will be responsible for ensuring we meet our commitments.

 Address: President of the Guild of Students, Devonshire House, University of Exeter.EX4 4PZ.Email: President@guild.ex.ac.uk Tel: 01392 263536

8. The Works Customer service charter

For our student customers; 

· We will register you with the service within 24 hours of you coming into The Works
· We will advertise and update daily on all employment and opportunities

· We will advertise and signpost you to personal development opportunities and skills training
· We will support you to identify the best training and development opportunities for your needs

· We will support you to find the best suitable work match for your needs
· Where a work match proves unsuitable, we will endeavour to find a suitable alternative

· We will keep all records pertaining to you confidentially

· We will advise you by email/text as soon as any suitable vacancies, training and other opportunities arise

· We will make appointments for you to see specialist Careers and Employment Service Staff

· We will work within quality assurance processes

We ask of our student customers;
· To advise us of all needs

· To keep us informed of any changes in circumstances that affect ability to work or participate in training and other opportunities
· To keep us informed of any difficulties that arise in the workplace

For our employers;
· We will advertise and update daily all employment opportunities, weekly for graduate vacancies

· We will support you to find the best suitable student match for your needs

· Where a work match proves unsuitable, we will endeavour to find a suitable alternative

· We will keep all records pertaining to you confidentially

Training and other Opportunity Providers;
· We will advertise and display information prominently and timely

· We will email details to students registered with the works
· We will assist with direct bookings and pass on any relevant feedback to you

We ask of training and other opportunity providers;

· To advise us of all upcoming training and other opportunities as early as possible to maximise promotion time
· To provide the relevant information ready for us to pass on to the students registered with the service
To keep us informed of any cancellations or changes to training sessions and other opportunities

· 9. KPIs

The Students’ Guild is currently working on organisational KPIs and The Works will sit within these. However it is anticipated that the Steering Group will determine some standards it wishes to see including: 

· Customer satisfaction (students and businesses)

· Systems Efficiency

· Financial targets

     10. IT needs

There are existing systems utilised by the CES which will need to be imported to The Works. 
There is a need for 3 staff computer terminals and 2 student user computer terminals. The student user terminals could be sponsored through a CaP contact. 

11. NASES www.nases.org.uk 

A National representative body, National Association of Student Employment Staff (NASES) was established in July 1999. It aims to facilitate the continuing development of the sector, encourage interaction between practitioners, share best practice and represent its membership on a national level. It represents practitioners from all styles and organisational locations of Job Shops, including those in students’ unions, careers services and personnel offices. It is uniquely able to represent the Job Shop sector as a whole, regardless of organisational or geographical location; this appreciation of diversity is enshrined within its constitution. NASES has received funding of £191,000 for the Student Employment Learning Forum (SELF) project from the Department for Education and Skills. The project will focus on supporting student employment practitioners, promoting all types of student employment as valuable work experience and enhance the professionalism of the student employment sector.

The Guild are firmly committed to utilising the expertise of NASES for policies, good practice guidelines and information sharing
BUDGET 2005-7

	N/C
	Name
	BUDGET
	Actual
	BUDGET 
	

	 
	 
	2005-06
	2005-06
	2006-07
	

	 
	 
	 
	 
	 
	

	 
	TW: REFURBISHMENT FUNDING 
	-10,000 
	 
	0 
	

	 
	TW: FUNDING INCOME
	-25,000 
	 
	?
	

	 
	 
	 
	 
	 
	

	 
	TW:PERMANENT STAFF COSTS
	      18,500 
	 
	    19,500 
	

	 
	TW: STUDENT STAFF COSTS
	       5,500 
	 
	     6,000 
	

	 
	TW: ADMIN STAFF COSTS
	0 
	 
	     5,000 
	

	 
	TW: RECRUITMENT COSTS
	          550 
	 
	        100 
	

	 
	 
	 
	 
	 
	

	 
	TW:AFFILIATIONS & SUBSCRIPTIONS
	          100 
	 
	        100 
	

	 
	TW:CONFERENCE & TRAINING COSTS
	          750 
	 
	        500 
	

	 
	TW:REFERENCE BOOKS
	          100 
	 
	        100 
	

	 
	 
	 
	 
	 
	

	 
	TW:TELEPHONE
	          500 
	 
	        500 
	

	 
	TW:SUNDRIES
	          100 
	 
	        100 
	

	 
	TW:PRINTING,STATIONERY & POSTAGE
	          500 
	 
	        500 
	

	 
	TW:EQUIPMENT REPAIRS & RENEWALS
	          200 
	 
	        200 
	

	 
	TW:IT PROVISION & ENHANCEMENTS
	       3,000 
	 
	        300 
	

	 
	 
	 
	 
	 
	

	 
	TW: OFFICE REFURBISHMENT
	      10,000 
	 
	0 
	

	 
	 
	 
	 
	 
	

	 
	Totals
	       4,800 
	 
	    32,900 
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Good Practice Guidelines for undergraduate students undertaking paid employment during term time.

Introduction

1.
Many graduate recruiters are keen to see that students have undertaken work experience whilst they are studying.  Work experience can enable you to develop a range of skills (e.g. time management, team working) that are beneficial to your studies, boost your CV and employers find attractive.  

2.
Showing that you have already done work in a certain field or environment can help convince employers that you are serious about a particular career path.

Guidelines

1. It is the student’s responsibility to be aware of their own study commitments and not to undertake employment that will be detrimental to their academic work.  The University strongly recommends that, for the sake of balance, students do not undertake paid employment for more than 15 hours per week* during term time.

