APPENDIX H
Sample Letter  for student group meetings
Convenor to annotate as appropriate – can be used for postgrads/undergrads/tutors/class reps
This is often best coming from the Secretary as they will need to respond directly to you and you will need to send out at least two reminders!
<<date>>
<<name>>

<<address>>
Dear <<name>>
REVIEW  OF  THE  <<Review name and date>>
As part of its ongoing programme of Quality Assurance, the University is about to review and report on the quality and adequacy of the <<dept>>.  Internal reviews of all University departments take place every 5 – 7 years.  You can find out more about this process at www.otago.ac.nz/quality.  The Terms of Reference and list of panel members for the review can be found here.  

The Deputy Vice-Chancellor (Academic & International) has appointed a panel who will visit from ????  to conduct discussion with interested and relevant parties.  It is important for the Review Panel to hear from the student body, as well as staff.

We invite class reps/tutors/Phd students to attend a group meeting with the Panel on:

Date:

Time:

Venue:

RSVP to this email stating any dietary requirements.

The meeting will be informal and the Panel will probably ask you to introduce yourselves and to tell them a little about your studies/research.  They may have specific questions relating to Teaching and Research – and you will have the opportunity to raise topics you feel are important to the review.

All discussions remain confidential to the review panel.  Individuals are not identified in the final report which will become a public document within the University community.

If you have any questions about this meeting or the review process in general please contact me, otherwise I look forward to hearing from you.

Kind regards

Review Secretary

