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Quotes from our Reps
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Being able to discuss possible 
changes within the course and for 
the students in general. Being able to 
see this progress and what we have 
achieved at the end of the year. 

Sujith, 2nd year Mechanical 
Engineering

“ Making a difference to peoples 
experience of the course and 
stopping potential drop outs

Natasha, Nursing, 1st year

“

The best thing about being a 
Student Rep was the ability to 
voice contemporary pressing issues 
affecting students from classroom 
space capacity to how to improve the 
course and exams in the future; issues 
which are often overlooked by staff 
due to a lack of awareness

Oluseye, MSc Management.

“
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1) Welcome

Introduction from the 
Education Officer 
As a former Student Rep and Faculty 
Officer, I understand the importance 
of reps and why we need to make the 
system better. All too often reps are left 
without support and I want to change 
that! You are a voice for your fellow 
students and have the opportunity to 
make real change in the academic life at 
Manchester.

The Students’ Union and I are here to 
empower you, through training sessions 
and support, to make the most of your 
time as a Student Rep. If you have any 
problems or just want a chat then contact 
me, either by email or come into the Voice 
Office in the Students’ Union building on 
Oxford Road. We can even help you to 
take things further and create and fund a 
campaign around your education issues. 

Remember – I’m here to help and 
empower you!

Michael Spence
Education Officer
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Students:
You’ve been elected to represent these 
people and so obviously you need to talk 
to them! Make sure your coursemates 
know who you are so you can get 
opinions from as many people as possible! 

Student Rep Administrator:
The key people in your department 
who work with Reps; it might be your 
Programme Director or the Administrators 
in your Student Support department. They 
have a wealth of knowledge about the 
best ways to do things within your school. 
So contact them if you want to know the 
best way to contact your year, when your 
next Student-Staff meeting is or how to 
add a point to the next meeting. 

Faculty Officers:
There are four faculties in the University; 
Humanities, Engineering and Physical 
Sciences , Medical & Human Sciences, 
and Life Sciences and each  Faculty 
has four officers; two Undergraduate, 
one Postgraduate Taught and one 
Postgraduate Research Officer. They sit on 
faculty-wide committees, similar to your 
Rep meetings but that cover Faculty-wide 
issues.

Additional Faculty Officers sit on 
both our Senate, where they get to 
vote on SU policy and our Education 
Committee, which holds the Education 
Officer to account. Your Faculty 
Officers information can be found 
http://manchesterstudentsunion.com/
studentofficers

Students’ Union:
The Union exists to amplify your 
experience as a student and there are 
four dedicated staff members to support 
Student Reps and act as a support for 
any campaigns or point you in the right 
direction if you have any queries.

Michael Spence,  
Education Officer:
Michael works on University wide 
academic issues and can inform and 
support you in your work. He sits on 
higher level University committees, so if 
there’s something you want to change 
that affects all students then let him know!

Student Reps Handbook

2) Who Will I Work With?

www.manchesterstudentsunion/reps 5



www.facebook.com/ManchesterReps

3) Making the Most of It

The role of a Student Rep will only be as 
rewarding and exciting as you make it. We 
can’t tell you exactly what will work for your 
course but we’ve compiled some tips and 
ideas for how you can make sure that you have 
an amazingly productive year as a Rep. 

Step 1: Speak to Students
Talk to your cohort. Find out what they don’t 
like and what they’d prefer instead. Not sure 
what to ask them or what your responsibilities 
include? Why not think about…

1) Curriculum: Is the timetable clear? Is there 
a range of module choices? Are the classes 
for that module useful?

2) Learning Resources: Are there enough 
materials for the entire cohort? What are 
your handouts like? Do you have enough 
computer access?

3) Teaching: Are your tutorials working? 
Are you able to practice different skills 
throughout the course?

4) Assessment. Are you given enough time to 
prepare for assessments? Do you receive 
enough feedback?

5) Progression. Can you measure your 
progression throughout the course? Do 
you feel that you can move from one 
module to the next?

6) Student Support. Do you know who you 
could go to if you’re struggling with work? 

Are staff approachable and available?

7) Change and Development. Are you aware 
of how you can improve your course? Do 
you feel that your opinions are listened to 
and taken seriously?

8) Seminars and Reading Groups. These 
sessions are not only a great way to 
develop your own research skills, but 
they’re the perfect opportunity to meet 
with fellow research students and find out 
how they’re feeling about the programme. 
You could even run your own series if 
you’ve got the time!

