
  

Student Academic Representation Policy 
 

If you are reading a printed version of this document, you should check 

https://documents.manchester.ac.uk/display.aspx?DocID=4705 to ensure you have the most 

up to date version. 

 

Effective from September 2026 

Read this if: 

You are a student or staff at the university needing to understand the official structure, 

roles, and procedures for student representation designed to ensure all students have an 

effective voice on matters related to their education and overall student experience. 
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Definitions 
 

Key terms  
 

Academic Representatives - students who volunteer to represent the students on their 

course/programme. This also includes academic representatives who are sometimes paid for 

additional tasks such as leading the group of reps on their programme. 

 

HEAR – an electronic report that provides you with an official record of all a students’ 

academic achievements, extra-curricular activities and awards or prizes.  

 

Quality Assurance - Quality assurance in higher education is about regularly checking, both 

inside the University and by outside organisations, that teaching courses, and the overall 

student experience meet agreed national and University standards.  The 

University ensures the quality of its academic provision by bringing together all the key 

processes it uses to review course quality, monitor how students are doing, and make 

ongoing improvements. This combined approach forms the University’s Academic Quality 

Assurance Framework. 

 

School Representatives - students who have already been academic representatives, that are 

hired part-time by the Students’ Union to represent the students in their academic School. 

 

STELLIFY – an award given by the University of Manchester to students that go beyond their 

academic studies by taking part in volunteering, leadership roles and ethical challenges 

leading to a certificate at graduation. More information can be found on The Stellify Award | 

The University of Manchester.  

 

Student Academic Representation - a shared agreement and partnership approach between 

University of Manchester Students’ Union and the University where students volunteer to 

represent their peers, gathering feedback on the learning experience to share with staff at 

committee meetings and propose change. The wider principles of this partnership are set out 

in the University/Students’ Union Memorandum of Understanding.  

 

Student Voice Committee - a key component of student voice; acting as the space where 

Academic Representatives meet with key members of both academic and professional 

services staff to resolve issues faced by the cohort they represent. These committees, and 

https://www.stellify.manchester.ac.uk/
https://www.stellify.manchester.ac.uk/
https://manchesterstudentsunion.com/constitution
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similar feedback channels, are central to ensuring that student concerns are either met with 

practical solutions or clear explanation from staff as to why the change cannot be 

accommodated. 

 

Acronyms  
 

HEAR - Higher Education Achievement Report 

 

PGR's - Post Graduate Researchers 

 

PGT - Post Graduate Taught 

 

SVCs - Student Voice Committees 

 

UG - Undergraduate Taught 

 

UMSU – University of Manchester Students’ Union 

 

 

1.0 Introduction 
 

1.1       Purpose 
 

1.1.1 This document sets out the expectations relating to student academic representation 

across the University and has been written in partnership with the University of 

Manchester’s Students’ Union (UMSU). 

 

1.1.2 The aim of this policy is to ensure that all students, no matter what they are studying, 

are effectively represented and have a voice on matters relating to their academic 

experience. It also aims to ensure a consistent approach (where possible) to 

representation across the University. 

 

1.2       Scope 
 

1.2.1 This document covers the function of Academic Representatives and School 

Representatives at the University of Manchester, including their recruitment, training, 

responsibilities and conduct. 
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1.2.2 The representation of Post Graduate Researchers (PGR’s) is supported through 

faculty-level frameworks and guidance provided by the Doctoral Academies and is not 

covered in this policy.  

 

1.3       Applicability 
 

1.3.1 This policy applies to all Undergraduate (UG) and Postgraduate taught (PGT) 

students at the University of Manchester.  

 

2.0     General Principles 
 

2.0.1 Academic Representation is delivered in a partnership approach between the 

University of Manchester (UoM) and the University of Manchester Students’ Union 

(UMSU). 

 

2.0.2 Student academic representation enables students to make a meaningful contribution 

to quality assurance, and to enhancing teaching and learning and the student 

experience. Academic and School Representatives should have the opportunity to 

feed into developments that affect the student experience at all levels of the 

University, including, but not limited to, course, School, and Faculty levels. 

