
  

 

Course Reps – a brief guide for Course Leaders  

 
At Sheffield Hallam, we recognise that the best learning environment is one where students’ 

perspectives are valued and taken into account. Course Reps play a crucial role in achieving 

this. They are a vital link between students, Course Leaders, and wider Representation 

structures. 

To ensure that every student can have a meaningful say on their education, we want to 

make sure that there are Course Reps on every course at Sheffield Hallam. 

Students will be able to volunteer as Course Reps from just before Welcome Week – 

Monday 12th September. 

Signing Up 

All students who want to become Course Reps should volunteer for the role by heading to 

www.hallamstudentsunion.com/reps, and then completing the short signup module (set of 

questions). This doesn’t take more than two minutes to complete. As students sign in to our 

website via the University’s Single Sign-On, they don’t need to enter their student details – 

that’s all gathered in the background. 

We don’t want you to feel that asking students to signup via the SU website removes the 

Course Leader from the process, or that Course Leaders shouldn’t build relationships with 

their Reps. Please continue to have conversations with students who’d do well in the role 

(‘arm-twisting’ is sometimes needed!), and please also give students the opportunity to sign 

up right there in class – you could give students five minutes to sign up at the end of a 

lecture, for example. 

When students sign up, they will automatically be sent an email welcoming them to the role, 

inviting them to attend a training session, introducing them to their Department Rep, 

directing them to useful resources, and encouraging them to join our Course Rep Team on 

Microsoft Teams.  

We think that all of these resources will be really helpful in getting Reps up and running as 

quickly as possible, and in making the Course Rep role a genuinely desirable and fulfilling 

role for students.  

Finding out who’s signed up.  

You can f ind out who has signed up, and who has attended training, whenever you’d like via 

the Students’ Union website. The link to access lists of Course Reps by Department or 

College is www.hallamstudentsunion.com/coursereplists (you might want to bookmark this 

link if you access it frequently).  

In order to access this page, you’ll need to have created an account on our website (which 

you can do here), and then emailed studentreps@shu.ac.uk to let us know you’ve signed up, 

so we can apply the correct permissions to the account. You only have to do this once, and 

then you’re able to log in and access the lists whenever you’d like. 

Currently, lists need to be downloaded from our page. However, we are in the process of adding 

a feature to allow lists to be viewed in-browser, without the need to download anything. This will 

be ready by the end of September 2022.  

 

http://www.hallamstudentsunion.com/reps
http://www.hallamstudentsunion.com/coursereplists
https://www.hallamstudentsunion.com/account/register/guest/
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Encouraging students to become Course Reps 

 
Below we’ve outlined some questions that students might ask about the role, and what you 

could say to encourage a student to take part.  

What’s a Course Rep? 

Course Reps are students who volunteer a few hours per month to gather coursemates’ 

opinions about the course, and then meet a few times per year with University staff  to 

discuss their feedback and come up with ways of improving the course.  

Why should I become a Course Rep? 

Being a Course Rep is a great way to develop and demonstrate skills like problem solving, 

communication, and teamwork. Course Reps also get lots of opportunities to meet other 

students across the University.  

It can also be very rewarding, as you’ll be improving the experience of current and future 

Hallam students. 

Is being a Course Rep right for me? 

The Course Rep role is voluntary, so we want to make sure it f its around your other 

commitments – your studies, a job, your social and family lif e. We think that any student can 

be a Course rep. 

If you want formal recognition for your role, you’ll need to be able to commit to attending 

training, spending a handful of hours per month talking to other students, and attending two 

meetings per year. There are plenty of opportunities to do more if you’d like, though, 

including getting involved in our new accreditation scheme for 2022. 

You don’t need to have all the skills a great Course Rep has right now – you just need to be 

willing to learn. 

I’m still unsure about whether being a Rep is right for me… 

You aren’t officially registered as a Rep until you’ve completed the first milestone of 

attending training. So, if you’re unsure about becoming a Rep, then you can sign up now, 

have a read through the information you’ll receive once you’re signed up, and make a 

decision later.  

If, at some point later in the year, you decide you really can’t commit to being a Course Rep, 

you can let either your Course Leader or the SU know, and we’ll take your name off our l ists.  

How do I Sign up? 

Head to www.hallamstudentsunion.com/reps, log in using your student login (the same one 

you use to log into Blackboard) and complete the short signup module. You’ll then receive 

an email with: 

- Links to useful resources to help you get to grips with the Course Rep role 

- An invitation to attend one of our introductory training sessions 

- Ways to get in touch with other Reps in your Department and beyond. 

Your email may take a few minutes to arrive. If it’s been more than an hour, and you’ve 

not received it, check your spam folder – and if it’s still not there, email 

studentreps@shu.ac.uk and we’ll investigate. 
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