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What makes an effective class rep?

 

Acting on learners’ views
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Introduction

When you have received feedback from learners in your class, what do you do next?

Talk to your Curriculum Head

One thing you can do is talk to your Curriculum Head.  Your CH may be able to take the issue forward through the college systems.   They might tell you where else you need to go to raise the issue (for example, with Learner Services or the Students’ Association).  We have many       systems here at Adam Smith College for feeding back comments and looking at complaints.

Attend course reviews

Every course has a course review process.  This is where the teaching, the timetable, the    structure of the course and the learning materials are discussed.  You will be able to attend the meetings to put forward any suggestions and comments on any aspect of the course.

Attend Learner Forums

There will be Learner Forums for class reps to get together to raise the concerns of learners in their Institute.  These meetings will be with other class reps in your department, and with all the class reps in your Institute.  The Executive Director for your Institute or a Dept. Manager and Students’ Association representatives will also attend the meeting.   Issues raised will either be acted upon by your Institute or will be taken forward to other decision-making committees in the College.

Complaints and appeals

A member of your class may want to make a formal complaint about their learning experience.  Remember it is not your role to support individual learners through any complaints procedures.   The information included here is to give you some basic background knowledge so that you can help learners find the support they need.  If a learner wants to make a complaint, then you should encourage them to speak informally with the person responsible or their Curriculum Head or the Students’ Association.  If they wish to make a formal complaint they should complete a C3 form (available from receptions).

The College aims to acknowledge formal complaints within 24 hours and investigate and resolve them within 20 workings days of receipt of the form.

If learners are still unhappy with the outcome of the complaint, they can appeal to the Assistant Principal (Curriculum and Quality) whose decision will be final.

If having gone through the College’s internal procedures for dealing with complaints, the learner is still dissatisfied; they can take their compliant to the Scottish Public Services Ombudsman.

Placing an appeal concerning academic, disciplinary, withdrawal and funding decisions

The College has procedures for appeals on academic and disciplinary procedures, as well as decisions to withdraw learners due to poor attendance or withholding their funding.  Learners should contact the Students’ Association as soon as possible should they require assistance and representation for any of these procedures.

 
Hints and tips

Remember you are representing the views of all the learners in your class.  

Make sure you feed back to learners after meetings or discussions.

Make sure learners are well prepared and have all the information to hand before they take complaints and appeals through the procedures.

Make sure you keep learners’ details confidential.

Make sure if the learner knows they can contact the Students’ Association for assistance and in some cases representation.

Need more advice?  You can get more information on complaints and appeals processes from a member of the Guidance Team or Students’ Association.  

 

Remember, the Students’ Association can represent learners at the following:

Disciplinary investigations, hearings and appeals

Academic appeals

Attendance/withdrawal appeals

Funding appeals

Complaints and grievances
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