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Semesters 1 & 2 

Learner Representatives Guidelines
· Towards the end of each Semester, the Review Team for each College course will meet together to hold a Course Review Meeting.
· The purpose of Course Review is to assess how the course is going, to identify those things that have worked well and highlight those aspects which haven’t been so successful.  Based on this analysis, an Action Plan will be produced aimed at improving the course and the experience for learners in the future.
· There’s absolutely no doubt that this process works well with the willing participation of students.  So, Course Review teams consist of both the lecturers who teach on the course and student representatives (usually two).  While it is preferable that these student representatives include the chosen Class Representative for the course, this is not essential; any two students can attend the Course Review Meeting as representatives of their fellow students.

· Prior to the meeting, representatives must speak to the other students on their course to find out if there are issues they want raised at the meeting.  Please remember, though, to identify what is good about your course as well as making staff aware of any problem areas.  Try to make sure that the views and comments you bring to the meeting are representative of the group as a whole; your role is definitely not about just voicing your own personal opinions.  Please liaise with your Curriculum Head to arrange a suitable time for this to take place without a member of staff present.
· The comments, concerns, suggestions and recommendations which are put forward by students via their representatives should never in any way be filtered, edited or censored.  No member of staff should ask you to change them in any way.

· Templates to help you focus your contributions to the Course Review meetings are available (Semester 1 Course Review – Learner Feedback Report & Semester 2 Course Review – Learner Feedback Report).  You might want to complete these in consultation with your fellow students prior to a meeting.  However, this template is intended for guidance only and is not meant to restrict the range or scope of student feedback or comment.  Your Curriculum Head may ask for a copy of your Report after the meeting to help him/her write his/her report; it’s up to you whether or not you agree to this.
· Curriculum Heads have been requested to schedule Course Review meetings mindful of other demands on both the student and staff members and to consult with them to find a mutually convenient time to hold meetings.  If meetings are scheduled when you are normally in class, your Curriculum Head will arrange for you to be released with an approved absence to attend the meeting.  If meetings can only take place when you are not usually in College, arrangements have been made for you to be reimbursed for any out-of-pocket expenses incurred while attending, i.e. travel costs, child care, loss of earnings.  These must be submitted on a petty cash claim form (available from your Curriculum Head) accompanied by appropriate receipts.

· Student representatives will be present for the entire Course review meeting and be encouraged to participate in the discussion of all agenda items.  Only if there are any sensitive issues regarding individual learners should there be a private discussion amongst members of staff at the end of the main meeting.

· Meetings should be conducted in an atmosphere of mutual respect and consideration.  As participants in the learning process, student representatives have the right to voice their points of view, to have them listened to politely and taken into consideration in an open-minded attitude.  However, this is a two-way process and members of staff must be treated with equal courtesy.  Representatives should also realise that it will not always be possible or even appropriate to agree with all of the comments and suggestions put forwards but, at the very least, a reasonable explanation should be given as to why they cannot be acted on.

· Following Course Review meetings, student representatives should expect to receive copies of the Report and Action Plan from their Curriculum Head.  They should share these with the other students on their course.
· Course Review meetings are capable of being much more effective mechanisms for evaluation and improvement if they provide a positive and non-threatening forum for dialogue between students and staff in which the focus is firmly on seeking to enhance the learner experience.  For this to be achieved, both parties must participate constructively, cooperatively and with mutual respect.

· If you encounter any difficulties or obstacles trying to carry out your role as a Learner Representative in relation to Course Reviews, please get in touch with me directly – email gordonscrimgeour@adamsmith.ac.uk – telephone 01592 223843.
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