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Newman Students’ Union have developed this document to make the SSCC process as easy and efficient as possible for all involved. It is important to note that the SSCC system is a vital part of quality assurance at Birmingham Newman University. 
 
This document contains guidelines for the process of electing Course Representatives and holding effective SSCC meetings. If you have any questions, please do not hesitate to contact the Student Voice & Representation Co-ordinator or the Student Voice and Advice Manager.

The allocated Schools for School Reps are detailed below.  

School of Education

School of Business and Law

School of Nursing and Allied Health

School of Arts, Humanities and Human Sciences
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Academic Staff:
1. To agree SSCC dates with the relevant school office staff for the upcoming semester no later than two weeks into the relevant semester. These dates should be circulated to the Student Voice and Representation Co-ordinator and the relevant Course Representatives. The School Office will keep a calendar of each SSCC which falls within their school.	Comment by Adam Gale: I would say school office hold the responsibility for getting these booked in rather than academics. Also quality don’t need the dates, can we say the school office keep a calendar for each school?
2. To ensure that the Senior Course Representative for the relevant SSCC is supported in their chairing responsibilities of the meeting.
3. To ensure that a member of the School Office is available to minute the meetings.  	Comment by Adam Gale: Same as above I think school office should book and make sure academics are available. 
4. Publish, under the heading ‘You Said, We Did:’ actions and successes onto the relevant Moodle page within 28 days of the meeting. 
 
School Office Staff:
1. Liaise with Academic Staff to schedule SSCC meetings throughout the academic year at times that maximise Course Representative and Staff attendance.
2. Ensure that the SSCC meeting agenda and any papers are sent out at least one calendar week before the meeting takes place. 
3. Invite representatives from relevant support departments to attend SSCC meeting.
4. Circulate meeting minutes via email to the Student Voice and Representation Co-ordinator, the relevant Course Representatives and to the Quality Office (Quality@newman.ac.uk) as soon as possible.

Course Representatives: 
1. To always represent the Students’ Union in a positive and constructive manner.
2. Attend compulsory Course Rep training.
3. Regularly gather critical and positive feedback from their peers on their course.
4. To attend their relevant SSCC meeting or send apologies to the meeting organiser when unable to attend. 
5. Communicate regularly with their Senior Course Reps regarding any feedback they have collected.  

Senior Course Representatives:
1. To always represent the Students’ Union in a positive and constructive manner.  
2. Attend compulsory Course Rep and Senior Course Rep Training. 
3. To attend and chair their relevant SSCC meeting or send apologies to the meeting organiser when unable to attend. In the instance when they cannot attend, it is their responsibility to nominate a Course Rep to chair in their absence.
4. Communicate regularly with their Course Reps regarding any feedback they have collected.  
5. Promote the Union’s ‘Your Say’ Platform to students in the University.

School Representatives:
1. To always represent the Students’ Union in a positive and constructive manner.  
2. Attend compulsory Course Rep and School Rep Training. 
3. To attend as many SSCC meetings within their designated school as possible.
4. Create and maintain positive working relationships with University Staff.  
5. Attend Student Council meetings.
6. Support the Students’ Union Academic Affairs Officer in campaigning on issues affecting students.
Please note: Course Representatives, Senior Course Representatives and School Representatives shall only be accredited on their HEAR if they attend relevant training and both SSCC meetings each year, or send appropriate apologies as outlined above. 
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Course Representative Recruitment:

1. SU Staff and Officers will be invited into lectures by lecturers to recruit course representatives during the first month of teaching on courses where there are no course representatives already.	Comment by Adam Gale: By who?	Comment by Adam Gale: Needs more clarity 
2. Academic staff will receive a ‘Rep Recruitment Pack’ to support in recruiting course representatives in the absence of Students’ Union recruitment.
3. The Students’ Union will contact continuing student Course Representatives (those going into levels 4, 5, 6 and beyond) to ask if they wish to continue the role to their next academic year.	Comment by Adam Gale: Can they continue from FY to L4?
Senior Course Representative Recruitment:
1. In Course Rep training, nominations will be taken for Students who want to be a Senior Course Representative.	Comment by Adam Gale: grammar
2. After all Course Rep training has happened, if courses have no Senior Course Rep elected, we will contact each course rep cohort to get a nominee and have them trained in time for the first SSCC. 
3. If the first SSCC of the year is reached and no Senior Course Rep has been elected, they will be elected in the first SSCC, with guidance from the Students’ Union. 
School Rep Recruitment:
1. At the end of each academic year, we will advertise these roles to current Course Representatives and Senior Course Representatives.
2. These roles will be on an apply and interview basis so that these positions are filled and trained by the start of each academic year.
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When?  
SSCC meetings should be held once per semester ideally by week 8 from the start of each semester (this is flexible on courses that have a placement, where meetings must be held to accommodate their schedules). 	Comment by Adam Gale: Could you say by the latest week 8?