 

2.0.3 Every programme/discipline should have Academic Representatives. Each academic 

year students are invited to take on this role, and the University and Students’ Union 

are committed to ensuring that all students who wish to engage with student voice 

are given the opportunity to do so where possible.  

 

2.1       Inclusivity and Accessibility 
 

2.1.1 The University and Students’ Union will work in partnership to ensure the academic 

representation programme is inclusive and accessible to all students. 

 

2.1.2 Student academic representation should allow the voices of all students to be 

captured and heard, irrespective of where or how they are studying (e.g. on campus, 

flexible and distance learning programmes), their level of study, or their discipline. All 

students should be given an equal and fair opportunity to become an Academic 

Representative (see section 3.2). 

 

2.1.3 To ensure inclusivity and accessibility, Academic and School Representatives across 

the University are not selected through elections. This approach reduces barriers to 

participation and supports the involvement of a diverse range of students, including 

those who may be less likely to stand in elections, and ensures that Academic and 
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School Representatives are not selected based on their popularity. It also enables 

leadership experience that is accessible to all students and supports the diversity of 

the student body being represented. Details on the recruitment process can be found 

in section 3.2.  

 

2.1.4 Where required for accessibility reasons, Academic Representatives can be supported 

in attending University meetings by Students’ Union staff. Support can be requested 

by contacting the Students’ Union. 

 

2.1.5 The Students’ Union will work with Schools and programmes to identify concerns with 

demographic representation of students where possible. 

 

2.1.6 In line with the University’s Dignity at Work and Study Policy, Academic and School 

Representatives, students and staff are required to, and are responsible for treating 

each other in a friendly, courteous, dignified and respectful manner. 

 

2.2       Recognition  
 

2.2.1 The Students’ Union and University recognise the time commitment of all our 

volunteers, including Academic Representatives. The Students’ Union is responsible 

for recognising this commitment through various schemes, including as a component 

of the STELLIFY award. If an Academic Representative fulfils their responsibilities (see 

3.1.2), they will have this recorded on their Higher Education Achievement Report 

(HEAR) and receive a digital certificate from the Students’ Union. 

 

2.2.2 Alongside this, Academic Representatives have access to extra opportunities such as 

taking part in focus groups and forums, being recognised as part of the Students’ 

Union’s annual Academic Awards and the Academic Rep of the Month scheme. 

  

2.2.3 The Students’ Union encourages Schools and programmes to take the opportunity to 

recognise and thank Academic Representatives at a local level (e.g. a letter of thanks 

from the Head of Department, vouchers, celebration events). 

 

3.0     Roles, Responsibilities and Processes 
 

3.1       Responsibilities of Academic Representatives 
 

3.1.1 Academic Representatives should consider the varying needs and perspectives of 

different students to represent the best interests of their peers. To enable this, 

feedback, both positive and negative, from their peers about their University 

experience must be gathered. This feedback is shared with staff at the University and 

https://manchesterstudentsunion.com/contact-us
https://documents.manchester.ac.uk/display.aspx?DocID=22734
https://www.stellify.manchester.ac.uk/
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Students’ Union, and Academic Representatives should work in partnership with them 

to share good practice, explore issues, suggest solutions, and bring about positive 

change.  

 

3.1.2 It is the responsibility of Academic Representatives to: 

 

• Attend Students’ Union general training and if applicable specific training within 

Schools or programmes;  

• Be in regular communication with the students they are representing;  

• Proactively collect feedback from peers on key issues ahead of every feedback 

meeting and present feedback collected as accurately as possible;  

• Attend relevant meetings (including but not limited to SVCs, Faculty Forums, 

and student-focused committees and spaces) to provide an insight into the 

student experience and work with staff to improve the student experience;  

• Work with students, Academic and School Representatives, academics, 

professional services and Students’ Union staff to find solutions and address 

challenges;  

• Communicate progress on how student feedback is being addressed to their 

peers; and  

• Follow the Students’ Union Members Code of Conduct and responsibilities 

outlined in the Students’ Union general training. 

 

3.2     Responsibilities of School Representatives 

3.2.1 School Representatives should work to improve students’ education at the 

University of Manchester and to build a community among reps and students in 

the school. It is also important that School Representatives also build and maintain 

positive working relationships with relevant staff during their term. 

