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Class Rep Training Booklet  
 
 

Name:    

  
Date:    

  
  
 

 

Introduction/Réamhrá 
 

Congratulations! You are now a class rep!  

 

This training will provide you with the skills and knowledge to help ensure you are  

able to make positive changes to your postgraduate learning experience.   

 

In this Introductory Postgraduate Taught Class Rep Training session you will:  

 

 Develop your understanding of the class rep role and describe the work involved in being a 

class rep at postgraduate level. 

 Discuss the student learning experience and explore how you can use it to assist you in 

your work as a class rep. 

 Develop some of the skills you will use as a class rep. 

 Discuss what support is available to class reps. 

 Explore some common scenarios impacting the student learning experience  

 

This workbook has been designed to record the work you will be doing during the  

training. It is also designed to be used as a reference tool during your time as a rep.  

 

 

Adapted from materials developed by sparqs (student partnerships in quality  

Scotland) © 2016 sparqs is a Scottish Charitable Incorporated Organisation. 
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Exercise 1 – Group Introductions  

Cleachtadh 1 – Cur in Aithne 
In this exercise you can introduce yourself to your group. Feel free to take notes in the spaces 

below to help you. 

 

 

 

 

 

Exercise 2 - Your Representative Role  

Cleachtadh 2 – Do Ról Ionadaíoch 
The purpose of this exercise is to get you to start thinking about the purpose of the class rep; 

what you will be doing as a rep; what are the skills you will need; and finally what the benefits 

are.  

What do you think the purpose of the class rep is? 

 

 

 

 

 

What do you think some of the tasks will be? 

 

 

 

 

 

What skills do you think you will need and develop as a representative? 

 

 

 

 

 

How do you think being a representative will benefit you? 
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Exercise 3 – Your Course of Study 
Cleachtadh 3 – Do Chúrsa Staidéir 

 

What course are you studying? 

 

 

 

What do you like most about it? 

 

 

 

 

What would you like to change or improve about it?  

(transfer this onto a post it note for a later task) 
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The PGT Student Learning Experience 

Eispéireas Foghlama an Mhic Léinn 
 
The PGT Student Learning Experience is a concept developed by sparqs to help you understand 

the different parts that make up you and your fellow classmates’ learning experience.  

What do we mean by learning experience? It is everything related to how you learn and the 

way you are taught.  

 
Asking a fellow student to tell you about their whole learning experience may not get the 

response you are looking for. Breaking it down into the different elements that you can see in 

the diagram will help you gather the positive and negative feedback so you can inform staff 

what they are doing well and where they can improve.  

 

The Student Learning Experience is a way of turning what is a very large, broad concept into a 

set of meaningful, bitesize headings. By looking at your learning experience, and those of your 

fellow students, through the prism of these headings, you can get specific, relevant ideas and 

suggestions based on students’ views. You can then work with staff to explore how these ideas 

might enhance the learning experience. 

 

Under each heading there are a set of questions that you can use to generate discussion with 

the students you represent. 
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Curriculum  

At PGT level study you’re probably looking to be more in control of your education and want to 

manage your educational experience more than you may have at undergraduate level. The 

curriculum needs to have the breadth and variety to make this possible, to give PGT students 

enough flexibility to enable autonomy, while still benefiting from the expertise of staff. A wide 

choice of topics should be available to you to allow you to create the course that best meets 

your academic needs and interests. You should have adequate information on the purpose of 

the course along with expectations of what you will achieve, but beyond this, you and fellow 

students should be able to shape your learning outcomes and how you can achieve them.  

 

Consider: 
 

 Are students involved in designing and shaping the course’s learning objectives? 

 How well is the autonomous nature of PGT study explained to students and at what 

point? 

 Are students offered a wide range of subjects to allow them to create a course that 

meets their own needs? 

 Is the curriculum flexible enough to allow students to adapt their studies to their 

academic expectations?  

 

Learning resources  
PGT students need access to appropriate learning resources, which encompasses a range of 

things from learning materials and physical work spaces to online and international 

communities. Access to introductory and academic networks should also be considered as 

learning resources. It can also encompass learning resources necessary to develop your study 

and research skills.  

