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Hi all,

Congratulations on being elected to 
represent your course! I’m looking 
forward to meeting you all individually 
and getting to know you. This is going 
to be a great year for us as we work 
together to lobby the university and 
campaign on issues to improve our 
experience at UAL.

I studied BA Photography at London 
College of Communication and had 
a really enjoyable time meeting so 
many people from all over the world. I 
got involved with our Students’ Union 
through societies and sports and 
became a Course Representative in my 
third year. It was through the Students’ 
Union that I realised the power 
students have to make change at UAL 
and nationally, whether its campaigning 
for cheaper printing or free education. 

Being a Course Rep is a great way 
to develop various skills, from 
public speaking to negotiating to 
campaigning. Not only is this great 
experience to put on your CV, but 
you’ll also act as a voice for students. 

Welcome from the
Students’ Union

Without your feedback, we are unable 
to push for change.
This year I will continue working on 
pushing UAL to internationalise our 
academic staff and curriculum, working 
on reducing the cost of materials and 
improving support for International 
students.

I’m keen to hear from you and work 
together on issues, so don’t hesitate to 
get in touch with me :)  

Hansika Jethnani
Education Officer 2017/18
education@su.arts.ac.uk 
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What is the
Students’ Union?

Most universities in the UK have a 
Students’ Union. This is a student-run 
organisation that’s independent from 
the university, and works to improve 
students’ university experience, as well 
as campaign on the crucial national 
and international issues that affect 
students. 

Every SU is different but most of them, 
like Arts SU, offer a range of services 
like sports, student run societies, 
course reps, free advice and campaigns 
support.

The special thing about all Students’ 
Unions is that they are run by 
democratically elected students, who 
represent you within the university and 
beyond.

arts-su.com/theunion/student-council
Your elected officers

Hansika Jethnani
Education Officer
education@su.arts.ac.uk 

Katayoun Jalili
Welfare Officer
welfare@su.arts.ac.uk 

Sahaya James 
Campaigns Officer
campaigns@su.arts.ac.uk 

Leah Kahn
Activities Officer
activities@su.arts.ac.uk 
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Visit our page for more 
details: arts-su.com



What is a course rep?
A course rep is a student elected to 
represent the views of fellow students 
on issues related to their course.

What are my main responsibilities as 
rep?
A full checklist of the things you should 
be doing throughout the year can 
be found on the next page, but you 
should mainly see your role as the link 
between students and staff. 

This primarily involves gathering 
feedback from your course mates, 
presenting this to staff in meetings and 
then offering solutions to these issues 
that would suit the needs of your peers. 

How many course reps are there 
usually on a course?
There are usually at least two course 
reps elected for each year of study 
within the same course, although 
numbers can vary and this is often 
higher for larger courses!

What kind of issues could come up?
Anything related to the academic 
experience on your course or in your 
college. Equipment, space, timetabling, 
curriculum, teaching, placement/ 
industry opportunities, material costs 
and many more- if it’s academic and 
related to your course, it could come 
up!

One thing that’s crucial to remember- if 
someone on your course comes to you 
with a personal issue, we do not expect 
you to have to deal with this in your role 
as a rep. In these circumstances, make 
sure you signpost them to the Arts SU 
Advice Service. 

Course Reps
- The Basics
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The Dos and Don’ts of being
a Course Rep

You should...

• Be the student voice for your course
• Ask students on your course what 

changes they’d like to see
• Ask students what’s great about  

the course
• Work with staff to make the  

course better
• Think of solutions to the problems 

on your course
• Be a link between staff and 

students
• Run events (if you want to!) 

You shouldn’t...

• Always agree with staff - 
sometimes perspectives will be 
different to students!

• Just bring forward your own ideas
• Bring forward problems in a rude or 

personal manner
• Feel pressured to take on more 

than you can - your wellbeing 
comes first!

• Help students with personal 
problems

• Help other students with their work

Remember 
– If in doubt, check your Unit 
Handbook out.
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Checklist

Course Reps should... Have I done this?

Attend training in Term 1

Gather feedback from people on your 
course before meetings

Attend course/programme commitees

Attend S&D Forums
Term 1:
Term 2 (first meeting):
Term 3 (second meeting):

RSVP to meetings, even if you can’t go
Term 1:
Term 2 (first meeting):
Term 3 (second meeting):

Report back on results of meetings to my 
course mates

As well as these key responsibilities that form part of being a course rep, there are 
plenty of other ways you can get involved! Here are some of the optional extras you 
can get involved in as part of being a rep.

