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|ntroduction

Students are happier and participate in their education more effectively
when their ideas are listened to and their opinions valued. Schools also
benefit when students are involved in their own learning and the
school’s operation. A Student Representative Council (SRC) is one
structure which can assist students and schools in achieving this ideal.

An SRC is a formal group of students, elected by their peers to
represent them and their views. An SRC facilitates leadership and
decision making by all students in the school. It is an important way in
which schools can provide meaningful leadership opportunities for
students.

This document has been designed to support schools and student
leaders in establishing an effective and successful SRC by providing
policy and operational information. Practical strategies and effective
practice examples have been included.

A variety of suggestions for getting started have been designed for
student leaders and teacher advisers. These can be found on pages 7
and 8. The graphic outline on pages 4 to 6, provides an overview of the
guide and its contents.
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. Ideas for using

this resource

Ideas for student leaders

Determine what your SRC is all about by looking at Why do schools have an
SRC? page 9, and working through Goal setting and action planning, page
72.

Evaluate the SRC's lines of communication, both within and beyond the school
using the Evalua’cing communication activity sheet, page 18.

For schools wanting to establish an SRC, determine future actions by working
through Setting up an effective SRC, page 19 and using the Action

planning activity sheet on page 21.

Discuss the information and checklists provided in How should an SRC work?

page 22, to determine if there is a need to change elections, constitution or
meeting procedure.

Use Skills to help an SRC work effectively, page 49, to develop skills to

assist in carrying out the role of SRC executive. This could be done in small
workshop sessions with the support of the teacher adviser.

Trial the use of some of the suggested ideas in Problem solving and decision
maki ng, page 63, to solve your problem or use one of the sample situations
provided.

Liaise with the principal to survey students to determine their views on the
positive aspects of the school and their suggestions for improvement. Use Goal

setting and action planm‘ng, page 72, to help develop plans for implementing
improvements.

Locate the policies and documents mentioned in References, further support
and informa’cion, page 75, and become familiar with them.
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ldeas for teacher advisers
Use Skills to help an SRC work effectively, page 45, as a basis for a training
day for SRC representatives. This could be done jointly with other schools.

Assist in evaluating the effectiveness of the SRC using Ex3 mples of good
practice, page 11, and checklists provided.

Assist the students to understand and implement strategies suggested in the
guide especially in Examples of good practice, page 11, Setting up an
effective SRC, page 19 and How should an SRC work? Page 26.

Provide access to the documents and policies listed in References, further
support and information, page 75.
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2. Why do schools

have an SRC?

The SRCis a body within the school which should represent students and promote
their views and their participation in school decision making. While SRCs wiill
actively canvass a wide range of issues which affect young people, they do so
within a framework which ensures that h the advice presented to students is
balanced and relates to enhancing the quality of school life for all students.

School activities need to be conducted within the Controversial Issues in Schools
guidelines. Teachers and students need to be aware that schools are:

. neutral grounds for rational discourse and not arenas for
opposing political views
o not places for recruiting into partisan groups

(see Memorandum to Principals 98/224 S.192).

Whilst raising funds for the improvement of facilities or donation to charity is a
worthwhile endeavour, a school's SRC should NOT primarily focus on fundraising
The focus of an SRC should be about student participation, the development of
leadership skills and the meaningful involvement of students in school decision making.
This guide provides examples of how this level of involvement can be achieved.

An effective SRC is:

Educational

Students develop skills in leadership and communication.

Democratic

Every student should have a voice.

Responsible

Students solve real problems and make real decisions.

Sharing

Students share with the school executive, teachers and the school community in
the decision-making.

Caring

Students care about their school and what happens in it and to it.
Fun and Rewarding

Students experience enjoyment through successful participation.
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Policies you should know about.

The Student Welfare Policy (1996) is implemented in all schools and explicitly
encourages student leadership. It covers three areas:

1. Effective learning and teaching
2. Positive climate and good discipline
3. Community participation

Student leadership and involvement relates to all three areas of the policy, but
is specifically addressed in 2. Positive climate and good discipline, pages 6 and
7.

The Student Welfare Policy states that students should be involved in whole

school decision making and that if this happens then

. students will participate in all aspects of school life as equals

. students will know and understand their school’s organisation and know
about SRCs and other representative bodies such as the school council.

Good Practice:
The SRC at a school awards certificates for citizenship and

improving the spirit of the school. These awards are part of the
school’s merit system.

Students also have a responsibility to:

. participate actively in the learning and teaching process

o provide their views on school community decisions, including reviews of
student welfare, using agreed upon processes which include SRCs and
school parliaments.

The Student Welfare Policy supports student leadership in schools.
More information about this policy can be found in Section 8
References, further support and information.

Good Practice:
A school principal meets twice each term with the executi

of the SRC to discuss aspects of school management
including student welfare, curriculum matters, the school
environment, and related financial issues.
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Student participation in schools ideally means that students have an active role
in decisions about and the implementation of education policies and practices
and of key issues that determine the nature of the world in which they live.

Student participation should involve activities that are valuable and make sense:

to the participants:

- This means students work on issues that they choose. The issues make sense to them
and are valued by them.

to the community:

- The community values the issues and understands how student participation can add
value to the community.

academically:

- The participation meets the academic or curriculum goals that schools are required

to achieve.

Examples of good practice

The SRC is involved in:
o improving school spirit and providing a student voice

school committee decisions

o facilitating workshops on topics of interest to students
o assisting schools to implement relevant departmental policies
. participating in decision-making about school organisation including subjects,

canteen organisation, community involvement, school management

. identifying problems which need attention eg, student safety
in certain playground areas

) developing negotiation and problem solving skills in students
. reviewing and evaluating school rules
. raising awareness of school priorities to enhance student wellbeing

Why have an SRC ? Page - 11
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o specific programs including peer support, peer mediation, drug
education, anti-discrimination, anti-bullying, civics and citizenship
o forums to discuss issues concerning young people

o caring for and improving the physical and social
environment of the school

. organising fun activities for students, including discos, concerts, camps,
sporting and fun competitions

o collaborating with teachers and others in running school events,
including Year 7 and Year 11 orientations

. supporting students with special needs
. co-ordinating school assemblies
. meeting genuine needs, that is, having a focus on 'real things'

If you're interested in finding out how your SRC compares or how you could improve,
look at the Evaluating your SRC's effectiveness activity sheet on pages 13 and 14.
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Evaluating your SRC’s effectiveness

Good Practice Where are we now? What can we do to improve?

SRC members have a clear process about
how to gather student views so that all
students can have a say

Elections for SRC membership are
considered seriously and conducted fairly

Students are encouraged to advocate for all
the students in the school so that many
different voices are heard

Students are involved in negotiation of
school issues eg discipline, curriculum,
timetabling, assessment procedures

Students are consulted about and help
develop school plans and priorities

Students have an impact or consequence that
extends beyond the classroom

The SRC reports to staff and the principal
and reports back to students

The SRC encourages community
involvement

Students activities provide opportunities for
planning, action and reflection
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Evaluating your SRC's effectiveness

Good Practice Where are we now? What can we do to improve?

The SRC provides a forum for all students to
discuss issues of concern

The workload of the SRC is shared across its
members

The SRC organises a variety of meaningful
activities for students including fun events

The SRC actively invites the many diverse
student groups in the school

into decision-making processes

The SRC supports students with special
needs

The SRC is involved in school assemblies

All members of the SRC are accessible and
known to the school community

The good practices listed are broad examples of appropriate SRC activities. It is not expected that a school’s SRC would be involved in all
these activities. Use the Action planning activity sheet on page21 to detail planning steps as necessary.
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3. Where does our

SRC fit ?

Where does our SRC fit within the school community?

The SRC is a formal student leadership structure. The SRC has a responsibility to
communicate with with the school cormmunity.
Where ¢lozs your SRC fit?

The wellbeing of young people is increased when adults actively listen to their concerns and
take their opinions seriously.

Each school SRC needs to consider what form of communication is appropriate with each
group. The SRC will benefit if:

o SRC news is circulated to students, staff and the community

o SRC members should seek adult support for initiatives

o approved SRC activities are advertised on the school website or through posters,
school newsletters, local newspapers (in consultation with the principal)

o face-to-face meetings and student forums are held with an agreed agenda

opportunities are provided for SRC input into school committees and action teams.
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If you're interested in finding out how well your SRC communicates or how you could
improve, look at the Evaluating communication activity sheet on page 18. This
checklist could be an agenda item at an SRC meeting or completed individually by

Where does our SRC fit beyond the school?

The NSW Department of Education and Communities has a secondary SRC structure which
operates across the state, linking school, regional and state SRC student leaders .

1 School SRCs

operate in ways that are appropriate to school needs
elect students to the inter-school SRC

receive support from teacher advisers in schools
receive support from regional support staff.

Good practice :
An inter-school SRC in conjunction with a community organisation

produces student support cards to provide information about
local community resources for students in times
of stress

Inter-School SRCs

help improve the effectiveness of school SRCs in local areas

help improve communication between nearby school SRCs

connect with youth and community issues in the local area

provide leadership training for students

receive co-ordinated support from regional support staff working

with SRC teacher advisers

. may become involved with other inter-school SRC groups for projects and
activities

. form part of a statewide SRC network .

N

Good practice :

The NSW SRC acts on the top 3 BIG IDEAs as voted at the
annual State SRC Conference The NSW SRC

develops and implements plans and seeks advice from expert groups o
work on these issues.

Where does our SRC fit ?



3 S$tate SRGs

The NSWSRC:

¢ s the peak student leadership organisation supported by the Department

e has 22 elected members from across NSW

e meets regularly, and is consulted on student issues by senior officers in the
Department of Education and Communities , other government departments, business and
community groups

e represents the views of NSW secondary students

e takes action on the 3 BIG IDEAs as voted at the annual State SRC Conference

The State SRC Conference Action Te 3 m :
e has 20 elected members from across NSW
selects a theme for the annual State SRC Conference
e plans and organises the State SRC Conference and follow up activities
e encourages the exchange of student ideas and views and builds student leadership skills.

Where does our SRC fit ? SRC Page - 17
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Evaluating communication

Some examples of effective lines of communication OurSRC doesthis ~ Our SRC doesntdo  Priority for our SRC

this to do this

Representatives of the SRC meet regularly with the principal and/or the school executive

Representatives of the SRC speak at staff meetings about future plans and activities

The principal and/or executive are invited to and/or asked to speak at some SRC
meetings

The minutes of the SRC meetings are accessible to all staff and students

Representatives of community groups (including the P&C) are invited
to and/or asked to speak at some SRC meetings

The SRC members are known to the local school community

The SRC actively asks for a range of student views within the school

All correspondence is written appropriately and kept

All students know who the members of SRC are and are able to approach them for
consultation

The SRC regularly addresses the whole school assembly

Important information for all students is shared with students and staff

The SRCis well ‘connected 'with students, staff and the comunity

Representatives from the SRC attend inter-school SRC meetings

The SRC knows who to talk to in order to get help with projects

Use the Action planning activity sheet (page 21)to detail planning steps as necessary
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Setting up an

effective SRC

Strategies for gaining support

The following strategies may be used for gaining the support of:

the principal and other members of the executive

Be clear about what you want to achieve.

Prepare a plan. This should be written and clearly stated in as few words as
possible.

Link the SRC actions with the school plans for the future.

Start with small achievable activities and gradually move up to larger projects.
Use research to find out what people think and want, eg, a student survey.
Listen to the principal’s advice and/or suggestions.

Ask to speak at an executive meeting about student leadership.

Contact successful SRCs from other schools and discuss their suggestions. Invite
SRC members and teacher advisers from other schools to speak about their SRC's
achievements.

Talk with the regional support person for specific suggestions.

fhe school staff

Talk informally to your teachers about student leadership.

Ask to speak at a staff meeting about the role of the SRC.

Invite supportive teachers to SRC meetings.

Find out about individual staff skills and interests, eg expert at film editing

Suggest ways to link SRC activities with learning, eg data analysis and Maths

writing SRC media releases and English.

Share the results of a student survey, eg, 'This is what the students really think about...'

fhe students

Set up meetings of students to discuss student leadership eg, roll call, year
meetings, friendshio groups, eg, 'If we started an SRC, what should it look like?'
Talk informally to groups of students in the playground.

Ask students what they would like to see happening in the school in student
leadership. 'What should an SRc focus on?'

Listen to, record and pass on their ideas, suggestions and concerns.

Engage students by asking their views on issues.

the school community

Ask the school community what areas they would like an SRC to focus on.
Talk informally to school community members about student voice.

