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I want to take this opportunity to congratulate 
you as you assume the position of Course Rep, 
and to say that I look forward to working with 
you to improve the academic experience of 
Hallam students.

To improve the student academic experience 
this year, we need to prioritise listening to the 
student voice, and as Course Reps I believe 
you are in the best position possible to collate 
and represent these views. We need to work 
together more than ever before to resolve 
academic issues and to communicate any 
challenges faced by Hallam students today.

As your Education Officer, I am open to hearing 
your views, suggests, opinions and feedback. I 
also have a number of priorities for campaigns 
that I will be working on this year, including:

• Academic Stress-Free Campaign: I aim to 
launch a campaign focusing on student 
wellbeing and looking at how we can 
better support students in managing their 
academic commitments alongside extra-
curricular activities

• Lecture Capture Campaign: I plan to lobby 
the University to allow recorded lectures 
for all students this year. This will improve 

student academic experiences such as creating 
revision platform, access to any lectures 
missed and interpretation for students with 
language barriers.

• Decolonising the Curriculum Campaign: I plan 
to continue the work of previous Officers 
on calling for a more diverse and inclusive 
curriculum for BME students; aiming to 
drastically decrease the attainment gap for 
BME students.

• Academic Drop-in Sessions: Finally, I intend to 
prioritise academic drop-in sessions so that I 
can readily listen to student views from across 
Hallam, and to ensure that all students are 
given opportunity to speak out and be assured 
that their voices are being heard.

I want to finish by congratulating you again on your 
new role and I believe that collectively, we are going 
to do a great job this year! Please don’t hesitate to 
contact me via email uuseducation@shu.ac.uk, via 
Twitter or Facebook @HallamEducation, or you can 
meet me in person during my 
drop-in sessions at HUBS.

Andrew Adegbola 
Education Officer, 2019/20
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Course Rep Role
& Responsibilities

How We Support You

What are your key 
responsibilities?
• Gather positive and negative 

feedback from students on your 
course about their academic 
experience.

Health and Wellbeing 
(HWB) 
Faculty Academic Rep 
Charlotte Ellender
uusacademichwb@shu.ac.uk

Social Sciences and 
Humanities (SSH) 
Faculty Academic Rep
Currently Vacant 
uusacademicssh@shu.ac.uk

Faculty Academic Reps
Every student has an elected, voluntary Faculty Academic Rep, 
who meets with key staff in your faculty to represent student 
voice on a faculty-level. 

Alison Worsley
Academic Representation 
Manager
alison.worsley@shu.ac.uk
0114 225 3450

Sheffield Business 
School (SBS) 
Faculty Academic Rep
Jingze Liu
uusacademicsbs@shu.ac.uk

Science, Technology 
and Art (STA) 
Faculty Academic Rep
Jennifer Chisom
uusacademicsta@shu.ac.uk

Olivia Smye-Rumsby
Academic Interests 
Co-ordinator
o.c.smye-rumsby@shu.ac.uk
0114 225 5001

Academic 
Representation 
Team
We are here to support you all year round 
whether you want speak with us about a specific 
Rep issue or you have any general concerns 
about your role. We are usually based in the 
Hubs building Monday-Thursday and at Heart of 
the Campus, Collegiate on Fridays.

What you can expect from us...
The Student Representation system is run in partnership 
between the Students’ Union and the University. As a Course 
Rep you can expect to receive support from both organisations 
in the form of training, ongoing development opportunities and 
ongoing support.

The Students’ Union will...

• Provide initial training to help you get the most out of your 
Course Rep role.

• Provide additional training opportunities to help you further 
develop.

• Organise events for you to meet other Reps.

• Provide physical and digital resources to support you in 
your role.

• Be on hand to support you throughout your role.

• Report Rep feedback to the Education Officer to ensure 
further action is taken if needed.

• Communicate what students think 
to University Staff (even if you don’t 
agree).

