UKCOSA Pilot Project
	Title of activity/initiative:

Residential training event for international students’ officers


	Institution name:

University of London Union (ULU)


	Key words: (words that people may use to search for this example)

officer, international student. representative, training, representation


	Summary description, e.g. aims, target audience, and nature of activity/initiative: (up to 100  words)

The residential training event was aimed at international students’ officers in London and the South East.  The aim of the event was to improve the capability of these elected student officers to provide representation and support to international students.  The event was also intended to provide officers with contacts enabling them to build a network to share good practice and offer mutual support.  The programme of activities included sessions on academic quality, issues in UK HE and participation in student activities by international students.



	Description of how activity/initiative is/was conducted, e.g. who is/was involved, timescales, communication, evaluation, sustainability :

Timescales

The residential training event took place over the weekend of 13 – 15 April 2007 at Royal Holloway, University of London in Egham.
Who was involved?

The promotion, planning and co-ordination of the event was carried out by ULU between January and April.  The training was delivered by a combination of ULU staff and external speakers with expertise in the given area.

Communication

The event was heavily promoted through a variety of media including the ULU website, the UKCOSA mail base, the AMSU senior managers’ mail base, the NUS London and South East region’s mailbase, student officer networks and ULU’s International Students Officer.  Certain institutions known to have dedicated international students’ officers within their governance structure were also specifically targeted.  Once booked onto the course, delegates received an email containing practical information e.g. transport and accommodation arrangements.  There was also communication with the delegates’ host institutions.

Evaluation 

Delegates were asked to complete an evaluation form at the end of each session.  They were also invited to complete a thorough questionnaire on the final day of the event covering all aspects of the weekend including the content of the training programme and the accommodation and venue.
Sustainability

The event could be rolled out in other geographical areas or repeated in London and the South East as the feedback showed that the delegates derived a good deal of benefit.  ULU did charge a nominal delegate fee but without financial support on a similar scale to the £5,000 award, would not have been able to put on the event.  The associated costs in staff time and resources would also make this event financially prohibitive for ULU to repeat without external financial support.
The contacts and networking opportunities provided by this event and the development of new competencies among the delegates should produce improved representation for international students in the future and establish patterns of good practice.


	Strengths and weaknesses:

Strengths - in what ways was this activity/initiative successful?

· It made issues facing international students the focus of discussion, learning and action planning and provided dedicated training for international students’ representatives.
· It provided a meaningful networking opportunity for international students’ representatives and a basis for future collaboration.

· The low take-up and feedback showed that there is a need to actively prioritise the representation and support of international students and their representatives as many delegates felt that they would not have received this kind of support under normal circumstances/elsewhere.
· It provided new data and materials on issues affecting international students.
· Although the turnout was low it allowed the whole programme to be delivered in plenary to one single group.  This enabled delegates to form a good relationship, feel comfortable about asking questions and allowed themes to emerge and be fully explored. 
Weaknesses - how could this activity/initiative be improved?

· One reason why turnout was lower than anticipated was due to the timing of the project which had to be completed before the end of April.  This prevented some international students from attending because they were either abroad for the Easter vacation or preparing for examinations.  The timing of similar initiatives in the future should try to accommodate these needs.  
· Despite the timing issues, the level of demand is low.  This would suggest that a national event targeted at student officers who want to campaign on issues affecting international students, whether they are internationals students’ officers or not, might be better.  Alternatively, an online tutorial package with information and training materials might be better still.  This would allow students to undertake the training when it best suits them.
Copies of the delegate feedback forms can be made available on request.


	Any other comments/information, e.g. any particular challenges you faced and ways you overcame these:




	Resources required: (e.g. budget, staff resources)

· Venue to accommodate overnight stay and provide conference facilities 

· Catering on a full board basis
· Transport to and from venue
· Staff time: Co-ordinator (c.35 hours), designer (c.15 hours), wider staff team to attend event, deliver training and oversee event on a 24-hour basis (varying degrees of time commitment required over the weekend).

· Technical equipment and access to contact information to promote event.
· Budget including but not limited to £5,000 award.  Additional costs in staff time.  Nominal delegate fee charged to incentivise attendance and offset some costs.