3.2.2 It is the responsibility of School Representatives to: 

 

• Attend Students’ Union School Rep training;  

• Be in regular communication with the Academic Representatives within their 

School;  

• Host meetings and events for Academic Representatives within their School 

to help build a sense of belonging;  

• Pull together feedback from different areas, relaying this feedback at an 

appropriate level;  

• Attend relevant meetings (including but not limited to SVCs, Faculty Forums, 

School Boards and student-focused committees and spaces) to provide an 

over-arching insight into student experience within the School and work with 

staff to improve School-wide student experience;  

http://bdebb069a2d494a6420c-e940885aabef2119b884b0d2e0caea0b.r99.cf3.rackcdn.com/ws_-_Members_Code_of_Conduct.pdf
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• Work with staff at the University and Students’ Union to find solutions and 

address challenges;  

• Keep students up to date on progress and outcomes of their work to ensure 

transparency and closing of the feedback loop;   

• Follow the Students’ Union Members Code of Conduct; 

• Work with Executive Officers on projects to provide insight and support on 

key challenges; and 

• Build positive working relationships when working with hubs and teams. 

 

 

3.3       Responsibilities of the Students’ Union and the University 
 

3.3.1 The Students’ Union has a fundamental role in overseeing and coordinating student 

academic representation structures at the University of Manchester. The Students’ 

Union will ensure that all students at the University are effectively represented at a 

course/programme/School/ Faculty level. 

3.3.2 As the representative body for students, the Students’ Union provides support for 

Academic Representatives and works with the University in partnership to provide 

and support the student academic representative programme. 

 

3.3.3  The University should be fully engaged in student academic representation and 

committed to working in partnership with the Students’ Union to support delivering 

an effective representation programme. The University should ensure to have student 

representation in all spaces (e.g., committees) where matters affecting students are 

discussed. 

 

3.3.4 Methods and structures should be in place at all levels to ensure speedy resolution or 

escalation of student issues brought up through the student academic representation 

procedures. 

 

3.3.5 It is the responsibility of the Students’ Union to: 

 

• Administer the recruitment/selection of Academic Representatives;  

• Ensure the academic representative programme is accessible to all students;  

• Provide comprehensive training to ensure that reps have the skills and 

knowledge to undertake their role;  

• Maintain and manage an accurate record of Academic Representatives and 

submit information to the HEAR on active Academic Representatives;  

• Communicate regularly with Academic Representatives; Provide support to 

both Academic Representatives and staff throughout the academic year; and  
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• Conduct an annual Rep Experience Survey and use the findings to enhance the 

student academic representative programme. 

 

3.3.6 It is the responsibility of the University to: 

 

• Actively engage with students and the Students’ Union in this process;  

• Follow the student academic representative programme, as outlined in this 

policy (i.e., not hold own rep selection);  

• Promote Academic Representative recruitment to students and staff;  

• Provide the Students’ Union with accurate and up to date information relating 

to courses, Academic Representatives, and relevant University staff;  

• Ensure Academic Representatives can communicate with their cohort;  

• Administer Student Voice Committee meetings; and  

• Recognise and respond to student feedback raised through academic reps and 

support academic reps with closing the feedback loop. 

 

4.0     Recruitment and Selection of Academic Representatives 

4.0.1 Any student who wants to be an Academic Representative can register their interest 

via a Students’ Union managed form. This is sent by the Schools and relevant 

academic staff to all students at their University email addresses. For some 

Programmes, adjustments to the sign-up process are required (e.g., interested 

students must answer an application question). The Students’ Union and University 

work together to identify where this is necessary.  

 

4.0.2 Programme Directors are encouraged to support this recruitment by informing 

students of the rep role and sharing the sign-up information. Schools and Programme 

teams should use the Student Unions’ recruitment form only and avoid using 

alternative ways of collecting students’ data. 

 

4.0.3 Once the recruitment window has closed, the Students’ Union will work in partnership 

with Schools (i.e., IAG teams) to identify the number of applicants relative to the size 

of the cohort. Where numbers are reasonable, all interested students will be 

appointed. 

