


Hello there!

Welcome to your fun fi lled Course Rep Handbook! Before I explain a bit about 
this joyful publication and your role as Course Reps, I would like to start by 
thanking you for giving up your time to get involved with representing your 
fellow students. As an elected representative of the student body, you are a vital 
link in bringing the views of Southampton University students to University staff  
and SUSU Academic Presidents, which are then passed upwards to the highest 
levels of the University and the Union. I know this may sound like a daunting 
prospect, but I promise you it really isn’t; the students’ views will be heard and 
highly respected, and this Handbook should fully prepare you for the job.

 Before you tuck into this veritable feast of information and joy, I would like to 
ask you to remember that this Handbook is designed to do two things. First 
of all, it is here to make sure that you have all the information you need to 
comfortably and confi dently attend your Committee. It should help you fi nd 
the best way to present the students’ views and opinions to the University, as 
well as explain in clear English what the Committees actually stand for! 

Secondly, the Handbook is here to help you to understand your role and what 
is expected of you as a Course Rep. Possibly the most important element of 
your role as a Course Rep is feedback, and you are the link between your fellow 
students and your Academic Unit – so please communicate with both!

Finally, if there is anything in this Handbook that you don’t understand and 
would like explaining then please get in contact, and I will be more than happy 
to help, so please don’t hesitate to get in touch. The more confi dent you are in 
your role, the better SUSU will be represented, which is what we are all about!

I look forward to meeting you all!

Sasha Watson
Vice President Academic Aff airs
vpacademic@susu.org
023 8059 5220 (Internal 25220)
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What is a Course Rep?                                                                            

Course Representatives represent their 
fellow students on course related matters 
in their Academic Units. The most common 
way this happens is through Staff -Student 
Liaison Committees (SSLC). There are 
student representatives for each year of 
each undergraduate course, as well as 
representatives for both postgraduate 
taught, and postgraduate research courses. 
As Course Reps you have all been elected 
by your fellow course mates, and as a 
result, have an important role to play 
in representing students’ views and in 
improving communication between the 
students and academic staff .

Why do we need You?
 
Course representatives ensure that the 
Students’ Union and the University are 
aware of issues, both good and bad. They 
play a key role in ensuring students have a 
voice, as well as keeping the student body 
informed as to key issues and events which 
may be occurring within both the Students’ 
Union, and more importantly the University.

The most important reason for having 
course reps, is that they provide an honest 
and well informed student view about 
the quality of the teaching and learning 
they receive thus enhancing the student 
experience.

What are the Benefi ts for you?

Taking on the role of Course Rep has many 
benefi ts. Not only will you make new friends, 
increase your knowledge of what’s going 
on (and in some cases know about things 
fi rsthand!), you’ll also be able to infl uence 
decisions that directly aff ect you and future 
students. Additionally you’ll be able to 
enhance your CV with a host of transferable 
skills that will improve your employability. 

These skills include: 

• Taking the Initiative, 
• Interpersonal Communication, 
• Problem Solving & Negotiation, 
• Planning and Organisation, 
• Teamwork

These skills aside, there are a whole host 
of further benefi ts to you. As a volunteer, 
you will also receive 15 Graduate Passport 
points, a scheme run by the University to 
promote extra-curricular activities.

The Role
of the Course Rep
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• Feedback – Is the feedback given on 
assessment useful for improving your 
work? Are staff  listening to student 
feedback and making adequate 
changes?

• Hidden course costs – Have students 
been given adequate information 
about the costs of photocopying, 
attending fi eld trips, laboratory charges 
etc? Are the charges reasonable?

• Teaching methods – Do students have 
the opportunity to experience a variety 
of teaching methods, such as small 
group work as well as lectures? Do 
lecturers make use of facilities such 
as PowerPoint, OHPs or videos when 
appropriate? Do they cater for all 
student groups?

Course Reps are not expected 
to deal with personal or volatile 
issues such as:

• Individual student performance – It is 
not your role to represent individual 
students’ interests in such cases. 
Students who have concerns about 
their grades should be referred to 
SUSU’s Advice Centre in Building 40, 
above the Stag’s Head pub.

• Allegations of harassment or bullying 
– The University has specifi c policy 
on these issues and students involved 
in such cases should be referred 
to SUSU’s Advice Centre or to a 
Harassment Contact (see Contacts 
page 23).