	Are there any attachable documents that you could share with other institutions or a website they can visit for more information? 

Evaluation form template
Programme for the day
Checklist of things to remember



	Contact details: 

( Tick here if you do not wish these to be made available online
Name: Jane Doogan

Department: Membership Services

Institution: University of London Union (ULU)

Phone 020 7664 2006

Email :j.doogan@ulu.lon.ac.uk




Appendix 1 – Evaluation form template

We value your feedback

This event has been organised by ULU with the support of the Prime Minister’s initiative for International Education.  A requirement of this funding is that ULU must submit a comprehensive evaluation report and we would therefore like your feedback. The comments you make will be fed into the evaluation report to be submitted to UKCOSA and this will be used to help organise and improve any similar events in the future.  Please comment on the areas below but do also provide feedback on any other areas not covered below.  Thank you for your assistance.

Please respond to the questions below by scoring on a range of 1 (strongly disagree) to 5 (strongly agree) and adding further information as requested.  Please respond in as much detail as you can by using the reverse of this questionnaire if necessary.

MARKETING

	How did you hear about the event?
	


GOALS OF THE EVENT

	The goals of the event were made clear to me.
	1
	2
	3
	4
	5

	The programme of topics covered helped to achieve the goals of the event.
	1
	2
	3
	4
	5

	The training sessions will help me to achieve the goals I have set for myself.
	1
	2
	3
	4
	5


PROGRAMME CONTENT

Using the programme as a reminder, please answer the questions below:

	I found the following topics MOST useful:

Please tick all that are appropriate.
	Friday afternoon:

 FORMCHECKBOX 
  Structure & Issues in UK HE.

 FORMCHECKBOX 
  The role of the Students’ Union.

Saturday morning:

 FORMCHECKBOX 
  Academic quality.

 FORMCHECKBOX 
  Housing and Accommodation needs.

Saturday afternoon:

 FORMCHECKBOX 
  Working with college International Students’ Offices.

 FORMCHECKBOX 
  Meeting the religious & pastoral needs of International students.

 FORMCHECKBOX 
  Campaigning on VISA charges.

Sunday morning:

 FORMCHECKBOX 
  Sports & Societies.

 FORMCHECKBOX 
  Reflections, Application and Evaluation.

 FORMCHECKBOX 
  Closing discussion session.

	Why was this?
	


PROGRAMME CONTENT cont …
	I found the following topics LEAST relevant:

Please tick all that are appropriate.
	Friday afternoon:

 FORMCHECKBOX 
  Structure & Issues in UK HE.

 FORMCHECKBOX 
  The role of the Students’ Union.

Saturday morning:

 FORMCHECKBOX 
  Academic quality.

 FORMCHECKBOX 
  Housing and Accommodation needs.

Saturday afternoon:

 FORMCHECKBOX 
  Working with college International Students’ Offices.

 FORMCHECKBOX 
  Meeting the religious & pastoral needs of International students.

 FORMCHECKBOX 
  Campaigning on VISA charges.

Sunday morning:

 FORMCHECKBOX 
  Sports & Societies.

 FORMCHECKBOX 
  Reflections, Application and Evaluation.

 FORMCHECKBOX 
  Closing discussion session.

	Why was this?
	

	The following topics widened my understanding of what I can achieve in my role:

Please tick all that are appropriate.
	Friday afternoon:

 FORMCHECKBOX 
  Structure & Issues in UK HE.

 FORMCHECKBOX 
  The role of the Students’ Union.

Saturday morning:

 FORMCHECKBOX 
  Academic quality.

 FORMCHECKBOX 
  Housing and Accommodation needs.

Saturday afternoon:

 FORMCHECKBOX 
  Working with college International Students’ Offices.

 FORMCHECKBOX 
  Meeting the religious & pastoral needs of International students.

 FORMCHECKBOX 
  Campaigning on VISA charges.

Sunday morning:

 FORMCHECKBOX 
  Sports & Societies.

 FORMCHECKBOX 
  Reflections, Application and Evaluation.

 FORMCHECKBOX 
  Closing discussion session.

	Why was this?
	

