
 

 

University of Sheffield Academic 
Representation Benchmarking Toolkit 

 
Contents 
1. Introduction:  
 
1a. Purpose of Academic Representation Benchmarking Toolkit: pg 2 
1b. Abbreviations: pg 2 
 
2. University-Wide Committees: 
 
2a. Student Engagement Steering Group: pg 3 
 
3. Department Specific: 
 
3a. Department Overview: pg 4-6 
3b. Recruitment: pg 6-7 
3c. Support & Training: pg 7 
3d. Communication & Resources: pg 8-9 
3e. Partnerships: pg 9-10 
3f.  Impact: pg 10 
 
4. Faculty Specific: 
 
4a. Faculty Overview: pg 11-12 
 
5. Core Guidance (Code of Practice):  
 
5a. Student Staff Committee Membership: pg 13 
5b. Student Staff Committee Remit: pg 13-14 
5c. Faculty Student Staff Committee Membership: pg 15 
5d. Faculty Student Staff Committee Remit: pg 16-17 
 
  



 

 

1. Introduction:  
 
1a. Purpose of Academic Representation Benchmarking Toolkit: 
 
The Benchmarking for Student Academic Representation document is a toolkit to 
assist University and SU staff in the on-going support and development of 
Academic Representation within departments and faculties.  
 
The baseline expectations are what the Students’ Union and University in 
partnership, have agreed are required for ensuring effective student voice. This 
was approved at University Learning and Teaching Committee, June 2018.  
 
Our examples of good and excellent practice provide you with an idea of what 
efforts have been done across the University to enhance student engagement. 
 
 
 
1b Abbreviations: 
 
There are various acronyms used throughout this document. We have outlined 
these below for reference.    
 

● AR - Academic Representation 
● DL - Distance Learners 
● DLTs - Departmental Directors of Learning and Teaching 
● FDLT - Faculty Director(s) of Learning and Teaching 
● FOs - Faculty Officers for Learning and Teaching 
● FSSCs - Faculty Student Staff Committees 
● HoDs - Heads of Department 
● L&T - Learning & Teaching 
● LTC - Learning and Teaching Committee 
● SESG - Student Engagement Steering Group 
● SSCs – Department Student Staff Committees 
● SU - Students’ Union 
● TUOS - The University of Sheffield 

 
 
 
 
 
 
 
 
 



 

 

2a. Student Engagement 
Steering Group (SESG): 
This section outlines 
responsibilities for the student 
academic rep system at 
institutional level 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

The effectiveness of academic 
representation (AR) is 
overseen by the Student 
Engagement Steering Group 
(SESG), with membership from 
faculty learning and teaching 
leadership, student academic 
representatives from each 
Faculty, professional services 
and the Students’ Union (SU) 

Student Academic 
Representatives and SU co-
create SESG committee meeting 
agendas (particularly on issues 
of Student Engagement in 
Representation and 
Governance) 

The committee is co-chaired by 
an Academic Representative 

SESG reports to University 
Learning and Teaching 
Committee 

A (short) SU/TUOS co-
produced reflective report is 
provided annually leading to 
informed comment and actions 
for the following year 

Ongoing evidence of 
commitment to sponsoring 
increased student engagement 
in Learning and Teaching at 
Department, Faculty and 
University level 

The student voice shapes and 
influences the work of SESG 

Academic Representatives are 
included on all sub-committees 
and working groups 

Academic Representatives  co-
chair sub-committees and 
working groups 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

3a. Department Overview: 
This section outlines 
responsibilities for the student 
academic representation 
system at departmental level. 
The approach to facilitating 
academic representation will 
vary locally but there should be 
a clear line of responsibility at 
departmental level for ensuring 
that the student voice shapes 
learning and teaching   

Baseline expectations Examples of good practice Examples of excellent 
practice 

HoDs appoint a Department 
Academic Representation 
Coordiantor(S)  to act as a first 
point of contact for Student 
Academic Representation 

Department co-ordinator is 
aware of training provided by 
SU so that they can build on 
this with local context 

Department work in close 
partnership with the Students’ 
Union and Faculty to ensure 
effective functioning of SSCs 