 

For example, a dedicated PGT study space can be useful as it allows students a space for more 

social or peer learning.  

 

Consider: 
 

 Are there adequate library and computing facilities?  

 Do you have access to the up-to-date resources you need (for example, books, lab 

equipment and art materials)?  

 Were you given adequate support to source additional resources as needed? 

 Did departmental facilities meet your expectations?  

 Were resources adequately available?  

 Were you encouraged to use your peers or other academics to learn from? 
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Learning, teaching and research process 

There is an expectation of higher engagement with the degree/classes/co-curricular activities 

related to the degree and this will require a different approach to learning and teaching. A 

range of approaches to delivering learning should be available to you that fulfil the learning 

objectives and the needs of the cohort. In some courses, this may also include work-related 

placements.  
 

With so much of a PGT course involving independent research, clear processes for developing 

this along with clear expectations of what needs to be achieved will help students. It will 

require you to research more deeply and you may require support to learn to be a researcher.  

 

Consider: 
 

 Are you consistently/sufficiently guided to practice your skills throughout your course?  

 How were the various aspects of teaching, learning and research co-ordinated and 

communicated to you? 

 Are you able to learn in a way that suits you?  

 How would you rate the teaching?  

 How would you rate the research support? 

 Are there any forms of learning you would like in addition to lectures and tutorials?  

 Do you find the methods used a satisfactory method of imparting information?  

 Did you feel your department/course prepared you sufficiently for your assessments?  

 

Assessment and feedback  
There is an expectation that PGT students’ assessment will largely be done through coursework 

rather than exams. Your coursework ideally should be well spaced and the purpose of it clearly 

explained – a link between the assessment and the outcomes of the course should be explicit.  

 

PGT study is at a different level to undergraduate study and to support this change in approach 

it can be useful for you to be given an objective comparison of the skills you might need and a 

“performance review” of your development against this standard. PGT students also have 

higher expectations of their work, the corollary of which is you are likely to need deeper levels 

of feedback to support this. 

 

As courses are tend to be one year (if full-time) students have less time to change and adapt 

their work in response to feedback so alternative approaches, such as more frequent one-to-

ones with tutors, or peer assessment and feedback, may help.  
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Consider: 
 

 Does the assessment adequately and fairly fulfil one or more of the course’s learning 

objectives?  

 Are you given a choice of assessment? Are there opportunities for blended learning? 

 Was the assessment fairly marked following clear marking criteria?  

 Do all the lecturers grade to the same standard?  

 Is the style of assessment appropriate for meeting the course’s learning objectives?  

 Do you receive adequate, timely enhancement feedback from your assessments?  

 Is feedback given in a variety of ways, i.e. one-to-ones, peer review, written 

comments? 

 

Student transitions 
Moving to PGT study involves a range of transitions for the student. To a different level of 

study, maybe a different area of study, to a new department or school, possibly to a new 

institution, or to a new mode of study. There is also a transition into an academic and 

professional community, locally, nationally or internationally. Students will also transition out 

of PGT into further education or into the workplace.  

 

The expectations of students in every area of transition needs to be explained, but without 

overwhelming you. Induction courses can be provided or made available, such as research 

skills and time management. As PGT is also a transition, onwards career development 

opportunities and guidance should be available. As well as making courses and support 

available, the rationale for them also needs to be clear and you should be encouraged and 

supported to access them.  

 

Consider: 
 

 What support was available to you to support the transition into PGT study? 

 What additional training was available to you to support the increased work and depth 

of study? 

 Did you have access to a member of staff who could provide appropriate academic 

support?  

 How well were you connected to the wider academic community in your area of study? 

 How much career or academic development support were you given to consider your 

future opportunities? 
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Academic community and professionalism  
The nature of PGT study naturally means that you may well feel a closer connection to the 

department you are studying in than you may have as an undergraduate. And PGT students 

are also part of a wider academic community beyond your department or school. You probably 

want to feel connected to this academic community in order to learn and develop from it. PGT 

students are developing their academic identity and want the encouragement to develop and 

express their academic freedom within their subject areas that can come from being part of a 

wider academic community. 
 