• Issues regarding particular members 
of staff  – if there are problems, do not 
raise these at SSLC, but rather follow 
the protocol and mechanisms of your 
Academic Unit. Meetings are not the 
place for personal confrontations with 
particular staff  members, or discussing 
staff  who are not present.

Responsibilities of 
Course Reps include:

• Making yourself known to the students 
on your course.

• Identifying course related issues and 
actively seeking student opinion.

• Attending and participating in 
appropriate Departmental meetings.

• Getting involved in the course and 
school feedback system.

• Feeding back to students on 
developments, and the outcomes of 
meetings.

• Liaising with other Course Reps in the 
Department and the Students’ Union 
on appropriate issues.

Course Reps identify issues 
aff ecting students in all aspects
of their course, including:

• Teaching resources – Availability of 
lecture rooms, lecture room facilities, 
disabled access, etc.

• Study resources – Availability of books 
and other resources in the library, 
access to workstations, laboratory 
facilities, etc.

• Course content and structure – Does 
the course description refl ect what 
actually happens? Do lectures and 
seminars focus on the important 
topics? Have changes been made 
to the course without warning 
or consultation? Is the workload 
distributed reasonably throughout the 
course? 
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If you would like to get a bit more involved, 
you can get involved is by becoming 
a Faculty Offi  cer, the lead student 
representative for their Faculty. There are 
eight in total, and they are responsible for 
co-ordinating the Academic Presidents, 
as well as dealing with large issues that 
are really having an impact on the student 
experience. The eight Faculties are:
 

Faculty of Business & Law 
Faculty of Engineering and the 
Environment
Faculty of Health Sciences
Faculty of Humanities
Faculty of Medicine
Faculty of Natural & Environmental 
Sciences
Faculty of Physical & Applied Sciences
Faculty of Social & Human Sciences

The role of Faculty Offi  cer is to liaise with 
the Academic Presidents of their Faculty 
on the issues that occur, and feeding up 
any necessary issues to the VP Academic 
Aff airs throughout the year, or formally at 
Education Committee meetings, which take 
place once every three weeks in term time. 
Faculty Offi  cers also sit at University Faculty 
level meetings, where the major issues are 
discussed from a University perspective, 
and work with the lead staff  members 
in the Faculty to ensure the best student 
experience is provided for all students.
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Academic Presidents

& Faculty Officers

Another way you can get involved is to 
represent your entire Academic Unit as an 
Academic President. There are 39 Presidents 
in total, and elections will be carried out 
later this year, most likely in the Spring Term 
before Easter. 

Academic Presidents liaise with Course Reps 
from their Unit roughly every 3 weeks, in 
order to keep an overall picture of any issues 
that arise, as well as feeding the necessary 
information to the Faculty Offi  cers for their 
Faculty. They also work with the lead staff  
in each Academic Unit to address the issues 
raised by Course Reps, as well as being the 
key point of contact for staff .

For those of you who are interested, all 
Course Reps are welcome to attend SUSU’s 
Education Committee too - if you want to 
join in the discussion, see what’s going on 
and have your say - come along! 

If all of this seems daunting, don’t worry! 
This just shows the level of support there is 
available for you, as well as the possibilities 
for progressing and becoming more 
involved in student representation! You 
won’t be dealing with all these things all the 
time, and if ever you feel out of your depth 
you can contact your Academic President, 
the VP Academic Aff airs or the Policy & 
Representation Co-ordinator.
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Making yourself known 

As a Course Rep, communication is the 
most important aspect: with students; with 
staff  in you Academic Unit, and with other 
Course Reps! You have been chosen to 
represent the views of all students on your 
course, not just your friends. The fi rst step is 
to let other students know who you are. 

After that, people can start coming to you 
with their opinions and issues. If you need 
any help or support, please contact the 
Students’ Union, and we are more than 
happy to help!

Getting yourself “out there” & 
gathering opinion

Below are a few ways in which you can 
make yourself more visible to the students 
you are representing and fi nd out the issues 
they are facing.

Lectures Ask a lecturer for a few minutes 
at the beginning or end of a lecture to 
speak to the other students. You can use 
this opportunity to introduce yourself, 
what you do and give out contact details. 
In addition you may wish to canvass views 
about course issues, inform students about 
imminent issues or to give feedback from 
Departmental meetings.