Information and publicity 
about the AR scheme is 
communicated to relevant 
members of departmental staff 
(DLT, programme leads, 
Teaching Staff, Administrators) 

Student Academic 
Representation scheme is 
published via relevant channels 

Departments have robust and 
diverse processes to ensure 
information circulates: e.g. 
emails and reminders; staff 
handbook; team meetings; 
Departmental 
committees/boards 

SSCs have student 
representation for relevant 
years and programmes of 
study. All students must have a 
Academic Representative from 
their programme and level of 
study, with a general 
expectation on all but the 
smallest programmes of at 
least 2 Academic 
Representatives per level 
group.  
The challenges of recruiting 
and managing Academic 
Representatives numbers on 
smaller and larger programmes 
are recognised by all. 

Departments appoint Academic 
Representatives for each of the 
following: 
Year group Academic 
Representatives for each 
programme of study, including 
PGT 
Early years research student 
Academic Representative(s) 
(Y1/2) 
Later years research student 
Academic Representative(s) 
(Y3+) 
Part time and DL Academic 
Representative(s) from all 
appropriate programmes, 
including PGR 

Departments appoint more 
than two Academic 
Representatives per year 
group, aiming for a ratio of 1 
Academic Representative per 
15 students 
Departments appoint Academic 
Representatives from different 
pathways or specialisms within 
programmes where 
appropriate 
SSCs co-opt additional student 
membership to ensure a 
diverse representation which 
can effectively reflect students’ 
views and perspectives 



 

 

SSCs have a locally agreed 
constitution and defined remit 
that supports effective AR in 
line with examples of good 
practice 

The constitution, remit and 
procedures of SSCs are agreed 
locally between staff and 
Academic Representatives 

The constitution, remit and 
procedures of SSCs are 
reviewed annually to ensure 
ongoing appropriateness to 
Departmental context 

SSCs meet at least twice in each 
academic semester at 
appropriate times to ensure 
effective AR in Departmental 
learning and teaching 
governance 

With a minimum of 2 per 
semester, the number and 
timing of SSC meetings is 
coordinated with other 
Departmental decision-making 
arrangements (i.e. programme 
and/or L&T committees) 

SSCs are effectively involved in 
Departmental L&T governance 
- consistent minute evidence of 
information and actions 
flowing both ways between 
SSCs and Departmental 
committees/decision making 
bodies 

The student voice shapes and 
influences the work of 
Departments 

Student Academic 
Representatives co-create SSC 
committee meeting agendas 
with staff. SSCs act as a space 
for students to raise issues and 
make proposals about L&T; 
Departments routinely consult 
SSCs about significant 
developments in L&T. SSC 
encourages Student Academic 
Representatives to engage in 
wider Departmental business 

SSC meetings act as a creative 
space for ongoing engaged 
dialogue between staff and 
students about L&T allowing 
for significant appropriate 
influence on Departmental L&T 

Programme leads and teaching 
teams support effective student 
representation 

Programme leads and teaching 
teams meet with Student 
Academic Representatives 
prior to SSC meetings 

Programme leads and teaching 
teams consult with Student 
Academic Representatives and 
student groups throughout the 
year 

Evidence/information about 
the effectiveness of AR is 
disseminated effectively 

Departments act on a clear plan 
for disseminating information 
about the impact of AR to 
students and staff (e.g. You said; 
we did); SSC minutes are 
readily available 

Departments have robust 
processes for ongoing dialogue 
with the whole student body 
about issues raised and 
addressed via Academic 
Representation, such as 
Google+ Communities 

SSCs shape and influence the 
work of Faculties 

Students from all Faculty 
Departments are represented 
on FSSCs and have the 
opportunity to shape 
discussions 

Faculties make the most of 
FSSCs actively to foster the 
sharing of critical reflection 
and good practice from SSCs 
between departments 



 

 

Students are represented on 
Departmental Learning and 
Teaching Committees 

Staff work hard to ensure that 
students' involvement in 
meetings is effective in terms of 
engaging the student voice in 
L&T governance 

Students are effectively 
represented on a range of 
Department influencing and 
decision-making groups about 
L&T (e.g. committees, working 
groups) 

 
 
 

