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src  communication
First things first...
Now that you’ve been elected, here are a few 
things you should consider doing to set up good 
channels for communication with your class.

Introduce yourself in person (best done at the end of a 
class)

Send out an email to your class/students introducing 
you as class rep

Set up a Facebook page or group for your class and 
make sure everyone joins

Ongoing communications...

Email/message your class regularly to ask for any issues

Be open to being approached on a face to face basis

Forward any issues to Division/Community Reps prior to 
next SRC Meeting. (Dates can be found at LINK) 

https://www.abertaysa.com/src


src dates  2017/18
As a Class Rep you sit as part of the membership of 
the Student Representative Council (SRC). This is a 
body created to discuss, pass policy and challenge 
issues that a�ect the student body. It is also a place 
where you can ask questions of the elected o�cers 
of the SA and their work. 

SRC 1 - October 16th Monday 5pm

SRC 2 - November 21st Tuesday 5pm 

SRC 3 - January 17th Wed 1pm 

SRC 4 - February 19th Mon 5pm 

SRC 5 - March 20th Tue 5pm 

SRC 6 - April 18th Wed 1pm 

These dates are subject to change.

src  house rules
The following matters can be requested by 
any member at any meeting of Student 
Representative Council:

Reports from each member of the Executive Committee

Questions to each member of the Executive Committee on 
their activities and report

Reports from any working group/standing committee 

Receive reports from the Trustees

Discussion and vote on any governing document

Renew any Policy from a previous academic year

Discuss new Policy for action

Create any working group and any standing committee of 
Student Representative Council for the academic year

Open discussion of any topic relevant to Abertay SA

Invitations any guest speakers

All matters for discussion, debate, decisions and reporting must be 
submitted to the Association at least 5 working days in advance of 
Student Representative Council, along with any related documents or 
links to electronic media.

src  points of order
These may, if necessary, be requested by any 
member of Student Representative Council; with the 
exception of the Chair and Clerk of the meeting. 
Speak to the chair prior to the meeting starting or 
calling out during the meeting and the reason why.  
The council then needs to pass a majority vote to 
decide if the rule is used.

1. That the order of the agenda is changed.

2. That a motion currently being debated has an extra 
round of speeches for and against.

3. That an agenda point or motion be pushed back to the 
next meeting of Student Representative Council.

4. That a motion currently being debated by Student Rep-
resentative Council has sections removed.

5. That a motion to be debated at the current meeting is 
removed from the agenda.

6. That votes are counted formally and recorded in the 
minutes if a vote seems too close to call.

7. That the Chair is suspended from that position until the 
next meeting.

src  jargon buster
Sometimes in Student Representative Council we 
will use words and terminology that you may not 
have come across before. Here are some things you 
might hear: 

agenda
The agenda states the order and content of the 
Student Representative Council Meeting. Any student 
can add something to the agenda to be discussed, 
voted on or noted. 

apologies
If you cannot make a meeting please let us know by 
contacting classreps@abertay.ac.uk this is called 
giving apologies and will be noted on our attendance 
register. 

constitution/

schedule

As a charity the Abertay Students Association, by law, 
must have a constitution. It contains the objects, 
purpose and framework that underpins the 
day-to-day functions of the organisation. The 
schedules provide further detail of organisational 
work. They can be read at 
http://www.abertaysa.com/about-us/constitution 

exec
Short for Executive O�cers, this refers to the elected 
student who represent the Students Association. The 
Executive Committee is made up of the 6 elected 
volunteers and the full time sabbatical o�cers. 

src  jargon buster
Sometimes in Student Representative Council we 
will use words and terminology that you may not 
have come across before. Here are some things you 
might hear: 

hold to 
account

As a class representative you have the power to make 
sure the elected o�cers are representing students and 
working on their elected manifestos and any policies 
passed at SRC. 

trustees
The Trustees are the ultimate legal, �nancial and 
strategic body of the Association; who oversee the 
direction of the organisation. The Board of Trustees is 
made up of 2 external trustees, 2 sabbatical o�cers 
and 4 student trustees. 

sabb Short for Sabbatical O�cer these are the 2 elected full 
time President and Vice President roles. 

motion
A motion is a proposal of work or policy put forward 
for debate and vote by Student Representative 
Council. 

policy
Once a motion is passed it becomes Students 
Association policy and means it is something that has 
to be worked on by the elected o�cers and the 
organisation. Policy lasts for 1 year after which it 
becomes a “lapsed policy”. 

src  motion writing
Motions are used at Student Representative Council 
to highlight what the Students Association in what it 
should be working on. Motions are debated and 
voted on. If passed they become policy. 