The wider academic community is multi-faceted and can incorporate connections to other 

students and academics, from within your own university and with others, and connections to 

industry or career professionals in their subject area. Opportunities for networking across 

these connections can enable you to develop your academic identity.  

 

Consider: 
 

 What opportunities there are for PGT students to access subject development 

opportunities within their institution? 

 Do you have networking opportunities with students and academics from other 

universities?  

 Are there career and industry networking opportunities? 

 Do you feel supported to develop your academic identity? How can you evidence this? 

 

Guidance and support 
By this stage in your studies it is possible that the guidance and support is more in relation to 

academic guidance rather than broader educational support. Signposting in relation to writing 

assignments or to receive reasonable adjustments should be available. The availability and 

reliability of academic staff is important – you may well have a subject-specific advisor.  
 

The sensitivity of how you, as class rep, raise concerns about your advisers and where 

students go if they have an issue should be clearly and regularly advertised. You may also 

have a personalised development plan, which includes academic development, to help them 

achieve the learning outcome. 
 

Consider: 
 

 Do you have an allocated academic tutor appropriate to your subject area? 

 Are you able to access your support tutor at times/in a way that supports your 

development? 

 Do you have a personalised academic development plan? 

 Are you able to access educational support such as disability services or help with 

assignment writing? 
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Quality enhancement and assurance  
The final element is, in a way, the umbrella that draws all the other elements together. There 

are various processes by which the degree is monitored and continually improved – both by 

the course team and others across the faculty or university. Students should be playing a key 

part in this – whether by filling in module evaluation questionnaires, sitting on committees as 

you will as a class rep, getting involved in working groups or focus groups, or generally telling 

staff what you think about the course. 

 

• What evidence do you see that improvements are being made as a result of 

students’ views? 

• To what extent do you or course mates feel that you should have a deeper role in 

this by virtue of the nature of PGT study? 

 

Exercise 4 – Using the Student Learning Experience 

Cleachtadh 4 – Eispéireas Foghlama an Mhic Léinn a Úsáid 
Use the space below to make notes on the SLE card exercise. 

 

Exercise 5 - Gathering student opinion 

Cleachtadh 5 – Tuairimí mic léinn a bhailiú 
Look back to Exercise 3 and, in groups, pick one of the elements you like most about your 

course and one you would like to change.  Now think about how you would find out whether or 

not your fellow classmates agree. There is space below for notes. 
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Providing feedback is an essential part of being a class rep but how do you provide it 

effectively? sparqs has developed the A,B,C,D of effective feedback to help you do so. Below 

we explain each element and how they contribute to providing effective feedback.  

 

Accurate: when we comment on the learning experience we should be specific and provide 

evidence for what we’re saying.  Avoid sweeping generalisations or emotional language. This 

also includes researching our point – sometimes we get a hunch there’s a problem somewhere 

and it turns out not to be the case, or it’s less common – that doesn’t make it less of a 

problem but exaggerating it will make sure it isn’t taken seriously. Where possible include 

information about the scale of the issue – percentage of students affected, or sheer number – 

to add weight to your argument. Doing so shows you’ve looked beyond your intuition and 

found out how it’s affecting students. 

 

 

Balanced: we shouldn’t only pass on negative comments to staff, even if that’s mostly what 

we’re hearing from students. We might see that staff have been trying hard but it hasn’t 

helped, or isn’t helping in the right ways – make sure not to be one-sided. Sometimes our SA 

might not be pulling its weight, sometimes our institution isn’t listening, and sometimes we 

might be having an off-day and realise we’ve not done our best. Having a balanced perspective 

will help your work no-end and it’s critical for working with everyone connected to learning. 
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Constructive: we’re not just here to identify the problems, we’re also here to help find a 

solution too.  If we raise an issue, we should make a suggestion at the same time or ask for 

help in putting one together. As reps our job is to help facilitate solutions – not just to criticise. 

Being negative, or unbalanced, or inaccurate only makes it easier for people to ignore what 

we’re saying, even if it’s valid. 

 

Depersonalised: even if students think that a member of staff has done something wrong, 

reps shouldn’t make personal comments.  Don’t comment on a specific member of staff 

directly, talk instead about the impact on your learning experience. Remember as well that 

people are always working within larger systems – sometimes a person’s professional failing is 

seen elsewhere and is a systemic problem. Even if we’re right to be annoyed at a particular 

person, the likelihood is that pointing it out bluntly won’t help to change things – they’re 

usually going to have more power to do things than we have. 