9) Research Skills Do you think that your 
confidence to be creative or innovative has 
developed during your programme? Has 
your understanding of ‘research integrity’ 
developed during your programme?

10) Career Development Have you developed 
skills that will help you find graduate 
employment? Have you developed 
contacts or professional networks during 
your research programme?

6
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Once you’ve thought of what to ask, you need 
to loads of ways you can keep in contact with 
your coursemates and we’ve listed just a few 
here.

Facebook: Probably the easiest and most 
used method. Make sure you comment in your 
course’s Facebook group or page and if there 
isn’t one why not set one up! Plus, you can get 
a range of opinions and your course mates can 
interact with others’ opinions and posts!

Email: Although it might seem like it, not 
everyone uses Facebook so make sure you 
send some emails too! You can ask your 
programme administrator for a list of your 
course mates email addresses. Try and think of 
a catchy or intriguing subject line to make sure 
people open it and don’t send out messages 
too frequently otherwise people will zone out!

Course societies: There’s a lot of academic 
and course societies at the SU, why not 
get in touch with some of them to find out 
if they’re putting on any events or socials 
and let your coursemates know! Plus, it’ll 
be a great way for you to get to know 
more of your course. 

Talking at the end of lectures: At the end 
or start of lectures why not do a quick 
shout out to let students know that you’ll 
be attending a meeting so if they have any 
problems to let you know!

Blackboard: Does your course have a 
forum or a course rep page? Ask your 
University contact!

PASS Sessions: Get to know the PASS 
leaders on your course! They’ll meet 
regularly with a number of students from 
a wide range of years so it’s a good way to 
see how changes implemented last year 
are working and to see what problems 
may arise for your cohort in the future.

Seminars and Reading Groups: These 
sessions are not only a great way to 
develop your own research skills, but 
they’re the perfect opportunity to meet 
with fellow research students and find out 
how they’re feeling about the programme. 
You could even run your own series if 
you’ve got the time!

Student Reps Handbook
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Step 2: Prove your Point
Once you’ve found out how some people 
feel or discovered a problem within your 
department, it’s a good idea to get some 
evidence together to show that it isn’t an 
isolated issue. Three of the key ways that we 
can support you are: 

Step 3: Say Something
Although, it can be intimidating, it’s 
important that you raise issues in your Staff-
Student meetings. As these meetings are 
minuted, your issue will be documented and 
hopefully, there’ll be some sort of action. 
Additionally, if other Reps hear about your 
problem they might be able to add weight 
to your case. However, it’s important to 
remember that you don’t have to wait until 
your committees to raise issues. You can go 
directly to either your Programme Director 
or the individual member of staff and in 
some cases it may be better to do it this way. 

Step 4: Speak to Students
This isn’t a typo and it’s often an overlooked 
step. It’s so important that you tell the 
rest of your coursemates the results of 
any meetings or discussions. It shows that 
you are being active in your role as a Rep 
and trying to solve problems and adds 
accountability. The more people that know 
about any actions that your School have 
promised you the better!

Survey Monkey account. 
You can use this to get statistical 
and qualitative data to strengthen 
your evidence base. It’s quick and 
easy to use and immediately gives 
you some nice graphs and percent-
ages to hopefully, back your point. 

Research Coordinator
Henri is our Research coordinator 
and he’s here to advise and help 
you. He can help dissect how you 
can use NSS results to prove your 
point and what are the best next 
steps to make the change you want.  

Ballot boxes 
These clear boxes are a really great 
and visual way of asking a question. 
If you’re planning a social event or 
guest lecture then why not do a 
simple one question survey.  The 
counting process can take a while, 
but it’s always a popular method
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There are many ways that you can work 
to improve student life at the University of 
Manchester beyond your duties as a rep. 

Create a Campaign
Sometimes you might come across an 
issue that can’t be solved at committee. We 
can support you at the Union with funding 
and resources to take your issue and 
develop it into a campaign. Past Student 
Rep campaigns have included the Fairer 
Funding for Student Nurses and Midwives, 
which reached national press. If you’d like 
more information on starting a campaign 
then check out the campaigns section of 
our website. 

Decide on Students’ 
Union Policy
The SU has lots of policy on a whole variety 
of issues, and you can help decide what 
it is! Any student can submit an idea to 
the Senate to be voted on, on whatever 
issue they like. For more information on 
submitting policy to Senate, go to www.
manchesterstudentsunion.com/senate. 
Any student can attend any meeting of the 
Senate and debate the issues that are raised, 
however if you want to be able to vote on 
the issues then you need to get elected to 
the Senate. Click here for how to do this.