Setting up an effective SRC % Page - 19



A Process to develop your SRC

Encourage student participation, decision making and leadership within the school by
following these steps:

o discuss student leadership with the principal and school executive and seek their
advice and approval

o find an interested staff member(s) to be the teacher adviser

. contact your region for information, ideas and support

o contact nearby schools to find out about effective SRC practices

o discuss ideas with the principal, staff, teacher adviser, students and community
members, eg, benefits of involving students in school decision-making processes

o Have a look at the student leadership website - resources page
http://www.schools.nsw.edu.au/studentsupport/studleadsrc/resourcestaff/index.php

. invite students and staff from other schools to share effective practice

o survey the school community (students, parents and staff) for their ideas and

attitudes about what they want from a student leadership group
Form a group of interested staff, students, parents and community members
to discuss what an SRC could do and how it could benefit the school.
Set a time frame for action.

Important questions for consideration:

. what could be the purpose, role and areas of responsibility of the SRC in the
school?

. how will the school support the SRC? What might be the barriers?

. how could the SRC be involved in decision making processes in the school?

. how will members be elected?

o how will members be trained in the skills of communication, decision making,
advocacy, representation and running meetings?

o how will the efforts of SRC members be recognised and accredited?

o how will the SRC communicate with the school community?

Setting up an effective SRC % Page - 20



Action planning SCHOOL
STUDENT REPRESENTATIVE COUNCIL

Project Name:,

What we want to achieve (Goal):

What we need (Support and resources):

Steps  Action Responsibility By when Possible Possible How will we
problems solutions know we have
succeeded ?
1
2
3
4

Enlarge onto A3 paper for use

Settiing up an effective SRC %
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5. What roles are

associgted with an SRC?

W

Use this information as
e reference material when electing SRC officers
e a checklist to ensure that all roles are being effectively implemented.

SRC officers

Leader of the SRC

Often one or two students act as the co-ordinators of the SRC. Their role could include
representing the school at official functions on behalf of the students. They may
(but not always) chair SRC meetings.

Chairperson

The chairperson conducts SRC meetings by:

. controlling meetings using the rules of meetings and ensuring the agenda is
followed and actions agreed upon

ensuring that everyone has a chance to speak and is heard

keeping the discussion to the point

remaining impartial to the matters being discussed

summarising or clarifying points where necessary

managing the time

listening attentively.

Secretary

The secretary keeps records of SRC meetings and deals with correspondence by:
making sure that the minutes are recorded and everyone gets a copy
preparing the agenda in consultation with other people

keeping copies of all of the letters and SRC files

keeping a record of attendance

letting members know when and where a meeting is being held

writing letters if needed and presenting correspondence at the meetings.
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Treasurer
The treasurer handles all the financial dealings of the SRC by:

¢ keeping a record of bills, money received or paid out and working out current account
balances

e presenting reports to meetings

¢ investigating the cost of items or activities.

The principal must approve any activity involving the raising and handling of money.

ood practice:

Many skills that are required by SRC members are taught through
curriculum areas such as English (verbal and written communication)
and Commerce (financial management).

Class / Year / House representative

This person communicates issues discussed at the SRC meetings to students they
represent at regular intervals by:

participating in the various committees of the SRC

attending all meetings

presenting student suggestions and concerns at these meetings

providing regular opportunities for students to present and discuss their ideas and
opinions.

Other positions that might be filled are:
e publicity officer

e representatives on school committees such as curriculum, student
welfare, canteen, social committees.

V%

Invite the regional support staff or students from other schools to an SRC
meeting to speak about effective student leadership initiatives in their schools.
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SRC teacher adviser

The teacher adviser supports the activities of the SRC and liaises with the principal, school
executive and other groups within the school community on behalf of the students.

Effective teacher advisers:

help students develop confidence and skills in decision making, communication,
leadership, meeting procedure, financial management, goal setting and action planning

liaise with other staff and students on an inter-school, regional and state level

listen to the ideas and opinions of SRC members and encourage all staff to consider
students’ views

provide information on structures, problems and ways to work and give directions
when needed

work with the SRC as a team by encouraging the members to support each other

encourage the SRC to reflect on what it does and give thought to what members have
learned from their actions

support other student groups, eg, student action teams, to achieve their goals
develop skills, experience and knowledge that can be passed on to the members
give advice on how decisions are made in the school

indicate the best people to talk to about different matters and when it would be
advisable to approach them

support student participation.

Good practice:

A school limits its SRC fundraising activities to one charity per
year so that it can concentrate on issues of a higher priority

such as student involvement in school decision-making processes,
school improvement projects and 'making school a place where
students want to be.'

What roles are associated with an SRC ? % Page - 24



Interschool or regional teacher adviser

Many educational areas have a teacher adviser coordinator who assists
in the administration of SRC networks across several schools and in the region.

Effective teacher advisers:

e assist the regional support staff to organise inter-school meetings (at least one per term)
by setting agenda, organising travel arrangements and venue

e communicate with the regional and state SRC student leaders to assist them to develop and

present reports and develop BIG IDEAs for the annual State SRC Conference

e assist in preparing inter-school SRC reports to be tabled at NSW SRC meetings

assist in developing and implementing inter-school SRC projects on youth issues

share information or minutes of meetings including NSW SRC and SCAT meeting
minutes

assist in the selection of SRC members to participate in the
NSW SRC and/or State SRC Conference Action Team.

Regional support staff

Public schools conduct a range of leadership programs.

Learning to be a leader through student leadership programs is one way to participate.

As not everyone can be a school captain or a member of the Student Representative Council,
there are many other ways to get involved and be part of the student voice. These include:

Student Action Teams

Student Leadership in Primary Schools

Student Leadership in Years 5-8

Student Leadership in Secondary Schools

Student Leadership Programs for Aboriginal Students

Information about these and useful school resources are at www.schools.nsw.edu.au/src
Each region has a nominated support person.
These staff help promote student leadership initiatives within the region.

Contact your local education office for further details
or email student.leadership@det.nsw.edu.au
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6. How should

an SRC work ?

The structure of the SRC will depend on:

the size and format of the school
established traditions

student and school needs
school goals and priorities and the agreed role of the SRC.

It is important that students, staff and community members play a part in determining
the structure of the SRC.

Elections and membership

The most successful SRC will have members who want to represent student ideas
and opinions and who are prepared to work to improve student participation in all areas of
the school. Members of the SRC should represent all years.

All students should be provided with an opportunity to become a member of the SRC.

A fair election process might involve:
- A preliminary discussion about the difference between student service and popularity

- The establishment of a clear timeline for the election process
- An awareness campaign for students, using items such as posters, pamphlets to outline the

roles and responsibilities of SRC members
- Candidates to be invited to complete an EOI and provide information about themselves

- School to determine and explain in simple terms the voting process and set up an appeals

process
- School to consider alternative ways of forming SRCs apart from elections, eg sharing roles.

SRCs are encouraged to critically examine school SRC election processes.
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Continually review the number of positions and composition of the SRC eg, number of
students from senior and junior years, number of specific positions
Constitution

An SRC constitution is a written document that sets out the fundamental principles or
guidelines about how the council is organised and how it will operate.

An SRC constitution sets out:

. its aims and purpose

o operational procedures

. when and how the SRC will meet.

At an annual school SRC training day, the students familiarise

themselves with their constitution. A copy is given to each SRC
member at the beginning of their period of office.

An SRC constitution is important because:

. it gives formal guidelines to all members of the school community about the
structure and procedures
. it enables the SRC to become a formal and organised student leadership structure

within the school.

GOOD PRACTICE:

Teacher advisers contact the regional support person
for a copy of the inter-school SRC constitution

Look at the following sample constitutions:
Framework for a constitution, page 28,

Big Hill HS Constitution, page 29,

Fairground Intrer-School Constitution, page 34
Raymore Inter-School Constitution, page 37,
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Framework for 3 Constitution

The format should include:

1. Name The name of this (organisation) is
2. Aims
e Purpose

e Areas of Responsibility

3. Membership
» Representation

e Termination of membership

¢ Conduct

4, Elections
e Type of voting

e Method of nominations
¢ \When elections will be held

5. Positions

e Chairperson or President

e Treasurer

e Committee Co-ordinator

e Secretary
e Other positions

6. Role statements of officers (refer to section 5)

7. Role of teacher adviser (refer to section 5)

8. Meetings

e Frequency of meetings
¢ Annual General meeting

e Special meetings
e Quorum

0. MEETING PROCEDURES

10. COMMITTEES

11. AMENDMENTS TO THE CONSTITUTION

NB:

¢ Quorum means the minimum number of members required to attend.

How should an SRC work ?
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2.1

2.2

2.3

3.1

BIG HILL HIGH SCHOOL
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

Name

The name of the organisation shall be the Big Hill High School Student
Representative Council (SRC).

Role

(@)  To organise co-ordinate and participate in

0) school/student activities

(ii) decision making activities
(b)  to liaise between - students and staff - school and community
(c)  To carry out its own decisions.

AIMS
(@)  To provide a forum for student opinion
(b)  To develop leadership
(c)  To promote improvement in the school
(d)  To promote school spirit.

The Council’s authority shall be limited by this constitution and the decisions of the
Principal.

Membership

The SRC shall consist of XX members, comprising the following:
. School Captains (2)

House Captains (8)

Year representatives (16)

SRC Co-ordinator

Principal/Deputy or nomineee(1)
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3.2

3.3

3.4

3.5

3.6

3.7

4.1

4.2

@

(b)

©

The School Captains cannot be House Captains.

The Principal/Deputy may attend at his/her own discretion, whereupon he will have
the right to discuss and vote on any SRC business.

The SRC Co-ordinator shall be a member of staff not attached to a House and shall
be elected by the Principal.

The Chairperson may have any member who persistently interferes with the good
conduct of the SRC suspended from participating in SRC meeting and activities.

It shall be the duty of members to attend SRC meetings. A member will

automatically forfeit their position on the SRC if:

(@  On more than three occasions, during their term of office, is absent without

explanation

(b)  On more than three occasions they are suspended from the SRC under the
clause 3.6

If a member forfeits their position or resigs, then the House
that the member represents will replace that member.

Elections
The SRCs term of office shall extend from October to the following October.

Elections for the School Captains, House Captains and House representatives shall
occur in October and be carried out in the order below.

The method of election for the School Captains shall involve a written application
from Yr 11 students. The top 5 applicants (male and female), will be eligible to be
interviewed for the position. The applicants must also prepare and present a
speech in front of current School Captains, House Co-ordinators, SRC Co-ordinator
and selected executive staff. A secret ballot will then determine the School
Captains for the up coming year.

The method of election for House Captains will be as in clause 4.2. The written
application will come from either Yr 11 or Yr 10 students. The interview panel will
consist of current School and House Captains, House Co-ordinators and SRC Co-
ordinator.

The method of election for the House Representative and House committees shall
be the responsibility of the houses concerned.
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5.1

5.2

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

Positions

The SRC will firstly elect its own Chairperson and Secretary.

The following positions shall then be filled by hominations and voting if appropriate at

the AGM

. Daily Planet reporter

o Caretaker of the notice board
. Publicity Officer

° Treasurer

Duties officers

The Chairperson shall be responsible for the continuity of meetings and overall co-
ordination of the SRC.

The Secretary will record and distribute the minutes and accept agenda items.
The Publicity Officer shall be responsible for the in school publicity of events.

The Daily Planet reporter shall enter a brief summary of SRC business and
messages in the Daily Planet.

The caretaker of the notice board shall be responsible for distributing
minutes, the agenda for the next meeting and any other advertisements.

The treasurer shall be responsible for keeping a record of all financial matters
received/allocated and report regularly to the SRC on the current state of affairs.

The SRC Co-ordinator shall provide advice to the SRC when asked and will also
liaise between the SRC and the staff body.

Representatives of committees formed by the SRC may attend meetings and will
provide reports of that committee’s progress on its allotted task.
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7.1

7.2

7.3

7.4

7.5

7.6

7.7

8.1

8.2

8.3

8.4

8.5

Meetings
Ordinary meetings shall occur weekly out of normal school hours.

Any member of the school community may attend a meeting. Any non-member of
the SRC will have the authority to discuss SRC business but will not have voting
rights.

Special meetings of the SRC may be called by the Principal, the Chairperson or the
SRC Co-ordinator and will be held at a time that is appropriate.

The Annual General Meeting (AGM) will be held in October following the election of
the new School Captains and House Committees and before Yr 12 have left.

Persons or groups wishing assistance from the SRC will be represented at the
meeting during which their submission is being discussed.

All SRC activities to be held within the school shall be passed
through the SRC for approval, by way of a written submission.

A quorum shall consist of XX Members where every house is represented.