3b. Recruitment: 
 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

Departments promote 
Academic Representative roles 
in line with the mandated 
recruitment and appointment 
schedules: in welcome 
talks/emails for new incoming 
L1 and postgraduate students 
and in Semester 2 for other 
level groups 

Departments promote 
Academic Representative roles 
in comms prior to the new 
academic year through social 
media and other tools 
Links to SU and TUOS resources 
are available on MOLE 
Staff highlight the role of 
Academic Representatives in 
classes 
Previous Academic 
Representatives support in 
promoting role (lecture shout 
outs etc…) 
Academic Representatives roles 
are contextualised locally 
(programme, Department, 
Faculty) to demonstrate 
benefits of engagement 

Historical items resolved by 
Academic Representatives are 
used as a part of recruitment, 
with upcoming projects/ideas 
shared to show what reps may 
work on 

Academic Representative  
recruitment is coordinated by 
programme staff, taking place 
according to the mandated 
appointment schedule (in 
Semester 1 for L1 and postgrad; 
Semester 2 for the following 
session for other level groups) 

Y2+ Academic Representatives 
assist in recruitment of Y1 and 
postgrad Academic 
Representatives assist 
Departments with recruitment 
where possible 

Staff work in close partnership 
with Students’ Union, tailoring 
recruitment locally to ensure 
vibrant recruitment of 
Academic Representatives. 



 

 

Students are encouraged to 
volunteer for the role through 
informal non-competitive 
processes that encourage 
diversity in representation 

Number of Academic 
Representatives meets the 
minimum threshold (2 
Academic Representatives per 
Level per programme) 

Number of Academic 
Representatives reaches the 
ideal ratio (1 Academic Rep per 
15 students, for each 
programme and Level) 

Departments submit Academic 
Representative contact details 
to designated contact in SU 
according to the agreed 
appointment schedule 

Departments and Faculties 
follow the agreed recruitment 
schedule 

Departments and Faculties 
maintain dialogue with SU 
around recruitment; sharing 
good practice and addressing 
issues 

 
 
 
 

3c. Support & Training: 
 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

Departments forward SU 
training schedule to Academic 
Representatives 

Schedule/timeline is provided 
with plenty of notice to allow 
Academic Representatives to 
access it 

Timing of training is responsive 
to student needs 

SU provides training promptly 
following recruitment, and 
prior to first committee 
meetings 

Academic Representatives are 
promptly welcomed into post 
by the SU and given clear info 
on the value of training 

Evaluation and discussion with 
Academic Representatives 
leads to ongoing review of 
Academic Representative  
training 

Academic Representatives are 
provided with Departmental 
induction through e-mail or 
first committee meeting 

Academic Representatives are 
provided a formal induction 
headed by a programme leader, 
DLT or Department 
Coordiantor(s) 

Academic Representative 
inductions include an 
introduction to key staff 
members from all strands of 
the department 

Academic Representatives are 
encouraged to network with 
each other through e-mail 
before first student staff 
committee meeting 

Departments organise an 
informal networking event for 
staff and Academic 
Representatives. 

SU, Departments and Academic 
Representatives work together 
to develop useful ongoing 
online networking 
opportunities for students (e.g. 
Google+ Communities) 

 
 



 

 

3d. Communications and 
Resources: 
 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

Departments promote 
Academic Representatives to 
students through regular 
communication on 
Departmental social media, VLE 
and pre-arranged time slots in 
core lectures 

Departments re-introduce 
Academic Representatives to 
students are key times of the 
year, such as in lectures in 
advance of SSCs 

Academic Representatives are 
visible in departments’ 
engagements with the student 
body, e.g. providing their 
perspective at any full cohort-
meetings, quoted in 
communications to students 

Departments provide a 
standard email address for 
students to communicate with 
Academic Representatives and 
for Academic Representatives 
to communicate with students 
(eg. 
historyreps@sheffield.ac.uk) 

Departments maintain and 
provide Academic 
Representatives with mailing 
lists of Academic Rep relevant 
staff contacts and Academic 
Representatives 
 
Individual Academic Reps and 
Academic Rep relevant staff 
contact details are shared with 
students 

Departments share mailing lists 
of Academic Representatives 
and Academic Rep relevant 
staff contacts across the Faculty 