The motion must be written with three sections: Notes, 
Believes and Resolves. 

believes
This section lays out what you feel the Associations 
position should be on the issue. It can, therefore, 
contain opinion on the issue, rather than facts.

resolves
This section sets out the solution to the issue. You 
should detail exactly what the Association should be 
doing about the issue. 

notes This is where you lay out the problem. This section is 
for facts about the issue.

A motion must contain a proposer and a seconder – the proposer is who 
speaks in favour of the motion at Council. Any member can volunteer 
and be selected to speak against the motion.

After both a for and against speech has been taken a vote will be cast.

classreps@abertay.ac.uk
email your motion to:

src  example motion

1. Due to the inconsistency of the 
versions, classes are taking place in 
areas with the most up to date 
software, meaning that there is a 
shortage of study space for 
students in whitespace.

2. Sometimes, due to excess of 
students sitting in on classes to 
study, there is not enough space for 
other students to attend their 
scheduled class.

3. The classrooms with CS3 (e.g. 
2524) are rendered almost 
completely useless for both classes 
and study do to backwards 
compatibility issues. If they were 
updated then they could be used 
for classes and study and as they 
are more private this would be very 
bene�cial.

4. As CS6 and CC are the latest 

SRC believes
1. The university currently 
has several versions of 
creative cloud, from CS3 to 
CS6 installed on university 
computers.

2. Adobe software does not 
handle backwards 
compatibility well.

SRC notes

1. update the software in the 
computers to the same 
version of adobe, preferably 
cs6.

SRC resolves

src  communication
First things first...
Now that you’ve been elected, here are a few 
things you should consider doing to set up good 
channels for communication with your class.

Introduce yourself in person (best done at the end of a 
class)

Send out an email to your class/students introducing 
you as class rep

Set up a Facebook page or group for your class and 
make sure everyone joins

Ongoing communications...

Email/message your class regularly to ask for any issues

Be open to being approached on a face to face basis

Ask for any issues to be raised when the agenda call comes 
out for SRC

Ensure that you circulate the SRC agenda prior to the 
meeting and check if anyone has anything they wish to 
comment on

Report back on the outcomes from SRC

src  Commitment
As a Class Rep you are expected to meet the 
following commitments: 

1. Student Fora – 2 hours per semester

2.  Informative Get-togethers (Voluntary) – 1 hour per 
month

3. Training – Intro session, then up to 6 x 45 minute         
sessions over the academic year

4. Contact with classmates – approx. 15 minutes per 
week.

src  hear awards
The Higher Education Achievement Report (HEAR) 
provides a single record of undergraduate and 
taught postgraduate academic and other 
achievements during University.  It is a formal, 
electronic document which provides a detailed 
picture of veri�able achievements achieved, including: academic work, 
certain extra-curricular activities, prizes, Employability awards, voluntary 
work and o�ces held in student association clubs and societies.   The HEAR 
can be securely shared with employers, employment agencies and other 
universities.  

Section 6.1 of the HEAR shows recordable opportunities, many of which are 
available within, and veri�ed by the Students Association.  

An elected post, Class Reps are responsible for liaising between the class 
and the academic, organisational and support functions of the university 
in a democratic manner.  Training and support are provided. To be 
awarded HEAR you must meet these requirements:

SRC Attendance at SRC across the year (60%)

SAC/fora Attendance meetings each semester (50%)

training Attend (50%), this includes both initial and CPD 
training

class rep

src  hear awards

The Chair and Clerk have the support of coordinators who will help with 
dissemination of agendas and minutes to their council they are elected 
to support.  The chair will host meetings, manage �ow and debates 
within meetings and time keep.  The clerk prepares the papers, takes 
attendance and minutes.  To be awarded HEAR you must meet these 
requirements:

SRC Attendance at SRC across the year (80%)

meetings Meet with co-ordinator and sabbatical as required

training Complete online training

SRC Chairs & Clerks 

HEAR will be awarded by the Class Representative Co-ordinator at the 
end of the academic year. Awards are at the discretion of the SA sta�. 
Appeals can be made with supportive statements and evidence of why 
HEAR should be accredited.