Notice Boards Put up a poster on the 
School notice board displaying information 
about yourself, such as a photo, your 
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Communicating

with students

contact email address and a brief statement 
about who you are and what a Course 
Rep is. You could also include information 
about meetings and issues that are under 
discussion. 

Email Your email addresses will be available 
online (just to your course mates!) so they 
know who their representative is - but don’t 
think that they will necessarily check there 
immediately! Publicise your email address 
so that students can contact you easily. You 
can also contact your Faculty Offi  ce to see if 
they can send out to your year group in the 
build-up to meetings, asking for opinions on 
issues.

Talking! Chatting to others on the course is 
the most eff ective way of letting them know 
what you do and fi nding out what they think 
about the course (plus a good way to make 
new friends!)

Surgeries If you have time, you could 
arrange to be available for a specifi c period 
each month or so for students to come and 
chat to you about course matters. You will 
also have the opportunity to get involved 
with the Site Surgeries, which will be held 
weekly on all campuses and will be run by 
SUSU Educational volunteers and support 
staff .

Social Media Your Academic Presidents will 
have a Facebook Friend Profi le - why not 
ask them if you can send out a message 
through it, or have a status put up asking for 
information and support?



And don’t forget to feed back!

It is essential that you give feedback to 
students about what is going on within the 
School and what you have done. If students 
raise issues with you and never see any 
action being taken, they will think there is no 
point doing so. 

Even if the Department doesn’t agree to 
what is being asked for, you should let 
students know that you have raised the 
issue, and inform them of the response. 
Feedback can be done via similar 
mechanisms to those above, but use your 
imagination, there are all sorts of ways you 
can communicate with students!

Resolving issues 

Throughout the year, there will be times 
where you are given a problem that students 
want resolved, and it will be up to you to 
deal with. When doing so, make sure you 
raise the issues in the most appropriate 
forum. Sometimes this may mean speaking 
to a lecturer informally, other times you 
may want to discuss a problem at an open 
meeting, and on other occasions you 
may need to involve the Students’ Union. 
Issues of concern often fall into one of five 
categories:

•	 “We’re able to deal with
	 this right now.”  
	 University staff are usually able to 

answer many questions right away to 
your satisfaction.

•	 “Dr __ will look into that issue and 
report back to the next meeting.” 
Usually one staff member is nominated 
to do this. Don’t forget to ask the 
results next meeting – staff are only 
human, and may forget to report their 
findings!
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•	 “This could have been solved weeks 
ago if the Rep had spoken with the 
lecturer.”  

	 Don’t forget that you (and any 
students) may approach your lecturer 
informally, and ask him/her about an 
issue. The issue may then be taken to a 
meeting if this is unsuccessful, or if it is 
a more School-wide problem.

•	 “This will probably affect 
	 students in other departments.” 
	 Sometimes issues arise that concern 

all students - like a reduction in 
library hours, for example. On 
these occasions please contact the 
Students’ Union, to raise it through the 
appropriate University committees and 
staff.

•	 “Unfortunately Dr __ is not here to 
defend him/herself.” 

	 Sometimes Reps bring up sensitive 
issues which are not really appropriate 
for an open forum. Meetings should 
not be used as an excuse to have a go 
at individuals!

If you ever have any issues, you can always 
ask your Academic President, Faculty 
Officer, VP Academic Affairs or the Advice 
Centre for help!  Your Faculty Office is also 
a good place to look if you are looking for 
information. They will be able to provide you 
with contact details of the relevant staff, as 
well as anyone whose job it is to support 
Course Representatives.



Closing the Feedback loop                                                                  

Being a Course Representative is not all 
about letting the University know about the 
issues aff ecting the students. One of the 
most important tasks of the course rep, is in 
‘closing the feedback loop’ – talking back to 
students

Every day, changes are being made to 
ensure that the University is providing the 
best student experience for students, and 
you’re a big part of that – so be proud and 
shout about it!

Being a course rep, one of the key 
responsibilities is feeding back issues to 
the students. Issues are constantly being 
brought to the University’s ‘table’, and 
the University looks at and deals with the 
issues, fi nding resolutions to the problems. 
However, if the students are not made aware 
that there is a solution to the problem, the 
same issues fi lter through the course reps to 
the University, when really there is no issue 
anymore. 

