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Quick links 

Rep MS Outlook Calendar 

Rep Training and events calendar and sign-up 

Rep website and how to email ‘hello’ to your fellow students 

How to use the school’s mailing lists 

Rep Network on MS Teams 

Rep Network on BLE 

Microsoft support website – video guidance 

Welcome! 
A message from the Co-President Democracy and Education. 
As some of you might know, being at uni sometimes is not the most joyful experience: 

things might get tough, we might not like everything that we learn or the way that happens. 

It is important to be in constant communication with the academic body, as the students’ 

voice is paramount for the students’ wellbeing and a better learning experience on campus. 

Student Reps, as a representation of the student body in institutional spaces, can be seen 

as a bridge that links the teachers and the students who, especially over the past couple of 

years of pandemic and online teaching, have seemed so far from each from each other.  

The wellbeing of the students, as well as that of the teachers, is constantly threatened by 

the capitalist interests of the institution who are prioritising a marketised education for their 

own profit while students are facing the consequences in their learning experiences. Among 

others, course cuts, coloniality in the curriculum, institutional ableism, racism inthe 

classroom...  These are all issues that inevitably affect us, and we should hold the space to 

critically discuss them as well as address them within ourselves and with the institution, 

especially in a place like SOAS where academic freedom is endangeredby an authoritarian 

institution that is trying to silence the students’ and staff voices and that has little to no 

interest in our wellbeing. Looking forward to raising our voices together on campus. 

Gioia  
(they/them/she) 

  

https://outlook.office365.com/owa/calendar/2a0c5bae58074f97a729898a8e734796@soas.ac.uk/009fb4a3a068406b97c3c0ac4b12c5468514571950556701655/calendar.html
https://soasunion.org/reps/rep-events/
https://soasunion.org/reps/
https://web.microsoftstream.com/video/b6bc1279-739f-4b46-8856-f90f145e4199
https://web.microsoftstream.com/video/208a119e-dea1-46ea-9281-6bf67b08ca90
https://teams.microsoft.com/l/team/19%3a0GU0HDNSdVz2Y3m8NTPl1M9YSwQpPwMD1XRaH_X_-vU1%40thread.tacv2/conversations?groupId=9c770eae-5613-49fd-aa7c-a5d6b7edc210&tenantId=674dd0a1-ae62-42c7-a39f-69ee199537a8
https://ble.soas.ac.uk/course/view.php?id=23477
https://support.microsoft.com/en-us/training
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Introduction 

Welcome to the Student Rep Network! You are joining an extensive line of proactive and 

engaged members of the SOAS community. The network aims to ensure that the student's 

voice is raised at various institutional forums and put into various university workstreams and 

improvement plans. Over time Reps have made a difference leading to initiatives in teaching 

and learning development at SOAS and to broader enhancements to the student experience 

of their peers.  

  

Q: What has 
worked well 

for you 
being a Rep? 

I feel like the effort to strengthen the bond between staff and 
students has been really good this year, more important than ever 
at this difficult time 

I felt heard by professors and administrators in my programme 

reaching out with other students made us closer; setting my own 
initiatives 

I have very good team which I can rely on and communicate well 
with to work together. This has made things easier and more calm. 

 

Reps are the essential link between students, academic and professional services teams, 

and the Students’ Union. Through the Rep Network and across your department/college the 

most effective Rep teams divide up to undertake various responsibilities including: 

 

 

 

  

Gathering student views, thoughts 

and opinions and raising these with 

relevant members of staff within your 

academic department and/or at 

various institutional forums across 

the school, such as S.U forums and 

consultative processes. 

Attending Department Feedback 

Committees (DFC) or the 

Foundation Feedback Panel, 

Department Meetings (Department 

Reps only), and College 

Assemblies for Reps. 
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Understanding the Role and Structure 

Through the Rep Network students have the potential to develop professional skills, 

represent their peers and play a role in building a strong academic community. Reps gather 

and represent the views of fellow students and are involved many areas, e.g:  

• review and enhancement processes, such as potential changes to courses; 
• help academic departments and professional services teams to better anticipate 

the obstacles or issues facing students; 
• develop solutions to them and make sure any consultation on change is 

meaningful and responds to student feedback from the community. 

Core Responsibilities 

There are two elected Rep roles within each department, Program Reps and Department 
Reps. The Departments sit within a college each of which has a College Student Voice 
Assistant (a paid role, appointed in September). 

 

All Role Descriptions can be found by visiting www.soasunion.org/reps 

Course Reps  Student
  

Department 
Reps  

College 
Student Voice 

 

College Assembilies for 
Reps (CAR)  

Student Expierence 
Forum (SEF) 

Student Feedback 
Panel (SFP) 

Feeds 
into 

University 
Committe

 

Department Feedback 
Committee (DFC) 

Foundation College 
Feedack Panel  

http://www.soasunion.org/reps


 6 

Program Representatives 

Program Reps are students who have volunteered to collect student feedback and raise 

this to their department on their cohort behalf. They are a vital link to ensure students are 

heard and that positive changes are implemented. If students have any feedback relating to 

their course, Program Reps should be their first point of contact.  

Responsibilities  

• Represent the views of students on their course.  

• Give feedback to staff within the school.  

• Act as a liaison between students and staff.  

• Sit on relevant Department-Feedback Committees.  

• Celebrate positive changes and keep students informed of changes and 
developments.  

Role Requirements  

• Be a good listener.  