Examples of supplementary evidence:
• Social Media Screenshots (Facebook, Instagram, Twitter, etc)
• Minutes of meeting
• Study Goal app (potentially), or similar

         success stories

“One of the main things I was able to do was speak to the tutors for 
certain modules and ask them if they could supply slides for lectures the 
day before where at all possible. I was able to act as a go between to ask 
questions where students were too embarrassed to ask themselves or 
were worried about badgering tutors, whereas I could anonymise it and 
say ‘some students have approached me’.” 

“A couple of students struggled with illness or family troubles so I gave 
them the options and the di�erences between a 24h extension and the 
process of gaining a longer one. For that I spoke to SEZ and arranged for 
the student to come in and speak to them. I also directed them to 
student advisory service who are amazing.”

We’re very proud of our Class Representatives, 
and they are also proud of their achievements. 
Here are a few sucess stories from Class Reps 
that will hopefully inspire you in the coming 
year.  

“A lot of the class felt that one of the deadlines for one of the class 
modules was too early in the term and didn't give students enough time 
to properly complete the coursework. We brought this up with the 
lecturer, and arranged a meeting with both the lecturer and the head of 
department to discuss class concerns and negotiate potential solutions. 
Both the lecturer and the department head were very open to hearing 
class feedback and took what we said on board, and were happy to push 
the deadline back a week to give students more time to work on it. This 
was really well received by the class as it meant students had enough 
time to really work on the coursework and get it fully completed. The 
lecturer and department head were also really glad to have been made 
aware of an issue a�ecting student work and were open for a discussion 
on how the situation could be improved.”

         success stories
“Myself and our other class rep have been able to 
raise issues regarding one of our core modules 
and it’s appropriateness. I’ve tried to encourage 
students to �ll in the feedback forms and they are 
actually changing the structure of the modules 
next year. It was originally cognitive psychology and research methods 
and social psychology and now (I think) they are going to combine the 
cognitive and social elements and teach research methods as a separate 
module because students found it really challenging in its current 
format. After speaking to the tutors and discussing the structure of the 
module discovered they didn’t particularly like teaching it that way either 
so everyone’s happy I think.”

“On one of our modules there was a lot of mixed messages around a 
piece of coursework and one student was really unhappy with her 
grade/feedback. She would have accepted it if they could justify why it 
got the grade it got but didn’t feel it was fair. I anonymously raised this 
for her with the module head who read it a few times and while she 
agreed that the feedback on the essay was accurate she felt that the 
mark was a bit harsh as she had understood the references and has 
increased the grade, however it is still be to reviewed by the board.”

“I’m pleased with some of the stu� I’ve achieved and glad I could help 
student who were sometimes quite distressed. I should have made more 
of an e�ort to contact the year group as a whole as a lot of my work was 
with the direct entries but I’m going to set up a year group Facebook 
page and email them to let them know I’m around over the summer if 
they have any problems.”

src  notes
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abertay students association 
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         success stories

“One of the main things I was able to do was speak to the tutors for 
certain modules and ask them if they could supply slides for lectures the 
day before where at all possible. I was able to act as a go between to 
ask questions where students were too embarrassed to ask themselves 
or were worried about badgering tutors, whereas I could anonymise it 
and say ‘some students have approached me’.”

“A couple of students struggled with illness or family troubles so I gave 
them the options and the differences between a 24h extension and the 
process of gaining a longer one. For that I spoke to SEZ and arranged for 
the student to come in and speak to them. I also directed them to 
student advisory service who are amazing.”

We’re very proud of our Class 
Representatives, and they are also proud of 
their achievements. Here are a few sucess 
stories from Class Reps that will hopefully 
inspire you in the coming year.  

“A lot of the class felt that one of the deadlines for one of the class 
modules was too early in the term and didn't give students enough time 
to properly complete the coursework. We brought this up with the 
lecturer, and arranged a meeting with both the lecturer and the head of 
department to discuss class concerns and negotiate potential solutions. 
Both the lecturer and the department head were very open to hearing 
class feedback and took what we said on board, and were happy to 
push the deadline back a week to give students more time to work on 
it. This was really well received by the class as it meant students had 
enough time to really work on the coursework and get it fully 
completed. The lecturer and department head were also really glad to 
have been made aware of an issue affecting student work and were 
open for a discussion on how the situation could be improved.”



         success stories
“Myself and our other class rep have been able to 
raise issues regarding one of our core modules 
and it’s appropriateness. I’ve tried to encourage 
students to fill in the feedback forms and they 
are actually changing the structure of the 
modules next year. It was originally cognitive psychology and research 
methods and social psychology and now (I think) they are going to 
combine the cognitive and social elements and teach research methods 
as a separate module because students found it really challenging in its 
current format. After speaking to the tutors and discussing the 
structure of the module discovered they didn’t particularly like teaching 
it that way either so everyone’s happy I think.”