Departments provide Academic 
Representatives with tools to 
contact their peers in the 
department 

Departments provide mailing 
lists of students to Academic 
Representatives or assist 
Academic Representatives with 
comms 

With support from the SU, 
Departments develop effective 
online tools that allow all 
students to communicate with 
Academic Representatives 

Academic Representatives are 
provided with a 
schedule/timeline for 
departmental meetings 

Meetings schedule is agreed 
and communicated early in the 
term to relevant people; any 
changes are promptly 
communicated 

Meeting schedules are planned 
strategically to coordinate with 
Departmental and Faculty L&T 
business meetings 

Committee meeting agendas 
and previous minutes are 
shared at least a week in 
advance 

  



 

 

Correspondence between 
Departments and Academic 
Representatives is maintained 
outside of formal committee 
meetings 

Departments proactively 
support Academic 
Representative projects and 
connect them to other 
events/ideas within the 
department 

Academic Representatives are 
kept in a continuous dialogue 
with staff outside of routine 
committee meetings 
Departments empower 
Academic Representative 
projects by providing platforms 
for sessions or supporting in 
administration 

Departments share local data 
with Academic Representatives 
from sources such as NSS and 
periodic reviews 

Local Departmental data is 
contextualised for Academic 
Representatives to enable 
productive dialogue 

 

Achievements of Academic 
Representatives are shared 
through ‘you said, we did’ 
initiatives 

  

 
 

3e. Partnerships: 
 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

Academic Representatives are 
seen as a key aspect of 
departmental structures 

Academic Representatives are 
the central voice of 
consultation within 
departments 

Academic Representatives lead 
on departmental student 
engagement/consultation 

The student voice in meetings 
is respected equally to that of 
staff and individual 
contributions are valued 
appropriately 

Relevant student groups, such 
as departmental societies and 
SU councillors are invited to 
SSC meetings 

SSCs are sites of rich and 
constructive dialogue between 
staff and students, with each 
influencing the other 

SSC meetings are chaired by an 
Academic Representative or co-
chaired by Academic 
Representatives and Staff 

SSC meeting agendas have good 
input from Academic 
Representatives and staff 

There is good dialogue between 
staff and students, drawing on 
priorities of each, in producing 
agendas 



 

 

The student voice is engaged 
and valued in learning and 
teaching quality enhancement 
and programme/curriculum 
change 

SSC meetings are increasingly 
focused on learning and 
teaching co-curricular 
development 

SSC meetings are the heart of 
departmental collaboration 
with students as co-producers 
in areas such as programme 
changes, career development 
and the strategic direction of 
the department 

 
 

3f. Impact: 
 

  

Baseline expectations Examples of good practice Examples of excellent 
practice 

A brief annual report on work 
undertaken by SSCs is co-
created by Academic 
Representatives and staff for 
communication to new 
Academic Reps 

Yearly reports are shared with 
SU, students and the wider 
Department/Faculty via 
established channels (eg. 
MOLE/ web pages) 

Annual reports inform 
Departmental/Faculty 
discussion and strategy e.g. 
through Annual Reflection, 
Away Days. 
Annual reports and best 
practice are shared as 
appropriate (e.g. Faculty / 
University level in Annual 
Reflection, with SU, via SESG, 
L&T Conference) 

Academic Representatives 
reflect on their engagement 
and how it can be improved 

Departments coordinate a 
reflection session with 
Academic Representatives 

Reflection on AR is embedded 
in Departmental practice and 
includes Academic 
Representatives in the process 

Academic Representatives 
reflect on their achievements 
and how this contributes to 
their personal development 

Academic Representatives are 
provided opportunities 
throughout the year to 
demonstrate their work to the 
department, through talks, 
panels or collaborative projects 

Departments and SU recognise 
Academic Representatives 
achievement through end of 
year thank you events and by 
nominating Academic 
Representatives in areas such 
as the Academic Awards 

 
 



 

 

4a. Faculty Overview: 
This section outlines 
responsibilities for the student 
academic rep system at Faculty 
level   