Course Reps can... Have I done this?

Contribute items to the SU course rep 
newsletter

Come along to a course rep social

Put yourself forward to be a paid college 
rep

Attend a Board of Studies Meeting

Attend a university working group when 
they come up (e.g. IT meeting, continuous 
monitoring)

Advertise the Arts SU Teaching Awards in 
March
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And anything 
else that affects 

your course!

How did you find 
the induction?

Are the lectures 
relevant to 
everyone?

Do your tutors 
treat everyone 

fairly?

Are you getting 
good feedback?

Is the work too 
fast paced?

Are there 
enough library 

books?

Are there 
enough practical 

sessions?

Have there 
been enough 
workshops?

Is your timetable 
always correct?

Is your curriculum 
diverse and 

international enough?

Do you have to buy 
expensive materials?

Do you have 
access to all the 

technical facilities 
you need?

What questions should
I ask other students?
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What are the main meetings I should
attend as a Course Rep?

As a rep there are loads of different ways you can get involved, make change and 
develop new skills. However, there are two meetings that make up the core of your 
role as a rep, and will form most of the time commitment; Course/ Programme 
Committees and Student and Dean Forums.

Course or Programme Committee

Usually 1 per term

With your Course Leader or 
Programme Director

Attended by all Course Reps on your 
course or in your programme

Discuss course issues, such as: 
•     Specific units
•     Curriculum issues
•     Confusing assessments
•     Poor feedback
•     Degree show issues
•     Staff issues
•     Lack of equipment etc.

Save your College issues for the 
Student and Dean Forum. 

Staff from your college will be in touch 
regarding  the dates and times of 
meetings.

Student and Dean Forum

Usually 3 per year: Normally held in 
November, January and March 

With the Dean of your School or College

Attended by all Course Reps in School 
or College

Discuss wider school/college issues 
such as:
•     Workshop inductions
•     Study space
•     College opening hours
•     College events
•     Placements/ industry opportunities
•     College shop

Only bring up Course specific issues if 
you have already spoken to your course 
leader, with no solution.

The SU will be in touch regarding dates 
and times of the meetings. Don’t forget
to RSVP online!
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Students’ Union
- Advice Service

You don’t have to help other students with personal issues. 
The Students’ Union provides free, confidential and impartial advice 
and support on the following issues:

•     Housing (University halls and          
p    private rented sector)
•     Appealing a grade
•     Complaints about any aspect             
o    of UAL

•     Extenuating circumstances                 
(     (problems that stop you handing in 
y     your best work)
•     Academic misconduct
•     Disciplinary cases

If you’re not sure where to go, contact us and we’ll signpost you in the 
right direction. Find out more about the Arts SU Advice Service:
arts-su.com/advice   |   advice@su.arts.ac.uk 

Where do I take the various 
issues people might bring up?

Personal
issue

Specific to
your case

Refer to the
SU Advice

Service

Raise with
tutor/course

leader

Wider School 
of College 

issue

Course/
Programme
Committee

Student and
Dean Forum
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Minutes

The minutes and reports from the 
Student and Dean Forums are available 
to view online. 

Feel free to have a look and see what 
issues were brought up last year. It will 
get updated every term so don’t forget 
to check regularly! 

College Forum

This is an open forum open to all students held twice a year (November and 
February) with each of the 4 Heads of College at UAL.

The event is a chance for Heads of College to provide more information on 
an issue relevant to all students, such as future changes to the college and its 
buildings, industry links or college finances. 

It’s also a chance to put any questions you have to 4 of the most powerful people 
at UAL, and is a great opportunity to get your voice heard at the highest level! 

Look out for more info about the dates for these meetings over the first few 
weeks of term. 

Visit the Arts SU website: 
arts-su.com/course-reps/minutes  
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How can I deal with any 
potential problems I may 
have in my role as a Rep?

My Course Leader or tutor is making me feel bad 
about raising issues

If you feel comfortable raising the issue directly with 
them then talk to them about the problem – this may 
be an issue of communication which can be fixed by 
bringing the issue to their attention.