• Participate in student voice 
meetings, discussions and decision-
making processes.

The University will...

• Provide information about meetings, dates, times and 
venues well in advance.

• Provide documentation when relevant, such as the agenda 
and minutes for meetings.

• Direct you to the right member of staff to help tackle your 
issue.

• Take Rep feedback seriously.

• Act on feedback where possible in a reasonable timeframe.

• If feedback cannot be acted on, provide an explanation as 
to why this is. 

• Report back to students on any 
outcomes or ongoing issues.

• Inform your Department Reps of any 
issues that seem to affect more than 
just your course.
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Key Contacts 
& Resources at 
Sheffield Hallam
Where to take feedback & signpost students
As a Course Rep, your main role is to gather student feedback and to relay it back to 
key staff contacts and at various student voice forums. Another key part of your role 
will be signposting students to the relevant support services at either the Students’ 
Union or the University. 

The diagram below shows key staff contacts and resources at both the SU and the 
University, where students can either get support or feedback any issues they have. 
As a Rep, understanding more about each of these resources and what they offer 
students, will be key to you functioning well in your role. This said, staff are always 
on-hand to provide advice or point you in the right direction, so don’t worry if you 
ever get it wrong; this diagram is to help make it easier!

Department Reps: 80

Faculty Reps

Course Reps: 1,800

Students: 35,000

The Rep System:

Students’ Union Council

Student Officer Team

See page 5

See page 14

See pages 16 & 17

See pages 16 & 17

See page 5 & 16Faculty Reps

see page 12

see page 15

SHSU Advice Centre

Academic Representation Team

Course Leader

Course-level meetings

Module Leader

Academic Advisor

Student Support Advisor

Careers Advisor

Disabled Student Support Service

Department Reps See page 17

Education Committee See pages 16 & 17

See page 16Part Time Reps

She�eld Hallam Students’ Union She�eld Hallam University

COURSE 
REP
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Gathering Feedback Feedback 
Methods

Feedback
Topics

Who are you 
representing?

As a Course Rep, it is important to gather 
feedback from across your cohort and 
not just from your peers, that way you 
capture the wider opinion and better 
represent the students on your course. If 
you don’t know already, ask your Course 
Leader who exactly you are representing, 
i.e. is it just your seminar group or your 
whole year group?

Identifying effective 
methods for gathering 
feedback.

There are a wide range of methods you 
can use for gathering feedback from 
students on your course. We don’t 
prescribe exactly what method you 
should use as courses vary greatly and so 
do the students in each cohort.

With this in mind, there are a number of 
factors to consider when choosing your 
feedback method/s:

• Student Diversity: Make sure you 
choose feedback methods that 
enable you to represent a wide range 
of student opinion from your course. 
Every course will consist of a variety 
of students each from different 
backgrounds and with different 
demographics. These different 

student groups will likely engage with 
student voice activities in a variety of 
ways. Think about how you can best 
represent multiple student groups 
and not just the views of your peers!

• Contact Time: The amount and 
type of contact time you have with 
other students and staff on your 
course can also have an influence 
on what feedback method would 
be most effective. Are you on a 
vocational course? Are you mostly 
taught in seminar groups or large 
lectures? What percentage of 
students are commuters? If you’re 
unsure, speak to your Course Leader 
about how you can most effectively 
utilise existing digital and physical 
communication channels for student 
voice purposes.

• Access to Resources: As a Hallam 
student, you have access to a wide 
range of resources whilst studying 
at University. Many courses involve 
access to specialist resources such 
as software, or tailored study and 
social spaces. These resources 
could be useful to help you gather 
feedback. Do you work in a studio 
space where you could host a 
feedback session? Do you use 
an online forum for any of your 
modules that you could also utilise 
for gathering student feedback? 
effectively gathering feedback.