Baseline expectations Examples of good practice Examples of excellent 
practice 

FDLT appoints a lead staff 
member to work with Faculty 
Representatives from Faculty 
staff known as a Faculty Co-
ordinator 

Faculty Co-ordinator is 
appointed in a timely way so as 
to support effective Academic 
Representation at Faculty level 

Faculty Officers for L&T (FOs) 
work in close partnership with 
the Faculty Co-ordinator and 
the SU to ensure the effective 
functioning of FSSCs 

FSSC membership reflects the 
diversity of students across 
Departments, including a 
minimum of one UG and one PG 
Faculty Representative per 
Department 

FSSC membership reflects early 
and late year groups 
FSSC membership includes UG, 
PGT and PGR Faculty 
Representative  
FSSC membership includes 
part time and DL 
Representatives 

Faculties co-opt additional 
representatives to ensure a 
diverse membership which can 
effectively reflect students’ 
views and perspectives 

FSSC has a defined constitution 
and remit 

The constitution, remit and 
procedures of FSSC are agreed 
between staff and Faculty 
Representatives. 

The constitution, remit and 
procedures of FSSC are 
reviewed annually to ensure 
ongoing appropriateness to 
Faculty context 

FSSC meets at least twice in 
each academic semester at 
appropriate times to ensure 
effective Academic 
Representation in Faculty 
learning and teaching 
governance 

With a minimum of 2 per 
semester, the number and 
timing of FSSC meetings is co-
ordinated with other Faculty 
decision-making arrangements 
(i.e. L&T committees; other 
committees and working 
groups) 

FSSCs are effectively included 
in Faculty L&T governance. 
Consistent minuted evidence of 
information and actions 
flowing both ways between 
FSSCs and Faculty 
committees/decision making 
bodies 

Faculty Representatives 
appointed to FSSCs receive 
suitable induction and training 
for Faculty level Academic 
Representation: induction from 
the Faculty and training from 
the SU 

Faculty induction provides 
Faculty Representatives with 
understanding of the faculty 
context and current/upcoming 
priorities, previous issues 
discussed or worked on by the 
FSSC, and an early opportunity 
to meet key staff such as FDLT 

Faculty Representatives who 
hold offices (e.g. chair) are 
appropriately mentored 



 

 

Faculty Representatives 
appointed to FSSCs are 
provided with a key contact 
within the faculty, which 
should normally be the Faculty 
Co-ordinator 

 Faculties maintain mailing lists 
of Faculty Representatives and 
relevant staff contacts 

The student voice shapes and 
influences the work of 
Faculties 

Faculty Representatives co-
create FSSC committee meeting 
agendas with staff. FSSCs act as 
a space for students to raise 
issues and make proposals 
about L&T; Faculties routinely 
consult FSSCs about significant 
developments in L&T and 
encourage Faculty 
Representatives to engage in 
wider Faculty business 

FSSC meetings act as a creative 
space for ongoing, engaged 
dialogue between staff and 
students allowing for 
significant appropriate 
influence on Faculty L&T. 
Faculty Representatives 
engaged in Faculty L&T 
business and activities are 
supported appropriately to be 
able to function effectively 

Evidence/information about 
the effectiveness of Faculty 
Representation at Faculty level 
is disseminated effectively 

Faculties disseminate 
information about the impact 
of AR to students and staff, e.g. 
via SSCs. Minutes of FSSCs are 
readily available to all relevant 
staff and students 

Faculties have robust 
processes for ongoing dialogue 
with the student body about 
issues raised and addressed via 
AR. 
Faculties proactively promote 
the work of Faculty 
Representatives. 

Students are represented on 
Faculty Learning and Teaching 
Committees 

Staff work to ensure that 
Faculty Representation 
involvement in meetings is 
effective in terms of engaging 
the student voice in faculty 
L&T governance 

Students are effectively 
represented on a range of 
Faculty influencing and 
decision-making groups about 
L&T (e.g. committees, working 
groups) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

5. Core Guidance (Code of 
Practice) 

  

5a. SSC membership: 
This section offers suggested 
guidance on the organisation of 
departmental Student Staff 
Committees. 