However, if you do not feel comfortable proceeding 
in this way then that’s totally fine, simply contact us 
at coursereps@su.arts.ac.uk and we can talk to your 
course team or Dean on your behalf.

I’m finding it hard to balance my studies and being a 
Course Rep

There should be at least one other Course Rep 
on the course in your year. Ask them to share the 
responsibility.
If that doesn’t work:

• Ask your tutor to elect another Rep to help
• Prioritise your course first. Get back to your Rep 

responsibilities when you can
• Contact the Students’ Union and we can try to 

tackle your issue on your behalf
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How can I get 
more involved?

Other 
opportunities

College Reps 

College Reps is a paid role with more 
responsibility than Course Reps, 
with only a few reps (2-5) at each 
college. The role is paid London Living 
Wage (£9.75 an hour), and you are 
expected to attend 2 extra committees 
throughout the term; College Academic 
Committee (CAC) and Learning 
Teaching and Enhancement Committee 
(LTEC).   

If you enjoy discussing more wide-
ranging student issues and putting 
forward students’ point of view to even 
more members of staff within the 
University then this role might be for 
you. 

Arts SU staff will support you with 
more training and briefings for these 
committees. We will be advertising this 
opportunity in November, and there will 
be elections within the reps at each 
college if there are enough candidates. 
If you would like more information 
before then email us at coursereps@
su.arts.ac.uk. 
 

Run for election as a 
Students’ Union Officer

If you are really passionate about 
making change at UAL, you could 
consider running in the Students’ 
Union elections. Many of the positions 

are paid and you can gain loads of 
experience, develop new skills, and 
have opportunities to meet with 
influential members of staff and 
campaign to make change happen. 
Find out more: arts-su.com/yourunion   

Arts Activities

Arts Active is our competitive and 
recreational fitness programme which 
includes membership to sports clubs, 
as well as access to social sports and 
the gym. For more info, head to: 
arts-su.com/arts-active  

UAL societies and creative 
communities

We have a full list of student-
led groups, ranging from cultural 
and national societies to artistic 
endeavours and light-hearted activities. 
See the full list: arts-su.com/societies  

Exhibit and sell your artwork 

The Students’ Union works with 
creative partners to bring you unique 
opportunities to showcase your work 
and develop your creative practice. We 
also support students to sell their art 
and design, as well as exhibit work in 
UAL and around London, through Made 
in Arts London. 
Find out more: madeinartslondon.com 
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Student Initiative Fund
We want to enable you to create your own university experience. Through the 
Student Initiative Fund (SIF), we can provide you with a small pot of funding and 
support you to make your project a success. 

We will help you to promote your project through our social media channels, 
provide you with free printing through your local College Coordinator, will assist 
you in securing your venue, and offer operational support and advice from start to 
finish.

You can apply for between £10 and £200 to support a project or event, providing 
you meet the following criteria:

1. You must be a current student at UAL.
2. Your project builds on the community, encouraging collaboration across 

courses, years or colleges or with external creative organisations.
3. Your project aims to improve learning and development opportunities for 

students across all courses, years or colleges.

This fund cannot cover external venue hire or be for any project that is part of 
your coursework.

Apply online: arts-su.com/sif 

SiF project:
You Are Not A Failure Exhibition - April 2016
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FAQs

How much time should I spend in my 
role as a course rep?

The role is voluntary and any time 
you do give up as a course rep is 
appreciated, but ideally you would 
come to at least a training session, 
course and programme committees 
and Student and Dean Forums 
wherever possible. 

With gathering feedback this adds up 
to around 7-8 hours per term, although 
this will vary depending on when 
meetings are coming up and based on 
your own deadlines. 

What if my course leader won’t listen 
to anything we say?

It happens! Sometimes staff won’t 
agree with things you say or won’t 
listen. Try listing the reasons why you 
want something to change or make a 
mini-survey or petition. If that doesn’t 
work, contact the Dean. If you don’t 
know who that is just ask us.

If your course leader, or any other staff, 
are being rude or uncooperative then 
get in touch with us: coursereps@
su.arts.ac.uk

How do I contact other Course Reps?

Each College has a Facebook group 
exclusive to Course Reps. If you need 
help, ideas, suggestions or want to run 
an event for your college together you 

can get in touch with them there. 
The Course Reps database on the 
Students’ Union website will also 
help: www.arts-su.com/yourunion/
coursereps   

Get in touch if you want something 
published in the Course Reps 
newsletter: coursereps@su.arts.ac.uk

What is the best way to contact other 
students?