The dates of these meetings must be sent to the Student Voice and Representation Co-ordinator, the relevant Course Representatives and to the Quality Office (Quality@newman.ac.uk) as soon as possible.

If no Course Representatives can attend the arranged time, the meeting must be rescheduled to a mutually convenient time.  
 
Where?  
In person (on campus) with a Teams option available for those who can’t travel in. This is to be scheduled by the School Office.
 
Who should chair?  
The Senior Course Representative should chair the meetings. In the absence of the Senior Course Representative, they will nominate a Course Representative to chair. All papers should be sent to all attendees in advance by the organiser of the meeting from the School Office. 	Comment by Adam Gale: School Office 
 
What should a meeting cover? 
Please see Appendix 2; Agenda Template. 
 
Who should minute?  
A member of the school office should minute the meetings.
 
Who from the SU will attend?  
A School Representative should be invited to every meeting. In the absence of a School Representative being able to attend, other SU colleagues will attend such as; SU President, SU Academic Affairs Officer, Student Voice and Representation Co-Ordinator or Student Voice and Advice Manager.
What is “You Said, We Did”?	Comment by Adam Gale: I think this needs to be clearer and needs to say where formal minutes go and give some timelines
This is an initiative to close the feedback loop in SSCCs. There should be an action list published on Moodle withing a month from the meeting happening which summarises the feedback from the most recent SSCC where staff update how it has been actioned and acted upon. Official meeting minutes will be kept by school office staff and held by Quality.
 
Where is feedback advertised?  
Successes from SSCCs will be promoted on the Students’ Union website (www.newmansu.org) and the Students’ Union Impact Report. Feedback should also be advertised under the ‘You Said We Did’ section of the Moodle pages.
 
For General Enquiries  
Jason Sparkhall
Student Voice & Representation Co-ordinator
SPAR409@newman.ac.uk

Zoe Harrison
Student Voice & Advice Manager
z.harrison@newman.ac.uk
 
SU President 
SU-President@newman.ac.uk
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Student/ Staff Consultative Committees  
· There should be a minimum of one meeting per semester. 
· All meetings are to be minuted a relevant school office member of staff. The minutes should then be circulated to the Student Voice and Representation Co-ordinator, the relevant Course Representatives and to the Quality Office (Quality@newman.ac.uk) as soon as possible for Audit Purposes. An action list will be published on the relevant Moodle Pages under the heading ‘You said, We did”.
· The minutes for each SSCC should be produced within no more than one week (5 working days) from the date of the meeting.  
Purpose and Scope  
Student Staff Consultative Committees are required for each programme within the University. These Committees are a formal mechanism for providing and obtaining feedback on academic issues and resources and support issues in relation to the programme or subject area.  
Terms of Reference  
· To receive, consider and where necessary action reports presented to the committees on behalf of students on the programme or subject concerned.
· To provide feedback and comment on issues raised by the Course Representative on behalf of students on their subject or programme  
· To provide the committee with information on new developments to do with the relevant course or programme.
· To discuss with representatives invited from support areas any issues or queries raised by students.  
Reporting Line 

Learning, Teaching and Academic Quality Committee and Student Experience Committee. 
Quoracy
At least the Chair and Head of Subject / Programme Leader, plus one further academic member of staff and at least one other student course representative. The committee should aim to have a larger weighting of student to staff members where possible.  
Membership 
· Chair – Senior Course Representative.

· Head of Subject/Programme Leader or their representative.
 
· Relevant academic staff representing the modules or subjects taught. 

· Student Course representatives for each year/level and mode of the subject/programme.

· Organiser/Member of relevant School Office team.

· Invited members as appropriate – representatives of support areas.
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[Subject Area Name] SSCC Agenda 
[Date] at [Time] in Room [Room Number/Teams]  

Present:
Staff:

Student Reps:

Support Staff:

1. Welcome 
2. Apologies for Absence 
3. Minutes of the Previous Meeting  
4. Actions from the Previous Meeting (You said we did)
5. Student Items (Year of Study):
Year 1 
Year 2 
Year 3 
6. Support Area Items
7. Staff Items 
8. Any Other Business 
9. Date of Next Meeting 

	2 



	2 
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