
	
	

	
	

 
 
 
 

 
 

Staff guide to 
Academic 

Representation 
  



	

	
Staff	Guide	to	Academic	Representation	

	

2	

 
 
 
CONTENTS 
Contents	 2	
Introduction	to	Academic	Representation	 3	
Important	contacts	 3	
Types	of	representatives	 4	
The	role	of	the	Academic	Rep	on	the	Course	Team	 4	
The	role	of	the	Academic	Rep	on	Portfolio	Executive	Committee	(PEC)	 5	
Think	BIG	 5	
Election	Process	for	Academic	Representatives	at	course	level	 6	
Election	Process	for	Student	Voice	Champions	 7	
Appointment	of	Representatives	to	Faculty	Academic	Boards	 7	
Support,	tools	and	recognition	of	Academic	Representatives	 8	
Appendix	1:	Academic	Representative	Role	Description	 11	
Appendix	2:	Student	Voice	Champion	Role	Description	 14	
Appendix	3:	Teaching	Staff	Role	 17	
  



	

	
Staff	Guide	to	Academic	Representation	

	

3	

INTRODUCTION TO ACADEMIC REPRESENTATION 
Academic Representatives and Student Voice Champions act as collaborative partners with 
the students, University staff and the Students’ Union to contribute to the enhancement of 
academic interests and facilitate the resolution of any issues raised by students. The alliance 
of these three stakeholders is seen as a pivotal aspect in a framework that underpins the 
ethos of effective partnership.  
Beds SU supports Academic Representatives and Student Voice Champions in all aspects 
of their role from training and guidance to daily support. We run elections for the Student 
Voice Champions and support academic staff with the election of Academic Reps.  
 

IMPORTANT CONTACTS 

George Cowan - Academic Representation Coordinator  george.cowan@beds.ac.uk   

My name is George and my role is to support every Academic 
Reps throughout the academic year. I will be on hand to offer 
advice and guidance, to throw as many opportunities to 
Academic Representatives as I possibly can, to answer any 
questions you may have and to coordinate rep training. 
You might see me at Faculty Academic Board, Learning 
Resource Service Excellence meetings and EPR panels. 

 

Justin Nwajagu - Vice President of Education  justine.nwajagu@beds.ac.uk 

I am an elected full-time Executive Officer with a particular 
focus on the academic teaching and learning experience of all 
students. I work closely with the Student Voice team to 
champion academic representation and am a first point of 
contact for Academic Reps. 
You might see me at Academic Board, Teaching Quality and 
Standards Committee, Quality Enhancement Committee, 
Faculty Academic Board and Board of Governors. 

 

Laura Bright – Beds SU Student Voice Manager laura.bright@beds.ac.uk       

Hello, I am Laura. I’m the Student Voice Manager at Beds SU 
and I oversee what George does as well as look after the 
Advice and Democracy Teams. I support the Student Officer 
elections in March and sit on a number of university meetings 
to support the student voice strategy. 
You might see me at Teaching Quality and Standards 
Committee and Student Learning Success Committee. 
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TYPES OF REPRESENTATIVES 

 
 
THE ROLE OF THE ACADEMIC REP ON THE COURSE TEAM 
Academic Reps are full members of the Course Team when considering matters related to 
the student experience. However, Academic Reps are not permitted to take part in 
discussions that involve the consideration of individual students or the exercise of academic 
judgement.  
As key partners in the academic community, Academic Reps establish a clear and 
straightforward line of communication between students and the staff members of the Course 
Team. Their role is to identify and feedback on the best practice within the course, to actively 
participate in the resolution of issues, and to champion new initiatives that students believe 
represent the enhancement of their academic interests.  
Academic Reps should not be asked to act as a formal channel of feedback to students (for 
which there are other established mechanisms), although they can pass on information 
informally.  
The Course Team should identify a time to meet every fortnight. These meetings should be 
a time when Academic Reps are not timetabled for regular classes. The Academic Rep 
may either attend these meetings, provide feedback by email in advance, or confirm by 
email that they have nothing they wish to contribute. 
 

	  

Student 
Voice 

Champions

Faculty 
Academic 

Board 
(FABs)

Student Voice Champions are invited to 
attend FABs alongside the VP Eduction. 
They are full members of the committee 

and are there to support the enhancement 
of the student experience at faculty level.