Meeting procedures
The procedure for debate shall follow modified Parliamentary Procedure.

The standard procedure shall follow in this order.

Attendance recorded, roll marked

Minutes of previous meeting read and accepted

Business arising from the minutes

Correspondence business

Treasurer report

House reports (2 mins)

Any other business if time permits and the SRC is agreeable.
Accepting of the following weeks agenda items where appropriate
Close of meeting

Motions must be moved and seconded before debate begins.

Debate shall be controlled by the Chairperson who may call for a vote at any time
during debate.

Chairperson may appoint a time-keeper to control debate if appropriate.
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8.6

8.7

8.8

9.1

9.2

10.

11.

11.1

11.2

Debate will alternate between speakers for and against the proposed motion. Each
member will only have one opportunity to debate.

All voting shall be by simple majority unless specified by this Constitution. The
Chairperson shall have the casting vote.

All voting shall be by show of hands or voice unless a secret ballot is agreed to by
the SRC by way of a show of hands.

Commiittees

Sub committees may be formed by the SRC or the executive from members of the
SRC and/or the school at large. Sub committees will deal with specific matters and
will liaise between other students and teachers if necessary. The committee will be
dissolved when the SRC deems that it has fulfilled its purpose or its continuation will
no longer be fruitful.

Committees shall be represented on the SRC as in clause 6.8 and will be expected
to give a report of that committee’s progress if the SRC wishes.

House Committees (Not part of Constitution)

Amendments to the Constitution

Two weeks notice must be given of proposed amendments. Adoption will require a
two thirds majority at a meeting at which 80% of the SRC is present and voting.

The Principal retains the right to over-rule any amendments to the Constitution.
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FAIRGROUND INTER-SCHOOL
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

1. Name
(@)  The Organisation will be known as the Fairground Inter-School Student

Representative Council Group.
aka  Fairground Inter-School SRC Group or Fairground SRC ISG

2.  Purpose and role

(@)  The Fairground Inter-School Student Representative Council is to meet periodically
to discuss issues that concern its member representatives.

(b)  To facilitate the growth of strong networks between school SRCs.

(c)  To report to the school SRCs the actions, discussions and decision of the
inter-school SRC.

(d)  Toraise and discuss student issues. To develop a BIG IDEA fro the annual state SRC
Conference

(e)  Toincrease public awareness of the SRC.
3. Membership

(@)  Every School in the Fairground area is to have two (2) elected
representatives to the inter-school SRC from their school SRC or the school’s
most senior student representative body.

Q) The inter-school SRC will consist of 26 voting members, i.e. two members from
every school. If a school representative is absent, a reserve should be
provided as a replacement.

(i) A member of the inter-school SRC is to be recognised as an Inter-School Group member.

(b)Regional Support Person

- No voting rights

- Advises us on departmental policy and is the liaison between the inter-school SRC and
the relevant School Education Director.

(o) Teacher/Co-ordinator/Advisor

- No voting rights
- Facilitates material needs and advises the Inter-School SRC on its actions.
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4. Executive positions

These are permanent elected positions in the Inter-School SRC

(@)  Inter-School Chairperson
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the Chairperson is to convene the order of business at meetings.

(b)  Inter-School President
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the President is to prepare and organise the agenda items and other
related activities that the Inter-School SRC is involved in.

(c)  Inter-School Secretary
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the Inter-School Secretary is to record the minutes of the Inter-School SRC

meetings, then prepare them for distribution within the fortnight following
the meeting.

(d)  State level representative
Experienced representatives are preferred for this position.
The Inter-School representative to the state level position will alternate every year
between the two state SRC groups.

The state representative is the primary liaison between the Fairground area
and Bankswood area.

Any information from a state SRC group will be compiled by the

state representative in his/her report, who will in turn report to the Inter-School
SRC.

Q) The New South Wales Student Representative Council representative.
The NSW SRC is the peak student leadership group supported by the Department.
Its main purpose is to improve the quality of school life for all students through
student leadership and take action on the BIG IDEAs passed at the annual conference

(ii) The State Conference Action Team representative.
SCAT develops and co-ordinates the Annual SRC State Conference.
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5. Meetings

(@)  Frequency
To be determined

(b)  Quorum
Optional attendance by each school.
A majority of two thirds of those eligible to vote is needed for a motion to be
passed.
Maximum of two from each school is eligible to vote.
Voting may be by proxy.

(c)  Alldistrict counsellors are expected to attend all district meetings.
In the event of their absence, a letter of apology is to be sent to the district
president 24 hours prior to the next scheduled meeting.

(d)  Reports
Each school should prepare a typewritten report discussing the current
position of their SRC. It may include items such as up coming events, rights
and responsibilities issues, SRC internal affairs and any other SRC related
issues.
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1.

RAYMORE INTER-SCHOOL
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

Name

The name of this organisation is the Raymore Inter-School Student Representative Council
(Raymore Inter-School SRC).

2.

Objects and functions

Object:

To provide effective representation of secondary students and liaise
with students in the Raymore area

To provide a student point of view to departmental education officers.

Functions:

Q) To promote representation through Student Representative Councils

(i) To establish and maintain communication between the NSW SRC, Raymore
Inter-School SRC and local school SRCs

(i) To facilitate the growth of a strong SRC network in the Raymore area

(iv)  To provide student advice on educational issues

(v)  To raise student issues with relevant education officers

(vi  To promote public education.

Membership

0]

(ii)

Eighteen (18) student representatives {two (2) from each secondary/central
school or as negotiated with majority agreement with up to 3 students from
each school}

The Executive Officer - Regional support person

{No voting rights}.

Office bearers

(0

(ii)
(iii)
(iv)

Chairperson

Secretary

Minutes secretary

Executive Officer - Regional support person
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5. Meetings
Frequency:

(M One (1) SRC council meeting will be held per term, with additional meetings as
required

(i) The regional support person may call additional meetings. Students
may call additional meetings if the majority request it and they have the
approval of the School Education Director

(i)  Meeting to be organised by the Executive Officer and nominated
representatives.

Quorum:

At least ten (10) members with voting rights must be represented for
business to proceed.

Attendance:

Q) Council members are expected to attend all meetings

(i) If a council member is unable to attend a meeting, the student should
advise the Executive Officer, in writing

(i) If the member cannot attend, their nominated reserve shall attend in their
place

(iv)  Visitors may attend meetings. This may be at the request of a visitor and
agreed to by the council or it may be at the invitation of the council.

Agenda:

0) The agenda is to be prepared by the Executive Officer and nominated
representatives

(i) Items for inclusion on the agenda must be forwarded to the organising
committee one (1) week before the meeting

(i) The agenda is to be circulated by the organising committee to council
members two (2) days prior to the meeting, where possible.

Minutes:

Minutes are to be circulated to each council member within two (2) weeks of
that meeting.

6. Voting rights

Q) Each member has the right to cast one (1) vote

(i) The SRC advisers and the Executive Officer do not have voting rights
(i)  Decisions will be taken by simple majority

(iv)  Proxy votes will be accepted on published “notices of motion”.
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7. Term of office/tenure
Q) The term of office of the council will be one (1) year from the
commencement of Term 4
(i) Student members may hold office for no more than three (3) years.
8. Meeting procedures
Meeting procedure will follow standing orders of the NSW SRC.
9. Sub committees
Sub committees may be formed at the discretion of the Lismore District SRC.
10. Amendments to the constitution
Q) Proposed changes to this Constitution may only be made through a “notice
of motion” circulated to all schools
(i) Changes to the Constitution need the acceptance of 14 members before
being forwarded to the District Superintendent for approval.
11. Definitions
Rebr 1' il A student organisation representing students
Student presentative Counc within the NSW public school system.
Communication channels between SRCs in schools,
SRC Network and region and state.
Executive Officer Regional support person.
A vote forwarded to the executive officer on a
Proxy vote “notice of motion” and presented on behalf of a
schooal, if the representatives are unable to attend
the meeting.
. _ A formally approved motion which is circulated to
Notice of motion all schools with the meeting agenda.
S’candl'ng orders Agreed meeting procedures of the NSW SRC.
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12. Roles

School SRC Adviser Teacher who co-ordinates SRC activities in
the school. The adviser has a role at
meetings, to support, encourage and
facilitate school and district representatives.
They do not have voting rights.

) . Regional support person responsible for
Executive Officer the co-ordination of the Inter-School SRC and
acts as an administrative assistant and
advisor to the Inter-School SRC.

Chairperson To chair the meeting effectively by following
constitutional guidelines. The chairperson
should remain in their official capacity until
the next meeting.

Minute Secretary To take the minutes of the meeting and to
ensure that the minutes are sent to the
Executive Officer for distribution.

Members To effectively represent their school
perspective at the district level by regular
communication within their school,
attendance at meetings and taking action as
decided by the meeting.
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Meetings

Meetings can be managed either formally or informally. Informal meetings have no set
agenda, are usually chaired by the chairperson and are discussion based.

Formal meeting procedures require pre-planning and an agenda which clarifies purpose,
direction and intended outcomes.

Planning for formal meetings

These actions are the responsibility of the SRC Secretary.

Time set date, starting time and length of meeting

Place where meeting will be held

Agenda list of what is going to happen at meeting

Publicity make sure everyone concerned has this information
(using posters, noticeboards, assembly announcements and texts
or emails)

Resources organise any people or equipment required

Reports and motions check that reports and motions are ready.

Motions during formal meetings

Any member can put forward a suggestion (motion) to seek the group’s agreement for
action on a particular issue. This is usually done by saying to the Chair I move that ...
For this business to then be considered, another person must second, or support the
proposal. A second is expressed, I second the motion.

A motion should be made in one clear sentence if possible. It should be quite specific.

. A motion becomes a resolution when it is carried.
o A resolution is a formal decision by a meeting.
. No discussion is allowed on a motion or amendment until it has been seconded. If

it is not seconded, it lapses. However, this does not restrict the right of the
proposer of the motion to introduce and speak to the motion.

o The mover of a motion has the right of reply at the end of discussion. Once he or
she has exercised this right there can be no further speakers and the motion must

i ! bi iut to the meeting for decision.

Use Sample agenda, page 43, Minute taking activity sheet page 44 and Evaluating

SRC meetings, page 45 (to find out if your SRC.meeting procedures could be

impr: ved?.
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The formal meeting

Meeting procedure is the way in which meetings are conducted. An example of this is:

1

2

10
11
12
13

The chairperson calls for order and opens the meeti ng, welcoming any guests or
new members. [ declare this meeting of the SRC open.
The chairperson receives apologies. Are there any apologies? The secretary
records the apologies.
The secretary reads out the minutes of the previous meeting. Any changes to the
minutes need to be recorded and agreed upon.
The chairperson signs the minutes, once the meeting has agreed that they are an
accurate record. Will someone move that the minutes be adopted?
Business arising out of the minutes is discussed (eg, check through the minutes to
see what has been done).
The secretary reads out the correspondence. It is moved that the correspondence
be accepted.
Business arising out of the correspondence is discussed. Particular items may be
deferred because they are on the agenda for later. Appropriate motions may arise
from the correspondence.
The chairperson calls for reports to be read. For each report it is moved that the
report be received, after which it is open for discussion. Usually it is moved that the
report be adopted.
General business items listed on the agenda are dealt with one by one.
The chairperson asks whether there is any further general business.
ltems to be raised at the next meeting are put on notice.
If appropriate, a decision is reached as to the date and venue of the next meeting.
The chairperson thanks members for their attendance and declares the

meeting closed.

Trial the use of the Motion activity sheet , page 47 to assist you in SRC meetings.
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Sample agenda

School
SRC meeting agenda
Meeting place:
Date and time:
1 Attendance
2 Apologies
3 Previous meeting’s minutes

Matters arising and acceptance

4 Correspondence
In
Out
5 Reports
6 General business
7 Date of next meeting
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Minute taking

School

SRC Meeting minutes

Meeting date: Chairperson: Minute taker:

Discussion
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Evaluating SRC meetings

Good practice

All members understand the goals of the SRC

Mostly Rarely Evidence Priority for

action

All members have opportunities to participate in
leadership training and know their responsibilities

New members are trained in relevant skills and
procedures

Elections follow agreed procedures

Accurate records are kept of every meeting

Meetings are relevant, orderly and well
planned

All activities and projects are well planned by
committees

The SRC is supported by students

The SRC is supported by staff

The SRC is supported by parents and the wider
community

There is good communication between the SRC
and staff

The SRC shares informatio with parents, school
executive and other SRCs

The activities of the SRC benefit the school

SRC activities are fun to be involved in

The SRC checks that it is meeting the needs of
the student body

The SRC regularly sets goals and measures its
achievement

There are agreed ways of solving problems
and resolving conflict

Use the Determining priorities for action activity sheet page 46 to decide on your

SRC's priorities.
How should an SRC work ?
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Determining priorities for action

List the six areas you would like to develop or investigate or improve.