“On one of our modules there was a lot of mixed messages around a 
piece of coursework and one student was really unhappy with her 
grade/feedback. She would have accepted it if they could justify why it 
got the grade it got but didn’t feel it was fair. I anonymously raised this 
for her with the module head who read it a few times and while she 
agreed that the feedback on the essay was accurate she felt that the 
mark was a bit harsh as she had understood the references and has 
increased the grade, however it is still be to reviewed by the board.”

“I’m pleased with some of the stuff I’ve achieved and glad I could help 
student who were sometimes quite distressed. I should have made 
more of an effort to contact the year group as a whole as a lot of my 
work was with the direct entries but I’m going to set up a year group 
Facebook page and email them to let them know I’m around over the 
summer if they have any problems.”



Accountability

Team, or the Chair of SRC have acted inappropriately or in breach of 
Abertay SA’s code of conduct then they have the right to raise this at 

of SRC and if the issue is with the Chair then contact the President for 
further guidance. 

Schedule 9: code of conduct
1. Any member holding an elected position or a trustee position can 
be removed from that position through a procedure linked to the 
Code of Conduct. 

2. The Trustee Board is granted the authority to monitor this Code of 
Conduct. 

Expected Behaviours 

3. All members are expected to behave responsibly and act with 
dignity and respect towards everyone at all times. This applies on 
Abertay University premises, whilst using Abertay University facilities 

society events wherever they are held or whilst representing or acting 
on behalf of Abertay SA wherever this may be. 

4. The expected behaviours of members includes, but is not limited to, 
the following: 
 4.1. Treat others with respect and dignity; 
 4.2. Treat them fairly and without unfair or illegal 
discrimination; 
 



 4.5. Not interfere with other people’s enjoyment of Association 
or     University facilities or activities; 
 4.6. Not engage in activity or behaviour likely to bring the 
University or     the Association into disrepute; 
 
the     Association and the University; 
 
 4.9. Adhere to all appropriate policies of the Association 
 4.10. Comply with all International, EU, UK, Scotland and local 
laws 
 4.11. Use the Associations resources responsibly and honestly; 
 4.12. Undergo any training required as a result of any roles 
(voluntary or    paid) undertaken; 
 4.13. Not act dishonestly or with intent to commit fraud; 

5. In line with the Equality Act, Abertay SA does not tolerate 
discrimination on the following grounds: 
 
themselves) 
 
themselves) 
 5.3. age 
 
 
 5.6. gender reassignment 
 5.7. marriage and civil partnership statue 
 5.8. race 
 5.9. sex 
 5.10. Pregnancy 
 5.11. Breastfeeding women 
 5.12. Political views 
 5.13. HIV/Aids status 
 5.14. Parental responsibilities 
 5.15. colour, 
 5.16. nationality, 
 5.17. ethnic or national origins, 



 
 
 

sanctions. 

Association itself. 

months, either 
11.1. suspended, 

Sanctions as a result of breaches of the Code of Conduct 

of Public who feels that a member of the Association has breached 
the code of conduct raise an issue regarding an Association member, 
using the complaints procedure. 

7. The Complaints Procedure is a Supplementary Document of this 
Schedule, and may be updated from time to time by the Association’s 

8. Those determining the outcome of a complaint at either formal or 
informal level may take into consideration any perceived breach of 
the Association’s code of conduct, when determining any appropriate 

9. Where the complaints process is activated, the Association may 
suspend membership of the member(s) concerned. 

10. If a complaint is upheld, the panel may invoke sanctions that 
may range from a written warning about the member’s actions, 
to the suspension or removal of any or all rights and privileges of 

11. Where an any member elected to any position is, for longer than 3 

11.3. or barred from holding membership, 

their post will be deemed vacant for the duration of the sanction, 
subject to the outcome of any appeal. 

12. A by-election can only be held for the vacant role if the appeal is 
dismissed, or the window of time in which to appeal, has passed. 
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