Portfolio 
Executive 
Committee 

(PECs)

Academic Rep nominees are elected to 
PECs. They are full members of the 

committee and are there to support the 
enhancement of the student experience at 

portfolio level.

Academic 
Reps

Course 
Team 

Meetings

All Academic Reps are full members of 
the Course Team and consider matters 

related to the student experience at 
course level during Course Team 

meetings.
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THE ROLE OF THE ACADEMIC REP ON PORTFOLIO EXECUTIVE 
COMMITTEE (PEC) 
Academic Rep nominees are full members of the Portfolio Executive Committee and are 
there to represent the views on students within their respective courses. They are a valued 
member of the committee and recognised as the co-producers of the teaching and learning 
environment, acting as a channel for the generality of student views. They are there primarily 
to enhance the student voice, assisting in the strategic planning of the course, using the ‘think 
BIG’ ethos (below) to arrive at solutions. They also have a duty to report student concerns 
which have escalated beyond the fortnightly meetings requiring further recognition and action 
to the Portfolio Executive Committee. 
It is important to note that it will not always be appropriate to use Course Team meetings or 
Portfolio Executive Committees as the only means for hearing the student voice. Alternative 
arrangements may be appropriate to ensure that the student voice considers the diverse 
characteristics of the student body. For some courses with irregular patterns of student 
attendance, for example part-time, small specialist postgraduate, distance learning, block 
delivery and some professional courses, alternative arrangements provide more effective 
opportunities for students to express their views: for example, periodic staff-student 
committees or focus groups. 

 
THINK BIG 
The think BIG campaign is a simple feedback campaign that encourages all students 
to think about three important elements of their academic experience:  

1. The BEST areas of their educational experience  
2. The areas for IMPROVEMENT  
3. New ideas or initiatives the university could GET GOING to enhance their 

experience   

Academic Representatives are encouraged to use this template to gather feedback 
from their peers and champion ideas at meetings. This is also a nice framework for 
staff to encourage positive discussion, constructive criticism and solution based 
output. 
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ELECTION PROCESS FOR ACADEMIC REPRESENTATIVES AT 
COURSE LEVEL 
Academic Rep elections fall under the responsibility of the Course Co-ordinator or delegate: 
appointed by the Course Co-ordinator.  

The constituency that elect Academic Reps is the course cohort. The number of Academic 
Representatives should be at least one per cohort, per course, per level. The recommended 
number of Reps is 1:50. Academic Reps must be elected (or re-elected) annually across all 
levels of study. 

You should ask students to put themselves forward to be an Academic Rep. Beds SU have 
a PowerPoint and promotional video available on their website for staff to access and use > 
www.bedssu.co.uk. All student volunteers should be given the opportunity to deliver a short 
speech explaining why students should vote for them. Nominees should be asked to step out 
of the room after the speeches and the remaining students should be invited to vote by show 
of hands: a paper ballot may be deemed more appropriate, but this is at your discretion.  

The Students’ Union is on hand to support you with this process, but not to facilitate the 
process. Therefore, the responsibility for election remains solely with University, with the 
training and development of academic representatives provided from the Students’ Union. 

Once your Academic Reps have been elected, you need to inform your Course Administrator 
of their names and student numbers. Details must be emailed to be.heard@beds.ac.uk so 
that the Students’ Union can invite them to training and additional opportunities. The student 
details should also be updated on SITS to reflect that they are an Academic Rep. 

The election timetable for Academic Representatives at course level is as follows: 

Teaching Week Activity By whom 
Welcome/Induction Week Briefing new/returning students on 

the academic representative role 
and opportunities during freshers’.  

Portfolio Leaders and 
Course Coordinators / 
Students’ Union 

Teaching Week 1-3 Academic representative elections 
for all students. 

Uploading of details to SITS. 

Course Coordinators: 
supported by Students’ 
Union / Course 
Administrators 

Teaching Week 4 – onwards 
(delivered every 4 weeks) 

Training of Academic 
Representatives at Beds SU 
training days. 

Students’ Union and key 
university stakeholders 

Teaching Week 4 - onwards Digital / guided training of 
Academic Representatives. 

Students’ Union 

At points throughout the academic 
year, by arrangement 

Academic Representatives to be 
given lecture time (or equivalent) 
to allow for the communication of 
information with the student body. 

