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Congratulations on becoming a Course 
Rep at Sheffield Hallam University!

The first thing you should know is that the 
Course Rep system is run jointly between 
Sheffield Hallam University and Sheffield 
Hallam Students’ Union.

By becoming a Course Rep, you are taking 
on a brilliant opportunity and responsibility 
to influence your course and more for both 
current and future students. Never forget or 
underestimate the fact that a small handful of 
dedicated and determined students can make 
the biggest change. We are facing challenging 
times in the HE sector and now more than ever 
the voices of students need to be amplified 
and heard. In this role you will speak on behalf 
of students by communicating and raising 
awareness of issues affecting students both on 
their courses and in their everyday university 
life. 

As your Education Officer, I’m here to help and 
advise you throughout your time on any issues 
you may want to raise (from course fees to 
course feedback, and everything in-between!) 
This includes any campaigns or initiatives you’d 
like to run or see myself running. 

 I can’t wait to meet and work with you all over 
the next year! Don’t be afraid to call, email, or 
meet me in my office at the HUBS. 

Remember: Be polite, but DON’T be quiet!

Davey Silver
Education Officer 2017/18 
Sheffield Hallam Students’ Union

Thank you for volunteering to become a 
Course Rep!  

This is a valuable and rewarding role that is 
central to providing the University with the 
views of its students on their courses and 
wider experiences. It’s also a key way that the 
University can communicate the outcomes of 
any matters that are raised through the Rep 
system to its students.
The University is committed to working in 
partnership with your Students’ Union to 
support you in your role in engaging and 
representing your peers at all levels; whether 
in your course, department or Faculty. There 
will be opportunities throughout the year for 
you to receive training that develops your 
skills, meet with staff and other students 
and make a real difference to the student 
experience through your activities as a  
Course Rep.  
I very much hope you will make the most of 
these opportunities as one of our Course Reps 
and look forward to your contribution in the 
coming year.

Dr Neil McKay
Dean of Students, Sheffield Hallam University

Davey Silver, Education Officer 2017/18
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Responsibilities

Your Course Rep responsibilities include:

• Attending relevant training and induction necessary to fulfil your role

• Gather feedback from students and provide a point of contact for other representatives to ensure 
student views are considered and communicated

• Attending Student Staff Committee Meetings (SSCM) or other relevant meetings to talk to staff about 

what’s working well, what might need changing and any new ideas you might have relating to your course

• If you cannot attend a SSCM send your apologies to the secretary with any feedback you have gathered

• Pass on any topics you would like to discuss in the meetings to the secretary so they can be added to the 
agenda (and remember to pass on your apologies if you can’t attend)

• Communicate with other Course Reps and Departmental Reps to pick up on recurring issues  

• Report back to students with information and updates

The Students’ Union is expected to:  

• Provide initial training to help you be an effective Course Rep, alongside additional training opportunities 
throughout the year

• Organise events for you to meet your fellow Course Reps and Departmental Reps

• Provide resources to help you undertake your role 

• Hold events or meetings with Reps throughout the year to ensure lines of communication are maintained 
between Officers and the University 

• Be on hand to help you out with anything related to your experience as a Course Rep, so feel free to pop 
in and ask whenever you need it

• Use Reps’ input to report or provide feedback to officers to take further

• Operate an open door policy for advice and support from the Education Officer, Academic 

Representation Manager and the Academic Interests Co-ordinator.

The University is expected to: 

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

• Provide documentation when relevant, such as agenda and minutes for your meetings (which you have a 
right to) 

• Recommend appropriate members of staff to refer student issues to

• Consider all feedback presented by Reps

• Act on feedback where appropriate
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Training and support

There are lots of training opportunities throughout the year for Course Reps. 
It is vital you attend your initial training to ensure you are fully equipped 
for your role. There are numerous opportunities to attend so make sure you 
keep an eye on your emails so you don’t miss out. 

The Students’ Union runs a programme of free 
training workshops throughout the year which 
can also help you in your role as a Course Rep. 

See:
www.hallamstudentsunion.org/ 
trainingopportunities for a list of the available 
trainingworkshops each month.