1

2

Now as a group prioritise the six areas.
List the group priorities below.

1

2

Use the Action planning activity sheet, page 21, to detail your plans.
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Motion

Section:

Item:

Moved by:

Seconded by:

=2

Motion

Section:

Item:

Moved by:

Seconded by:

How should an SRC work ?
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Promotion of the SRC

Remember, it's great to be a member of the SRC... but it's not just all about YOU
... or the shiny badge!

SRC members have a duty to represent their peers. SRC members must listen, research
issues and use the data to show that the SRC knows what it is on about. SRCs need to report
back to their peers and report up to staff and community. It is therefore important that the
SRC promotes its achievements and demonstrate that it is an effective group.

Through promotion, SRCs can gain support and respect from staff, students and the wider
community. When students understand that the SRC is advocating for them, the more likely
they are to work with it. SRC members have a clear responsibility to express student views and
needs. Some of the ways to promote an SRC are:

Tell people

Ensure that reports are given at assemblies and year meetings. Encourage discussion
between peers about SRC activities to increase interest in its role in the school.

Recognise members

Find ways to give SRC members recognition for their efforts. An official induction ceremony
could be held annually for the incoming SRC. The principal could show support by
awarding certificates to members at the end of the year. An SRC ‘Award for Leadership’
could be presented annually.

Advertise

Visual reminders of the ways in which the SRC helps students can be very effective. Run a
competition for students to design a poster advertising the SRC. Mount them in prominent
positions in the school to inform students about the role of the SRC. Consider electing a
publicity officer whose responsibility is to co-ordinate efforts to raise the profile of the SRC.

Make it easy

The easier it is for students to express their opinions, the more support the SRC will have.
Consider online communication or holding open meetings. Also, encourage SRC members to be
approachable and listen to the suggestions of their peers. Some schools allocate time in roll

call to discuss SRC plans and issues. Try to make the SRC relevant to students and focus on
the value it adds for students and the school.
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7. 5kills to help an SRC

work effectively

An essential element for an effective SRC is the development of the skills and knowledge of
its members. Some essential skills are included in this section.

W

Use the information in this section as the basis for training sessions for SRC members.

Communication and negotiation

Negotiation occurs when two or more people work towards an agreed outcome.

There may be negotiation in an SRC meeting, when two people try to come to an
agreement, or when an SRC delegation goes to see the school principal, with the aim of
getting agreement to change things that they think would benefit the school.

()  The negotiation process

Gather information and work out your case. Be sure to ask:

what does the other person want and what will their position be?

what is important to me?

what are the areas that I am willing to give up or compromise in?

Ask the other person what their needs and wants are.
(Do not interrupt or argue, just listen.)

The proposal stage, eg, If I... will you...? Try different alternatives until one is found that
meets both parties' mutual needs.

Make a firm proposal, eg, I will... if you... Gain a commitment from the other person if the
proposal is acceptable.
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LW

Think of an issue in your school, or use one of the sample situations provided in section
7, and work through the negotiation process using role play.

In pairs, one person takes on the role of student leader and the other school
principal/school executive.

(i)  Negotiation

Effective negotiation is made up of many steps which include:

making an appointment or specifying a time to meet

preparing a summary of the things you would like to talk about

being aware of your own needs and stating them clearly

listening to the other person and looking at things from where he or she stands, taking
notes if necessary

being prepared to answer questions about your proposal and bringing any materials which
you may need

discussing the advantages and disadvantages of the proposal, attempting to come up with
ideas, options and alternatives. Incorporate the other party’s suggestions where possible
negotiating a decision and committing yourself to the solution

clearly specifying any actions which have been agreed to (this may need to be in written
form)

reporting back to the SRC or principal to vote or to approve.

(i) Having your say

Part of the ability to negotiate effectively is being assertive (but not aggressive).
Do not be intimidated during negotiation. Make sure you have your say.

Remember that:
All people have certain rights in a democratic society. Students are citizens of a school in
which democratic practices are important. With every right goes a responsibility.

You have a right to:

be listened to and taken seriously

be treated with respect

express opinions and feelings, in an appropriate way
ask for what you believe is fair

ask for more information

make mistakes.

Remember that:

You have a responsibility to:

listen and take others seriously

treat others with respect

allow others to express opinions and feelings
allow others to ask for what they want
allow others to ask for more information
allow others to make mistakes.
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E i 2

Use this information as a basis for negotiation with the principal and school executive or
within the SRC.

Good practice:

Each year the incoming school SRC has a leadership training day conductead
by the teacher adviser. Guest speakers are

invited to conduct training on communication and negotiation skills

ood practice:
In order to become more involved in school management a school SRC links the
actions of the group with the school's 5 year plan.
The principal, or nominee works side by side with students to find ways to connect
the actions of the SRC with the school plan .

(v) Formal presentations

Presenting a formal case is all about giving information in an appropriate manner, whether
you are making a speech or putting your thoughts across in writing. The following
questions can be used to assist people in planning and presenting information.

Purpose

Why am | presenting this information?

Understanding the purpose may help you work out how much detail you need to provide
and perhaps what headings to organise this information under. It will also help you work
out what's relevant.

Background
How much does the audience already know about the matter?

If they already understand the background, a summary or 'up-date' will probably be
enough. If they don't, you need to provide a summary of what's already happened so that
the new information makes sense.
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Content
What else do the others need to know?

This is related to the purpose above. If they need to make decisions based on the
information, then they will need more detail than if it is simply a matter of keeping them
informed.

Organising the information

What is the most logical way of organising the information?

You can choose to include chronological (date) order, subject headings, background issues
involved, action to date, or action required.

Method
Should the information be presented verbally or in writing?

Issues to be considered include:
does the audience need to refer to the information again later?
do you need a formal record of the information?
do you need to be able to respond to questions?
do you need to provide the same information to other people later?

Presentation style

What is my relationship to the audience?

The style in which you present the information should vary according to the relationship
you have with them. (As a rule, be more formal with those older than yourself, or those
you don't know well).

Language
Will the audience understand the words | use?

Check for acronyms (eg. SRC is an acronym for student representative council) and jargon.
Use simple words and keep sentences short and direct.

Values
How do | expect the audience to feel about this?

Be aware that different people will have different opinions about your topic before they
even hear you speak. Do not offend your audience.

(v)  Listening skills

One of the most important skills is that of listening. Often communication breaks down
through the listener not understanding what is being said.

Listening involves more than just hearing. It is something you do not only with your ears,
but with your sight, intelligence and emotions.
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A good listener:

e gives full attention to the speaker

e puts other thoughts temporarily aside in order to concentrate on what is being said

e resists distractions

¢ listens to the words and also 'tunes-in' to the feelings behind them as these are just as
important

e gives non-verbal signals which indicate attention and interest (eg, nods, eye contact,
appropriate facial expressions)

¢ s able to suspend judgement initially and concentrate on what is being said

¢ verifies that the message has been received in the way that the sender intended.

(vi)  Writing letters

Letters should be:

clear, definite and concise

as accurate as possible

both respectful and courteous
understandable

neat and tidy and preferably typed.

Letters have a set structure that includes:

e Date
e Letters should always be dated eg, 9 July, 2012

Heading
The letter should be headed with the person’s hame, title, organisation’s name and the
address of the organisation.

eg, Mr ] Citizen
Chairperson
NSW Board of Schools
Box 45 GPO
Sydney NSW 2001
The greeting

eg, Dear ... If the name is unknown, Dear Sir/Madam. Only use the personal name, for
example Dear Jim, when you know the person well.

Reference or subject line

To give an immediate indication to the reader as to what the letter is about, a subject line
can be inserted immediately following the salutation, eg, FUNDING FOR SCHOOL
BUILDING PROJECT.
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The body of the letter

Each letter should have only one main theme. Each paragraph should contain only one
aspect of the message to assist in building up the theme step by step.

Paragraph 1:
Introduction, establishing a relationship between the letter and its recipient.

Paragraph 2:
Expansion of introduction - purpose of letter (request, information or offer).

Concluding paragraph:

- Short summary of purpose of letter.

- Indicate, if appropriate, that you require some sort of response.
- Thank you.

- Contact person for further information (if necessary).

The close
Yours sincerely, is an acceptable way to sign off a formal letter.

The signature

Print your name and title as well as signing the letter so people know how to address the
reply, eg,(Mr/Ms) P Jones, SRC Secretary.
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Sample letter

The sender’s
address and
postcode

| The date

The addressee’s
name, address and

postcode
| | The greeting
SUBJECT: | | Reference or subject line
The body of
the letter
| The dlose

| The signature

| The sender’s name (printed or typed)
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Hints for writing better letters

o Think before you write. Know where you are going and decide what you want to
say.

. Remember that the aim of writing a letter is to convey a message that will be
understood.

o Jot down all your ideas and group similar ideas together so they may be set out in
paragraphs.

. Use words such as ‘you’ and ‘your’ that will involve the reader. Tailor your writing to

suit the reader.

Be sincere, friendly, helpful and considerate.

Use simple words that the reader will be familiar with.

Use short, clear sentences and paragraphs rather than long confusing ones.
Be accurate. Find the right words and use the correct spelling, grammar and
punctuation.

. Review your first draft and if possible have somebody else look over it.

Letter writing can be used to formally communicate with:

principal

school executive

parent groups

school council

school education director
school community

local member of Parliament
other SRCs.

Good practice:
The SRC is invited by the principal to conduct regular open forums on

relevant issues. The school counsellor and year advisers attend. Valuabl
information is exchanged and whole school action plans are formulated
after consultation with the principal.
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Dealing with difficult people in a group

This section is taken from It's Your Challenge Too!
Reference details can be found in section 8.
Remember that the behaviour is the problem... not the actual person.

The Latecomer

. Always comes late to meetings, often making a big commotion, stopping the
meeting and wanting to be filled in about what has happened.

Strategies

o Don't confront. It will just lead to embarrassment.

. Don't lecture. After the meeting simply ask why he/she is late so frequently.

) Ask him/her to be the recorder for the next meeting.

. Don't stop the meeting.

The Broken Record

o Keeps bringing up the same point over and over again.

. This person is often worked up about the issue and needs an opportunity to air their
concerns.

Strategies

o Let him/her get it off their chest eg, Why don't we take time to listen to you now,
before we move onto the next point.

o Indicate that their views have been heard and recorded and that the meeting must

move onto other matters. Yes Fred, I know the issue is important to you. We have
already written it down.

The Head-Shaker

. Non-verbally disagrees in a disruptive manner, by shaking head, rolling eyes,
uncrossing leg, slamming books shut, pushing chair back.

Strategies

o Ignore this person and focus your attention on the person who is talking.

. Recognise their behaviour eg, Jane, I see you are shaking your head. Do you

disagree with what is being said? Would you like to say something?

The Whisperer

o Constantly whispers to a neighbour and makes it hard to concentrate.
Strategies

o Keep the group on focus eg, Let’s get back on task.

o Ask the whisperer if he/she wants to share their conversation.

. Sit them apart.
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The Attacker

. Launches a personal attack on another group member or on you as leader.

o There may be two people involved.

Strategies

. If two are involved, try physically moving between them.

. Try talking about it eg, What's the problem?

o Try to defer it eg, Why don't we discuss it after the meeting?

. Stay calm.

o Make positive suggestions eg, What do you think we could do about this problem?

The Interpreter
o Always speaks for other people eg, What Joan is trying to say is ...

Strategies

o Jump in quickly eg, Hold on Meg. Let Joan finish what she was saying.

. If this does not stop the interruptions, indicate that the group doesn’t need or want
his/her interruptions by saying, Joan, is that an accurate account of what you were
trying to say?

The Know-it-all

o Uses credentials: age, length of service, etc to argue a point eg, I've been here long
enough to know...

Strategies

. Emphasises that the decision has to be made by the group as a whole eg, There

may be equally valid points of view or We're trying to find a different perspective.

The Back-seat Driver

. Keeps telling you what you should be doing eg, I'd move on or
Tell him to shut up.
Strategies
. Point out that there is a variety of ways of dealing with situations and you need to

work out what you think is best because you are in the chair. There is no one right
way but you have to start somewhere.

. Ask him/her to suggest a procedure and then check it out with the rest of the
group. If the group agrees, do it, then the Back-seat driver will be satisfied for a
while; if the group disagrees, the Back-seat driver's argument will be with other
group members, not you.

The Interrupter

o Starts talking before others are finished because he/she becomes impatient and
overly excited.