Attend the Course Rep 
Conference
Every year NUS holds a Course Rep 
Conference, which is a daylong event full of 
creative workshops on how you can get the 
most out of your role. We have a number of 
spaces, so if you’re interested in attending 
make sure to read the fortnightly Student 
Rep newsletter or like our Facebook page.

Judge the Manchester 
Teaching Awards
Every year as part of Celebrate Week we 
hold a Teaching Awards to reward Lecturers 
and Support Staff that go the extra mile. 
You have the opportunity to sit on the 
judging panels and have the final say as to 
who you think should win the award. 

Represent Student Voice 
at University Student 
Disciplinary Panels
There is one place for a student on the 
panel of each Disciplinary Panel. You have 
the opportunity to ensure that the student 
opinion is fully considered and vote on the 
case. If you’d like to sit on a panel then email 
lisa.tighe@manchester.ac.uk to be added to 
the mailing list. 

Student Reps Handbook
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Sometimes, people might come to you 
with issues that are too much for just one 
Rep to handle or maybe you just have no 
idea where to start. That’s where the 80+ 
strong staff team at the Students’ Union 
can help you! We’re more than just a bar 
and café, we are also here to support 
students and lobby the university on issues 
that affect our students. 

Advice Team 
Sometimes students will come to you 
with personal issues that are best dealt 
with by a professional service. The 
Students’ Union Advice Service is free and 
completely confidential and can help with 
academic, housing, financial and general 
wellbeing issues. 

Your fellow Reps
There are over a thousand Student Reps 
here at the University of Manchester, 
which makes you part of a pretty powerful 
team. Make sure you come to Student 
Rep socials to meet other Reps and find 
out what they’re working on.  There’s also 
the newly founded Student Rep society 
which aims to put on create a community 
for Student Reps to talk about issues and 
meet Reps from outside their course!

The Student Rep team 
work to improve Representation at the 
University of Manchester. They run training 
sessions to help you in your role as a Rep, 
share development opportunities and are 
happy to help support and guide you in 
any projects that you want to run.
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5) Where can I go for help?

Charlotte Raynes 

Student Representation 
Coordinator

Lisa Tighe

Student Representation 
Assistant

Georgia Liddle

Student Representation 
Intern

Becky Fox

Student Representation 
Intern
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Exec Team 
There are eight exec officers, who are 
elected on an annual basis and they exist 
to help students get the most of their 
experience at University.

All eight members of the Exec are more 
than happy to help you in your role and 
can put you in touch with other students 
to help you. So if you want advice and 
help setting up a society for your course 
then why not speak to Joel? Or if your 
course mates aren’t happy with the level of 
pastoral support on your course you could 
work with Lucy to try and improve the 
system!

Student Reps Handbook
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Hannah McCarthy 

Campaigns and 
Citizenship

Natash Brooks

Diversity Officer

Harriet Pugh

Community Officer

Lucy Hallam 
Wellbeing Officer

Michael Spence

Education Officer
Naa Acquah
General Secretary

Joel Smith

Activities and 
Development Officer

Jess Lishak

Women’s Officer
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We want you to feel as confident and 
prepared as possible in your role and so 
we’ve developed five training sessions that 
we think will help you do your very best 
in your role. If there’s something you think 
we’ve missed then pop any of the SU team 
an email and we’ll make sure we include it 
next time. If you want to keep up to date 
with training opportunities then check out 
our website.

What is the Students’ Union? 
Come along to find out more about how 
the Students’ Union is run and how the 
staff team and Exec work together to 
ensure we are working on issues that are 
important to you

Delivered By: Trish McGrath

24/11/15 5-6.30pm AND 24/11/15 5-6.30

TLG, UGTLC, NSS, WTF?! 
Demystifying the University decision 
making process and discovering how to 
influence them.
We’ll explain the role of University’s 
key committees at central, faculty and 
school level and point out Student 
Representatives attending each of these 
levels and how you can work with these 
key contacts to influence the University. 
We’ll also look at some of the research and 

data that is available to you to help you 
influence the University to make positive 
change.