 

Exercise 6 – Using the ABCD 

Cleachtadh 6 – An ABCD a Úsái 

 
Consider the scenarios below, plan how to solve it using your knowledge and the supports 

mentioned here in training around the A,B,C,D method 

Scenario 1 

In your module’s student-only Facebook group, there has been discussion about the balance 

between two branches of the subject you’re studying. A large majority are unhappy that the 

reading list and content in the library is weighted towards one of the two, yet both feature 

equally in assessments. As the rep, you’re asked to raise a complaint about this. However, you 

disagree with the majority view because you’ve personally found plenty resources right across 

the content of the module and have always found staff helpful when you’ve asked about them. 
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Scenario 2 

A student comes to you as they are having problems with their research project. They were 

delayed in being allowed to choose their topic and now that they are working on it, they feel 

that are not getting adequate support. Their supervisor is working abroad for several weeks 

and is only available at certain, rather inconvenient, times of the day by video-conference. The 

student is angry and they want your help to complain.  

 

 

Scenario 3 

You have just started being a class rep and a small group of students are frustrated about 

timetable clashes. They have three different classes that were scheduled at the same time 

meaning students who have chosen certain electives can’t attend one of the core classes. This 

is limiting their studies, and as they are fee paying students, they don’t feel this is fair.  
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Exercise 7 – Developing Solutions 

Cleachtadh 7 – Réitigh a Fhorbairt 

 
Identify a problem, plan how to solve it using your knowledge and the supports mentioned 

here in training. Consider what role you are playing in developing the solution and the benefits 

of doing so. 

 

 Customer - a person who buys goods or services from a shop or business.  There is a 

transaction where the customer can expect a certain level of service. 

 Advocate - a person who puts a case on someone else's behalf.  An advocate will do the 

best for the individual regardless of their own or other’s needs. 

 Lobbyist - a person who tries to influence legislation or policy and practice on behalf of a 

special interest.  Often a lobbyist will work behind the scene to persuade someone else to 

change but has no right to expect this change. 

 Campaigner - a person who builds support in an active and organised way to achieve a 

predefined goal. 

 Partner - a person who takes an active part in an undertaking with another or others. A 

partner should have a valuable role in defining the problem and developing a solution. 

 

Feel free to use this space for any notes: 
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Support available to you 

Tacaíocht atá ar fail duit 
 Your students’ union. 

 National Student Engagement Programme – www.studentengagement.ie    

 Union of Students Ireland – www.usi.ie 

 Quality and Qualifications Ireland – www.qqi.ie 

 Higher Education Authority – www.hea.ie 

 Online training resources are available via www.sparqs.ac.uk  

 

Jargon buster! 
Gluais bhéarlagair! 
There are a lot of different terms and words that are used by institutional staff, students’ 

unions and other reps. We have provided a jargon buster here to explain some of these terms.  

 

Agenda: A list of issues that are going to be discussed at a meeting.  
 

Assurance: How your institution ensures the quality of the learning experience is maintained.  
 

Chair: The person who is in charge at meetings. They will decide who speaks, what is on the 

agenda and generally coordinate the meeting.  
 

Enhancement: How your institution is improving your learning experience. 
 

Institution: Another name for college, university, higher education institution or academy.  
 

Minutes: A record of what has been said at a meeting, any decisions taken etc.  
 

Quality: When people talk about quality they are talking about the teaching you receive as 

well as how you learn.  
 

Secretary: The person who is responsible for the logistics for the meeting such as venue, time 

etc. They may also pull the agenda together. They are also responsible for the minutes.  
 

Students’ Union: Can also be called a union or guild. Its purpose is to represent students, 

and their views, to senior members of staff at your institution.  
 

Student Engagement: A term used to describe the various ways institutions get students 

involved in their learning experience such as course reps, surveys, focus groups, students on 

committees etc.   
 

VLE: Stands for Virtual Learning Environment. It is the catch-all term for online spaces used 

for learning. 
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