If there is any training that you feel would 
benefit you in your role as a Rep , do let us 
know! You can do this either by emailing                  
studentreps@shu.ac.uk or pop into the 
Students’ Union for a chat. We can run these 
sessions one-on-one or for larger groups.

There are a number of staff in the Students’ 
Union who are here to support you as Student
Reps. If you have any problems, concerns, or just
want to chat about being a Rep, feel free to pop
into the Academic Representation Zone in the
HUBS.

Students’ Union

Katie Davorn
Academic Representation                           
Manager
e: k.davorn@shu.ac.uk
t: 0114 225 3303

Alison Worsley
Academic Interests  
Co-ordinator
e: alison.worsley@shu.ac.uk
t: 0114 225 3450

Student Rep Welcome Event,  
31 October 2017, Collegiate Campus
2 November 2017, City Campus
This is a fantastic opportunity for you to meet 
the Course Reps and Department Reps you 
will be working with over the year and gather 
knowledge from previous Student Reps. Take 
part in interactive workshops and designed to 
help you develop in your role.  Keep an eye on 
your emails for further information.

contacts:



Where do you fit in to the University?

Course Reps

As Course Reps, you are expected to collectively represent all the students at Sheffield Hallam 
University. You are responsible for your specific cohort, feeding through the opinions of your fellow 
students. Your position on Staff Student Committee Meetings (SSCMs) ensures you will be able to get 
their voices heard to the relevant members of University staff. Course Reps act as a channel to pass any 
Department wide issues that they have to pass onto Department Reps

Department Reps

Department Reps are elected each year to represent fellow students at Department Level. A  
Department Rep’s role is to provide a student voice and to promote student-led change at Department 
level. Department Reps are expected to meet with Course Reps within their Department to gather 
feedback on issues that are affecting whole Departments, rather than at Course Level.
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Structure 

Department Reps: 80

Course Reps: 1,500

Students: 37,000

Your Education Zone

Education Zone is a discussion forum that is open to all students, meeting at least four times a year. 
Education Zone offers the opportunity for students to come together to discuss any common concerns, 
and offers an opportunity for students to make change happen. Policy in Education Zone can be taken 
forward to Students’ Union Council to be discussed.

Students’ Union Council

Union Council is the highest decision making body within the Students’ Union. It is made up of 29 
students including the full-time Student Officers, part-time Union Reps, two reps from each Zone 
(Education Zone, Community Zone and Students’ Union Zone) alongside six Open Spaces that any 
student can run for. Here, issues are discussed and official Students’ Union policies are decided on. 
Official policy can then mandate the Officers and organisation to take certain stances on certain issues 
or to take a Course/Department related issue to Union Council, you must first take it to Your Education 
Zone to be discussed. You can either do this in person, or through the website - hallamstudentsunion.
com/your_union/democracy/policy. If the Zone agrees on a policy then the Chair/Vice Chair of Your 
Education Zone will take this to Union Council on your behalf.

Where do you fit in to the Students’ Union?

Your Students’ Union is run by students, for students. It is led by a team of student-elected Officers and 
has a number of Part Time Reps to represent different areas of Hallam’s student body. Any ideas you 
have or campaigns you want the Students’ Union to help support, please do contact us.

The Education Officer’s role includes ensuring that the opinions and academic interests of Sheffield 
Hallam students are represented both within the University and nationally. Your feedback as a Course 
Rep plays an important role in this.

You can also feedback through Sheffield Hallam Students’ Union’s democratic structure. One way you 
can do this is through Education Zone. 

As a course rep for 3 years I have been able to see the positive effects 
the system can have, I also have a very good relationship with the 
majority of my tutors which makes the meetings more productive.