 

4.0.4 Each programme year group should have at least two Academic Representatives. 

4.0.5 The Students’ Union will work in partnership with Schools to either appoint all 

interested students or, where required by the School’s process, undertake a selection 

process. 
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4.0.6 Where there are large numbers of students on a programme there should be enough 

Academic Representatives to allow for useful and accessible representation, enabling 

all students to contribute to programme development. Consideration should be 

given to the structure of the programme (e.g., students on different pathways, taking 

varied modules, or studying across multiple locations) as well as the diverse needs of 

students (e.g., part-time, commuter, or distance learners). 

4.0.7 Where a disproportionately large number of students on a programme have signed 

up to be reps, the University and the Students’ Union work together to find a 

structure appropriate for the programme (e.g., allocating different roles, or 

randomly selecting Academic Reps). In some cases, this may mean that not all 

interested students can be appointed, and additional selection processes must be 

conducted as agreed upon by the Students’ Union and relevant staff (e.g., 

application questions or motivation letter). 

4.0.8 Where no or a disproportionately small number of students have come forward for 

the role,  the Students’ Union and relevant staff will work together to recruit more 

students or find alternative solutions (e.g., inviting all students on a programme and 

relevant academic society committee members to a Student Voice Committee 

meeting). 

 

5.0      Training of Academic Representatives 

5.0.1 The Students’ Union provides comprehensive training for all Academic 

Representatives. 

 

5.0.2 The training is compulsory for all Academic Representatives and is delivered through 

a combination of online and in-person opportunities. The Students’ Union reserves 

the right to remove Academic Representatives from their role if they do not complete 

the training. 

 

5.0.3 The training covers the responsibilities and expectations of Academic Representatives, 

collecting feedback, raising feedback, signposting and closing the feedback loop. 

 

5.0.4 Where appropriate, this should then be supplemented by specific School or 

programme training with consultation from the Students’ Union and delivered by the 

University. 

 

6.0      Appointment of School Representatives 
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6.0.1 School Representative positions are appointed and overseen by the Students’ 

Union. 

6.0.2 Eligibility is open to students who have been an Academic Representative during 

the current or previous academic year within the corresponding School. If this is 

not possible due to a lack of eligible applicants, applications will be opened to 

other student leaders (e.g., society committee members). 

6.0.3 Interested students must apply for the role through the Students’ Union’s 

application process. Application forms can be found on the students' union 

website when the role goes live. Notifications of this are usually sent out via 

student emails. 

 

7.0    Conduct and Discipline  
 

7.0.1 Academic and School Representatives are expected to conduct their role in line with 

their responsibilities as outlined in this policy. In addition, they must adhere to the 

Students’ Union Members Code of Conduct, the University’s Regulation XVII: Conduct 

and Discipline of Students and their responsibilities as outlined in this policy. 

 

7.0.2 University staff, students, and Academic and School Representative who have any 

concerns about Academic or School Representatives not complying with 7.0.1 can 

raise them by contacting the Students’ Union. The Students’ Union will address the 

concerns raised through informal meetings with representatives, staff and/or students 

as a first step.  

 

7.0.3 Where representatives repeatedly do not conduct their role in line with their 

responsibilities, and no further support can be identified and provided to ensure they 

fulfil their responsibilities, the Students’ Union will remove representatives and 

informal all relevant parties. 

 

8.0     Student Voice Committees 
 

8.0.1 The Students’ Union and the University must work together to ensure that Student 

Voice Committees operate effectively, focus on practical solutions and provide a 

positive and accessible experience for all students. 

 

8.0.2 All Academic Representatives should be invited to attend at least one Student Voice 

Committee meeting per semester, at either Programme or School level. As 

attendance at Student Voice Committee meetings is compulsory for Academic 

http://bdebb069a2d494a6420c-e940885aabef2119b884b0d2e0caea0b.r99.cf3.rackcdn.com/ws_-_Members_Code_of_Conduct.pdf
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Representatives, the University should monitor and record attendance and share 

this information with the Students’ Union. 