Strategies

. Jump in immediately, eg, Hold on Ian, let Marion finish.

o Be impartial and fair in your intervention. Don't play favourites.

. Make the interrupter the recorder.
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The Teacher's Pet

. Spends more time looking for approval than focussing on the content of the
meeting.

. Continually keeps talking to you.

Strategies

. Don't let the person become dependent on you.

o Walk or look away and break eye contact.

. Turn it back on the person eg, I don't know Michael, what do you think?

ISUWE

How would you deal with the following behaviours if you were chairperson of the group?
Complete the activity individually, then share your ideas with others.
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Dealing with difficult people

The Early Leaver

Drains the energy from the group by always leaving early.
Strategies

The Doubting Thomas

Constantly downs everything eg, That'll never work, or I don't like that idea.

Strategies

The Dropout

Sits at the back of the room, doesn't say anything, reads a book or doodles.

Strategies
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The Loudmouth

e Talks too much and too loudly. Dominates the group.
e Often the Loudmouth is the senior person or decision maker of the group.

Strategies

The Gossiper

e Introduces hearsay and gossip to the group, eg, I heard someone saying that they
heard.., or I remember reading in the rules something about...

Strategies

The Busybody

¢ Always ducking in and out of the meeting.

e The person is often the manager of the meeting and this is why he/she feels free to
come and go.

Strategies
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Problem solving and decision making
(i) Decision making options

One person decision

An autocratic decision made by an individual or small group in a position of authority.
Decisions can be made quickly and simply. The views of the whole group are not
canvassed directly.

Majority vote

A democratic decision made by voting. It occurs when more than half the people agree. It
is an efficient method of reaching a decision. The disadvantage is that up to 49% of the
voters may oppose the decision and therefore have no commitment to it.

Consensus

A decision made only when everyone agrees. All views are sought and considered. The
group tries to understand all points of view and take them into account. The process is
time consuming as it takes a lot of patience and talk to make the decision which will bring
together the best aspects of the different views. This process is about a ‘win-win’ resolution
in the group context. No one is right or wrong and everyone has an opportunity to share
ownership of the process and the decision.

(ii) Steps in decision making

1. State the problem/concern/issue.

2. Gather information to assist looking at options.

3. Determine the feelings, attitudes and values of the people involved.

4, Look at all options (brainstorming is a useful tool).

5. Review the positives and the negatives of each option, consider the consequences.
6. Check that everyone’s opinion is presented and heard.

7. Make the decision.

8. Record the decision.

9. Develop an action plan to ensure the decision is implemented.

oo

Use Sample situations for problem solving and decision making, page 66, and work
through the 9 steps in decision making.
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(iii) Steps in problem solving

Define the problem

clearly

Alternative
solutions

e collect all information
e determine the
feelings, attitudes and

values of people
invnlved

e brainstorm all the
possible ways of
solving the problem
Determine the
probable outcomes of
each alternative

e what steps are

needed to_carry out Decide on SOLUTION
each solution

e check people are and put into ACTION
willing to act

Evaluate

e seeif it's working

------

try another solution

Ifitis ...
CONTINUE!!!

Use the Problem solving activity sheet, page 65, to assist you in solving a relevant
problem for the SRC or one from the sample situations.
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Problem solving
Use the information provided on the previous page, to work through the following steps and solve your problem.

What is the problem?

What are all the possible solutions? What is the probable outcome of each ~ Which is the best solution?

(Don't judge) alternative?

Use the Action Planning activity sheet, page 20, to detail your plan.

After implementing your actions ask this question. Is it working? m try another solution m continue
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(v) Tools for decision making

1. Basic brainstorming

This process requires any ideas from the group being recorded.
The rules are:

e All ideas are welcome. The ideas should not be judged at the time of recording.

e As many ideas as possible must be written down. Quantity is essential to broaden the
possibility of finding an answer to a problem.

¢ Combine and improve ideas. One thought often leads to another.

e Be positive. A solution does exist. The task is to find it.

2. Creative brainstorming

e Write the question or problem clearly at the top of a sheet of paper using the
introductory phrase In how many ways could we...? Have at least four sheets of blank
paper posted adjacent to the headed sheet.

e Explain to the group the nature of a brainstorm, which is designed to encourage
creative thinking and to generate a large number of ideas which will be evaluated after
the brainstorm is concluded.

e State the rules of an effective brainstorm (see above).

e Practise the brainstorming technique on a lighthearted issue eg, In how many ways
could we use this paper clip?

¢ Begin the brainstorming.

o If the group ‘runs dry’ before, say 30-35 ideas are registered, take 60 seconds time out
and invite each person to generate at least one new idea in that time or highlight the
wildest idea and invite the group to brainstorm further around that.

¢ When the ‘ideas gathering’ phase is complete, state the criteria for evaluating their
work.

e Feasible: Can we do it? It is too complex? Is it too time consuming?

e Appropriate: Will it solve the problem? Will it answer the question?

e Specific: Will the action stated lead to a result?

¢ Invite each member of the group to select the best 5 to 10 ideas.

¢ Tally the selections and highlight those receiving the most nominations.

¢ Allow discussion of these in order to reach clear group decisions.
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3.

Nominal group technique
Private recording

this task is completed individually
no discussion is allowed

Collation

one item at a time is called from each member in turn

no debate, discussion or challenge is allowed

avoid obvious repetition of items

when members have no further statements to contribute, they pass

Clarification

any member may ask for clarification of an item
minor amendments may be made to eliminate ambiguity or doubt
no discussion is allowed

Combination

similar statements may be combined in order to avoid split voices
no discussion is allowed other than that necessary to gain agreement from the two
proposers

Voting

members vote (secret ballot) for the most important problems

the group leader decides the number of votes to be allowed

each vote is recorded on a separate card

votes are recorded by writing the numbers of the selected statements on different
cards

Counting

votes are sorted according to number and the number of votes for each item is
recorded.

The result of this procedure is an ordering of the original list according to the importance of
each alternative as seen by the group as a whole.
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4. Modified delphi technique

The question is displayed in front of the group.
All members write down (privately) their three top suggestions.

They form pairs who have to read each other their suggestions and then reach
agreement on four suggestions in about 5-10 minutes.

The pairs group into foursomes which then have to reach agreement on six
suggestions. Each foursome appoints a group recorder.

As a whole group, each recorder then reports one idea in turn while the leader records
them onto chart paper. Recorders avoid repeating points.

The whole group prioritises the ideas listed. This may be done through use of the
nominal group technique.
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5. Decision making maze

What would happen
if you did this?
(Consequences)

They could

Situation (Options)

Solution
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Sample situations for problem solving and decision making

e The SRC at Decision High School has been asked to help design seating for the
senior playground.

e Describe the elements of the consultation and design process?

There is growing concern about the amount of graffiti on the school buildings. The
SRC has been approached by the principal to help solve this problem.

How will it decide which strategies to suggest to the principal?

How can the SRC help ¢

e The SRC at Options High School has concentrated on fundraising for the last
five years. The newly elected SRC executive wishes to broaden the scope of its
activities by becoming more involved in curriculum and student wellbeing issues in the
school.

How will it gain staff support for this new direction ¢
The SRC at Solution High School wants to improve the school's image in the local community.

How will it decide on the strategies to use ?

Use Identifying goals activity sheet, page 73, to determine the goals of your SRC

W
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Goal setting and action planning

Goal setting is essential as it determines the appropriate direction for a group or individual
to reach their desired outcome. Action plans decide the steps needed to achieve the goal
and it includes setting a time frame, individual responsibilities, method and criteria for
judging success.

Goals can be short term, medium term or long term. Duration will depend on the need and
context at the time. When a goal has been reached it should be replaced by another.

(0] Considerations

Your goal is more likely to be achieved if it is:

. decided by all members of the group to meet group needs

. measurable so that the groups can see when they make progress and gain
confidence through their achievements

o realistic, attainable, challenging and has the ability to be flexible enough to respond
to needs

o specific so that it is able to be broken down easily into meaningful action stages
during the planning

o prominent so that the goal motivates the members instead of being forgotten.

(i) Planning and doing

You will need to:

. list all the things that need to be done to achieve the goal
order the list so that it has a logical sequence

consider any resources required (ie, money, equipment, other)
give each action a time frame (deadline)

allocate responsibilities and specific actions to team members.

L

Use Planning to achieve goals activity sheet, page 74and Action planning activity
sheet, page 20 to complete this activity

(iii) Evaluation

It is important that ongoing evaluation occurs to ensure that the plan is working.

Useful evaluation questions would include:

o did we do what we set out to do?

what did we do well?

what could we have done better?

what did we learn from what we did?

if we were to do it again, what would we do next time?

Remember to be flexible, sit back and assess your progress, have some fun, follow-up and
evaluate.
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Identifying goals

What would you say if a visitor in your school asked;
What are the goals of your SRC?

List the goals that you believe are important

1

2

Now as a group decide the most important goals for your SRC.
List the group goals below.

1

2
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Planning to achieve goals

We (group)

plan to:

Things that must be done to reach this goal:

Difficulties that might prevent us achieving this goal:

This will be completed by:

Monitor: Date:
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8. References, further

support and information

Departmental documents and support

In order to operate effectively within your school, you should look at and become familiar
with the departmental documents which all encourage the meaningful
involvement of students in the decision making and implementation processes.

For further information and

useful resources, go to the

NSW Department of Education and
Communities'

student leadership website at
www.schools.nsw.edu.au/src
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|ntroduction

Students are happier and participate in their education more effectively
when their ideas are listened to and their opinions valued. Schools also
benefit when students are involved in their own learning and the
school’s operation. A Student Representative Council (SRC) is one
structure which can assist students and schools in achieving this ideal.

An SRC is a formal group of students, elected by their peers to
represent them and their views. An SRC facilitates leadership and
decision making by all students in the school. It is an important way in
which schools can provide meaningful leadership opportunities for
students.

This document has been designed to support schools and student
leaders in establishing an effective and successful SRC by providing
policy and operational information. Practical strategies and best practice
examples have also been included.

A variety of suggestions for getting started have been designed for
student leaders and teacher advisers. These can be found on pages 7
and 8. The graphic outline on pages 4 to 6, provides an overview of the
guide and its contents.
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page 11 effectiveness pages 13 and 14

3. Where does Where does our SRC Activity, Evaluate and improve your SRC's

our SRC fit? fit within the school communication Page 16
itv?
G oMY Fesi Activity sheet, Evaluating communication
Page 18
Where does our SRC
fit beyond the school?
Page 16

4. Setting up an N EIGE| for qaining  |Activity, Use the Action Planning activity
effective SRC. Support page 19 sheet to assist you in this section Page 20
Page 19

A process for Activity sheet, Action Planning page 21

developing formal
student leadership
structures page 20

Section Sub-section Activities & Examples

Welcome ESRC S Page - 3





5. What roles SRC officers
are 3ssociated s
i 4
with an SRC: SRC teacher adviser
Page 22 vage 24
District teacher adviser
page 25
District student welfare
consultant
page 25
6. How should Elections and
an SRC work? membership
Page 26 page 26
Constitution
page 27
Meetings
page 41
Promotion of the SRC,
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Welcome
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election process Page 26
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Page 28

Example, Big Hill HS SRC page 29

Example, Fairground Inter-School SRC page 3

Example, Raymore Inter-School SRC page 37

Activity, Use the activity sheets provided to
improve meeting procedures page 42

Activity, Trial the use of a Motion sheet in
your meetings Page 48
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Sample agenda Page 43,

Minute taking Page 44,

Evaluating SRC meetings page 45,
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Motion Page 47
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7. Skills to help
an SRC work

effectively.
Page 49
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making

(iiy Steps in problem
solving
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making

- Basic brainstorming
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- Nominal group
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- Decision making
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Activity, Use the information in this session
as a basis for training sessions for SRC
members Page 49

Activity, Work through the negotiation
process using role play Page 50

Examples, Sample letters 1 and 2
Pages 55 and 56

Activity, How would you deal with difficult
people in your group? Page 60

Activity sheet, Dealing with difficult people
Page 61

Activity, Use the steps in decision making
to work through the sample situations page 63

Activity, Use Problem solving activity sheet
to solve a relevant problem page 64

Activity sheet, Problem solving Page 65
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making Page 71
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Page 71
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. Ideas for using

this resource

Ideas for student leaders

Determine what your SRC is all about by looking at Why do schools have an
SRC? page 9, and working through Goal setting and action planning, page
72.

Evaluate the SRC's lines of communication, both within and beyond the school
using the Evalua’cing communication activity sheet, page 18.

For schools wanting to establish an SRC, determine future actions by working
through Setting up an effective SRC, page 19 and using the Action

planning activity sheet on page 21.

