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If you feel you need further support, a team 

of dedicated staff is available to guide you. 

They are able to help with setting up surveys, 

organising focus groups, providing statistics 

and data, developing campaigns, and sharing 

your successes with USW students and staff.

Feel free to get in touch and we will 

endeavour to deal with your query as 

promptly as possible. 

INTRODUCTION
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Dear Course Rep,

Thank you for taking on the role. The 

Students’ Union really values your input and 

all the hard work you put in to making your 

course the best it can be. 

You will receive comprehensive training at 

the start of the academic year, which will 

give you a broad introduction to the role and 

responsibilities of a Course Rep. 

These toolkits have been designed to help 

you go further and make the most of your 

role.
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EFFECTIVE MEETINGS

Why have meetings?

Meetings are one of the best ways to share 
feedback with Committee members, bring 
forward and resolve current issues and share 
best practice.

Each meeting should have clear terms of 
reference, a clear membership and clear 
process. Meetings should be recorded (either 
formally or informally) to ensure members can 
refer back to what was said and so that people 
who were absent can have clarity over what 
was discussed. 

Committees usually include a Chair, a 
secretary and minute-taker (or person 
recording action points), along with members.

Meetings have clear processes and should 
follow the correct format to ensure they are 
meaningful.

As a student representative, you will most 
definitely be required to attend meetings 
and you will probably have to either chair 
or record the meeting. You will receive 
some training on how to do this and this 
guide will give you tips on how to save time 
and make sure meetings you attend are 
efficient and meaningful.

 

Sophie Banks,
Education & Representation Coordinator
        sophie.banks@southwales.ac.uk
        01 443 483 521 (Treforest)
        01 443 668 772 (Cardiff)
        01 633 432 502 (Newport)

Sian Drew,
Student Voice Coordinator
        sian.drew@southwales.ac.uk

Student Rep Support Team
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PLANNING FOR A MEETING

1. Purpose of the meeting
Each meeting should have clear terms of 
reference. This will detail the purpose and 
remit of the meeting. 

You can often find terms of reference of 
Committees online or you can ask the 
Secretary of your Committee before the 
meeting to find out what topics are normally 
discussed.

2 Research 
If student items are going to be discussed 
during the meeting, you can survey students 
to find out what their views are on these 
particular issues.

You may sometimes find useful information 
on the topics discussed in your meetings 
on BlackBoard or UniLife. You can also use 
existing research such as National Student 
Survey data or previous reports.

3. Read the agenda and other documents
It will allow you to understand how the 
Committee functions, what issues have been 
raised in the past, and what role you can play 
within the Committee.

It is also important that you read through 
additional documentation and come prepared 
with comments, remarks or questions. This 
way you can have a meanifingul contibution 
during the meeting and you might spot 
something that would otherwise have been 
overlooked.

4. Get in touch with the Chair or Secretary
Find out dates of meetings, what has 
previously been discussed, access terms of 
reference, etc.

You can also add items to the agenda by 
contacting the Chair or Secretary if you have a 
pressing matter you wish to discuss.

TIPS
1. Maintain Confidentiality: Do not mention any individual students or lecturers by name. If you 
wish to raise an issue about an individual, this should be brought up outside the meeting.

2. Be Impartial: Listen to every Committee member and give them the chance to express their 
ideas without judgement and you will be treated in the same way.

3. Be Assertive: Your ideas count as much as any other Committee member, so make sure you 
get the chance to say what you need to say.

4. Summarise: Make sure you are clear on the outcomes of the discussion and take notes so that 
you don’t forget.
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THE ROLE OF THE CHAIR

SUMMARISE

REACH CONSENSUS

BALANCE

MEDIATE

CONTROL The chairperson controls the 
meeting and flow of discussion.

The chair listens to and 
balances out the points made 
by each Committee member 
and steers the direction of the 
discussion.

The Chair needs to make 
sure that all the Committee 
members have the chance to 
express their views to facilitate 
balanced decision-making.

The Chair makes sure a 
majority of the Committee 
members are in agreement 
with a decision being taken.

It is important that the Chair 
summarises each point at the 
end of a discussion so that the 
person recording the meeting 
has all the details.

AGENDA The chair sets the agenda and 
circulates it with members.

Final year Course Representatives will be asked to chair their Student Staff Course Liaison 
Group meetings. It may sound like quite a daunting task, but it isn’t as formal as it sounds. 
SSCLGs are a catch up between Course Reps and staff to identify problems or areas of good 
practice. If you are asked to chair the meeting, you can always ask your Course Leader or your 
Student Rep Support Team for advice if you are struggling. 



TOP TIPS FOR CHAIRS
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1)  Meeting outcome
What are you aiming to achieve through this meeting? (communicate a message? consult 
members? make a decision?)