You know best what students on your 
course would prefer. Small courses 
might prefer a lunch meeting or chat 
after class. Larger courses might prefer 
a Facebook group or group email.

How will I be told what meetings to 
attend?

Course/Programme Committees 
– Your course leader or course 
administrator will tell you when these 
are. If you’re not sure, just ask them 

Top tip: Use at least two 
methods. Some students might 
not have Facebook, or are too 
shy to speak to you in person.
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Student and Dean Forum/College 
Forum – The Students’ Union organise 
these. We will email you so remember 
to check them regularly.

What if students on my course aren’t 
interested?

Don’t worry; a lot of students won’t 
have any problems and might not need 
to contact you until something goes 
wrong. 

The important thing is that they know 
who you are if they do need you further 
down the line – so don’t be a stranger 
and keep asking! 

Nothing seems to change. What should 
I do?

It’s really disheartening when you push 
for a change on your course or in your 
college and nothing happens. Ask your 
course leader why it can’t change first, 
then see if you and your course can 
come up with any solutions. 

Sometimes it may seem impossible but 
it’s important to remember not to give 
up especially if there’s anything your 
course feels passionately about. 

If you still have trouble getting your 
voice heard by your course leader, 
contact the Dean or the Students’ Union 

and we can get one of the SU Officer’s 
to speak to them for you.

What happens if I can’t attend a 
meeting?

IInevitably you will have to miss 
meetings occasionally as your work 
comes first. If this happens, let the 
person organising the meeting know as 
soon as possible. If the meeting is run 
by the SU, this can be done by RSVP’ing 
on our online form. 

Once you have done this, find out if the 
other rep/s from your course can go. If 
they can’t, you might be able to invite 
another student as your replacement 
(check with the meeting organiser 
first!). If no one can go, make some 
notes and send them to the meeting 
organiser so they can read out your 
concerns for you.

What if I don’t want to be a Rep 
anymore?  

If, after acting as a Rep for a while you 
feel like the role is not for you, you must 
tell your Course Leader as soon as 
possible. This is very important, as they 
will need to elect a new rep so that you 
have someone to discuss issues with.
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Useful contacts

Students’ Union - Sabbatical Officers

Education Officer

Campaigns Officer 

Activities Officer

Welfare Officer

College and Part-Time Officers

LCC Officer

LCF Officer 

CSM Officer

Camberwell Officer

Chelsea Officer 

Wimbledon Officer

International Students’ Officer

Black Students’ Officer

Disabled Students’ Officer

Hansika Jethnani
education@su.arts.ac.uk

Sahaya James 
campaigns@su.arts.ac.uk

Leah Kahn 
activities@su.arts.ac.uk

Katayoun Jalili
welfare@su.arts.ac.uk

Sarah Serunjogi 
lccofficer@su.arts.ac.uk

Christine Smith 
lcfofficer@su.arts.ac.uk

Lachlan Marshall 
csmofficer@su.arts.ac.uk

To be elected in October

To be elected in October

Avni Goyal 
ccwofficer@su.arts.ac.uk

Michael Taco 
international@su.arts.ac.uk

Sarah Serunjogi 
black@su.arts.ac.uk

disabled@su.arts.ac.uk
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Students’ Union general enquires 

Students’ Union Advice Service

Academic Representation team

IT Services

Counselling Service

Estates (building issues)

Disability & Dyslexia

0207 514 6270
info@su.arts.ac.uk

020 7514 6270
advice@su.arts.ac.uk

020 7514 6270
coursereps@su.art.ac.uk

020 7514 9898 
it@arts.ac.uk

020 7514 6251 
counselling@arts.ac.uk

020 7514 8000
estateshelpdesk@arts.ac.uk 

020 7514 6156
disability@arts.ac.uk

Students’ Union Contacts

Useful UAL Services
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Women’s Officer

LGBTQ Officer

Mature and Part-Time Officer

Further Education Officer

Postgraduate Officer

Cynthia Silveira
womens@su.arts.ac.uk

Ali Atakan
lgbtq@su.arts.ac.uk

To be elected in October

To be elected in October

To be elected in October



facebook.com/artssulondon
@ArtsSU_
artssulondon
arts-su.tumblr.com

arts-su.com