• Able to speak up on behalf of others.  

• Be motivated and driven.  

• Have good organisation and time management skills.  
Benefits  

• Help to shape and create the student experience at SOAS.  

• Build strong relationships with staff and fellow students.  

• Develop transferable skills such as problem-solving, negotiation, diplomacy, 
and time-management.  

• Receive recognition from SOAS at events such as Celebration events.  

• Being part of a network of like-minded individuals. 

The number of Program Rep positions available are as follows: 

Foundation Year and IFCELS (International Foundation Programmes): 
There will be 1 rep per Academic Practice module *Core Module*.  

During the 2 hr. seminars, there will be time given twice per term to talk about 

students' feedback. Class tutors have responsibility for this discussion and collection 

of feedback as they have the closest relationship with the students. 

All undergraduate degree programmes: 
1 Rep for <50 students 
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2 Reps for 51-100 students 
3 Reps for 101-150 students 
4 Reps for 151-200 students  
5 Reps for 201+ students per year of study (UG 1, UG2, UG3 and UG4). 

E.g: if a department has 100 undergraduate students per year of study and consists 

of 4-year degree programmes, it would have 2 undergraduate Reps per year, or 8 

UG Reps in total. 

Postgraduate Taught (PGT): 
This includes all masters and postgraduate diploma programmes.  

1 Rep per programme. 

For example, if the same academic department has 10 distinct taught postgraduate 

degree programmes (MA, MRes), there would be 10 Postgraduate Rep positions 

available, or one per degree programme. 

Postgraduate Research (PGR): 
1 Rep for MPhil and 1 Rep for PhD per Department 

For example, each academic department would have 2x PGR Rep positions 

available, meaning there would be a total of 28x PGR Reps across the entire 

School.  

Department Representatives 
There is one UG, one PGT and one PGR per Department. They are responsible for 

coordinating the Program Reps; attending the Department meetings; and being the main 

point of contact for broader feedback that may need escalating within the department. They 

are an important link for the College Student Voice Assistants. 

Responsibilities  

• Lead, motivate and support your Program Rep team to effectively work 

alongside your department with student feedback  

• Build strong relationships with senior members of staff in the Department  

• Represent the views of students in your department  

• Sit on the Department Feedback Committee (DFC) and Department Meetings.  

• Share their feedback with the College Student Voice Officer of their respective 

college.  
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• Act as a key communication link between the S.U, the University and 

students. 

Role Requirements  

• Be a good listener  

• Able to speak up on behalf of others  

• Be motivated and driven  

• Have good organisation and time management skills  

• Opportunity to become a buddy to a new Program Rep or group of new 

Program Reps  

Benefits  

• Help to shape and create the student experience at SOAS  

• Build strong relationships with staff and fellow students  

• Develop transferable skills such as problem-solving, negotiation, diplomacy, 

and time-management  

• Receive recognition from SOAS at events such as Celebration events  

• Being part of a network of like-minded individuals  

*Note: this role has the option to be co-owned, on the understanding that both Reps comitt 

to a full handover supported by the S.U to ensure consistency from term to term.  

Other support: College Student Voice Assistants 

Like Department Reps, College Student Voice Assistants will act as the main point of 

contact for broader feedback within colleges, with their main purpose is to lead, motivate, 

and support their Department Rep team by collecting and raising student feedback and 

chairing/organise the College Assemblies for Reps.  

Other areas include: 

• support the Department Reps; 

• Attend the relevant committees and meetings; 

• escalate any issues within the University.  

Responsibilities  

• Lead, motivate and support Department Reps to effectively work alongside 
your college with student feedback; 

• Build strong relationships with senior members of staff in the college as well 
as the different departments that belong to it; 
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• Represent the views of students in your college; 

• Sit on the Student Feedback Panel (SFP), College-level meetings and chair 
the College Assembly for Reps (CAR); 

• Act as a key communication link between the S.U, the University, and 
students. 

Role Requirements  

• Be a good listener  

• Able to speak up on behalf of others  

• Be motivated and driven  

• Have good organisation and time management skills  

• Opportunity to become a buddy to a new Program Rep or group of new 
Program Reps  

• Attend special training to gain the skills necessary for the role.  

Benefits  

• Paid opportunity  

• Help to shape and create the student experience at SOAS  

• Build strong relationships with staff and fellow students  

• Develop transferable skills such as problem-solving, negotiation, diplomacy, 
and time-management  

• Receive recognition from SOAS at events such as Celebration events  

• Being part of a network of like-minded individuals  
 

Reps’ commitments: key meetings 
 

  Program Reps Department 
Reps 

College Student 
Voice Assistants 

Department Feedback Committee (DFC) 
- A week before Department meetings, 

approx. twice per term. 
 Attends Attends  

Department Meetings 
- Chaired by HoD, attended by 

departments academics and support 
staff; normally twice per term 

 Attends  

Student Feedback Panel (SFP) 
- Facilitated by SEER; meets twice termly   Attends 

College Assemblies for Reps (CAR) 
- Student-led with support as needed 

from SU; meets once per term 

Attends for any 
pertinent issue Attends 

Attends and 
take turns to 

chair 
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Foundation College Feedback Panel {4 
times a year} 

Foundation 
Program Reps 

attend 
  

Student Experience Forum Open to ALL students, entirely optional for Reps but 
useful to be aware of and refer fellow students to. 