98

A typical meeting

As a Course Rep, you will be invited 
to attend Student Staff Committee 
Meetings (SSCM). These meetings 
are vital in the development of the 
University as they provide a space for 
students to feedback directly to staff 
about what they love about their course 
alongside what could be improved. A 
huge part of your role as a Course Rep is 
to provide feedback at these meetings 
relating to your own experiences and 
those of your peers. Your input is really 

Before a meeting:

• Speak to as many 
students as possible 
through the range of 
methods (discussed on 
pages 12 & 13) so you can 
voice their opinions at 
the meeting

• Chat to other Course 
Reps to share questions 
and experience

• Read the agenda once it 
has been circulated to 
prepare you for what the 
meeting will be about

• Look over the minutes 
from the last meeting to 
see if there is anything to 
address

• Read any other papers 
that have been circulated

• Jot down any issues, 
comments or questions 
you want to raise to 
remind you in the 
meeting

• Don’t be afraid to ask 
staff if there is anything 
you don’t understand 
before a meeting

• Send any agenda items

During a meeting:

• Be prepared: bring a pen, paper 
and copies of the papers if 
possible (We can print these)

• Listen to others and bounce off 
what they’re saying

• Be aware of how much you are 
contributing; encourage everyone 
to share their opinions equally

• Ask if you are unsure of anything 
- often staff use jargon without 
thinking and need to be reminded 
that not everyone knows the 
definitions of the acronyms they 
use. If you’re confused, it’s likely 
someone else is too!

• Make notes as you go, jotting 
down any thoughts sparked by the 
discussions. This will also help you 
give feedback to other students 
after the meeting. 

• Raise any relevant issues your 
students have fed back to you 

• Be positive and constructive: 
take part in discussions to solve 
problems other Course Reps have 
presented

• Share ideas about effective 
ways to feedback to your fellow 
students

After a meeting:

• Check the minutes for any 
actions you volunteered to 
complete

• Feedback to students 
about the topics discussed 
and decisions made in the 
meeting (particularly those 
who asked you to raise 
something at the meeting 
on their behalf!) 

• Collect more feedback! 
See what students think 
about how the meeting 
went and keep the 
feedback loop going! This 
will help assure students 
their views are being taken 
seriously and hopefully 
encourage more feedback 
from them in future (read 
more about the feedback 
loop on page 13)

• Talk to us at the Students’ 
Union or your University 
staff support with any 
questions or concerns you 
might have

More helpful information about meetings...

Typical structure of a meeting:

• Minutes of the last meeting will be discussed

• Minor items, or report on progress of actions agreed at previous meetings.

• Agenda items will be discussed, along with possible solutions 

• Any other business (anything not placed on the agenda)

• The Chair will dismiss the meeting after details of the next meeting are given

Topics generally discussed:

Anything relating to the student learning experience, positive and negative, 
can be discussed at SSCM meetings. This includes but is not limited to:

• Assessment
• Feedback
• New modules/content
• Learning resources
• Learning experience
• Teaching
• Student support  and guidance
• Survey findings
• Career development 

• Department Academic Staff
• Department Administration Staff
• Other Course Reps

important to help positive changes 
happen and to ensure the University 
develops to match the needs of its 
students. 

It is important to remember that you 
can feedback to Course Leaders at any 
point in the year. Course Leaders may 
invite you for one-to-ones throughout 
the year; it is vital to attend these to as 
they are an opportunity to feedback 
continuously and shape your course.

Remember to know your limits 
as a Course Rep! Students may well 

approach you with issues that you cannot 
advise on, but the ‘Useful Contacts’ 

section of this handbook provides relevant 
contacts in the University support network 

that you can direct students to 
these situations.

A number of different people will 
attend a SSC meeting including:
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Types of feedback Advice Service

 As a Course Rep, you should be the first person that fellow students raise 
their academic issues or course-related concerns with. It is then up to you to 
take further action!

• Listen carefully to the students’ feedback, whether you agree with it or not

• Ask questions where appropriate to gather as much evidence and extra information as possible

• Gather the feedback you have received to draw together any themes or recurrent issues 

• Decide whether you should raise the feedback to a member of staff as soon as possible, or 
whether to take it to the next Student-Staff Committee meeting 

You may be asked to give feedback on the following areas (we’ve included a few example             
questions to think about):

The job of the Course Rep is to watch and listen to what’s happening on your 
course, to use your observations to feedback to the staff to try and improve 
the learning experience for all students.