When asking students for feedback, it can 
be helpful to provide further guidance or 
ask questions on the specific areas you 
want them to discuss. This will ensure 
you gain a more comprehensive overview 
of how students view your course and 
can help move the conversation beyond 
the more typical feedback areas such 
as timetabling and food prices. You can 

You can use whichever feedback 
methods you feel comfortable with, but 
we encourage you to use at least two 
different methods to capture feedback 
from a wider audience.

Surveys

• You can use Google Forms, Survey 
Monkey or even polls in Facebook 
groups.

• Ensure your questions are simple 
and not leading.

In Person

• Ask your lecturer for 5 minutes at 
the start or the end of a lecture/
seminar to gather feedback.

• When waiting for a lecture to start, 
its likely students will be talking 
about issues on their course so 
keep an ear out!

Social Media

• Share information and ask 
questions in the way your course 
tend to talk to each other already, 
such as a course Facebook or 
WhatsApp group. 

• Remember not everyone is on 
social media, so ensure to use 
other methods too.

Emails

• Go to the Rep Resources page of 
the Students’ Union website to 
learn how to email your cohort via 
the SHSU website!

• Use an eye-catching subject line 
and clear language

Other ways to get feedback

• Hand out two post-it notes and 
ask for one piece of positive 
feedback and one piece of 
negative feedback from everyone.

• Pass a notebook around in 
lectures with a couple of key 
questions for people to add their 
thoughts underneath.

• Leave a feedback box in a 
prominent place on campus, 
where students on your course 
will see.

• What feedback do you receive? Is it 
prompt, effective and useful?

Teaching and Learning

• Should there be more lectures, labs 
or tutorials?

• Are the size of the seminars and 
lectures appropriate?

• Is the quality acceptable?

• Do you have enough regular contact 
with academics?

Student Support

• Do students know staff well enough 
to feel comfortable approaching 
them?

• Do students feel well supported by 
their personal tutors?

• Do students regularly meet with their 
personal tutors?

Quality and Standards

• Is student feedback acted upon?

also phrase your questions in a way that 
encourages a mix of both positive and 
negative feedback, to give University staff 
a better understanding of the student 
opinion.

Curriculum

• How relevant is the content to 
potential further study?

• Is it preparing you for future 
employment?

• Are the learning outcomes being 
met?

Learning and Resources

• Is there a fair balance between self-
study, lecturers, seminars and lab/ 
workshop sessions?

• Are core texts easily available?

• What teaching methods would you 
find most useful?

• What is the standard of handouts 
given?

Assessment and Feedback

• Is enough relevant information given 
on plagiarism?

• Is there a fair divide between exams 
and coursework?

• Do you understand the criteria for 
assessment and methods used?
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Active 
Listening

Developing 
Solutions

Find My 
Rep Tool

Listening is a key part of the Rep role with students often 
coming to Reps with a broad range of issues and questions.  
Though in many cases you will simply need to signpost the 
student to an appropriate University or Students’ Union service, 
in other cases it may be that you need to spend more time 
listening to their concerns and making a note of their feedback.  

With this in mind, we have provided some guidance below 
on how to be an active listener so that you can better 
communicate with students and come to a place of genuine 
understanding when handling verbal feedback. Taking on board 
some of the tips below will help to ensure that those you are 
representing feel comfortable talking to you. It is not your 
responsibility to provide counsel or emotional support for the 
students on your course but we recognise that your role can 
put you in a position of trust, where students may come to you 
as their first port of call. It is therefore important that you can 
listen effectively and signpost accurately.

When gathering feedback it is important to 
remember to ask students if they have any ideas 
for solutions to the issues they have raised.

It may be that you need to ask several follow up questions 
to fully understand the issue in question, their viewpoint on 
the issue, and the kind of solution they are looking for. This 
is especially so for larger, group issues, where there may be 
several students each with a differing perspective on the issue 
and how it can be resolved. 