 

Department Feedback Committee (DFC)  

This meeting will give departments and students dedicated time together as a community to 

discuss feedback or new areas that require student input. The meeting would end with a 

confirmed action plan in place listing actions to be undertaken by department staff or the 

Reps themselves.  

The DFC should take place the week before the department meeting to allow reps extra 

time to feed questions or further feedback in.  

Attendees:  

• Co-Chair: Department Rep and an academic staff member  
• Program Reps from each Department  

Optional attendees:  

• HoD – Head of Department  
• DR/RC – Director of Research /Research Coordinator  
• DSSE – Director of Student Support and Experience  
• ASM- Academic Support Manager  
• Foundation College Student Reps  

Department Meetings  
These are the meetings organized by the departments in which academic staff gets 

together to discuss department-specific matters relating to the student-academic 

experience, learning and teaching delivery/strategy, pedagogy, assessment/feedback, etc. 

Departments Reps are invited to this meeting to represent their peers. In previous years it 

can be seen how content-heavy department meetings which can be is why there is a 

creation of the DFC.  

Student Feedback Panel (SFP) 
All College Student Voice Assistants are invited to attend the monthly Student Feedback 

Panel (SFP), whose membership comprises Student Voice Officers, the Students’ Union, 

professional services and academic staff from across SOAS.  
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The Terms of Reference for the SFP can be found at www.soasunion.org/reps  

SFP is scheduled to meet on the following dates for the 2022-23 academic year: 

• Wednesday 30th November 3pm till 4:30pm  

• Wednesday 8th February 3pm till 4:30pm 

• Wednesday 15th March 3pm till 4:30pm 

• Wednesday 10th May 3pm till 4:30pm 

Attendees:  

• Chair: Head of Student Engagement, Experience and Retention  

• Student Engagement Officer (Student Voice) – Facilitator  

• Deputy Director and Provost  

• Associate Director of Student Experience  

• Students Union Co-president - Democracy and Education  

• Students’ Union Representation and Research Coordinator  

• Senior Planning Officer  

• 1x Academic Support Manager  

• Director of Student Experience and Support (DSSE)  

• Student Engagement Officer (Retention & Success)  

• Curriculum Assessment & QA (Quality Assurance) Manager  

• Head of SOAS Careers Service  

• Heads of Colleges 

 

All SFP meetings will be available both in person and online. CVSA’s will be contacted to 

attend directly by the Student Engagement Team. If you have any questions regarding SFP, 

please contact Emily Chapman at ec46@soas.ac.uk  

College Assemblies for Reps (CAR)  

CVSA’s will oversee organizing and chairing these meetings. There will be one meeting per 

college and the attendees will be separated as such. This space will allow CVSA’s to collect 

the feedback from the Department Reps as well as serve as a debating space to define 

priorities and share skills at the college level. These meetings will also help CVSA’s prepare 

for the SFP in a more student-led setting.  

The frequency of these meetings would be similar to that of the SFP 

http://www.soasunion.org/reps
mailto:ec46@soas.ac.uk
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• Meeting 1 the last Wednesday before SFP 1. [23rd Nov 2022] 

• Meeting 2 the last Wednesday before SFP 2. [1st Feb 2023] 

Attendees:  

• Chair: all 6 CVSA’s in a rotating basis will chair their respective meetings. 

• All Department Reps separated per college.  

• Program Reps if pertinent (e.g, if there is a specific project or issue that they might 
want to personally raise at the college level)  

• Students Union Co-president - Democracy and Education if required  

• Students’ Union Representation and Research Coordinator if required  

*Note: CARs are supposed to be a student-led space, this is why the attendees are only 

students. The SU will support and help facilitate these meetings if needed but hopefully this 

will only occur in extraordinary cases. 

Foundation College Feedback Panel (FFP) 

This new way of representing within the Foundation College is supported by SEER 

throughout the year. Foundation College Reps are encouraged to attend committee meetings 

such as the Student Feedback Panel (SFP) however if none attend, SEER will have access 

to the minutes and action points to be able to share the feedback received.  

The year cycle for 2022/23:  

• Welcome Week Talk on Student Voice by SEER 

• Elections to be completed in class by 12th October, Rep names and contact details 
need to be sent to SEER 

• Training and discussion to be help by SEER 19th October  

• 1st Feedback Session to be held and minutes sent to SEER by 25th November  

• 2nd Feedback Session to be held and minutes sent to SEER by 3rd February 

• 3rd Feedback Session to be held and minutes sent to SEER by 10th March 

• 4th Feedback Session to be held and minutes sent to SEER by 10th May  

• Final Session and Celebration Event 17th May  

Student Voice Mechanism - Student Experience Forum (SEF)  

This is a new forum for SOAS. This will be an all-year-round mechanism open to ALL 

students. It will discuss some key areas of improvement that will be selected by the students. 

Staff and academics from the area would be invited so they can speak to students directly in 
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the area. The SEFs (Student Experience Forum) would be facilitated in a way to try to 

encourage co-creation of potential solutions with students, which SEER would then take 

away and work on/feed into other committees including the SFP if needed. 

 

What can you gain from being a Rep? 

Affect positive change. 

Reps can affect real, lasting positive change and through doing so in a supportive and 

inclusive environment, develop a whole range of transferable skills and experiences for the 

future workplace while working with and on behalf of your academic community to enhance 

the student experience. 

Strengthen your C.V. and develop transferable professional skills. 