Feeding back also lets the student 
body know what is going on, as well as 
making them feel more involved with the 
representation system, encouraging them 
to raise issues with their course rep in the 
future.

To do this – tell you Academic President 
about what you do, and if it’s a big change 
– tell the VP Academic Aff airs and they will 
write a blog to advertise your great work!

Feedback

10

“Communication is the di� erence between being a good rep, and a GREAT rep!!!”

University

Course Reps
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Your fi rst step is to fi nd out how your 
committee meetings work. The best way to 
do this is to ask! Your Faculty offi  ce will be 
able to put you in contact with the chair of 
the Committee (if they don’t contact you 
fi rst!) In addition, by fi nding out who are the 
Course Reps in the years above you, you 
will be able to get a student “spin” on what 
goes on. It goes without saying that the 
most important things are to fi nd out where 
and when the meetings are, how to get the 
agenda of the meeting (a list of what is to 
be discussed) and the process for sending in 
your own agenda item. 

Canvass student views on agenda items 
before the meeting; don’t assume that 
everyone will agree with you!  

Preparing an Agenda Item

You can always suggest items to be put 
on the agenda of meetings - if there is a 
burning issue, and it’s not being dealt with 
- you can ask the Chair of the meeting to 
make sure it is discussed. However, it is 
essential that you prepare an agenda item 
well in order to be taken seriously.

Compiling Ideas:
• Avoid personal crusades
• Work collectively with other Reps from 

your Academic Unit or Faculty if the 
issue aff ects a number of students (i.e. 
not just course based) 

• Collect information and ensure it is 
presented clearly and logically
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Making The

Most Of Meetings
• Consult appropriate persons to look 

through your item before you submit it
• Get evidence for both why things need 

to change, and why 
• Think about the feasibility of what 

you want changed, and what issues 
the University would have with the 
suggested change - it’s a lot easier 
to make change happen with their 
support!

Submitting the Document:
• On time! Make sure you fi nd out when 

the deadline is (generally a week 
before the meeting)

• To the right person (the Senior staff  
member or you Academic President 
will be able to advise you – and are 
generally the people anyway!)

At the meeting
• You will be allowed to talk about your 

proposition and fully explain your idea 
• Use your document as reference; 

try not to read what you’ve already 
written, as the staff  should have 
already read it, but give an overview 
of the problem and the importance of 
resolution.

• Be clear about the reasons you want 
to bring about change and the impact 
the change might have on the student 
experience – whilst it might be clear in 
your head, it probably isn’t in theirs. 

You should be sent committee papers 
(agenda, minutes of the last meeting, and 
any extra relevant papers) several days 
before each meeting. It is important that you 
read these papers in advance of the meeting 
so that you know what issues are coming 
up and so that you will be able to canvass 
student opinion on relevant matters.



Committee procedures

Committees are your main port of call for 
getting things changed. I’d strongly advise 
you meet with your Academic President 
before every meeting, to go through 
what you want to say, so that everyone is 
thinking the same thing - if all the student 
representatives are saying the same thing, 
the staff  are much more likely to listen!

The standard structure for committee 
meetings is as follows:

• Apologies for absence
• Minutes of the last meeting. These 

are the records of what was said at 
the last meeting. This is vital - not just 
because there might be an error - but 
if there’s an Action Point, or you asked 
someone to do something - this is 
where you ask them how they got on!

• Reports. Reports may be received from 
members of the committee on specifi c 
issues. These are normally circulated in 
advance.

• All other agenda items
• Any other business. AOB should only 

be used to make brief points or urgent, 
last minute points that cannot wait 
until the next meeting. 

The following tips should help you get the 
most out of meetings:

• Participate! You’ve been given a 
voice…now use it! Remember your 
view is important and you will often be 
putting forward a viewpoint the school 
will not previously have considered.

• Ask questions about anything you 
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don’t understand. Chances are there’s 
at least one other person in the room 
thinking the same thing as you - you’re 
not expected to know everything!

• Take notes to help you remember 
what action you may need to take and 
what you have to report back on to 
other students.

• Listen carefully to the contributions of 
others. Do not interrupt others and do 
not let others interrupt you.

• Do not get into discussions with just 
one person; involve the group!