 

8.0.3 Academic Representatives are expected to attend meetings prepared and ready to 

contribute, for example to present and discuss feedback collected from their cohort. 

 

8.0.4 Where possible, meetings should be co-chaired by an Academic Representative or 

School Representative and a member of staff. 

 

8.0.5 The meetings should begin with a brief review of actions agreed at previous meetings 

and any relevant updates, to support effective closure of the feedback loop. 

 

8.0.6 Agenda items should align, where appropriate, with key National Student Survey 

themes (e.g., assessment, feedback, teaching quality) to enable focused preparation 

by Academic Representatives. Agendas should remain flexible to accommodate new 

or urgent issues that arise. 

 

8.0.7 Minutes of Student Voice Committee meetings should be clear and concise to 

facilitate timely action. This may include the use of action tables, bullet-point 

summaries, AI-supported transcripts with human oversight, and visually accessible 

presentation formats. Minutes should be distributed promptly to enable timely action 

by relevant parties and to support Academic Representatives in preparing for 

subsequent meetings. Any AI usage to support transcripts must only be done using 

University approved tools and processes (See the University’s AI Guidelines). 

 

8.0.8 Alongside Student Voice Committee meetings, Academic Representatives should 

have access to informal discussions with relevant academic staff members to address 

issues as they arise. 

 

8.0.9 If issues are not satisfactorily resolved, Academic Representatives should feed this 

back through the Students’ Union via School Reps or Faculty Officers, and through 

the University via appropriate channels and the Student Complaints procedure when 

appropriate. 

 

9.0    Feedback Loop 
 

9.0.1 To ‘close the feedback loop’ is to complete the final stage in the feedback process. 

After Academic Representatives have passed on students’ feedback to staff, the 

feedback is acted on and the action(s) taken are communicated back to students.   

https://www.staffnet.manchester.ac.uk/ai-hub/ai-guidelines-and-policies/ai-guidelines-overview/guidelines/


12 

 

 

9.0.2 Academic Representatives and staff work together to close the feedback loop. Staff 

at the appropriate level (e.g., Programmes or Schools) ensure transparency of 

meeting minutes and updates on actions taken (e.g., ‘You said / We did’) by sharing 

them with students in a timely manner through appropriate communication channels 

(e.g., emails and SharePoint). Academic Representatives support this process by 

sharing outcomes with their cohort.  

 

9.0.3 Where feedback cannot be actioned, staff should provide an explanation to Academic 

Representatives and students why this is not possible and every effort should be 

made to offer an alternative solution. 

 

9.0.4 Feedback related to programme-level issues (e.g., teaching and assessments) should 

be resolved at the programme level. If this is not possible, or if the feedback concerns 

issues at the school, faculty, or university level, programmes should ensure that the 

feedback is escalated to the Heads of Teaching, Learning and Students (or equivalent) 

as well as to the Teaching and Learning Committees (or equivalent) at the appropriate 

level. Academic Representatives are encouraged to escalate unresolved issues with 

their School Representative or Students’ Union Faculty Officer. 

 

10.0 Monitoring Compliance 

 

10.0.1 Adherence to this document is expected and should be monitored by Heads of 

Schools (or their delegates) and relevant UMSU colleagues as part of a   wider quality 

assurance process which supports the Annual Academic Assurance Process including, 

Schools, Faculties, Teaching and Learning Strategy Group, the Academic Quality Sub-

Committee for Teaching, Learning and Students, and Senate. 

 

11.0  Supporting documents and sources of support 
 

• https://manchesterstudentsunion.com/constitution 

• Purpose of this policy 

• University of Manchester Students' Union (contact information) 

• Regulations | Academic-related regulations | Regulation XVII: Conduct and 

Discipline of Students | The University of Manchester  

• University of Manchester Students' Union (more information on reps) 

 

  

https://manchesterstudentsunion.com/constitution
https://documents.manchester.ac.uk/display.aspx?DocID=22734
https://manchesterstudentsunion.com/contact-us
https://www.regulations.manchester.ac.uk/academic/conduct-discipline/
https://www.regulations.manchester.ac.uk/academic/conduct-discipline/
https://manchesterstudentsunion.com/reps
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