All Reps will receive a training session from the S.U, provided at the start of T1, which 

prepares students for the role and provides an opportunity for Reps to meet one another and 

form connections early in the academic year. All Reps are also provided with the option to 

undertake a selection of Professional Skills training workshops provided by SOAS’ Staff 

Development team. While useful to Reps, these sessions provide skills and training 

opportunities that are useful beyond the work you undertake as a Rep. 

Develop meaningful connections with members of the SOAS community. 

Reps get to know the academic and professional services staff within their department 

through working together on a range of issues, both inside and outside of the classroom and 

find allies and support to take issues forward at various institutional levels through supporting 

the work of the S.U Co-Presidents and Officers. Through forming these connections and 

working together with individuals from across the School, Reps get a real sense of being a 

part of the SOAS community, which lasts well beyond your time here with us. 

Expand and enrich your experience as part of the SOAS community. 

Reps help build a powerful sense of cohort and community with fellow students, whether by 

getting immediate issues dealt with, campaigning for change in HE, or, by organising events 

that bring students together. Being a Rep is not just about solving problems. You have a 

platform to do something special with peers who share your interests and passion for change. 

Gain an insight into how higher education institutions function. 
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Being a Rep is a wonderful way to get an insight into how representation, advocacy, change 

processes, and organisational management function at SOAS, while expanding your 

knowledge of the higher education sector more broadly. If you are considering a career or 

further study in, HE, being a Rep is a wonderful way to begin that journey and gain an insight 

into working practices, policies and processes within an interesting and dynamic institution. 

Receive a Personal Reference Letter on successful completion of your role. 

At the end of the academic year, on successful completion of your role, all Reps will receive 

an individual Personal Reference Letter from the Representation and Research Coordinator 

within the S.U, which outlines the training sessions you have completed and any additional 

responsibilities you undertook throughout the academic year. 
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Support, Information & Guidance 

Training Opportunities and Support 
Reps are provided with training opportunities by the S.U and other school services. Core 

training is repeated as all Reps are expected to attend once (teaching week 4: 24-28th 

October). Reps are invited to attend the Student Leaders Conference organised by SEER 

in teaching week 5. All Reps, once in role, will be invited to book training dates. Sign up on 

the Rep website, and for any questions contact reps@soas.ac.uk.  

Also on the Rep website see ‘Resources’ to access videos and links to training on basics 

like how to contact students, using MS 365 and more, to follow in your own time. Visit these 

resources here.  

All scheduled Core and Optional Training Sessions can be found in the Rep events 

calendar.  

If you are unable to attend any core sessions, or need to cancel a session after booking, 

please let us know by emailing reps@soas.ac.uk. We will seek to re-run sessions 

throughout the year as needed. 

Training Feedback and Suggestions 
If you have any suggestions or feedback on a training session you have attended, or would 

like to see us run, do send an email to reps@soas.ac.uk.  

College / Departmental Administrative Structure 

Each academic department has an administrative team made up of an Academic Support 

Manager and typically 2x Academic Support Officers and 2x Student Support Officers. The 

Student Support Officers are the primary point of contact and support for all Reps within 

each academic department and the broader administrative team is a base of support, 

experience, and collaboration for Reps. 

The Student Support Officer contact information for each academic department is on 

SharePoint. Log in and visit:  

https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-
Administration%20%26%20Professional%20Student%20Support%20Services.aspx?
OR=Teams-HL&CT=1630076144691 

mailto:reps@soas.ac.uk
https://soasunion.org/reps/resources/
https://soasunion.org/reps/resources/
https://soasunion.org/reps/rep-events/
https://soasunion.org/reps/rep-events/
mailto:reps@soas.ac.uk
mailto:reps@soas.ac.uk
https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20%26%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20%26%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20%26%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
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Rep’s Support and Enquiry Pathways 

As a Student Representative, you have a number of avenues of support available to you. 

The Rep Support and Enquiry Pathways document outlines where and who to take a 

particular query, issue and/or matter to if you need support. It is available to download from 

the Reps website: https://soasunion.org/reps/resources/ 

What Reps Should and Shouldn’t Do 

As a Representative You Should:  

Gather student views and feedback and identify issues. 

A mix of formal and informal feedback methods is typically the most effective, however, it 

will depend on the size and nature of the group you are representing. You can talk through 

methods for gathering feedback with the S.U and fellow Program Reps to get support in 

identifying best practice.  

When identifying issues, decide how to present these them to staff and which forum would 

be the most effective to get them addressed. Is it best to take this feedback directly to a 

member of staff? Or, for the Department Rep take it to a Department Meeting, or the 

College Student Voice Assistant to raise it at the Student Feedback Panel?  

Think about how issues might be resolved - what are your goals? Try to always propose 

actions when bringing issues and feedback to your department and other professional 

services staff. 

Build a relationship with your departmental staff and the SU elected officers who 
also play an important role in expressing student voices.  

All departments should get together with Reps at the start of the year to informally meet 

each other and get an idea of how you want to work together. It’s a chance to put faces to 

names, agree how best to contact one another, set expectations, and get a sense of what 

developments have been underway for the department.  

Check the S.U website (available at www.soasunion.org) to see how the priority areas 

coincide with what you’d like to pursue and reach out to them for support, guidance and 

further information. Building relationships with individuals will allow Reps to further develop 

and shape these areas and ensure that they are effectively benefiting the SOAS 

community. 

https://soasunion.org/reps/resources/
http://www.soasunion.org/
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Submit your report at the start of term 2 and at the end of the academic year. 