• If you want to put an opposing view 
on a particular item, put your case 
clearly and rationally. Don’t get angry, 
irritated or loud, as this will undermine 
the case you are making. 

• Take a positive attitude. You are more 
likely to be listened to if you present 
possible solutions to problems than if 
you are just seen to be complaining.

Do it and fi le it 

• Report back to the students on your 
course about what happened at the 
meeting.

• If necessary, meet with the other 
Course Reps to discuss any action you 
need to take as a result of the meeting, 
or any outcomes you are unsure 
about.

• Carry out any action you have agreed 
to.

• Keep safe anything you need for next 
time, it makes it a lot easier!

Making The

Most Of Meetings



Academic Appeals
  
Students requiring assistance in requesting 
a review or making an appeal are strongly 
advised to seek support from SUSU’s Advice 
Centre for advice and representation as 
appropriate. The following paragraphs are 
taken from the full Regulations:

Reviews and appeals by students on taught 
courses

Students have the right to request a 
review by a Faculty Review Panel of any 
recommendation of a Board of Examiners 
or Faculty Board that relates to their studies, 
or of a decision by Senate to terminate 
their programme of study, if they produce 
evidence of one or more of the following:

•	 That their performance has been 
adversely affected by illness or by 
other factors which, in exceptional 
circumstances, they were unable or, 
for valid reason, unwilling to divulge 
to the Board of Examiners or Faculty 
Board before it reached its decision;

•	 that there had been a material 
administrative error in the conduct of 
the examination;

•	 that the examination had not been 
conducted in accordance with the 
appropriate regulations for that 
course;

•	 that some other material irregularity 
had occurred;
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•	 that, in reaching its decision, the Board 
of Examiners or Faculty Board had 
erroneously concluded that they had 
cheated or plagiarised or attempted to 
gain an unfair advantage in an element 
of work submitted for a degree;

•	 that the supervision of their project or 
external placement was unsatisfactory 
to the point that their performance 
was seriously affected.

Students may not question the classification 
of their award or the marks awarded for 
an individual component of a programme 
of study unless evidence is submitted 
under one of the grounds above. Under no 
circumstances may students question the 
academic judgement of the examiners and 
any request based on such grounds will 
be dismissed. Only a student can lodge an 
appeal on their own behalf; it may not be 
lodged by a representative or by a parent on 
their behalf. 

For more information, check 
www.calendar.soton.ac.uk



Study Support

Students with specifi c learning diffi  culties 
such as dyslexia or dysgraphia can receive 
support through the University’s Dyslexia 
Services. If special arrangements in 
examinations are required, students must 
register with Dyslexia Services (see Contacts 
section for details) as soon as possible. The 
Service organises this provision on behalf of 
students, and will liaise with Departments 
and the Examination Offi  ce.

Enabling Services

The University provides a number of services 
to support students with disabilities in 
studying. The defi nition of ‘disability’ is in line 
with Government requirements and includes 
any condition which has a signifi cant eff ect 
on the ability to study. 

Mentoring

Mentoring is available for those students 
who are assessed to need help with their 
study skills and time management, please 
contact Enabling to fi nd out about this.

First Support

The First Support team is dedicated to being 
the fi rst point of contact and supporting 
students during times of crisis. They work 
with students to identify what support is 
needed, appropriately refer to the correct 
service (liaising with those services where 
necessary) and assist students for very short 
periods until ongoing support is in place.
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Counselling Service

The University provides a counselling service 
on the Highfi eld campus free to students 
and staff . The University is required by law to 
consider the racial implications of all of their 
policy and working practices. If any group 
which can be defi ned by shared practices or 
beliefs are disadvantaged, particularly in this 
case with regards access to or provision of 
service then the Academic Unit should be 
made aware immediately. 

Key contacts

Sasha Watson - VP Academic Aff airs
vpacademic@susu.org

Your Academic President 
details found here 

Brenda Masters - 
Policy & Representation Co-ordinator
representation@susu.org

The Advice Centre
advice@susu.org

Harassment Contact
www.soton.ac.uk/hr/support/harassment

Dyslexia Service
dyslexia@soton.ac.uk
 
Counselling Service
counser@soton.ac.uk 

First Support 
fi rstsupport@soton.ac.uk 

Enabling Services
enable@soton.ac.uk



Notes
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