2. Contracts are between the students and employer.  Students should check all aspects of the job with their prospective manager to ensure that the job conforms with current legislation.  Students who have any concerns about these issues should seek guidance from the Student Advice Centre.

3. Students should be alert to any potential health and safety issues in the workplace and discuss any concerns with staff from the Careers and Employment Service or the Student Advice Centre.

4.
Students are expected to act in a reliable and responsible manner, presenting a positive image of the University, and student body, at all times.

5.
Students are encouraged to make sense of their learning in the work place through undertaking the Exeter Personal Development Award or through discussion with a Careers Adviser.

*This does not include work experience that in undertaken as part of the curriculum, for Learning from Experience modules, for example.

C:\Documents and Settings\Careers Advisory\My Documents\Dawn\Employability\EmpGroup\WorkPolicy\draftguidelines
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University policy for students working on campus.

Introduction

1.
Encouraging campus working will:

· generally provide better quality jobs than off-campus companies, with better pay and conditions;

· enable the University to monitor and regulate the number of hours students are working;

· provide an environment sensitive to academic pressures;

· give opportunities to work in a ‘safe’ environment - particularly appreciated by less confident students and international students.
· enable the University to make use of the resource that is available to it.
2.
The benefits of employing students include:

· an intelligent, well-educated work-force already familiar with University and Campus life;

· flexible, adaptable, fast-learning workers;

· easy recruitment with on-campus advertising rather than using external advertising (local paper, agencies, etc);

· students who are enthusiastic about working for the University – they want these jobs;

· the University developing better relationships with students, building up relationships at other levels and strengthening the University / Alumni bond.

Principles

1.
The University actively encourages all Departments to consider employing students wherever possible, for short-term contracts, long-term part-time posts and for other appropriate roles. 

2.
Students must be given appropriate training in order for them to carry out their duties.

3.
Students should not normally be employed for more than 15 hours per week during term time.

4.
Posts should comply with current legislation.

C:\Documents and Settings\Careers Advisory\My Documents\Dawn\Employability\EmpGroup\WorkPolicy\draftpolicy

IMPORTANT INFORMATION FOR STUDENTS UNDERTAKING 

PAID OR UNPAID WORK EXPERIENCE OR VOLUNTARY WORK 

IN THE UK OR ABROAD

Working in the UK:

Any student who works in UK, whether paid or unpaid, or volunteering, will normally be performing work, acting as if they are an employee.  This means that the student will be covered by the company’s Employers Liability Insurance.  Students are encouraged to find out what the limit of indemnity is.

Students who are undertaking voluntary work should register with the Community Action Office, Cornwall House, even if their voluntary work is not being supported by the University.

Working outside the UK:

Worker’s Compensation is a scheme run in some countries to protect you financially if you are injured on the job.  There is no cost to the employee for Worker’s Compensation, but rather the employer.  Worker’s Compensation varies from country to country and from state to state.  You are strongly advised to check whether the country you will be working in is covered by Worker’s Compensation and find out what the details of it are.  It is your responsibility to ensure that you have adequate insurance cover before you travel.

Pagination & text consistency have gone haywire here!!

Insurance Checklist: 

Complete one section: 

1) 

I am an employee, or working as if I am in employee (unpaid work experience) 

1a) 
I have confirmed with the employer that I am covered by the organisation’s Employers Liability Insurance. 
2) 

I am a volunteer.


2a) 
I have written confirmation that I am covered the voluntary organisation’s insurance.   
OR 
2b) 
I have registered my volunteering with the Community Action Office, Cornwall House. 

3)

I am working abroad and have checked to ensure I am covered by a Workers Compensation scheme.

OR

3a)
I have taken out adequate insurance to cover me whilst I am working abroad, and can prove this.

4)

I am self-employed.      
4a) 
I can produce my public liability and public indemnity insurance certificate.   

Questions to ask your employer:

What is your hourly rate of pay?

When will you be paid?

How will you be paid?

How many hours per week will you be working?  See the University Guidelines.

Have you asked for a written contract from your employer?

When will you take your lunch break?

Who is your line manager?

What training do you require in order to carry out your role?

What is the dress code the company expects you to adopt?

Student’s Obligations:

To comply with the company’s Health and Safety policy. Do you have a copy of it?

To ensure that you have arranged adequate motor insurance for travel during work hours.

To be an ambassador for the University

Information on employment rights:

Know Your Rights - This TUC (Trades Union Congress) site has information on a wide variety of employment rights and work-related issues.

Trouble @ Work? - Run by UNISON and the National Union of Students (NUS), this site is designed especially for students. It has information on basic employment rights, health and safety issues and lots of other material.

Students and Tax - Not sure of what your tax position as a student is? Then read this online leaflet from the Inland Revenue.

National Minimum Wage - Get the current minimum wage rates directly from the Government.

If you have any kind of problem with your employer visit the Student’s Guild Advice Unit.

They will be able to give you advice on your situation. It is also important that you let

us know if employers are breaching employment law or treating you unfairly especially if the employer has advertised through the Careers and Employment Service. This will help ensure that other students do not end up in the same situation.

International Students:

Advice and guidance for International Students who wish to work whilst they are studying in the UK should check out any restrictions that may apply before they commence work at www.ukcosa.org.uk.

Making the most of your work experience

Work experience is highly valued by employers, but only if you can use it to describe how it has helped you to develop and what you have gained from it. Many employers would rather you did a Bar Job well, than an Internship badly. There are resources at www.ex.ac.uk/employability to help you make the most of your work experience.

Use it to reflect on for your Personal Development Planning

Complete the Exeter Personal Development Award


Personal SWOT Analysis

Key Skills Audit
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