In order to do this, you will need to keep track of where your 
student feedback has come from! We encourage you to keep a 
record of feedback received and (if students give you explicit 
permission) who raised it. Students may be concerned about 
their names getting back to staff, so when gathering feedback 
we encourage you to always ensure to mention your will always 
keep feedback anonymous as a default. Giving students this 
assurance means you are more likely to get more honest 
feedback, meanwhile students can rest assured they’ve been 
kept anonymous.

If students aren’t able to come up with an appropriate solution, 
we encourage you to have a go at proposing a potential solution 
yourself when presenting issues to staff. This will help keep the 
conversation on a positive note and keep things more action 
focused.

With our Find My Rep tool, students can log into 
the Students’ Union website to find out who 
their Course Rep is!

As a Course Rep, you can customise your profile to tell students 
a bit about who you are and how to best contact you. You can 
also upload a photo so that students can more easily recognise 
who you are as their Course Rep.

Go to hallamstudentsunion.com/findmyrep to find the tool. 

You can also go to the Rep Resources page 
(hallamstudentsunion.com/representation/academicinterests/
iamarep) to download our guide on how to edit your online 
Course Rep profile.

Please note: your online profile is only visible to Sheffield Hallam 
students who are on your course.

1

2

3

4

5

5 Qualities of an       
Active Listener
Non-Judgemental: Nothing will cause someone 
to lose faith in you as a listener faster than feeling 
judged. Be aware of your personal feelings and 
opinions but try to leave them aside while you 
listen. If you find this particularly difficult for 
a certain issue, consider asking the person to 
raise the issue with another Course Rep or staff 
member.

Non-Directional: Being non-directional means you 
let the other person determine the direction and 
content of a conversation as much as possible. 
This approach permits the other person to freely 
talk, allowing them to introduce new topics that 
they feel are important, as and when they are 
ready. It also avoids the listener misdirecting the 
conversation and leading to the wrong conclusion. 

Doesn’t Make Assumptions: Assumptions are 
often wrong and sometimes offensive. A wrong 
assumption can lead you to misunderstand 
someone’s situation, which will make you appear 
as though you have not been paying attention. 
Always ask if you are unsure.

Warm: Maintaining a warm tone will help someone 
feel comfortable talking to you when something is 
troubling them. Think about your body language, 
your tone of voice and the kind of questions you 
ask. 

Attentive: If someone believes that you are not 
paying attention, it may seem like you don’t 
think that their concerns are important. This can 
make someone less likely to open up. Make sure 
they know you are staying fully engaged in the 
conversation with your body language and verbal 
cues. 
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Relaying feedback 
to University staff
Once you have gathered student 
feedback, you will need to consider how 
you are going to present it to University 
staff. Every course at Sheffield Hallam 
is required to have a formal mechanism 
for capturing student feedback, whether 
this is through Staff Student Committee 
Meetings (SSCMs) or an equivalent type of 
formal feedback session. 

Alongside this, we encourage you 
to approach your Course Leader to 
arrange a more informal mechanism 
for relaying student feedback outside 
of these meetings as the Student Rep 
system is most effective when feedback 
is provided in real time. It might be that 
they schedule monthly meetings with 
the Course Reps or you arrange to email 
them on a monthly basis with student 
feedback updates, whilst contacting 
them as soon as possible for more timely 
issues.

Prior to emailing or discussing feedback 
with your Course Leader, it can be helpful 
to group issues into key and recurring 
themes, as well as noting the level of 
urgency or priority for each issue. It can 
also be helpful to give staff an idea of the 
number of students that have raised the 
same issue i.e. ‘everyone in our seminar 
said they didn’t like…’  or ‘three students 
raised a complaint about…’. 

Closing the feedback loop

Once you have relayed feedback to staff, the agreed outcomes 
or actions going forwards need to be fed back the relevant 
students; this is called closing the feedback loop.  