Discuss the information and checklists provided in How should an SRC work?

page 22, to determine if there is a need to change elections, constitution or
meeting procedure.

Use Skills to help an SRC work effectively, page 49, to develop skills to

assist in carrying out the role of SRC executive. This could be done in small
workshop sessions with the support of the teacher adviser.

Trial the use of some of the suggested ideas in Problem solving and decision
maki ng, page 63, to solve your problem or use one of the sample situations
provided.

Liaise with the principal to survey students to determine their views on the
positive aspects of the school and their suggestions for improvement. Use Goal

setting and action planm‘ng, page 72, to help develop plans for implementing
improvements.

Locate the policies and documents mentioned in References, further support
and informa’cion, page 75, and become familiar with them.
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ldeas for teacher advisers
Use Skills to help an SRC work effectively, page 45, as a basis for a training
day for SRC representatives. This could be done jointly with other schools.

Assist in evaluating the effectiveness of the SRC using Ex3 mples of good
practice, page 11, and checklists provided.

Assist the students to understand and implement strategies suggested in the
guide especially in Examples of good practice, page 11, Setting up an
effective SRC, page 19 and How should an SRC work? Page 26.

Provide access to the documents and policies listed in References, further
support and information, page 75.
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2. Why do schools

have an SRC?

The SRCis a body within the school which represents students and promotes
their views and their participation in school decision ma king. While SRCs will
actively canvass a wide range of issues which affect young people, they do so
within a framework which ensures t hat the advice presented to students is
balanced and relates tos chool activities, not political movements.

School activities need to be conducted within the Controversial Issues in Schools
guidelines. Teachers and students need to be aware that schools are:

. neutral grounds for rational discourse and not arenas for
opposing political views
o not places for recruiting into partisan groups

(see Memorandum to Principals 98/224 S.192).

Whilst raising funds for the improvement of facilities or donation to charity is a
worthwhile endeavour, a school's SRC should NOT primarily focus on fundraiasing
The focus of an SRC should be on the development of leadership skills and the
meaningful involvement of students in school decision making.

This guide provides examples of how this level of involvement can be

achieved.

An effective SRC is:

Educational

Students develop skills in leadership and communication.
Democratic

Every student has a voice.

Responsible

Students solve real problems and make real decisions.
Sharing

Students share with the school executive, teachers and the school community in
the decision-making.

Caring

Students care about their school and what happens in it and to it.
Fun and Rewarding

Students experience enjoyment through successful participation.
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Policies you should know about.

The Student Welfare Policy (1996) is implemented in all schools and explicitly
encourages student leadership. It covers three areas:

1. Effective learning and teaching
2. Positive climate and good discipline
3. Community participation

Student leadership and involvement relates to all three areas of the policy, but
is specifically addressed in 2. Positive climate and good discipline, pages 6 and
7.

The Student Welfare Policy states that students should be involved in whole

school decision making and that if this happens then

. students will participate in all aspects of school life as equals

. students will know and understand their school’s organisation and know
about SRCs and other representative bodies such as the school council.

Good Practice:
The SRC at a school awards certificates for citizenship and

improving the spirit of the school. These awards are part of the
school’s merit system.

Students also have a responsibility to:

. participate actively in the learning and teaching process

o provide their views on school community decisions, including reviews of
student welfare, using agreed upon processes which include SRCs and
school parliaments.

The Student Welfare Policy supports student leadership in schools.
More information about this policy can be found in Section 8
References, further support and information.

Good Practice:
A school principal meets twice each term with the executi

of the SRC to discuss aspects of school management
including student welfare, curriculum matters, the school
environment, and related financial issues.
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Examples of good practice

The SRC is involved in:
e [1  improving school spirit of providing a student voice

. school committee decisions

. facilitating workshops on topics of concern to students

o assisting schools to implement relevant departmental policies

o helping make decisions about school organisation including subjects,

canteen organisation, community involvement, school management

. identifying problems which need attention eg, safety
in particular playground areas

o developing negotiation and problem solving skills in students
o reviewing and evaluating school rules
. raising awareness of school priorities to enhance student wellbeing
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o specific programs including peer support, peer mediation, drug
education, anti-discrimination, gender equity, civics and citizenship
o forums to discuss issues concerning young people

o caring for and improving the physical and social
environment of the school

. organising fun activities for students, including discos, concerts, camps,
sporting and debating competitions

o co-operating with teachers and others in running school events,
including Year 7 and Year 11 orientations

. supporting students with special needs
. co-ordinating school assemblies
. fund raising for specific purposes

If you're interested in finding out how your SRC compares or how you could improve,
look at the Evaluating your SRC's effectiveness activity sheet on pages 13 and 14.
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Evaluating your SRC’s effectiveness

Good Practice Where are we now? What can we do to improve?

SRC members are respected and
encouraged to be actively involved,
regardless of their age

Elections for SRC membership are
considered seriously and conducted formally

Students are encouraged to reflect on the
difference between popularity and leadership
in the election of the SRC

Students are involved in negotiation of
school issues eg discipline, curriculum,
timetabling, assessment procedures

Students are aware of key policies,
documents and priorities within the
department and school

Students are involved in the implementation
and evaluation of these policies, documents
and priorities

There is good communication between
students and teachers

The SRC encourages community
involvement

Students are involved in a variety of
programs eg, peer support, drug education,

gender equity
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Evaluating your SRC's effectiveness

Good Practice Where are we now? What can we do to improve?

The SRC provides a forum for all students to
discuss issues of concern

The workload of the SRC is shared across its
members

The SRC organises a variety of activities for
students eg, debates, workshops

The SRC is involved in school events eg,
Year 7 orientation, sports activities

The SRC supports students with special
needs

The SRC is involved in school assemblies

All members of the SRC are accessible and
known to the school community

The good practices listed are broad examples of appropriate SRC activities. It is not expected that a school’s SRC would be involved in all
these activities. Use the Action planning activity sheet on page21 to detail planning steps as necessary.
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3. Where does our

SRC fit ¢

Where does our SRC fit within the school community?

The SRC is a formal student leadershin structure. The SRC has a responsihility to
communicate with with the school community.
Where dioes your SRC fit?

Each school SRC needs to consider what form of communication is appropriate with each
group. The SRC will benefit if:

o SRC news is circulated to students, members of the
SRC, the principal and school executive, and updated regularly

o SRC members should seek support for initiatives by contacting relevant groups

. approved SRC activities are advertised online or thriough posters, school newsletters, local
newspapers (in consultation with the principal)

. face-to-face meetings and forums focus on an agreed agenda

o opportunities are provided for SRC input into school committees and working
groups.
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If you're interested in finding out how well your SRC communicates or how you could
improve, look at the Evaluating communication activity sheet on page 18. This
checklist could be an agenda item at an SRC meeting or completed individually by

Where does our SRC fit beyond the school?

The NSW Department of Education and Communities has a secondary SRC structure which
operates across the state, linking school, regional and state SRC student leaders .

1 School SRCs

operate in ways that are appropriate to school needs
elect students to the inter-school SRC

receive support from teacher advisers in schools
receive support from regional support staff.

Good practice :
An inter-school SRC in conjunction with a community organisation

produces student support cards to provide information about
local community resources for students in times
of stress

Inter-School SRCs

help improve school the effectiveness of SRCs in local areas

help improve communication between school SRCs

consider youth and community issues in the local area

provide leadership training to students

receive co-ordinated support from regional support staff working

with SRC teacher advisers

. may become involved with other inter-school SRC groups for projects and
activities

. form part of a statewide SRC network .

N

Good practice :

The NSW SRC acts on the top 3 BIG IDEAs as voted at the
annual State SRC Conference The NSW SRC

develops and implements plans and seeks advice from expert groups o
work on these issues.

Where does our SRC fit ?





3

State SRCs

The NSWSRC:

is the peak student leadership organisation supported by the Department

has 22 elected members from across NSW

meets regularly, and is consulted on student issues by senior officers in the

Department of Education and Communities , other government departments, business and
community groups

represents the views of NSW secondary students

takes action on the 3 BIG IDEAs as voted at the annual

The State SRC Conference Action Te a3 m :

has 20 elected members from across NSW

selects a theme for the annual State SRC Conference

plans and organises the State SRC Conference and follow up activities

encourages the exchange of ideas, views and skills regarding student leadership and
SRCs in NSW at this conference.
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Evaluating communication

Some examples of effective lines of communication OurSRC doesthis ~ Our SRC doesntdo  Priority for our SRC

this to do this

Representatives of the SRC meet regularly with the principal and/or the school executive

Representatives of the SRC speak at staff meetings about future plans and activities

The principal and/or executive are invited to and/or asked to speak at some SRC
meetings

The minutes of the SRC meetings are accessible to all staff and students

Representatives of community groups (including the P&C) are invited
to and/or asked to speak at some SRC meetings

The SRC members are known to the local school community

Local community members are invited to speak to the SRC

All correspondence is written appropriately and filed

All students know who the members of SRC are and are able to approach them for
consultation

The SRC regularly addresses the whole school assembly

Important information for all students is passed on in writing (eg, posters, leaflets)

The SRC is represented on the School Council

Representatives from the SRC attend inter-school SRC meetings

Correspondence is forwarded promptly to the SRC

Use the Action planning activity sheet (page 21)to detail planning steps as necessary
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Setting up an

effective SRC

Strategies for gaining support
The following strategies may be used for gaining the support of:

the principal and other members of the executive

o Be clear about what you want to achieve.

. Prepare a plan. This should be written and clearly stated in as few words as
possible.

Ask to be involved in policy development.

Start with small achievable activities and gradually move up to larger initiatives.
Discuss the results of a student survey.

Listen to the principal’s advice and/or suggestions.

Ask to speak at an executive meeting about student leadership.

Contact successful SRCs from other schools and discuss their suggestions. Invite
SRC members and teacher adviser from another school to speak about their SRC's
achievements.

Talk with the student welfare consultant from your district for specific suggestions.

fhe school staff
. Talk informally to your teachers about student leadership.

o Ask to speak at a staff meeting about the role of the SRC.

. Invite supportive teachers to SRC or student action team meetings.

. Listen to their ideas and advice.

. Be clear about what you would like to see happening in student leadership in the
school.
Discuss the results of a student survey.

fhe students

. Attend meetings of students to discuss student leadership eg, roll call, year
meetings.

. Talk informally to groups of students in the playground.

o Ask students what they would like to see happening in the school in student
leadership.

o Listen to their ideas, suggestions and concerns.

. Conduct a survey of students to determine their feelings on various issues.

the school community

. Be clear about what you would like to see happening in student leadership.

o Talk informally to community members about student leadership.

. Ask to speak at a community meeting eg, P&C, about student leadership.

o Listen to the ideas and suggestions of community members.
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A Process to develop your SRC

Encourage student participation, decision making and leadership within the school by
following these steps:

o discuss student leadership with the principal and school executive and seek their
advice and approval

o find an interested staff member(s) to be the teacher adviser

. contact your region for information, ideas and support

o contact people in other schools who have an effective SRC

o discuss ideas with the principal, staff, teacher adviser, students and community
members

o Have a look at the student leadership website - resources page
http://www.schools.nsw.edu.au/studentsupport/studleadsrc/resourcestaff/index.php

. invite students and staff from other schools to share effective practice

o survey the school community (students, parents and staff) for their ideas and

attitudes about what they want from a student leadership group
Form a group of interested staff, students, parents and community members
to discuss what a student representative council could do and how it could operate.
Set a time frame for action.

Important questions for consideration:

. what could be the purpose, role and areas of responsibility of the SRC in the
school?

. how will the school support the SRC? What might be the barriers?

. how could the SRC be involved in the decision making processes in the school?

. how will members be elected?

o how will members be trained in the skills of communication, decision making and
running meetings?

o how will the efforts of members be recognised and accredited?

o how will the SRC communicate with the school community?

Develop a discussion paper for the establishment of a formal student leadership structure,
possibly an SRC, which can be presented to the school executive, staff and students.
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Action planning SCHOOL
STUDENT REPRESENTATIVE COUNCIL

Project Name:,

What we want to achieve (Goal):

What we need (Support and resources):

Steps  Action Responsibility By when Possible Possible How will we
problems solutions know we have
succeeded ?
1
2
3
4

Enlarge onto A3 paper for use
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5. What roles are

associgted with an SRC?

W

Use this information as
e reference material when electing SRC officers
e a checklist to ensure that all roles are being effectively implemented.

SRC officers

Leader of the SRC

Often one or two students act as the co-ordinators of the SRC. Their role could include
representing the school at official functions on behalf of the students. He or she usually
(but not always) chairs these meetings.