Sometimes individual students might be having difficulties that they come to you with - it might be 
about the course, it might be about their personal life. If it is personal to them, it is not an issue for 
you as a Course Rep to sort out. You can send these individuals straight on to the Students’ Union 
Advice Centre who offer a free, independent and impartial advice.

What the Advice Service does:

•  Complaints 
  A student might complain to you about an aspect of a course that is not quite right - this is useful 

feedback. But if it something that only affects them, if they feel they have been treated unfairly or 
something has had a negative impact on them individually, the Advice Service staff can advise and 
support them using the University’s Complaints Procedure. 

• Academic appeals 

  Students sometimes think that their work has been marked unfairly - we can help them work out 
if they have grounds to appeal their mark. Again, send them to us for help, guidance, support and 
representation.

• Academic misconduct 
  Students who have been accused of plagiarism or of cheating in some other way go through an 

academic misconduct procedure. We work with students to make sure they are treated fairly, that 
their voice is heard and that they are aware of their rights under the University procedures.  
We can represent students at Stage 2 Academic Misconduct meetings.

• Extenuating Circumstances 
  If students are sick or something unexpected gets in the way of their studying, they might need 

help to put in an Extenuating Circumstances application. This is not always straightforward -  
we can guide and support students to make sure they are making informed decisions and that they 
are treated fairly.

We can also help students with lots of other non-academic problems like: funding, debt, employment 
and housing problems. Where we are unable to help we know the best place to signpost or refer 
people!

We have daily bookable appointments as well as providing advice via email, website and telephone.

For more details or to access the service call or go to our website:

www.hallamstudentsunion.com/advice_help

 t: 0114 225 4148

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?
•  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 evaluation on student feedback  

acted upon?
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Communication types/tips

As a Course Rep it is essential that you communicate effectively with your 
fellow students. There are a number of ways of doing this, below are some 
top tips and examples. Don’t forget to pop into the HUBS if you need any 
advice.

Email

Use an eye catching 
subject line
The subject line of 
an email is the first 
thing seen, what 
would you want to 
read?

Is it relevant?
Phrase your emails 
so it is clear how 
what you’re saying is 
relevant.

Don’t include too 
much information
What key messages 
do you want to 
include? Make sure 
this comes across in 
a clear and concise 
way.

Nobody likes a dull 
email
Add emphasis 
using bold, italics, 
underlining and easy 
to read colours, but 
be careful not to 
overdo it.

Surveys

Be clear in your 
language
Ensure your wording 
is as easy to possible 
to understand and 
ask friends to check 
before sending your 
survey out.

Keep it simple
Only ask what 
you need to 
find out, don’t 
overcomplicate it.

Get wide opinion
Don’t keep it within 
your friends; make 
sure you get a wide 
range of feedback.

Get the right data
Be clear on what 
you want to find 
out and what you 
are going to do with 
the information 
you gather before 
you send out your 
survey. 

Social media

Build your course 
profile
Join or follow 
relevant accounts 
within the University 
and share or 
retweet relevant 
information to your 
course.

Embrace different 
platforms
Different platforms 
have different pros 
and cons, embrace 
the positives and 
utilise these as 
appropriate.

Facebook group
Having a Facebook 
group allows 
discussions to 
happen in a close 
environment and 
gives everyone space 
to interact on social 
and academic issues.

Share Share Share
Share interesting 
pieces of news, 
surveys or videos 
relevant to students 
on your course to 
provoke debate.

Face to face

Course Meetings 
and socials
These don’t have to 
be formal - you can 
suggest activities or 
events where you 
can socialise and 
chat.

Lecture talks
Ask your lecturer 
if you can have 10 
minutes to discuss 
course feedback.

Informal chat
 Waiting for a lecture 
to start or on a 
coffee break, it’s 
likely that issues 
about your course 
will crop up in.

Feedback Loop
• Feedback is the most important part of being a Course Rep; it should connect  staff and 

students
• If a student has a particularly strong view on something, ask around to see if anyone else has a 

similar or opposing view. You will need to present information without bias, so it will be useful to 
be able to see both sides of the argument

• Remember to feedback to students or staff who have raised issues with the outcome or 
explanation

Students feedback to Course Reps 
about new decisions that have 

been made and how they are being 
affected.