There is no clear way to know if 100% of the affected students 
are aware of changes, but it is important that you feel confident 
you have taken the appropriate steps to keep students informed 
of changes within your course. Course Reps are often seen as 
a ‘bridge’ between students and staff, so if done well, you will 
be a key communicator in Student Representation at Sheffield 
Hallam.

Top tips when                                
handling feedback
• Keep it anonymous: It is important to keep all student 

feedback anonymous when synthesising and relaying 
feedback to staff unless you have explicitly got a student’s 
permission to mention their name.

• Be an active listener: Listen carefully to the students’ 
feedback, and try to accurately represent their point 
of view, whether you agree with it or not. Ask questions 
where appropriate to ensure you have understood their 
feedback, and to gather as much evidence and information 
as possible.

• Feedback in real time: Decide whether you should raise 
the feedback to a member of staff as soon as possible, or 
whether it is ok to wait until your next SSCM or feedback 
meeting with your Course Leader.

• Know the limits of your role: Remember, it is not your 
responsibility to take on individual or personal student 
issues. If you ever unsure how to handle an issue or feel it 
may be outside of your remit as a Course Rep, make sure 
you seek help from either the SU Academic Representation 
Team (see pg xx) or your Course Leader. 

Students provide Course 
Reps with feedback about 
their academic experience.

Course Reps feedback to staff 
in either formal or informal 
meetings.

Staff provide a response, and 
work with Reps to develop an 
appropriate solution.

The resulting outcome 
or ongoing actions are 
reported back to the 
relevant students.

The Feedback Loop
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Disabled Student 
Support Service

The Student Advice Centre is a key 
resource for students, providing free, 
impartial and confidential advice, 
support, guidance, and in some 
circumstances, representation for 
individual students. 

How can the Advice Centre 
support you as a Course Rep?

As a Course Rep, there may be times 
where students come to you with 
issues individual to them; whether it is 
something related to their course or 
something going on in their personal 
life. In these cases, your role is to simply 
signpost students to where you think is 
the most appropriate resource or contact 
at either the University or the Students’ 
Union. It is not your responsibility to 
sort these issues out, or to provide the 
student with advice. 

With this mind, we strongly advise that 
you make use of the Student Advice 
Centre by signposting students to them 
with individual personal or academic 
issues. 

Academic Complaints
A student might complain to you about 
an aspect of their course that is not quite 
right; this is useful feedback. But if it is 
something that only affects them as an 

individual, or if they feel that they as an 
individual have been treated unfairly, 
staff at the Advice Centre can provide 
advice and support in line with the 
University’s Complaints Procedure.

Academic Appeals
Sometimes students believe their work 
has been marked unfairly. The Advice 
Centre can help them to work out if they 
have grounds to appeal their mark, and 
if so, work alongside the student to take 
their case forwards.

Academic Misconduct
Students who have been accused 
of either plagiarism or cheating in 
assignments and exams go through an 
academic misconduct procedure. The 
Advice Centre can work with these 
students to make sure they are being 
treated fairly, that their voice is heard 
and that they are aware of their rights 
under the University procedures. They 
can also represent students at Stage 2 
Academic Misconduct meetings.

Extenuating Circumstances
If students are sick or something 
unexpected gets in the way of their 
studies, they may need support to apply 
for Extenuating Circumstances.  This is 
not always straightforward so the Advice 
Centre can help students to understand 
the process, to understand what happens 
if their application is rejected and to 
make informed decisions.

General Advice & Signposting
The Advice Centre also helps students 
with lots of non-academic issues such as 
funding, debt, employment and housing 

problems. Where they are unable to help, 
they’ll be able to signpost students to 
the most suitable service. They have daily 
bookable appointments as well as providing 
advice via email, website and telephone. 

hallamstudentsunion .com/advicecentre

0114 225 4148 There is a lot of support available to students with a disability 
at Sheffield Hallam. Often students don’t necessarily feel that 
they have what would be termed a ‘disability’, but this is just a 
general term that is used to cover a wide range of conditions 
that may affect someone; including physical disabilities, 
visual or hearing impairments, specific learning difficulties 
such as dyslexia and AD(H)D, mental health difficulties, autism 
spectrum conditions, and long-term medical conditions. The 
support offered aims to ensure that students with a disability 
are not unfairly disadvantaged and have the same access and 
opportunities for success as all students at Hallam. 