Delivered By: Post Crash 

5/11/15 5-6.30pm AND 25/11/15 1-2.30pm

How to make changes on 
your course 
This session aims to help you to make 
changes on your course. It will give you 
tips and ideas on how to tackle things such 
as; threat of course closure, the amount 
of contact time you receive, the range of 
modules available. Remember that you 
have a say in what you are learning and 
how it is delivered, so if you think that 
something needs to change, (or even if 
you don’t, but would like to learn how to 
influence change in general) this could be 
the perfect session for you!

Delivered By: Sarah Kerton, NUS Policy 
Researcher 

11/11/15 1-2.30pm AND 1/12/15, 5-6pm.
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“I wish I’d said that!”  
A guide to public speaking and making 
sure you get what you need from 
meetings.
Find out how to present yourself and your 
opinions confidently and assertively as a 
Student Rep. We’ll discuss presentation 
techniques as well as talking through 
meeting etiquette and strategies for 
achieving satisfactory outcomes.

Delivered By: Michael Spence, Education 
Officer and Katie Shaw, NUS (provisionally) 

12/11/15 5.00-6.30pm AND 2/12/15 1-2pm

A Beginners guide to 
Campaigning!
present yourself and your opinions Think 
you know what campaigning is? Think 
again. Our session will teach you exactly 
how to successfully plan execute and 
evaluate your campaign, who can help you 
with it and ultimately, how you can make 
the changes that you want to see. 

Delivered By: Campaigns and Citizenship 
Officer Hannah McCarthy and Campaigns 
Co-ordinator Freya Potter.

18/11/15 1-2.30 AND 8/12/15 5-6pm

“Why is no-one listening to me!”
How to engage effectively with those you 
represent

If you’re finding it hard to gather feedback 
from your students or aren’t exactly 
sure where you’ll start then this is the 
session for you. We’ll be looking at how 
to engage with your cohort, why you may 
be struggling to get feedback and some 
creative and interesting solutions from 
other Reps.

Delivered By: UMSU Student Rep Team 

19/11/15 5-6.30pm and 9/12/15 1-2pm

Student Reps Handbook
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Q  How do I contact other Student Reps?
There are so many ways you can do this. 
Join our Facebook page, come along to 
a Student Rep Social, email your Student 
Rep Coordinator or the Students’ Union 
Rep team and ask for a list of emails or join 
the Student Rep Society!

Q  I’ve been a Rep elsewhere before/I am 
a mature student with my own business, 
do I need to go to training?
We recommend that all Student Reps 
attend the training as this gives details of 
how representation works in the University 
of Manchester and is a great opportunity 
to meet other Reps and share some ideas.

Q  When will I be told about the 
committees/ meetings I should attend?
You should receive an email from your 
Student Rep Coordinator well in advance 
of any meetings or committees. If you still 
haven’t received anything then first email 
your Coordinator and if you’re still having 
trouble then contact the Student Rep team 
at the Students’ Union.

Q  What do I do if my course mates aren’t 
interested?
You can encourage people to engage by 
ensuring you provide them with feedback 
after meetings, letting them know exactly 

what is happening in the school and 
perhaps asking for their opinions on the 
specific actions or decisions from these 
meetings. Also, remember that it’s not 
just problems you’re looking for. Ask your 
coursemates about subjects, teaching 
styles and assessments they’ve enjoyed 
this year and share these at meetings.

Q  What happens if I can’t attend a 
meeting?
If you are unable to attend a meeting 
you must send your apologies to the 
administrator. If there is more than one Rep 
for your cohort, find out if the other Rep 
is able to attend and ask if they can raise 
any issues on your behalf. If you find that 
your meetings are regularly scheduled at 
a time when you cannot attend then it is 
completely acceptable to raise this issue 
with your Coordinator and ask if they can 
change the time or day.

Q  I am confused about where to take an 
issue, where should I go?
If you’re in any doubt, contact your Student 
Rep Coordinator, one of the Student Rep 
team at the Union, speak to a faculty 
officer, or come into the voice office and 
speak to Michael, the Education Officer.

14
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The University loves acronyms and 
sometimes we’re guilty of it too. We’ve 
compiled a list of the terms you might hear 
in meetings and what they mean. If you 
come across terms we haven’t listed then 
just ask us and we’ll let you know.

AD Associate Dean , are the four 
academics in charge of Teaching and 
Learning within each faculty.

APR Annual Performance Review. Carried 
out annually in October, each Faculty 
is scrutinised by the University’s senior 
management as well as the Education 
Officer and the General Secretary of the 
Students’ Union.

