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Division of Humanities

Policy on Class Representatives

1. Purpose

1.1. The University of Otago recognises the importance of encouraging communication and consultation between staff and students, and for many years this interaction has been managed through a network of class representatives operated in conjunction with OUSA. Recent reviews have demonstrated that implementation of this system is uneven, and in February 2003 the Senate approved a series of recommendations to clarify its status and enhance its effectiveness (Attachment A).

1.2. The Division of Humanities has consulted with OUSA to understand more clearly their view on what is needed to improve the system (Attachment B).

1.3. The purpose of this document is to set out a policy for the operation and management of the class representatives system within the Division of Humanities.

2. Goals

2.1. The objective of the class representatives system is to enhance the quality of teaching and learning at the University of Otago by:

2.1.1. providing students with a mechanism for communicating their views on matters associated with the teaching and delivery of their papers or courses of study;

2.1.2. providing staff with an opportunity to communicate information to students, and gain constructive feedback from them;

2.1.3. providing Departments/Faculties with a vehicle to consult formally with students over proposed developments in teaching programmes, and other matters of relevance; and

2.1.4. contributing to the development of a sense of community within Departments,  and Faculties.

3. Structure

3.1. The class representatives system comprises students elected as representatives of their peers and staff involved in the delivery and administration of teaching. In general their interactions are coordinated at Departmental level, but where more appropriate this may take place at Faculty level. The roles of key participants are set out in sections 4 and 5.

3.2. The system operates by establishing a framework for communication and consultation between students and their representatives, and between representatives and teaching staff. The process by which this is implemented is set out in section 6.

3.3. Monitoring of the implementation and effectiveness of the system is undertaken by representatives of OUSA and the Division of Humanities as set out in section 7.

4. Roles of Student Representatives

4.1. Class representatives are elected by their fellow students. In general every paper will have at least one representative, but where it is more appropriate, representatives may be elected by year level within a programme rather than paper by paper. The role of a class representative is to:

4.1.1. elicit the views of class members on matters concerning the teaching and delivery of their paper, and on proposed changes to papers and courses;

4.1.2. act as a spokesperson for class members in communicating their views to staff;

4.1.3. provide feedback to class members on matters arising from meetings with staff;

4.1.4. assist class members, where necessary, in bringing forward of complaints.

4.2. Subject representatives are elected by the class representatives within a programme (major subject etc) from those amongst their number who are intending to continue study within the programme and are willing to undertake the role for more than one semester. In addition to acting as a class representative, the role of a subject representative is to:

4.2.1. assist academic staff and OUSA in the recruitment and training of new class representatives;

4.2.2. organise meetings of class representatives within the programme to discuss matters of interest and, where necessary, report their outcome to the Head of Department/Dean of Faculty;

4.2.3. facilitate consultation with class representatives on proposed changes in papers and courses within the programme.

4.3. The OUSA Humanities Divisional Representative is elected by students in the Humanities Division to a position on OUSA, and is a member of the Humanities Divisional Board with responsibility to represent the views of students there. With regard to the class representatives system, the role of the Divisional Representative is to:

4.3.1. elicit feedback from class representatives on matters of relevance;

4.3.2. liaise with Heads to facilitate the provision of information and training for class representatives;

4.3.3. liase with the Associate Dean Academic to monitor the implementation and effectiveness of the class representative system, and where necessary recommend changes.

5. Roles of Staff, Departments and the Division

5.1. Course Coordinators are the members of academic staff with responsibility for a paper from which class representatives will be elected, or those with delegated responsibility for a year level in those programmes where representatives are elected by cohort. With regard to the class representatives system, the role of a Course Coordinator is to:

5.1.1. inform their students about the class representatives system;

5.1.2. arrange for the election of class representatives;

5.1.3. advise the Head/Dean of their names and contact details;

5.1.4. facilitate communication between class representatives and students through mechanisms such as making limited class time available for class representatives to lead discussion without staff present, or providing a class representative feedback facility via Blackboard;

5.1.5. meet with class representatives as often as necessary to address matters concerning the teaching and delivery of their paper.