The S.U gathers Rep reports periodically to track the work Reps are doing, and identify 

concerns, support or training needs as well as examples of good practice worth sharing. A 

form to complete will be sent to Reps at the end of T1 and T2 to allow time to complete 

them over the break. For more information and previous Rep’s feedback contact: 

reps@soas.ac.uk 

Follow confidentiality guidance. 

As a Rep you have a platform to raise more difficult questions on behalf of others, whereas 

your fellow students may worry about giving honest feedback because of how they feel this 

may be perceived by particular members of staff. Reps must be trustworthy so that students 

feel confident, and this is achieved by adhering to the following confidentiality guidance: 

1. Treat all information relayed by individual students as confidential unless the 

student explicitly states otherwise; 

2. Explain to students that any notes you take about an issue are also confidential 

and that these notes will be kept safe and secure; 

3. Get the consent of the student prior to consulting anybody else on what they 

have disclosed; 

4. When you discuss a case with someone (lecturers, the S.U etc.) maintain the 

student’s anonymity, unless requested to do otherwise by that student. Staff have 

a responsibility not to require you to give names of students when discussing 

feedback; 

There are exceptions to this confidentiality guidance: if an issue comes up that gives rise to 

a serious safeguarding or wellbeing concern. If this arises you should immediately seek 

professional advice by contacting the S.U Advice Caseworker, Susanna Momtazuddin at 

suadvice@soas.ac.uk 

Set your boundaries and stick to them. 

As a Rep it is important you are clear with students as to how and when they can contact 

you. As such, Reps should: 

mailto:reps@soas.ac.uk
https://soasunion.org/contact/advice_caseworker/
mailto:suadvice@soas.ac.uk
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• Only undertake Rep activity and be contactable during reasonable hours, example: 

10am - 5pm Monday to Friday. You can be flexible in making this work around your 

circumstances and prior commitments; 

• Clearly communicate your availability and contactable hours to students as soon as 

possible once in role and tell students if you make adjustments (ensure your study 

comes first); 

• Contact the Representation and Research Coordinator, Antonia Bright 

(ab93@soas.ac.uk), if at any point your workload becomes unmanageable, and you 

require support; 

• Only use SOAS-supported technology and systems to communicate with students: 

Microsoft Office (Teams, One Drive etc), the Bloomsbury Learning Environment 

(BLE) and your SOAS email account. Don’t use personal contact information or 

social media accounts as it blurs boundaries; 

• Be clear about the limits of what you can and cannot do as a Rep so that students 

know what to expect and respect your boundaries. You can set the tone positively by 

stating what you will cover and how you want to do it in your first introduction to 

students; 

• Make yourself aware of the services available to students, such as Student Advice 

and Wellbeing (SAaW), the SOAS Careers Service, the BLE and Academic 

Development teams so you can refer students to them if necessary. 

As mentioned, knowing your boundaries as a Rep and communicating this to others is 

important prevent getting overwhelmed, out of depth, or involved in things beyonf the role 

which Reps aren’t trained to undertake. The below guidance outlines some areas of work 

Representatives should not undertake, and how to signpost for additional support if this 

arises during your role. 

As a Representative Things You Should Not Do: 

Don’t take on or advise students on formal academic complaints. 
We recognise that sometimes things do not go to plan or work out the way we expected. 

That is why SOAS has the formal Student Complaints Procedure, which provides a formal 

channel for students to make a complaint about a service provided by the School, or other 
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issues such as one’s teaching or supervision experience. There are other procedures that 

students should follow if they want to complain about harassment or appeal an academic 

decision, which can be found by visiting: https://www.soas.ac.uk/student-complaints/ 

Reps are not the appropriate people to support students through these processes or offer 

advice to students on these matters. Students who want support in navigating these 

processes or advice about the formal Student Complaints Procedure should directly contact 

the S.U Advice Caseworker, Susanna Momtazuddin, available at: suadvice@soas.ac.uk 

If a student comes to you regarding formal complaints, you should signpost that individual 

to Susanna Momtazuddin, who will endeavour to support them and provide guidance where 

appropriate to do so. 

Don’t take on personal issues students may bring to you. 

Representatives are not counsellors and should not take on personal issues students may 

be facing. SOAS has dedicated services in place to help support students with these 

matters. Reps should signpost and refer students to these services, rather than guess at 

advice or solutions, which could make a difficult situation worse. Head to the Student 
Advice and Wellbeing webpage for more information at 

www.soas.ac.uk/studentadviceandwellbeing/ 

In certain emergency situations it is worth knowing there is a list of emergency contacts 
put together by SAaW on the school website. To access the list head to: 

www.soas.ac.uk/studentadviceandwellbeing/emergency/ 

Communicating and Contacting Your Peers 

One of the key elements to being a good Rep is effective, clear communication.  

 Good for… Limitations… 
Class shout outs Announcements in person. Quick 

immediate, recognition 
Need permission of teacher.  
Students who were not present 
miss out. 

SU Website 
www.soasunion.org/reps  

Tool to Find any Rep. 
Messaging service to email all the 
students. 

One-way only. 
Refer to how students can reply 
and other opportunities to 
discuss. 