	Most of the topics I expected to be covered were included.
	1
	2
	3
	4
	5

	Please tell us which other topics you think should have been covered in the programme and why:
	



OTHER CONSIDERATIONS

	The number of delegates was about right.
	1
	2
	3
	4
	5

	What would the ideal number of delegates be?
	1-10
	10-15
	15-20
	20+

	It was useful to learn about how international students’ issues are addressed in other colleges and universities.
	1
	2
	3
	4
	5

	Please add any further comments:
	


TIMING OF THE EVENT IN THE ACADEMIC YEAR

	The timing of the event was good.
	1
	2
	3
	4
	5

	When would the ideal time for the training to take place?
	Oct-Dec
	Jan-Mar
	Apr - Jun
	Jul - Sep

	If the timing of the event presented any issues or difficulties, please give details:
	


DURATION OF THE EVENT

	The duration of the event was good.
	1
	2
	3
	4
	5

	The ideal duration of this event would be?
	1 day
	2 days
	3 days
	1 week
	1 shorter session every 6 weeks

	If the duration of the event presented any issues or difficulties, please give details:
	


LOCATION OF THE EVENT

	I am satisfied with the location of the training.
	1
	2
	3
	4
	5

	If the location of the training presented any issues or difficulties, please give details:
	


CONFERENCE ROOMS

	I am satisfied with the standard of the conference rooms.
	1
	2
	3
	4
	5

	I would like to suggest that the following changes are made to the conference rooms:
	


ACCOMMODATION

	I am satisfied with accommodation.
	1
	2
	3
	4
	5

	I would like to suggest that the following changes are made to the accommodation on future occasions.
	


CATERING

	I am satisfied with the standard of catering.
	1
	2
	3
	4
	5

	I would like to suggest that the following changes are made on future occasions.
	


DELEGATE INFORMATION

	I am satisfied with the information I received about the event.
	1
	2
	3
	4
	5

	It would have been helpful to receive the following information in advance.
	


TRANSPORT

	I am satisfied with the transport provided.
	1
	2
	3
	4
	5

	I would like to suggest that the following changes are made on future occasions.
	


BENEFITS OF ATTENDANCE
	Please tell us what the main benefits to you were of attending this training.
	 FORMCHECKBOX 
  Networking and establishing contacts with other international student

      representatives.

 FORMCHECKBOX 
  Opportunity to find out about how other Students’ Unions address issues 

      effecting international students.

 FORMCHECKBOX 
  Improved my knowledge of issues effecting international students.

 FORMCHECKBOX 
  Broadened my appreciation of the wider scope of my role.

 FORMCHECKBOX 
  Increased my confidence and competency to carry out my role.

 FORMCHECKBOX 
  Any other reasons please state here:


	I would recommend that my successor or another representative from my institution attend a similar event.
	1
	2
	3
	4
	5

	If the event were not subsidised, I would still encourage them to attend.
	1
	2
	3
	4
	5

	If I had not attended this training event, it is unlikely that the skills, knowledge and contacts I have acquired would have been catered for elsewhere.
	1
	2
	3
	4
	5

	Please circle if you are an incoming, outgoing or returning representative.
	Incoming
	Outgoing
	Returning

	It was helpful to attend this event at this stage in my term of office.
	1
	2
	3
	4
	5


ANYTHING ELSE?

	Please use this space to comment on any other aspect of the training weekend or its organisation.  If you run out of room, please continue on the back of this sheet.
	


Appendix 3 – Checklist of things to remember

Checklist for future delivery of this type of event

	Set budget 

	Hold planning meeting 

	Source and book accommodation and conference venue

	Hold date in staff diaries

	Arrange catering

	Arrange transport

	Devise programme

	Invite speakers

	Confirm speakers

	Design and print programme

	Issue programme

	Promote event

	Design a booking form

	Create a delegates list

	Create a rooming list

	Create event templates e.g. PowerPoint presentations, speakers’ notes

	Prepare training materials 

	Collate training materials

	Confirm practical arrangements with delegates

	Confirm staff rota

	Design and print evaluation forms

	Devise social activities 

	Put delegate packs together

	Design and produce name badges

	Design and produce signage

	Issue briefing to staff and speakers

	Send delegate information to venue incl dietary and other requirements
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