DASS Disability Advisory and Support 
Service support and guidance for all 
disabled staff and students. Important 
place to signpost!

EPS Faculty of Engineering & Physical 
Sciences

Exec The Executive Team of the Students’ 
Union who work to improve life at 
Manchester See also Sabb. 

FLS Faculty of Life Sciences

FE Further Education is the follow on from 
compulsory secondary school education 
where you can study for example A-levels, 
etc. You’re likely to meet Reps and 
Sabb Officers from FE Unions at NUS 
Conferences. 

HE Higher Education is studying at 
University or Institute of HE. 

HEAR Higher Education Achievement 
Report; basically a degree transcript for 
all your extra-curricular activity. If you 
attended training and are an active Student 
Rep, it will go on your record. 

HEFCE Higher Education Funding Council 
for England; they give universities their 
money for teaching, known as a block 
grant.

MHS Faculty of Medical & Human Sciences

Student Reps Handbook
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NSS National Student Survey. Final year 
students are asked about their whole 
University experience and the results 
contribute to University league tables. See 
also PTES and PRES

NUS National Union of Students is a 
national body of over 600 Students’ 
Unions that campaign and help shape the 
future of education. 

PASS Peer Assisted Study Sessions are 
academic sessions ran by higher year 
students for lower year students that deal 
with the difficult aspects of their course or 
study. PASS leaders are a good contact as 
they are in regular contact with a range of 
students and so, will hear a wide range of 
opinions!

Peer Mentoring This is similar to PASS 
however, they work to support students 
in a wider range of areas and act to aid 
the transition from school into Higher 
Education.

PGR Postgraduate Research 

PGT Postgraduate Taught

PSS Professional Support Staff, these 
are the all the staff who work within your 
school or department that are non-
academic.

PTES Postgraduate Taught Experience 
Survey, the PGT version of the NSS, 
however, these currently do not contribute 
to league tables.

PRES Postgraduate Research Experience 
Survey, the PGR version of the NSS, 
however, these currently do not contribute 
to league tables.

QAA Quality Assurance Agency for Higher 
Education is the body that advise on 
standards in UK Higher Education. Part of 
their work works to ensure students are 

REF Research Excellence Framework, 
Research scores assessing the quality of 
research in HE institutions that impacts 
upon University league tables

SABBS Abbreviation of Sabbatical Officer, 
another term for the eight members of the 
Executive Team

16
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SEAP Student Experience Action 
Plans are created by Schools to try and 
improve all aspects of student life; not just 
academic life. Students should be involved 
in all parts of the development of these 
plans so if you’ve not seen yours ask your 
department!

SSLC Staff Student Liaison Committee. 
Formal meeting for Student Reps to 
discuss problems, praise good teaching 
and work to create solutions.

T&L Teaching and Learning is all aspects 
of your academic life. 

TLC Teaching and Learning Committee. 
Usually refers to the Faculty Level 
committee meeting attended by the 
Education Officer and the relevant Faculty 
Officer

TLG Teaching & Learning Group. 
University Level group monitoring 
education-related policy and issues for UG 
and PGT Students. The Education Officer 
sits on this group

TLSO Teaching and Learning Support 
Office introduce University-wide policies 
in teaching and learning and the student 
experience. 

UEQ(S) Unit Surveys measure student’s 
experiences of

UG Undergraduate

UMSU University of Manchester Students’ 
Union

USDP University Student Disciplinary 
Panel investigates allegations of 
misconduct against students. Student Reps 
have the opportunity to sit on these panels 
and provide a Student viewpoint.

TEF Teaching Excellence Framework, 
a new government policy that will 
hopefully improve the quality of University 
education.

Student Reps Handbook
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• Michael Spence 
Education Officer  
Michael.spence-2@manchester.ac.uk

• Charlotte Raynes:  
Student Rep Coordinator 
Charlotte.raynes@manchester.ac.uk

• Lisa Tighe: 
Student Rep Intern 
Lisa.tighe@manchester.ac.uk

• Georgia Liddle: 
Student Rep Intern 
Georgia.liddle@manchester.ac.uk

• Becky Fox: 
Student Rep Intern 
Rebecca.fox@manchester.ac.uk

• Freya Potter: 
Campaigns Coordinator 
Freya.potter@manchester.ac.uk

• Henri Egle Sorotos: 
Education Researcher 
Henri.eglesorotos@manchester.ac.uk
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