
 
 

OSHER@Dartmouth GUIDELINES FOR CLASS REPRESENTATIVES 

Thank you for volunteering to act as class representative! By committing to this role, you will 
provide a vital service to both your study leader(s) and to the OSHER@DARTMOUTH office. If 
you have questions regarding your role as a class representative, feel free to speak with the 
study group leader or the office staff at any time. All of those associated with 
OSHER@DARTMOUTH are very grateful for the aid and comfort that class representatives 
provide. 

OSHER@DARTMOUTH will provide each class representative a 3-ring binder (previously the 
black box) for your class.  Each course binder will contain: 

• Attendance sheet 
• Class roster 
• Course welcome packet 
• Zippered pocket(s) to store name tags for the duration of the course, as well as a few 

extra plastic holders and blank name tags for folks that may need them 
• Either a listing or copy of any readings or hand-outs that the study leader provided prior 

to the start of the course 
• Follow-up forms (end-of-term evaluation forms) 
• This list of class representative duties 
• Any announcements or promotional items to be shared with the class (if available prior to 

first session) 

A. The Class Representative as Liaison  

Introduce yourself to the class in the first session and explain your role as spokesperson and 
intermediary between the class and the instructor on the one hand, and the class and the 
OSHER@DARTMOUTH office on the other. Encourage students to give feedback to the study 
leader, including positive comments, suggestions, and concerns about the study group or the 
study leader’s approach. In the first weeks of the class, invite them to share their concerns with 
you if they do not feel comfortable speaking with the study leader in this regard. It is 
sometimes less awkward if students speak with you, and you then speak with the study leader 
about such matters. You should not worry, however, that you will be constantly mediating 
complaints; in most cases, study groups and study leaders are well matched through the term. 
Please share with the leader any comments or concerns related to the study group arising 
within the first couple of weeks of the term. Notify the office immediately if there are major 
issues of any kind. For those in the group who may be very hard of hearing, individual 
amplification equipment is available for use through the term.  
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B. Name Tags 

OSHER@DARTMOUTH will provide each participant with one name tag.  It's the participants 
responsibility to bring their name tag to each class. 

If someone needs a replacement name tag, please have those members come to the office and 
we will provide one for them.  Each member receives one initial name-tag at no charge, the 
cost of replacing a tag due to loss or damage is $2.00. 

C. Taking Attendance 

You should take attendance weekly in order to help the OSHER@DARTMOUTH office keep an 
accurate count of attendees. An attendance sheet will be provided. Within the first couple of 
weeks of class, please report any drop-outs, no-shows, participants who are not listed on the 
roster, or those who do not have a nametag.  For those that do not have a name tag please 
make sure they are in the correct class and/or location. 

D. Provisioning Off-Site Study Groups  

1.   Class rep is NOT responsible for the following: 

Coffee is supplied at the DOC and Hanover Senior Center; members who partake of the 
supplied beverages are asked to provide a cup-by-cup donation to help offset costs.  Coffee is 
complimentary at Woodlands, Harvest Hill, St. Thomas Church, and Wheelock Terrace. (Please 
take a moment to thank the staff.)  Coffee is not allowed at the Hood Museum.  If your course 
takes place at a site not listed here, coffee is NOT supplied at your location! Please provide 
that information to class members, and suggest they bring their own beverage if they choose.  
Cookies and other refreshments are up to the class.  If they want them, circulate a sign-up 
sheet at the first session.  

2.  Class rep IS responsible for the following: 

Class reps should pick up their course binder prior to the first session.  Binder should be 
returned along with the follow-up forms at the end of your course.   Note:  The 
OSHER@DARTMOUTH office will provide binders for courses taking place at the Hanover Senior 
Center; class reps will be to retrieve binders from Sherry. 

E. After Each Session 

If your room arrangement has been changed for a given session of your group, please put the 
room back in order and encourage students to leave promptly so the next group can enter and 
begin on time. 

F. Feed-back Forms – let students know they can submit anonymously  
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These forms should already be in your notebook with an envelope so you may return them to 
the office at the conclusion of your last class meeting.  As class representative, you will be 
asked to pass out feedback forms (formerly evaluation forms) to students during the next-to-
last class, collect them during the last class, and to record on the class roster the names of 
those to whom have returned the form as well as a note as to those participants that need to 
be sent a follow-up form. You will share with the study leader the responsibility of affirming the 
importance of written feedback. Before you distribute forms, read or paraphrase the following 
to the class: 

Your OSHER@DARTMOUTH feedback matters. Your responses to feedback questions contribute 
to the continued excellence of our program. Your written comments are especially helpful. 
Please be thoughtful and precise with your comments knowing that your study leader is an 
unpaid volunteer who will use your feedback to better understand how the course went from a 
participant’s perspective. The evaluation committee reads them all then passes them along to 
the study leaders. Return your completed forms to me as class rep. 

Full participation in the written feedback process gives OSHER@DARTMOUTH an accurate 
understanding of what worked for your study group, and what may need improvement or 
alteration.  Note when students return their feedback forms, have them fold them in half to 
keep them private, and then make a check on the class roster in the 'evaluation received' 
column beside their names so that we can identify the participants who were absent or did not 
return a feedback form.  Place the completed forms in the course binder and return it to the 
OSHER@DARTMOUTH office, accompanied by the marked roster. Lisa King will then send the 
feedback forms individually to participants who did not turn in a form at the end of the course. 

G. Putting the Course Away 

After the last class, please return the binder to the OSHER@DARTMOUTH office, along with the 
follow up forms, the attendance sheet, and any leftover plastic holders or name tags.  Please 
alert OSHER@DARTMOUTH staff if any participants did not receive feed-back forms. 

Thank you for your help! 
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