2) The agenda
Contact all members prior to the meeting to see if they want to add anything to the agenda. 
What standard items should be on there? Are there any reports or projects to attach?

3) Timings
If you have a lot to get through during the meeting, make sure you allocate a suitable amount 
of time to each item. If you run over, you can suggest picking it up outside the meeting.

4) Stick to the topic
Briefly introduce the topic (or get someone else to). If the discussion veers off course, remind 

members of the time constraints and ask if they can pick it up outside the meeting.

5) Encourage participation
If someone has been particularly quiet, you can ask them for their opinion on the topic or 
whether they have anything else they wish to contribute.

6) Be assertive, but also respectful
Your role as chair should be respected and you should be able to move the conversation 
forward swiftly and efficiently, but make sure you are not too abrupt. 

A good chair shows confidence, controls the flow of the conversation, and is able to move 
the discussion forward. They ensure the Committee gets through all the agenda items, that 
everyone has a chance to say their piece, and that decisions are made. Everyone can master 
this skill with a bit of practice. It is a great opportunity to build confidence.



Minutes or action points?

Some Committees require formal minutes to 
be written up and agreed by all the members 
present. This is quite a formal way of recording 
meetings and requires a lot of time after the 
meeting to type up the notes.

Action points are easier to record, as the most 
important information to include is: who? what? 
by when? 

If student representatives are asked to record 
meetings, they will usually be asked to use 
the action point format as this is less time-
consuming. (see template at the end of this 
toolkit).

MINUTES VS. ACTION POINTS
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Why are they needed?

Very often, recordings of meetings form part 
of the evidence used by other Committees, 
working groups or panels. Their purpose is to: 

   - record evidence of meetings, decisions 
     taken and actions given and provide 
     a starting point for discussion at the next 
     meeting;    

   - monitor progress and keep under review 
     action points decided at the meeting;

   - provide clarity for committee members 
     present, those who were absent, and for 
     outside individuals to whom the minutes 
     may be forwarded.
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TIPS FOR RECORDING ACTIONS

1. Set Up

Write down the important information before 
the start of the meeting (date, time, venue, 
objectives, names of attendees). Make sure 
you know who is meant to be present and tick 
their name off as they come in.

2. Have a Template

Print off a copy of a template for action 
points (which you can find on the Students’ 
Union website) so that you can take notes 
more efficiently. It is useful to note down all 
the items for discussion before the meeting 
against each box to save you time.

3. Note-taking

Note down key words only, acronyms, names, 
dates, location and figures (who, what, when). 
Avoid filling words like “the” or “a”..

4. Gaps

You can leave gaps if you are not sure 
about something and check it later (such 
as acronyms or definitions). If it is important 
though, you should ask for clarification 
immediately. 

5. Ensure accuracy

If you are not sure of the conclusions of a 
particular discussion point, ask the Chair to 
summarise it clearly. At the end of the meeting, 
create your own glossary of terms used so that 
you know them for next time. 

5. Ensure clarity

Once the meeting has taken place, you should 
either type up your notes into the template or 
ensure their are legible enough. You do not 
need to write full sentences, bullet points are 
sufficient,so long as other people are able to 
understand the meaning of each point and all 
the important information is included. 

It can be a bit difficult to take notes and 
participate in the discussion at the same 
time. You should try to participate as much 
as possible and just write down a few 
bullet points to remember what you said. 
If you are afraid of missing things, you can 
also bring a dictaphone in the meeting so 
you can refer back to what was said.



1.  Welcome 

 1.1  Apologies
 1.2  Terms of Reference 

2. Minutes of the last meeting

3. Matters arising from the last meeting

4. Student Items

5.  National Student Survey

6.  Project report on .......

7. Minutes 
 To receive the latest minutes (if any Committees
 report to the meeting)

8. Date of Next Meeting 

9. Any other Business

AGENDA TEMPLATE
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ACTION POINT TEMPLATE
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FINAL WORDS
Course Representatives will receive some training at the start of the year where meeting skills 
will be discussed. Being a chair or recording action points at these meetings is a really good 
opportunity to develop your skills and improve your chances of success in the workplace as 
meetings have become an essential part of many jobs. These skills will also be evidenced 
on your Course Rep Certificate, so make sure you get involved and make the most of the 
opportunity to practice your skills!

Area Evidence Action Lead 
Contact

Timescale Outcomes

Teaching

Assessment & 
Feedback

Academic 
Support

Organisation & 
Management

Learning 
Resources

Personal 
Development

Meeting Date:
Members present:



Contact us

studunion@southwales.ac.uk

01443 483500 

@USWSU 

fb.com/uswsu