School Mailing lists 
www.inet.soas.ac.uk  

Email year group or course lists One way only.  

https://www.soas.ac.uk/student-complaints/
mailto:suadvice@soas.ac.uk
http://www.soas.ac.uk/studentadviceandwellbeing/
https://www.soas.ac.uk/studentadviceandwellbeing/emergency/
https://www.soas.ac.uk/studentadviceandwellbeing/
http://www.soas.ac.uk/studentadviceandwellbeing/emergency/
http://www.soasunion.org/reps
http://www.inet.soas.ac.uk/
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Can be complex finding the right 
list.  

SOAS Moodle 
Student Rep Network 

 

Rep landing page 
Resources and contact fellow 
Reps. 

  

MS Teams 
Link 

Conversations with fellow Reps 
(through Rep Team and College / 
department sub-channels). 
Set up calendar invites linking 
online meetings. 
Can share and co-edit files with 
group 
Can flag individuals or groups 
using ‘@[name]’. 
Can contact other students and 
staff via Teams with their name or 
SOAS ID. 

Some are not familiar with Teams 
and need training. 
Relies on people logging in and 
checking Teams. 
The Rep Team is for Reps only. 
 

WhatsApp   Unsupported. 
Avoid mixing personal space with 
Rep role. 

Other social media   Unsupported. 
Avoid mixing personal space with 
Rep role. 

 

At SOAS there are a number of online digital platforms, tools and resources available for 

Representatives to use and support them throughout their time in role, which are: 

• All students at SOAS have access to Microsoft Teams, used by members of the 

SOAS community to meet, stay connected and organised - a fantastic way to hold 

meetings, collaborate on reports and updates and contact your peers. To log-in, use 

your SOAS email address and SOAS password.  

Download Teams from https://www.microsoft.com/en-gb/microsoft-teams/group-

chat-software 

• The dedicated SOAS Student Representative Moodle (BLE) Landing Page 

contains a range of resources. To access this BLE page, please head to 

https://ble.soas.ac.uk/course/view.php?id=23477 

• Students can email other students via some of the Student Mailing Lists (available 

at https://inet.soas.ac.uk/Lists/). This can be a terrific way to contact all the 

students within a given Degree Programme, module or Department year group. Find 

https://ble.soas.ac.uk/course/view.php?id=23477
https://teams.microsoft.com/l/team/19%3a0GU0HDNSdVz2Y3m8NTPl1M9YSwQpPwMD1XRaH_X_-vU1%40thread.tacv2/conversations?groupId=9c770eae-5613-49fd-aa7c-a5d6b7edc210&tenantId=674dd0a1-ae62-42c7-a39f-69ee199537a8
https://www.microsoft.com/en-gb/microsoft-teams/group-chat-software
https://www.microsoft.com/en-gb/microsoft-teams/group-chat-software
https://ble.soas.ac.uk/course/view.php?id=23477
https://inet.soas.ac.uk/Lists/
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a guide on how to use the mailing lists on the Reps website; visit 

www.soasunion.org/reps. Students are only able to post to their own year list and 

degree type, or to those students on their own degree programme or course. Always 

check the terms and conditions of use for these mailing lists prior to sending 

anything out, which can be found by visiting 

https://www.soas.ac.uk/it/policies/itpolicy/ - B8 

• Alternatively, Reps can email the students they represent within their degree 

programme via the Students’ Union website. To do this (or learn how) go to the Rep 

website: www.soasunion.org/reps 

• Reps have access to the dedicated Rep website (www.soasunion.org/reps) within 

the S.U website. It contains a host of resources, events, and tools for 

Representatives to make use of and connect with one another over. 

• The S.U runs extra-curricular events of all kinds and can offer advice and help with 

organising online events. Contact reps@soas.ac.uk in the first instance if you would 

like support with organising or putting on an event. 

• Lecture shout-outs. Many lecturers, if asked, will find a couple of minutes in class for 

a Representative to announce valuable information to your peers. However, it is 

important to ask in advance and be flexible - they might ask you to wait until the end 

or ask you to wait until the next session to do so. 

• To book space to hold occasional meetings with students check if your department has 

any rooms they control, or ask in the S.U to help through reps@soas.ac.uk. 

Self-Care 

“Caring for myself is not self-indulgence, it is self-preservation, and that is an act of 

political warfare” – Audre Lorde 

Arguably the best way to ensure you can fulfil your role as a Representative of others is to 

take care of yourself. Self-care means different things to different people. Broadly speaking 

it is about understanding and identifying what the causes of burn-out or stress are in your life, 

to establish how you can build self-care and support strategies into your daily routine that 

work for you. This may be simply setting aside time to relax and do things you enjoy, or it 

could be sharing work with others to lighten your workload, or simply by sticking to your 

specified contactable hours. 

http://www.soasunion.org/reps
https://www.soas.ac.uk/it/policies/itpolicy/#B8
http://www.soasunion.org/reps
http://www.soasunion.org/reps
mailto:reps@soas.ac.uk
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Whatever works for you, you need to be realistic about what you can and cannot do in a day, 

while being happy and healthy doing so. It is also important to think about the ways in which 

you, as a Representative, can support the self-care of other Representatives and your fellow 

students. 

The role and structure of the Rep system at SOAS has been designed with flexibility in mind, 

and allows teams to share, re-distribute and support one another’s work according to 

availability, preference and interests. All Representatives are encouraged to make use of this 

flexibility and work with other Representatives to ensure that everyone feels supported and 

is enjoying their role. 

If you find you are taking on too much, or that you are inspired to take on other areas of work, 

talk with the team and switch things up. 