Chairperson

The chairperson conducts SRC meetings by:

. controlling meetings using the rules of meetings and ensuring the agenda is
followed and actions agreed upon

ensuring that everyone has a chance to speak and is heard

keeping the discussion to the point

remaining impartial to the matters being discussed

summarising or clarifying points where necessary

managing the time

listening attentively.

Secretary

The secretary keeps records of SRC meetings and deals with correspondence by:
making sure that the minutes are recorded and everyone gets a copy
preparing the agenda in consultation with other people

keeping copies of all of the letters and SRC files

keeping a record of attendance

letting members know when and where a meeting is being held

writing letters if needed and presenting correspondence at the meetings.
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Treasurer
The treasurer handles all the financial dealings of the SRC by:

¢ keeping a record of bills, money received or paid out and working out current account
balances

e presenting reports to meetings

¢ investigating the cost of items or activities.

The principal must approve any activity involving the raising and handling of money.

ood practice:

Many skills that are required by SRC members are taught through
curriculum areas such as English (verbal and written communication)
and Commerce (financial management). Minute taking techniques

are taught through the English program in primary schools.

Class / Year / House representative
This person communicates issues discussed at the SRC meetings to students they
represent at regular intervals by:

participating in the various committees of the SRC

attending all meetings

presenting student suggestions and concerns at these meetings

providing regular opportunities for students to present and discuss their ideas and
opinions.

Other positions that might be filled are:
e publicity officer

e representatives on school council or school committees such as curriculum, student
welfare, canteen, social committees.

V%

Invite the regional support staff or students from other schools to an SRC
meeting to speak about student leadership initiatives in schools.
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SRC teacher adviser

The teacher adviser supports the activities of the SRC and liaises with the principal, school
executive and other groups within the school community on behalf of the students.

Effective teacher advisers:

help students to develop confidence and skills in decision making, communication,
leadership, meeting procedure, financial management, goal setting and action planning

liaise with other staff and students on a district and state level

listen to the ideas and opinions of SRC members and encourage all staff to consider
students’ views

provide information on structures, problems and ways to work and give directions
when needed

work with the SRC as a team by encouraging the members to support each other

encourage the SRC to evaluate what it does and give thought to what members have
learned from their actions

support student action teams to achieve their golas
develop skills, experience and knowledge that can be passed on to the members
give advice on how decisions are made in the school

indicate the best people to talk to about different matters and when it would be
advisable to approach them

support student ownership of SRC activities.

Good practice:

A school limits its SRC fundraising activities to one charity per
year so that it can concentrate on issues of a higher priority.
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Interschool or regional teacher adviser

Many educational areas have a teacher adviser coordinator who assists
in the administration of SRC networks across several schools.

Effective teacher advisers:

e assist the regional support staff to organise inter-school meetings (at least one per term)
by setting agenda, organising travel arrangements and venue

e communicate with the regional and state SRC student leaders to assist them to develop and
present reports and BIG IDEAs

e assist in preparing inter-school SRC reports to be tabled at NSW SRC meetings

assist in inter-school SRC projects on youth issues

share information or minutes of meetings including NSW SRC
minutes

assist in the selection of the most appropriate SRC members to participate at
NSW SRC and/or State SRC Conference Action Team meetng

Regional support staff

Staff in region provide support for SRCs. Contact your local education office for further details
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6. How should

an SRC work ?

The structure of the SRC will depend on:

the size of the school

established traditions

student needs

particular programs and priorities already in the school.

Students, staff and community members should play a part in determining the structure of
the SRC so that it fits into the school’s organisation.

Elections and membership

The most successful SRC will have members who really want to represent student ideas
and opinions and who are prepared to work to improve student participation in all areas of
the school. Members of the SRC can come from all years.

The most capable and enthusiastic students should be encouraged to become members of
the SRC.

The election process might involve:

e an awareness campaign, using items such as posters, pamphlets and speeches to
stress the aims and achievements of the SRC and the need for responsible voting

¢ information sheets being compiled on different candidates, including photos and lists of
their school based interests, which can be displayed in a prominent place and
distributed

e students who would make good leaders being lobbied to stand for election

e people such as local members of parliament acting as election observers and drawing
comparisons with Australian and state government election processes

o former SRC members talking to students

e speaking at school assemblies and highlighting the SRC as an active body that is valued
and respected by the whole school community.

Critically examine your school’s SRC elections using the dot points above. This could be
an initiative of the SRC executive or could form an agenda item at an SRC meeting.
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Continually review the number of positions and composition of the SRC eg, number of
students from senior and junior years, number of specific positions elected by students
eg, Aboriginal students, students from support classes, boys in Year 8.

Constitution

An SRC constitution is a written document that sets out the fundamental principles or
guidelines about how the council is organised and how it will operate.

An SRC constitution sets out:
. its aims and purpose

o operational procedures

. when the SRC will meet.

GOOD PRACTICE:
At an annual school SRC training day, the students familiarise

themselves with their constitution. A copy is given to each SR
member at the beginning of their period of office.

An SRC constitution is important because:

. it gives formal guidelines to all members of the school community about the
structure and procedures
. it enables the SRC to become a formal and organised student leadership structure

within the school.

GOOD PRACTICE:

Teacher advisers contact the student welfare consultant at the distri
office for a copy of the district SRC constitution so that he or she can

provide good support for student representatives at district forums.

Look at the following

Framework for a constitution, page 28, - Big Hill HS Constitution, page 29,
Fairfield District Constitution, page 34 - Raymore District Constitution, page 37,
to see if your SRC's constitution covers the key points.
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Framework for 3 Constitution

The format should include:

1. Name The name of this (organisation) is
2. Aims
e Purpose

e Areas of Responsibility

3. Membership
» Representation

e Termination of membership

¢ Conduct

4, Elections
e Type of voting

e Method of nominations
¢ \When elections will be held

5. Positions

e Chairperson or President

e Treasurer

e Committee Co-ordinator

e Secretary
e Other positions

6. Role statements of officers (refer to section 5)

7. Role of teacher adviser (refer to section 5)

8. Meetings

e Frequency of meetings
¢ Annual General meeting

e Special meetings
e Quorum

0. MEETING PROCEDURES

10. COMMITTEES

11. AMENDMENTS TO THE CONSTITUTION

NB:

¢ Quorum means the minimum number of members required to attend.
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2.1

2.2

2.3

3.1

BIG HILL HIGH SCHOOL
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

Name

The name of the organisation shall be the Rooty Hill High School Student

Representative Council (SRC).
Role

(@)  To organise co-ordinate and participate in
0) school/student activities
(ii) decision making activities
(i)  some fund raising activities

(b)  to liaise between - students and staff - school and community

(c)  To carry out its own decisions

AIMS
(@)  To provide a forum for student opinion
(b)  To develop leadership
(c)  To promote improvement in the school
(d)  To promote school spirit

The Council’s authority shall be limited by this constitution and the decisions of the

Principal.

Membership

The SRC shall consist of 41 members, comprising the following:
School Captains (2)

House Captains (8)

Vice Captain/House Co-ordinators representative (4)
Year representatives (16)

House Co-ordinators (members of staff) (4)

SRC Co-ordinator (neutral member of staff)

Leading Teacher

Principal/Deputy (1)

Principal’s representatives

General Assistant

Leadership Activity Organiser (a member of staff) (1)
P&C representative

How should an SRC work ?
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3.2

3.3

3.4

3.5

3.6

3.7

3.8

4.1

4.2

(a)

(b)

(©

The School Captains cannot be House Captains.

The Vice Captain/House Co-ordinators representative and Leadership Activity
Organiser are optional positions. If not used, number of members will vary from 36
to 41.

The Principal/Deputy may attend at his/her own discretion, whereupon he will have
the right to discuss and vote on any SRC business.

The SRC Co-ordinator shall be a member of staff not attached to a House and shall
be elected by the Principal.

The Chairperson may have any member who persistently interferes with the good
conduct of the SRC suspended from participating in SRC meeting and activities.

It shall be the duty of members to attend SRC meetings. A member will

automatically forfeit their position on the SRC if:

(@  On more than three occasions, during their term of office, is absent

(b)  On more than three occasions they are suspended from the SRC under the
clause 3.6

If a member forfeits their position by the clause 3.7 or by resigning, then the House
that the member represents will replace that member.

Elections
The SRCs term of office shall extend from October to the following October.

Elections for the School Captains, House Captains and House representatives shall
occur in October and be carried out in the order below.

The method of election for the School Captains shall involve a written application
from Yr 11 students. The top 5 applicants (male and female), will be eligible to be
interviewed for the position. The applicants must also prepare and present a
speech in front of current School Captains, House Co-ordinators, SRC Co-ordinator
and selected executive staff. A secret ballot will then determine the School
Captains for the up coming year.

The method of election for House Captains will be as in clause 4.3. The written
application will come from either Yr 11 or Yr 10 students. The interview panel will
consist of current School and House Captains, House Co-ordinators and SRC Co-
ordinator.

The method of election for the House Representative and House committees shall
be the responsibility of the houses concerned.
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5.1

5.2

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

Positions
The School Captains shall have the role of Chairperson and Secretary.

The following positions shall be filled by nominations and voting if appropriate at
the AGM

. Daily Planet reporter

. Caretaker of the notice board

. Publicity Officer

o Treasurer

Duties officers

The Chairperson shall be responsible for the continuity of meetings and overall co-
ordination of the SRC.

The Secretary will record and distribute the minutes and accept agenda items.
The Publicity Officer shall be responsible for the in school publicity of events.

The Daily Planet reporter shall enter a brief summary of SRC business and
messages in the Daily Planet.

The caretaker of the notice board shall be responsible for placing a copy of the
minutes, the agenda for the next meeting and any other advertisements deemed
necessary by the SRC on the notice board.

The treasurer shall be responsible for keeping a record of all financial matters
received/allocated and report regularly to the SRC on the current state of affairs.

The SRC Co-ordinator shall provide advice to the SRC when asked and will also
liaise between the SRC and the staff body.

Representatives of committees formed by the SRC may attend meetings and will
provide reports of that committee’s progress on its allotted task.
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7.1

7.2

7.3

7.4

7.5

7.6

7.7

8.1

8.2

8.3

8.4

8.5

Meetings
Ordinary meetings shall occur weekly out of normal school hours.

Any member of the school community may attend a meeting. Any non-member of
the SRC will have the authority to discuss SRC business but will not have voting
rights.

Special meetings of the SRC may be called by the Principal, the Chairperson or the
SRC Co-ordinator and will be held at a time that is appropriate.

The Annual General Meeting (AGM) will be held in October following the election of
the new School Captains and House Committees and before Yr 12 have left.

Persons or groups wishing assistance from the SRC will be represented at the
meeting during which their submission is being discussed.

All student based fundraising activities to be held within the school shall be passed
through the SRC for approval, by way of a written submission.

A quorum shall consist of 21 Members where every house is represented.

Meeting procedures
The procedure for debate shall follow modified Parliamentary Procedure.

The standard procedure shall follow in this order.

Attendance recorded, roll marked

Minutes of previous meeting read and accepted

Business arising from the minutes

Correspondence business

Treasury report

House reports (2 mins)

Any other business if time permits and the SRC is agreeable.
Accepting of the following weeks agenda items where appropriate
Close of meeting

Motions must be moved and seconded before debate begins.

Debate shall be controlled by the Chairperson who may call for a vote at any time
during debate.

Chairperson may appoint a time-keeper to control debate if appropriate.
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8.6

8.7

8.8

9.1

9.2

10.

11.

11.1

11.2

Debate will alternate between speakers for and against the proposed motion. Each
member will only have one opportunity to debate.

All voting shall be by simple majority unless specified by this Constitution. The
Chairperson shall have the casting vote.

All voting shall be by show of hands or voice unless a secret ballot is agreed to by
the SRC by way of a show of hands.

Commiittees

Sub committees may be formed by the SRC or the executive from members of the
SRC and/or the school at large. Sub committees will deal with specific matters and
will liaise between other students and teachers if necessary. The committee will be
dissolved when the SRC deems that it has fulfilled its purpose or its continuation will
no longer be fruitful.

Committees shall be represented on the SRC as in clause 6.8 and will be expected
to give a report of that committee’s progress if the SRC wishes.

House Committees (Not part of Constitution)

Amendments to the Constitution

Two weeks notice must be given of proposed amendments. Adoption will require a
two thirds majority at a meeting at which 90% of the SRC is present and voting.