As a Course Rep, there may be times where students approach 
you with questions regarding disabled support at Hallam, 
whether it is in relation to support they are already receiving 
(learning contracts or Disabled Support Allowance DSA) or 
whether they are interested in finding out more about what is 
available to them as a Hallam student. In these situations, we 
advise that you simply signpost them to either the University’s 
Disabled Student Support (DSS) service, or the Students’ Union 
Student Advice Centre (contact info on pg xx). Both of these 
support services will be able to advise students accordingly.

 
Contact Info

0114 225 3964 

(Mon-Thurs 9am-5pm, Fri 9am-4:45pm,                                
voicemail at other times)

disability-support@shu.ac.uk

Or you can view their webpage on the Sheffield Hallam 
University website to find out more about their services!

Learning Contracts

A Learning Contract is a document drawn up between a 
student and the University which tailors support for their 
individual needs, with the aim of ensuring that they are 
not disadvantaged because of their disability. It covers 
any reasonable adjustments to their course that enables 
them to fully participate; for example they may be 
given extra time to hand in work or to sit an exam. Their 
Learning Contract will also outline any additional support 
they may need. The contract is then shared with relevant 
staff to enable them to ensure that the reasonable 
adjustments are put in place. This contract can also be 
revised and adjusted throughout a student’s studies as 
and when their needs change. 

Placements: If a student is on, or due to be on placement 
as part of their degree course, and has any disability 
related concerns, it is advised that they speak with their 
Student Support Advisor or a Faculty staff member. 
This is because the conditions related to their learning 
contract applies solely to their studies at Sheffield 
Hallam, and it may be that further measures need to be 
taken to support them during time on placement.

Sheffield Hallam Students’ Union Course Rep Handbook 2019/2014
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Democracy at 
your Students’ 
Union

Working alongside 
Department Reps

Your Students’ Union is run by students, for 
students. As a Course Rep, you make up part 
of the wider team of student representatives at 
Sheffield Hallam.

Student Officer Team
Leading the way with student representation is our Student 
Officer Team. As previous or current Hallam students, your 
officers are elected into their role each year by students in 
cross-campus elections. They dedicate a year, working full-time 
to represent your student voice, both at Sheffield Hallam and on 
a national scale; running campaigns, hosting events and sitting 
on University-level boards and committees. 

Part Time Reps
Our team of Part Time Reps are also elected each year by 
Hallam students. These are voluntary positions held by current 
Hallam students and cover a range of key student demographics 
including academic areas, liberation groups (black & minority 
ethnic, women, disabled, LGBT+) and other underrepresented 
groups (mature, international and postgraduates).  

As part of our Part Time Officer Reps, Faculty Academic 
Reps focus on representing the student voice at a faculty 
level; attending faculty level meetings and boards to ensure 
students are represented in University meetings. They also work 
alongside the Education Officer to do wider campaigning on 
behalf of Hallam students. 

This year, we have four Faculty Academic Reps:

• Health & Wellbeing (HWB) Faculty Academic Reps

• Sheffield Business School (SBS) Faculty Academic Reps

• Social Sciences & Humanities (SSH) Faculty Academic Reps

• Science, Technology & Arts (STA) Faculty Academic Reps

Alongside Course Reps, there are over 
70 Department Reps elected each year 
to represent the student voice at a 
Departmental level. We encourage you 
find out who your Department Reps are 
as soon as possible so that you can work 
together to better represent the students 
on your course!