Course Coordinators / 
Academic 
Representatives 
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ELECTION PROCESS FOR STUDENT VOICE CHAMPIONS 
Unlike the election process for Academic Representatives at course level, the elections for 
Student Voice Champions will be held in-house at Beds SU.  

The constituency that elect Student Voice Champions is the student membership within each 
Faculty. The number of Student Voice Champions is recommended at one per school per 
faculty.  

Although Beds SU will be running the elections for these student leaders, staff members 
within the University should still promote the elections and encourage students to put 
themselves forward to become a Student Voice Champion.  

It should be noted that in 18/19 academic year there will be two elections. The election 
timetable below will be followed for this Academic year, with another election held in the main 
Beds SU elections (Jan-Apr) for the following Academic year. 

Teaching Week Activity By whom 
Welcome/Induction Week Briefing second year, third year, 

postgraduate and returning 
students on the Student Voice 
Champion role.  

Promotion of the Student Voice 
Champion role and elections. 

Nominations open for the Student 
Voice Champions. 

Students’ Union and 
Course Coordinators. 

Teaching Week 1 - 3 Promotion of the Student Voice 
Champion role and election 
process. 

Students’ Union and 
Course Coordinators. 

Teaching Week 5 Voting for the Student Voice 
Champions. 

Students’ Union  

 

 
APPOINTMENT OF REPRESENTATIVES TO FACULTY ACADEMIC 
BOARDS 
The Students’ Union takes responsibility for appointing representatives onto Faculty 
Academic Board. Spaces for representatives on Faculty Academic Boards will at first be 
reserved for Student Voice Champions, with appointments from the wide pool of Academic 
Reps if needed. All representatives are supported at this committee by the VP Education and 
Academic Representation Coordinator.  
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SUPPORT, TOOLS AND RECOGNITION OF ACADEMIC 
REPRESENTATIVES 
Academic Reps and Student Voice Champions are an incredibly important part of improving 
the experience of students here at UoB. Gathering feedback from their peers and ensuring 
that their voices are heard needs to be supported by tools and systems. Beds SU is able to 
support Academic Representatives through their journey by building and developing online 
tools for them to use throughout their time.  

 
Training 
Academic Rep and Student Voice Champion training and development is designed and 
organised by the Students’ Union. This year the union will be running training days, 
supplemented by online training. Training days will run every four weeks (doubling up in peak 
periods) to ensure that students have plenty of opportunity to attend, regardless of intake 
timing. 
These training days will contain essential rep training in the morning (mandatory) combined 
with employability and development strands in the afternoon (optional). 
 

Subject Content 

Academic Rep role 

• What an Academic Rep does and does not do 
• Expectations of an Academic Rep 
• Understanding the root causes and consequences of issues 
• Turning problems into solutions 
• How to present feedback  
• The power of partnership 

Navigating Meetings 

• Structures and meetings 
• Structure of PEC 
• Your role on PEC 
• Context of documentation 
• How to read key documents and what things to look out for 

Beds SU: Run by YOU!  
• How the SU is run 
• Understanding the representational rights of student members 

and how they can make change 

GDPR: How to save 
€20,000 

• Basic GDPR training in the context of their role 

Safeguarding • Safeguarding training delivered by Student Support on how to 
look out for one another 
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In addition to the training table above, the following training sessions will be offered to all 
Beds SU student leaders:  
 

• Good survey design for super speedy analysis 
• How to run a focus group to gather feedback 
• Making change: lobbying and campaigning 
• Conquering your nerves when speaking in front of crowds 
• Chairing a meeting 
• Negotiating skills 
• Time Management 
• Excellent event planning 
• Making more members 
• Fundraising for beginners 
• How to lose your position in 10 easy steps! 
• Budgeting for beginners 
• How to run your AGM & not break the constitution 
• Getting that grant: improving your grant applications 
• Learn to be part of an Experimental Portfolio Review Panel 
• Learn to be part of a Periodic Review 
• Would you like to be a student interviewer 
• Unconscious Bias: becoming conscious of your biases and tackling them head on 
• Know your rights 
• Sustainability 

 
Students can register for training on the Beds SU website > www.bedssu.co.uk. Training 
day dates are as follows: 

 
• 23rd October (Bedford) 
• 25th October (Luton) 
• 20th November (Luton) 
• 10th January (Bedford) 
• 31st January (Luton) 

• 26th February (Bedford) 
• 25th March (Luton) 
• 8th May (Bedford) 
• 5th June (Luton) 
• 2nd July (Bedford) 

 
Online Documentation Library 
An online repository on the Bed SU website has been launched to provide Academic Reps 
and Student Voice Champions access to documentation relating to their role. It will provide 
guidance and handy tips on how Academic Reps can get the most out of their time, how they 
can develop their skills, training sessions that we can offer and further guidance on our 
accreditation scheme. 