If you find yourself struggling or would like to speak to someone from within the S.U regarding 

your role, or potential self-care strategies, please email: reps@soas.ac.uk. Your key 

sabbatical officer contact is Gioia Scazza (Democracy & Education), who is available at 

sc62@soas.ac.uk 

Remember, you also have S.U sabbatical officer welfare contacts ready to support you: Yara 
Derbas (Equality & Liberation) available at yd8@soas.ac.uk; Sushant Singh (Welfare & 

Campaigns) available at ss209@soas.ac.uk and Parwana Haydar (Activities and Events) 

available at ph41@soas.ac.uk.  

Students’ Union Support 

SOAS Students’ Union is a democratic, accountable student-led organisation with charity 

status, of which all students at SOAS are automatically members. Elected student officers 

form the Executive and Trustee board, and campaign and represent the whole student body. 

You can learn more about who the elected Officers are and their roles through the S.U 

website: https://soasunion.org/yourunion/officers/ 

and BLE pages (https://ble.soas.ac.uk/course/view.php?id=23526).  

The S.U also has a dedicated staff team (https://soasunion.org/about/staff/) who are able to 

provide ongoing guidance and support to Reps throughout the year on both a group and 

individual basis across a whole range of role-specific and general areas. 

mailto:reps@soas.ac.uk
https://soasunion.org/democracy/executivecommittee/co-president-education-and-democracy/
mailto:lr29@soas.ac.uk
https://soasunion.org/democracy/executivecommittee/co-president-equality-and-liberation/
https://soasunion.org/democracy/executivecommittee/co-president-welfare-and-campaigns/
https://soasunion.org/democracy/executivecommittee/co-president-welfare-and-campaigns/
mailto:es32@soas.ac.uk
mailto:es32@soas.ac.uk
https://soasunion.org/yourunion/officers/
https://ble.soas.ac.uk/course/view.php?id=23526
https://soasunion.org/contact/
https://soasunion.org/about/staff/
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If you feel you need the support of the S.U, or would like to speak to someone within the S.U 

on a specific issue, do reach out and get in contact with us - we want to make sure you get 

the most out of your time as a Rep! 

Student Experience and Engagement and Retention Team Support (SEER) 

The SEER team organises and runs the monthly Student Feedback Panel (SFP) at SOAS. 

This Panel is a place where School-level Student Representatives and academic and 

professional services staff from across the School meet, discuss the issues affecting 

students and develop solutions to them. To find out more head to www.soas.ac.uk/see/ 

CVSA’s who would like to raise a specific concern or agenda item for review at the Student 

Feedback Panel (SFP) should contact Emily Chapman (ec46@soas.ac.uk) - the Clerk who 

shares the agenda, minutes and actions logs for this Panel.  

http://www.soas.ac.uk/see/
mailto:ec46@soas.ac.uk
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Annex 

1. Key Contacts Across the School 

2. Student Representative Volunteer Agreement 

3. The Students’ Union Safer Space Policy 

4. Decolonising SOAS - A Quick Guide for Student Reps 

 

1. Key Contacts Across the School 
During your time as a Representative, you may need to contact people you have not met, or 

who are outside of your academic department. The information below has been provided to 

support you with this. 

• To find the Student Support Officer contact information for each academic department, 

centre, and school at SOAS, please visit:  

https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-
Administration%20&%20Professional%20Student%20Support%20Services.aspx?
OR=Teams-HL&CT=1630076144691 

• To find out more about the 300+ academic and professional services staff working 

across the academic Schools, Departments, Institutes and Centres at SOAS, please 

visit the Schools, Departments and Sections page of the SOAS website, which is 

available at www.soas.ac.uk/academic/ 

• To contact the S.U Sabbatical Officers and the S.U Staff, please head to the Contact 

webpage on the S.U website, which is available at www.soasunion.org/about/staff/ 

2. Student Representative Volunteer Agreement 

The agreement sets out the commitments to Reps and the expectations of Rep. Reps can 

access the Volunteer Agreement online on the Student Rep BLE site available at 

https://ble.soas.ac.uk/course/view.php?id=23477. It is also openly available on the Rep 

website under ‘Resources’, available at www.soasunion.org/reps/resources 

 

https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20&%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20&%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
https://mysoas.sharepoint.com/sites/student/mystudies/Pages/Department-Administration%20&%20Professional%20Student%20Support%20Services.aspx?OR=Teams-HL&CT=1630076144691
http://at/
http://www.soas.ac.uk/academic/
http://www.soasunion.org/about/staff/
https://ble.soas.ac.uk/course/view.php?id=23477
http://www.soasunion.org/reps/resources
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3. The Students’ Union Safer Space Policy 
SOAS Students’ Union Safer Space Policy is intended to help SOAS be a supportive, non-

threatening and inclusive environment for all who participate. We want our spaces, both 

physical and digital, to be welcoming and engaging, and we encourage everyone, both from 

the SOAS community and beyond, to be proactive in creating an atmosphere where the 

safety of others is validated. In this spirit, we are survivor-centric and survivor-oriented, and 

all forms of violence, abuse, harassment and discrimination will not be tolerated. 

Everyone using SOAS Students’ Union spaces is asked to be aware of their language and 

behaviour, and to think about whether it might be harmful to others. We will interrupt 

oppressive behaviour, which we define as any conduct that demeans, marginalizes, rejects, 

threatens or harms anyone on the basis of ability, activist experience, age, cultural 

background, education, ethnicity, gender identity, immigration status, language, nationality, 

physical appearance, race, religion, self-expression, sexual orientation, status as a parent or 

other such factors. 