Below are some of the key ways you can 
work together:

Signposting students: Any time a student 
provides feedback that you think may be 
impacting more than just the students 
on your course, you can signpost them to 
a Department Rep so that this feedback 
is captured and fed into Departmental 
level meetings. Once you have signposted 
a student to a Department Rep it is 
the Department Reps responsibility to 
close the feedback loop by ensuring the 
student is kept informed of any resulting 
outcomes.

Providing departmental level feedback: 
Alternatively, you can simply make a 
record of any student feedback you think 
is more relevant for Departmental Boards 
and relay this to Department Reps on a 
regular basis, instead of signposting the 
student. When doing this, make sure that 
the feedback loop is closed by either 
yourself or the relevant Department 
Rep/s.

Hosting student feedback sessions: It 
may be that you decide to host a student 
feedback session with Department Reps 
so that you can more easily capture 
student feedback at a course and 
departmental level. If you’re interested in 
doing this, speak to your Course Leader 
to see if they could help you facilitate 
a session/s. It is also worth noting that 
Department Reps have access to a 
Department Rep fund (provided by the 
Students’ Union) which they can use 
towards providing some  food or drink at 
these sessions.

Running campaigns / research / projects: 
You may be interested in getting involved 
with student representation beyond 
your course. Throughout the year the 
Students’ Union will be providing updates 
on opportunities to get more involved 
whether it is by supporting an officer 
campaign, helping to facilitate student-
led research or taking prat in student-
led projects. Your Course Leader or 
Head of Department may also provide 
opportunities to get involved with some 
student-led projects.

You should receive an email telling you 
who your Department Reps are but if you 
are unsure or can’t find this email, please 
contact the Academic Representation 
Team to find out!

Students’ Union 
Council & Education 
Committee

Union Council is the highest 
decision making body in the 
Students’ Union. It is made up of 
over 30 student representatives 
including Student Officers and Part 
Time Reps. At council, issues are 
discussed and official Students’ 
Union policies are decided on. If a 
policy is passed, this can mandate 
the Student Officers and the 
Students’ Union to take certain 
stances and actions going forwards. 

This year, Hallam students voted 
for change during our March 
referendum, and we have now 
introduced several new Part Time 
Officer roles and student-led 
committees. As a Course Rep, 
you may be interested in getting 
involved with the newly formed 
education committee, led by 
the Education Officer, including 
attending any open meetings or 
campaigns they run. We will keep 
you updated on developments from 
Education Committee throughout 
the year. 

Faizan                      
Sajid

Lauren
Kaye

Sheriff                      
Muhammed

Andrew
Adegbola

Ellis
Clark

Activities 
Officer

Welfare 
Officer

President
Sports 
Officer

Education 
Officer

See the 
insert at the 
back of this 
handbook 
to find out 
who your 
Faculty 
Academic 
Rep is!
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Skills & Development 
Opportunities

Reward & 
Recognition

Rep of the Month
The Rep of the Month award recognises Course 
Reps and Department Reps who have gone 
above and beyond in their role; doing their 
best to represent students and change their 
academic experience for the better. All staff 
and students are welcome to nominate any 
Reps that they feel are deserving of this award 
and each month our Education Officer, Andrew 
Adegbola, will choose a winner!

Winners will receive a small prize and their 
achievements will be promoted via the SU’s 
communication channels.

Nominations can be made at: 

hallamstudentsunion.com/repofthemonth. 

We encourage you to circulate this link amongst 
students and staff each month, to be in with a 
chance of winning! 

Student Representation 
Celebration
Our Student Representation Celebration 
takes place in May each year. This event is a 
chance for us to celebrate SHU students and 
staff who have played a key role in the success 
of representation and student-led change 
at Sheffield Hallam! Last year we paired up 
with our Skills & Development Team to deliver 
this event and celebrate students who had 
successfully completed the Leadership Award. 