5.2. Head of Department/Dean of Faculty. In general the class representative system is coordinated at Departmental/Faculty level. The Head/Dean may delegate all or parts of their role to other members of staff, but retains responsibility for ensuring that the activities are carried out. With regard to the class representatives system, the role of the Head/Dean is to:

5.2.1. ensure that class representatives are elected for all papers or year levels, and subject representatives selected from all programmes offered within the Department/Faculty;

5.2.2. ensure that the names of representatives are collated and forwarded to OUSA, and that they are made available to staff and students via noticeboards and/or websites;

5.2.3. organise an induction programme each semester to train new class representatives. This may be conducted in association with OUSA;

5.2.4. organise regular meetings with class representatives to share information and seek feedback;

5.2.5. take steps to recognise the value of the involvement of class representatives by, for example, presentation of certificates or letters of reference recognising the contribution of class representatives, inclusion of class representatives in appropriate Departmental/Faculty occasions.

5.3. The Associate Dean (Academic) has been delegated responsibility for overseeing implementation of the class representatives systems within the Division by the Pro- Vice-Chancellor (Humanities). In this regard, the role of the Associate Dean (Academic) is to:

5.3.1. monitor the implementation and effectiveness of the class representative system in the Division, and where necessary liase with Heads of Department/ Deans of Faculty to effect improvements;

5.3.2. liase with the OUSA Divisional Representative on matters concerning the Class Representative systems, and where necessary make recommendations to the Humanities Divisional Board;

5.3.3. facilitate the production and updating of a Division of Humanities Class Representatives Handbook.

6. Implementation

6.1. Effective implementation of the class representatives system requires that new class representatives are recruited, elected and inducted as soon as possible at the beginning of each new teaching period, and that arrangements for regular meetings are established soon thereafter. This is especially important where the teaching period is a single semester.

6.2. The following timeline sets out target dates for steps in the implementation process.

6.2.1. Before the teaching period begins the Associate Dean (Academic) will ensure that all Departments are provided with relevant information on the recruitment of class representatives.
6.2.2. In the first week of the teaching period Course Coordinators will provide information to students on the class representatives system and begin the process of recruitment.
6.2.3. By the end of the second week of the teaching period selection of class representatives will have been completed, and their names and contact details collated by Departments (or Faculties), forwarded to OUSA and displayed on Departmental noticeboards and/or websites.
6.2.4. By the end of the fourth week of the teaching period Departments/Faculties will have completed their induction programmes for class representatives, and arranged dates and times for at least two meetings between class representatives and some (or all) teaching staff.
6.2.5. Before the end of the teaching period Departments/Faculties) will ensure that subject representatives have been selected for each of the programmes that they administer, and their names and contact details forwarded to OUSA.
6.2.6. At the end of the teaching period Departments/Faculties will provide appropriate recognition to class representatives for their contributions to the class representative system.
7. Monitoring

7.1. The implementation and effectiveness of the class representative system in the Division of Humanities is monitored by the Associate Dean (Academic), in liaison with the OUSA Humanities Divisional Representative.

7.2. The following timeline sets target dates for regular steps in the monitoring process.

7.2.1. Before the beginning of the teaching period the Associate Dean (Academic) and the OUSA Humanities Divisional Representative will evaluate the need for upgrading information provided to Departments about the class representative system.

7.2.2. By the end of the fifth week of the teaching period the Associate Dean (Academic) and the OUSA Humanities Divisional Representative will evaluate the progress of Departments/Faculties in recruiting and training class representatives and, where necessary, the Associate Dean (Academic) will remind Heads/Deans of their responsibilities.

7.2.3. At the end of the teaching period the Associate Dean (Academic) and the OUSA Humanities Divisional Representative will evaluate the effectiveness of the class representative system and, where necessary, recommend improvements in its operation.

7.3. In addition to this regular monitoring all participants in the system are encouraged to provide feedback on its operation.

7.3.1. Heads/Deans may, where appropriate, report matters of concern or suggestions for improvement to the Associate Dean (Academic).

7.3.2. Class and subject representatives may, where appropriate, report matters of concern or suggestions for improvement to the OUSA Humanities Divisional Representative.

7.3.3. The Associate Dean (Academic) and/or OUSA Humanities Divisional Representative may, from time to time, report matters of concern or suggestions for improvement to the Pro-Vice-Chancellor (Humanities) and/or the Humanities Divisional Board.
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