Access the full Students’ Union Safer Space Policy on the S.U website at 

https://soasunion.org/news/article/6013/SOAS-Students-Union-Safer-Space-Policy/. 
For a .pdf version to download click here. 

4. Decolonising SOAS - A Quick Guide for Student Reps 

What is ‘Decolonising SOAS’? 
This has been a campaign in the School since 2015/16, and is now also the name of a 

Working Group within the School (recognised and reporting to various committees). SOAS 

made an official public commitment to a Decolonising SOAS Vision in 2017, which can be 

found by visiting https://www.soas.ac.uk/decolonising-soas/ 

What was the public commitment? 
SOAS will continue to address the need for decolonisation by: 

• Supporting further recognition and debate about the wide, complex and varied impacts 

of colonialism, imperialism and racism in shaping our university, 

• Embedding within our policies and practices a deeper understanding that these 

impacts produce and reproduce injustices and inequalities within education, 

• A stronger commitment to actively make redress for such impacts through ongoing 

collective dialogue within the university and through our public obligations, 

https://soasunion.org/news/article/6013/SOAS-Students-Union-Safer-Space-Policy/
https://drive.google.com/file/d/1trjgi-9jtVhSSoCvXlfIwRYMIDkCMSV8/view
https://www.soas.ac.uk/decolonising-soas/
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• The provision of institution-level support to embed this understanding in SOAS’s 

contribution as a public university in the service of the wider world. 

This entails a commitment to: 

• A curriculum review process that addresses the preceding bullet points, challenges 

Eurocentrism and develops a toolkit to support further critical, nuanced and ongoing 

review of our teaching. 

• Student systems and pedagogy that seek to redress access, engagement and 

attainment gaps caused by structural inequalities at all levels of study. 

• Human Resources policies which seek to redress pay, workload, status and career 

path differentials for groups of staff subject to structural inequalities. 

• A research agenda which enables us to take forward a range of questions related to 

decolonisation. 

• Practices of reflective intellectual collaboration with institutions and researchers from 

the Global South as co-producers of knowledge. 

• Forms of public engagement within London, the UK and the world which support 

ongoing conversations about the past, present and future significance of imperialism 

and colonialism. 

What has the Working Group actually done? 
You can see our past action plans, budgets, minutes etc here. Highlights of our work so far 

include: 

• The production of a Decolonising SOAS Learning and Teaching Toolkit with 

recommendations for how to think about module and programme design. 

• Contributions to training of academic staff in the School on the toolkit and other 

aspects of inclusive teaching. 

• Training and discussion in other institutions in the UK and abroad. 

• Events and thinking on Research. 

• Creation of a Public Engagement and Outreach Fund for community-based projects. 

• Public engagement in debates on decolonisation in education and other sections. 

• Engagement with School committees on School policy. 

• Collaboration with students and the S.U about their priorities. 

What does this mean for students? 
Our key recommendations in terms of student-facing work so far include: 

https://drive.google.com/drive/folders/1hSduvGEnuGTo7AjFtbVX7iRemVzMeAij?usp=sharing
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Decolonising the Curriculum: 
• Reflecting on how colonial / Eurocentric thinking has shaped fields. 

• Ensuring a diversity of authors on reading lists in terms of demographics. 

• Ensuring a diversity of perspectives on issues, particularly those rooted in the regions 

of study. 

• Ensuring an intellectual/philosophical diversity of authors covering multiple positions 

within debates. 

Anti-racist teaching and learning 
• Reflecting on the ways in which racialised inequalities can manifest in the classroom. 

• The encouragement of teaching styles that empower students more equally around 

class participation, assessment, engagement and relationship to the material. 

• The engagement with, understanding of and closing of the racialised attainment gap 

at the Departmental level. 

• We are also in support of efforts to create better support systems for students, 

especially where there may be barriers to accessing support. 

What can Student Reps do? 

Student Reps have an incredibly important role in reminding/ encouraging Departments to 

take forward the agenda concretely, in voicing concerns of students and in identifying areas 

where improvements might be possible. We would encourage you to: 

1. Join the Decolonising SOAS Working Group Google Group (you’ll get our emails, 

papers, invitations to our meetings/events and opportunities to bid for funding for your 

own project). 

2. Inform students in your Department about what this is all about. 

3. Collect feedback from students about their views / experiences. 

4. Engage the academic staff in your Departments around questions of the curriculum 

and student experiences in the classroom – you may be able to give feedback at Staff-

Student Forums for example, in Department Meetings, and in one-to-one settings. 

5. Share ideas for events / projects that you’d like to see in your area. 

6. Ensure that you understand the complaints mechanisms for when things have gone 

wrong. 

Some final considerations 
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It is important that we recognise that the term ‘decolonisation’ and many of the substantive 

points are subject to contestation and debate, and that these need to be embedded in specific 

contexts and conversations, including with due regard for academic freedom. 

These issues are or can be very sensitive and/or emotionally charged for all concerned. 

Discussing them takes skill, tact, precision and patience. Try to hear people out, do ensure 

that your feedback/engagement is always as specific and constructive as possible, and that 

multiple points of view are included as relevant and valued. Do listen carefully to academic 

staff perspectives about why programmes, modules and teaching are currently the way they 

are as part of the dialogue and feedback. 

Website: blogs.soas.ac.uk/decolonisingsoas   

Twitter: @DecoloniseSOAS 
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