There are a wide range of skills and development 
opportunities at the Students’ Union, available 
for Student Reps. To find out more about each 
of these opportunities, contact the relevant SU 
team or email studentreps@shu.ac.uk.

Skills & Training

Our Skills and Training team offer a broad range of 
opportunities for Student Reps throughout the year:

• Hallam Award: A personal development toolkit that helps 
students’ to reflect on their experiences and to articulate 
the transferable skills they have gained through extra-
curricular activities during their time at Hallam.

• Life Skills Programme: A range of stand-alone workshops 
are offered throughout the year, for a free or low-cost 
price. These are open to all Hallam students and are 
offered on a first come, first serve basis. They cover topics 
such as team building, conflict resolution and management 
skills as well as opportunities for learning Makaton, active 
listening skills, digital skills and first aid training.

To find out more, visit:                                           
hallamstudentsunion.com/lifeskills

Volunteering

• Our Volunteering Team provide a range of volunteer 
opportunities throughout the year, from one-off 
volunteering events to student-led projects, partnering 
with Voluntary Action Sheffield (VAS) to provide 
comprehensive and up-to-date information on volunteering 
opportunities in the local community. 

To find out more visit:                                           
hallamstudentsunion.com/volunteering

Societies

• With over 100 student-led societies, there are lots of 
opportunities for you to make friends, have fun, be on a 
committee and gain a whole new set of skills! You can view 
our list of societies or see how you can start your own at: 
hallamstudentsunion.com/societies

As a Course Rep, you will receive regular email updates about all 
of the opportunities above, as well as any new development or 
training opportunities that arise throughout the year.
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What Changes Have 
Course Reps Made?

Set up 
academic 
societies

Made 
changes to 
timetabling

Improved 
access to 
resources

Acquired 
new 
software 
for 
students

Increased 
module 
choices

Changed 
room 
allocations

Improved 
deadline 
clashes

Improved 
assignment 
feedback

Influenced 
teaching 
styles

Changes to one 
hour days on 

the timetable, 
sessions were 
either moved 
or extended.

“I have improved 
teaching by feeding back 

positive information on how 
some lecturers teach which 
we as a course found more 

effective compared to some 
other styles.” 

“I was able to provide insight on 
how students are finding the course, 

as well as put forward issues that 
students were having with modules 

and library services, so that we were 
able to confront these problems to 

ensure a better experience.”

“I’ve managed to 
get us one day off per 

week to allow people to 
get part time jobs.”

“One of the lecturers 
invested in a microphone 

which really helped after I put 
forward feedback saying that 

we struggled to hear what they 
were saying in the 
lecture theatre.”

The tutors are 
adapting their teaching 
techniques to be more 
tailored for our year 
such as interactive 

quizzes instead of asking 
us questions during 

lectures.

The way some 
modules will 

be assessed in 
following years 

has been altered 
due to feedback 

and extra support 
sessions have 

been organised.

Through being a Course Rep, I have 
made peers feel that their opinions 

are valued by creating a bridge 
between students and staff for easy 

communication where people feel 
comfortable to share their concerns 

and praise.
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HoD

DM

SSCM

NSS

LTA

UG

PGT

PGR

HE

FAR

SHSU 

SHU

Head of Department

Department Manager

Staff Student Committee Meeting

National Student Survey

Learning, Teaching and Assessment

Undergraduate

Post Graduate Taught

Post Graduate Research

Higher Education

Faculty Academic Rep

Sheffield Hallam Students’ Union

Sheffield Hallam University

Acronym 
Buster
STA

HWB

SBS

SSH 
 
CL

CA

Faculty of Science, Technology and Art 

Faculty of Health and Wellbeing

Sheffield Business School

Faculty of Social Sciences and Humanities

Course Leader

Course Administrator

Staff try to limit their 
use of jargon - but it is 
still used sometimes! 

This can be a bit 
confusing, so feel free 

to ask if you hear an 
acronym you don’t 

understand.

Notes...
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