Reps and staff at SSC find a solution 
or explanation to the issues, which 

the Course Rep feeds back to students

Students let their Course Reps  
know about any issues or suggestions 

they would like raised.

Course Rep presents these issues  
or suggestions at SSC meetings  

to be discussed

I like to think I am making a difference to the course 
experience and that any changes made have helped to 
improve the experience of university for the student.
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You said, we did Rewards and recognition

During the last year there were many different issues that Student 
Reps have raised, and below are some of the achievements. Throughout 
the year we would love to hear about what you do, either email                      
studentreps@shu.ac.uk, or nominate yourself as Rep of the Month!

Extra Sessions   

A Course Rep in Physiotherapy set up an 
ongoing anatomy revision schedule for the first 
year students. They organised a rota of year 3 
students to assist the first year students with 
their anatomy and took many of the sessions 
themselves. This idea has worked so well 
the course team intend to continue with the 
format next year.

Access to rooms 

Thanks to input from one Sport Coaching 
Course Rep in a SSCM, their course gained  
increased access to a valuable resource room 
which was used by all students. This  
increased access has helped all students in 
their studies and helped them bond as a  
group and work together on challenging 
projects.

Changes to rooms 

Originally one Course had a quick turnaround 
between two buildings that were a significant 
distance away. In negotiation with the Module 
Leader, this was adjusted so  that neither 
the Lecturer nor the students would have to 
be travelling significant distances between 
lectures.

Computer Software 

In Games Design, it was noticed that there was 
some software that students could only  
access in the media lab, however the Course 
Rep brought this to a SSCM. As a result  
there are now some library computers that 
now have access to this software. In  
addition, another extra room has also been 
set up with the required software which gives  
students more places to go while everywhere 

Hallam Award
The Hallam Award is the Students’ Union skills award that recognises and rewards students who 
have developed their skills through extra-curricular activities within the Students’ Union or Univer-
sity - including your role as a Rep. The Hallam Award is designed to help you reflect on and develop 
transferable skills that will help you in your University career and beyond.
There are some key dates for the Hallam Award:

Hallam Award Feedback Submission (OPTIONAL) 
Date: Friday 9th February 2017
This submission is OPTIONAL. You will need to submit at least one Skill 
Development Form and your Final Report Form. Your forms should be 
submitted by midnight Friday 9th February 2017. We will review your 
forms and give you feedback about how you can improve your work.

Hallam Award Final Submission
Dates: Friday 8th June 2017

The final submission for the Hallam Award is midnight Friday 8th June 2017 when you can submit 
your Hallam Award forms. You will need to submit your Skill Development Forms and your Final Re-
port Form. We will then mark your Hallam Award forms and send you your result in the summer.

Read more at hallamstudentsunion.org/hallamaward

Student Rep Celebration
Held in May, the Student Rep Awards celebrate the successes of the  
Rep system (Course Reps and Department Reps). It is a night to celebrate  
the achievements of the year, awarding students and staff who have  
stood throughout the year.

Sheffield Hallam Students’ Union Awards  
 - Outstanding Contribution to Student Representation

One of the awards given at the Sheffield Hallam Students’ Union Awards is 
for “Outstanding Contribution to Student Representation”. This award and 
it is presented to someone who has stood out for their work to represent 
the needs and interests of students. Meaning all Course Reps are eligible!

The

Hallam
Award

Could you be Rep of the Month? 
Keep us posted on what you’ve been 

doing (or nominate other Reps!) at 
hallamstudentsunion.org/your_union/

youreducation/repofthemonth/
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Other ways to make  
your voice heard

Glossary

As well as your input to SSC meetings, there are a range of ways to make your 
voice heard within the University. These include, but aren’t limited to:

Personal tutor/supervisor - the allocated staff 
member you should be able to turn to for aca-
demic support. 

Course Leader - often the person to speak to 
about modules, extensions, personal circum-
stances that could affect your performance, 
course transfers, etc. 