 

Students Ideally 2 Academic Representatives per year per programme 
2 PGT and 2 PGR Academic Representatives should be invited 
where a separate postgraduate SSC does not exist 
Representation from relevant Departmental Society(ies) - this 
should be an elected society committee member, preferably the 
Academic Representative or the President 
Other student representatives may be co-opted onto the 
committee where needed, as deemed appropriate by the SSC 

Staff The composition of staff representation should be agreed locally 
to reflect local context. 
Good practice will support student academic representation by 
ensuring that there is rich and constructive engagement between 
Academic Representatives/SSCs and key department staff, 
including: 
- Senior departmental academic staff e.g. HoD/DLT 
- Departmental L&T Manager and/or 
professional/administrative support representation 
- Programme academic representation through Programme 
Leads or deputies, year group leads/dept 
- Relevant academic-related representation from professional 
services e.g. library, careers, learning support (language, IT etc) 

Chair The ethos of SSCs is that they are student-led. This means they 
should be chaired or co-chaired by a student representative. A 
member of staff may chair meetings in the absence of a student 
chair 

 
 

5b. SSC remit: 
This section offers guidance on 
the organisation of 
departmental student staff 
committees. 

 

Discussion topics Local Learning and Teaching business 

 Assessment and Feedback 



 

 

 Academic Support 

 Organisation and management of programmes 

 Resources for learning and teaching 

 Personal and professional development 

 Any other student business 

 Any other staff business 

Organisation Where possible, 2 meetings per academic semester 

 Where not possible, a clear process should be in place to ensure 
effective representation 

 Where contact time is heavy, or for programmes that involve 
part-time or distance learners, alternatives approaches such as 
online forums or discussion should be in place to ensure effective 
representation 

 All SSC members should commit to prioritise attendance to 
ensure meetings are effective 

 Agendas should follow the basic formula outlined above. 
Additional items should be kept to a minimum and should be 
agreed in advance. The chair/co-chairs should have discretion 
whether to accept additional items 

 Agendas and minutes of previous meetings should be distributed 
to SSC membership at least 1 week before meetings. Pre-meetings 
have been used effectively in some departments to prioritise 
business for the main SSC meetings. This practice is encouraged 
and guidance is provided in the SU document “Student Staff 
Committee pre-meets summary”. 

 Minutes should identify actions and responsibilities for any 
required follow-up 

 At least one UG and one PG Academic Representative should be 
elected from the SSC to sit on the departmental Learning and 
Teaching Committee 

 At least one UG and one PG Academic Representative should be 
elected from the SSC to sit on the Faculty SSC 

 
 
 
 
 



 

 

5c. FSSC membership: 
This section offers guidance on 
the membership of Faculty 
Student Staff Committees. 

 

Students FSSC membership reflects the diversity of students across 
Departments, including a minimum of one UG and one PG Faculty 
Representative per Department. 
Additional reps may be co-opted onto the committee where 
needed, as deemed appropriate by the FSSC 

Staff Representatives of Faculty L&T leadership team 

Chair The ethos of FSSCs is that they are student-led. This means they 
should be chaired or co-chaired by a student representative. A 
member of staff may chair meetings in the absence of a student 
chair 

 
 
 

5d. FSSC remit: 
This section offers guidance on 
the organisation of Faculty 
Student Staff Committees. 

 

Discussion topics Departmental SSC business requiring Faculty discussion and 
action 

 Academic Support 

 Organisation and management of programmes 

 Resources for learning and teaching 

 Personal and professional development 

 Any other student business 

 Any other staff business 

Organisation Where possible, 2 meetings per academic semester 

 Where not possible, a clear process should be in place to ensure 
effective representation 

 All SSC members should commit to prioritise attendance to 
ensure meetings are effective 

 Agendas should follow the basic formula outlined above. 
Additional items should be kept to a minimum and should be 
agreed in advance. The chair/co-chairs should have discretion 
whether to accept additional items 



 

 

 Agendas and minutes of previous meetings should be distributed 
to FSSC membership at least 1 week before meetings. Pre-
meetings can be used effectively to prioritise business for the 
main FSSC meeting. This practice is encouraged and guidance is 
provided in the SU document “Student Staff Committee pre-meets 
summary” 

 Minutes should identify actions and responsibilities for any 
required follow-up 

 
 