 
Find Your Rep 
It is sometimes a struggle trying to locate their Academic Rep for some groups of students, 
meaning that some students feel unrepresented by academic representation system. The 
‘Find Your Rep’ function on the Beds SU website provides students with the ability to quickly 
and easily find their respective Academic Rep so that they can then contact them with any 
issues or praise that they may have. 



	

	
Staff	Guide	to	Academic	Representation	

	

10	

 
Beds SU Digital Rep 
One of Beds SU’s main focuses over the coming year is the Digital Rep system. This is an 
online tool that will provide students with an alternative way to submit feedback both to Beds 
SU and their Academic Rep. Similar online tools have been running at institutions such as 
Kent and Bournemouth to great success and we are confident that we can create a system 
perfect for students here at UoB. This tool will be perfect for engaging students in harder to 
reach places such as our outreach campus', as well as student demographics such as those 
on placement and our research students. Digital Rep is available via the Beds SU website > 
www.bedssu.co.uk/digitalrep  

 
Day to Day Support 
Day to day support is also available for Academic Reps in their role. Online resources are 
also available via the Beds SU website > www.bedssu.co.uk/academicreps  

 
Accreditation Scheme 
Academic Reps are eligible for certificates at the Students’ Union Annual Volunteering 
Awards through nominations. They’re also eligible to take part in the Academic 
Representative strand of the Beds SU Accreditation Scheme. After certain tasks are 
completed this will lead to an accredited certificate.  
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APPENDIX 1: ACADEMIC REPRESENTATIVE ROLE DESCRIPTION 
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APPENDIX 2: STUDENT VOICE CHAMPION ROLE DESCRIPTION 
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APPENDIX 3: TEACHING STAFF ROLE  
Academic Reps are key partners in enhancing the excellent student experience on your 
courses. Your main role is to develop a positive working relationship with them. This means 
consulting them on all matters affecting students; discussing enhancement initiatives and 
giving them opportunities to feedback to students on the progress and outcomes of their 
ideas. 
 
Electing Academic Reps 
Rep election falls with the Course Co-ordinator or delegate: appointed by the Course Co-
ordinator. We advise that this is done in the first teaching session of the core unit of the 
course. More information about running an election can be found above.  
 
Supporting Academic Rep development 
Once your Academic Reps have been elected, you need to inform your Course Administrator 
know their names and student numbers. Details must be emailed to be.heard@beds.ac.uk 
so that the Students’ Union and let them know about training and uploaded onto SITS.  
 
The first round of training will be delivered during teaching week 4 (and every 4 weeks after 
this date) in the form of a conference based setup. All stakeholders in Academic 
Representatives will be delivering sessions at the training giving academic representatives 
the opportunity to gain all the skills needed for their year ahead: these include students as 
interviewers, students sitting on Periodic Review and students who form part of the 
experiential portfolio review panels. The importance of Course Coordinators encouraging 
their students to attend this training cannot be emphasised enough, as it is a vital part of the 
development of Academic Representatives. 
 
For those who are unable to come to training, training will be delivered via online methods 
and through guided learning. All of the relevant documentation relating to their role, online 
presentations remotely delivering specific training, and other digital tools will be provided 
through Beds SU website. If any issues or concerns arise with this form of training then please 
get in touch with be.heard@beds.ac.uk  and we’ll be able to address them.  
 
Supporting Academic Reps in meeting 
Academic staff have a responsibility to make sure that paperwork for meetings is circulated 
in a reasonable time. PEC meetings receive a number of complex reports, so it is important 
that students receive these within 5 working days of the meeting to give them an opportunity 
to assimilate the information and engage in the meetings. 
 
 
 
 
 
 