Module Evaluation Questionnaire - a good way 
to provide module leaders with direct, mod-
ule-specific feedback about content, style, 
teaching, resources and more.

National Student Survey - an important annual 
opportunity to review various aspects of your 
experience at University.

Student Rep Survey - an annual opportunity 
to evaluate your experience as a Course Rep; 
tell us what you liked, didn’t like and what was 
missing from your training, support and general 
experience.

Getting involved with the Students’ Union
As well as this, there are also a number of opportunities                                                   
to get involved with Sheffield Hallam Students’ Union.

Societies 
Joining a society is a fantastic way to meet new 
people, to get involved in an activity you love 
or to even try something completely new. In 
addition, there are Academic based societies 
at Sheffield Hallam Students’ Union which 
can be useful to help you gather feedback 
throughout the year through getting to know 
committee members and attending events they 
hold year-round.  Often, students may speak 
to their coursemates in their academic society 
if they have issues or concerns with their 
course so this can help you informally gather 
feedback. To find the Academic Societies 
relevant to you visit, hallamstudentsunion.
com/get_involved/societies/society_a-z. If 
you cannot find a Academic Society that is 
relevant to you, you can start your own! For 
more information visit hallamstudentsunion.
com/get_involved/societies 

Volunteering
 The Volunteering team at Sheffield Hallam 
Students’ Union facilitate student-led, 
community focused volunteer projects and 
also advertise lots of local volunteering 
opportunities with charities. For a full list 
of opportunities or more information visit: 
hallamstudentsunion.org/get_involved/
volunteering

If you are ever finding things tough, or feel 
you need advice there are number of services 
Sheffield Hallam Students’ Union provides:

Nightline 
A confidential, student-run information and  
listening service. Open 8pm-8am term time  
0114 222 8787

These are some of the terms you may come                                                              
across in your time as a Course Rep:

ACES  

AD           

ADAD  

AL            

AQSEC 
 

CPD                 

D&S  

ECs  

FAB  

FE            

FTE        

HE    

HEFCE       

HERA      

HESA         

HoAD  

HoD          

HWB       

 ICC    
 

IS&T      

KPIs          

L3S     
 

LTA            

NSS 
 
PTES 
 

PVC         

PL    

SEM
  
SL  
  
SBS         

SPI     
 
SRD    
 
TEF 
 
UKES 
 
ULT 
 
PVC 
 
VC      
 

Faculty of Arts, Computing, Engi  
neering & Sciences 
          
Assistant Dean or Assistant Director 
 
Assistant Dean for Academic 
Development
         
Associate Lecturer
  
Academic Quality &Standards 
Enhancement Committee
                
Continuing Professional 
Development
  
Faculty of Development & Society 
 
Extenuating Circumstances
 
Faculty Academic Board
          
Further Education
     
Full Time Equivalent
    
Higher Education
     
Higher Education Funding Council 
for England
    
Higher Education Role Analysis
      
Higher Education Statistics Agency
 
Head of Academic Development
        
Head of Department
     
Faculty of Health & Wellbeing 

  
Information & Consultation 
Committee
 
Information Services & Technology
    
Key Performance Indicators
   
Library and Student & Support 
Services
           
Learning, Teaching and Assessment
  
National Student Survey
 
Post-graduate Taught Experience 
Survey
        
Pro Vice Chancellor
     
Principal Lecturer
  
Student Experience Manager
  
Senior Lecturer
        
Sheffield Business School
    
Strategic Planning & Intelligence
  
Secretary & Registrar’s Directorate
 
Teaching Excellence Framework
  
UK Engagement Survey
 
University Leadership Team
 
Pro Vice Chancellor and Dean
    
Vice Chancellor
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Your contacts Notes

Fill in the below table with any contact details you may need to remember:

Name Role Email

Union Contacts

Katie Davorn
Academic Representation Manager

k.davorn@shu.ac.uk

0114 225 3303

Davey Silver
Education Officer 

uuseducation@shu.ac.uk

0114 225 6172

Alison Worsley
Academic Interests Co-ordinator

alison.worsley@shu.ac.uk

0114 225 3450
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