The Principal retains the right to over-rule any amendments to the Constitution.
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FAIRGROUND INTER-SCHOOL
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

1. Name
(@)  The Organisation will be known as the Fairground Inter-School Student
Representative Council.

aka  Fairground Inter-School SRC
aka  FG SRC Council

2.  Purpose and role

(@)  The Fairground Inter-School Student Representative Council is to meet periodically
to discuss issues that concern its member representative.

(b)  To facilitate the growth of strong networks between school SRCs.

(c)  To report to the School SRCs the actions, discussions and decision of the
inter-school SRC.

(d)  To raise and discuss student issues.

(e)  Toincrease public awareness of the SRC.

3. Membership

(@)  Every School in the Fairground area is to have two (2) elected
representatives to the inter-school SRC from their school SRC or the school’s
most senior student representative body.

(M The inter-school SRC will consist of 26 voting members, i.e. two members from
every school. If a school representative is absent, a reserve should be
provided as a replacement.

(i) A member of the inter-school SRC is to be recognised as an Inter-School Councillor.

(b)Regional Support Person

- No voting rights

- Advises us on departmental policy and is the liaison between the inter-school SRC and
the School Education Director

(©) Teacher/Co-ordinator/Advisor

- No voting rights
- Facilitates material needs and advises the Inter-School SRC on its actions.
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4. Executive positions
These are permanent elected positions in the District SRC

(@)  Inter-School Chairperson
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the Chairperson is to convene the order of business at meetings.

(b)  Inter-School President
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the President is to prepare and organise the agenda items and other
related activities that the District SRC is involved in.

(c)  Inter-School Secretary
Any member of the Inter-School SRC qualifies for this position. The primary duty
of the Inter-School Secretary is to record the minutes of the Inter-School SRC

meetings, then prepare them for distribution within the fortnight following
the meeting.

(d)  State level representative
Experienced representatives are preferred for this position.
The Inter-School representative to the state level position will alternate every year
between the two state SRC groups.

The state representative is the primary liaison between the Fairground area
and Bankwood area.

Any information from a state SRC group will be compiled by the

state representative in his/her report, who will in turn report to the Inter-School
SRC.

() The New South Wales Student Representative Council. NSW SRC
This is the peak student leadership group supported by the Department.
Its main purpose is to improve the quality of school life for all stduents through
student leadership and take action on the BIG IDEAs passed at the annual conference

(i) The State Conference Action Team. SCAT
This group prepares and co-ordinates the Annual SRC State Conference.
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5. Meetings

(@)  Frequency
To be determined

(b)  Quorum
Optional attendance by each school.
A majority of two thirds of those eligible to vote is needed for a motion to be
passed.
Maximum of two from each school is eligible to vote.
Voting may be by proxy.

(c)  Alldistrict counsellors are expected to attend all district meetings.
In the event of their absence, a letter of apology is to be sent to the district
president 24 hours prior to the next scheduled meeting.

(d)  Reports
Each school should prepare a typewritten report discussing the current
position of their SRC. It may include items such as up coming events, rights
and responsibilities issues, SRC internal affairs and any other SRC related
issues.
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1.

RAYMORE DISTRICT
STUDENT REPRESENTATIVE COUNCIL
CONSTITUTION

Name

The name of this organisation is the Raymore Inter-School Student Representative Council
(Raymore Inter-School SRC).

2.

Objects and functions

Object:

To provide effective representation of secondary students and liaise
with students in the Raymore area

To provide a student point of view to departmental education officers.

Functions:

Q) To promote representation through Student Representative Councils

(i) To establish and maintain communication between the NSW SRC, Raymore
Inter-School SRC and local school SRCs

(i) To facilitate the growth of a strong SRC network in the Raymore area

(iv)  To provide student advice on educational issues

(v)  To raise student issues with relevant education officers

(vi  To promote public education.

Membership

0]

(ii)

Eighteen (18) student representatives {two (2) from each secondary/central
school or as negotiated with majority agreement with up to 3 students from
each school}

The Executive Officer - Regional support person

{No voting rights}.

Office bearers

(0

(ii)
(iii)
(iv)

Chairperson

Secretary

Minutes secretary

Executive Officer - Regional support person
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5. Meetings
Frequency:

(M One (1) SRC council meeting will be held per term, with additional meetings as
required

(i) The regional support person may call additional meetings. Students
may call additional meetings if the majority request it and they have the
approval of the School education Director

(i)  Meeting to be organised by the Executive Officer and nominated
representatives.

Quorum:

At least ten (10) members with voting rights must be represented for
business to proceed.

Attendance:

Q) Council members are expected to attend all meetings

(i) If a council member is unable to attend a meeting, the student should
advise the Executive Officer, in writing

(i) If the member cannot attend, their nominated reserve shall attend in their
place

(iv)  Visitors may attend meetings. This may be at the request of a visitor and
agreed to by the council or it may be at the invitation of the council.

Agenda:

0) The agenda is to be prepared by the Executive Officer and nominated
representatives

(i) Items for inclusion on the agenda must be forwarded to the organising
committee one (1) week before the meeting

(i) The agenda is to be circulated by the organising committee to council
members two (2) days prior to the meeting, where possible.

Minutes:

Minutes are to be circulated to each council member within two (2) weeks of
that meeting.

6. Voting rights

Q) Each member has the right to cast one (1) vote

(i) The SRC advisers and the Executive Officer do not have voting rights
(i)  Decisions will be taken by simple majority

(iv)  Proxy votes will be accepted on published “notices of motion”.
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7. Term of office/tenure
Q) The term of office of the council will be one (1) year from the
commencement of Term 4
(i) Student members may hold office for no more than three (3) years.
8. Meeting procedures
Meeting procedure will follow standing orders of the NSW SRC.
9. Sub committees
Sub committees may be formed at the discretion of the Lismore District SRC.
10. Amendments to the constitution
Q) Proposed changes to this Constitution may only be made through a “notice
of motion” circulated to all schools
(i) Changes to the Constitution need the acceptance of 14 members before
being forwarded to the District Superintendent for approval.
11. Definitions
Rebr 1' il A student organisation representing students
Student presentative Counc within the NSW Government school system.
Communication channels between SRCs in schools,
SRC Network and region and state.
Executive Officer Regional support person.
A vote forwarded to the executive officer on a
Proxy vote “notice of motion” and presented on behalf of a
schooal, if the representatives are unable to attend
the meeting.
. _ A formally approved motion which is circulated to
Notice of motion all schools with the meeting agenda.
S’candl'ng orders Agreed meeting procedures of the NSW SRC.
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12. Roles

School SRC Adviser Teacher who co-ordinates SRC activities in
the school. The adviser has a role at
meetings, to support, encourage and
facilitate school and district representatives.
They do not have voting rights.

) . Regional support person responsible for
Executive Officer the co-ordination of the Inter-School SRC and
acts as an administrative assistant and
advisor to the Inter-School SRC.

Chairperson To chair the meeting effectively by following
constitutional guidelines. The chairperson
should remain in their official capacity until
the next meeting.

Minute Secretary To take the minutes of the meeting and to
ensure that the minutes are sent to the
Executive Officer for distribution.

Members To effectively represent their school
perspective at the district level by regular
communication within their school,
attendance at meetings and taking action as
decided by the meeting.
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Meetings

Meetings can be managed either formally or informally. Informal meetings have no set
agenda, are usually chaired by the chairperson and are discussion based. Formal meeting
procedures require pre-planning and an agenda which clarifies purpose, direction and clear
outcomes.

Planning for formal meetings

These actions are the responsibility of the SRC Secretary.

Time set date, starting time and length of meeting

Place where meeting will be held

Agenda list of what is going to happen at meeting

Publicity make sure everyone concerned has this information
(using posters, noticeboards, assembly announcements and the
grapevine)

Resources organise any people or equipment required

Reports and motions check that reports and motions are ready.
Motions during formal meetings

Any member can put forward a suggestion (motion) to seek the group’s agreement for
action on a particular issue. This is usually done by saying to the Chair I move that ...

For this business to then be considered, another person must second, or support the
proposal. A second is expressed, I second the motion.

A motion should be made in one clear sentence if possible. It should be quite specific.

o A motion becomes a resolution when it is carried.
o A resolution is a formal decision by a meeting.
o No discussion is allowed on a motion or amendment until it has been seconded. If

it is not seconded, it lapses. However, this does not restrict the right of the
proposer of the motion to introduce and speak to the motion.

o The mover of a motion has the right of reply at the end of discussion. Once he or
she has exercised this right there can be no further speakers and the motion must
be put to the meeting for decision.

Use Sample agenda page 43, Minute taking activity sheet page 44 and Evaluating
SRC e ngs Sto find out if your SRC meeting procedures could be
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The formal meeting

Meeting procedure is the way in which meetings are conducted. An example of this is:

1

2

10
11
12
13

The chairperson calls for order and opens the meeti ng, welcoming any guests or
new members. | declare this meeting of the SRC open.
The chairperson receives apologies. Are there any apologies? The secretary
records the apologies.
The secretary reads out the minutes of the previous meeting. Any changes to the
minutes need to be recorded and agreed upon.
The chairperson signs the minutes, once the meeting has agreed that they are an
accurate record. Will someone move that the minutes be adopted?
Business arising out of the minutes is discussed (eg, check through the minutes to
see what has been done).
The secretary reads out the correspondence. It is moved that the correspondence
be accepted.
Business arising out of the correspondence is discussed. Particular items may be
deferred because they are on the agenda for later. Appropriate motions may arise
from the correspondence.
The chairperson calls for reports to be read. For each report it is moved that the
report be received, after which it is open for discussion. Usually it is moved that the
report be adopted.
General business items listed on the agenda are dealt with one by one.
The chairperson asks whether there is any further general business.
ltems to be raised at the next meeting are put on notice.
If appropriate, a decision is reached as to the date and venue of the next meeting.
The chairperson thanks members for their attendance and declares the

meeting closed.

Trial the use of the Motion activity sheet , page 47 to assist you in SRC meetings. Look
at the video Making schools better for everyone which is found in the Student Welfare,
Good Discipline and Effective Learning folder. This video has a short segment of an
SRC meeting.
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Sample agenda

School
SRC meeting agenda
Meeting place:
Date and time:
1 Attendance
2 Apologies
3 Previous meeting’s minutes

Matters arising and acceptance

4 Correspondence
In
Out
5 Reports
6 General business
7 Date of next meeting
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Minute taking

School

SRC Meeting minutes

Meeting date: Chairperson: Minute taker:

Discussion
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Evaluating SRC meetings

Good practice Mostly Rarely Evidence Priority for

action

All members understand the goals of the SRC

All members have opportunities to participate in
leadership training and know their responsibilities

New members are trained in relevant skills and
procedures

Elections follow agreed procedures

Accurate records are kept of every meeting

Meetings are interesting, orderly and well
planned

All activities and projects are well planned by
committees

The SRC is supported by students

The SRC is supported by staff

The SRC is supported by parents and the wider
community

There is good communication between the SRC
and staff

The SRC follows established ways of
communicating with parents, school executive
and other SRCs

The activities of the SRC benefit the school

SRC activities are fun to be involved in

The SRC checks that it is meeting the needs of
the student body

The SRC regularly sets goals and measures its
achievement

There are established ways of solving problems
and resolving conflict

Use the Determining priorities for action activity sheet page 46 to decide on your
SRC's priorities.
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Determining priorities for action

List the six priorities for your SRC’s actions

1

2

Now as a group decide the six priorities for your SRC.
List the group priorities below.

1

2

Use the Action planning activity sheet, page 21, to detail your plans.
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Motion

Section:

Item:

Moved by:

Seconded by:

=2

Motion

Section:

Item:

Moved by:

Seconded by:
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Promotion of the SRC

Through promotion, SRCs can gain support and respect from staff, students and the wider
community. The more students know about what an SRC can do, the more likely they are
to work with it. Students need to be aware that the SRC can express their views and
needs. Some of the ways to promote an SRC are:

Tell people

Ensure that reports are given at assemblies and year meetings. Encourage discussion
between peers about SRC activities to increase interest in its role in the school.

Recognise membets

Find ways to give SRC members recognition for their efforts. An official induction ceremony
could be held annually for the incoming SRC. The principal could show support by
awarding certificates to members at the end of the year. An SRC ‘Award for Leadership’
could be presented annually.

Advertise

Visual reminders of the ways in which the SRC helps students can be very effective. Run a
competition for students to design a poster advertising the SRC. Mount them in prominent
positions in the school to inform students about the role of the SRC. Consider electing a
publicity officer whose responsibility is to co-ordinate efforts to raise the profile of the SRC.

Make it easy

The easier it is for students to express their opinions, the more support the SRC will have.
Consider a suggestion box or holding open meetings. Also, encourage SRC members to be
approachable and listen to the suggestions of their peers. Some schools allocate time in roll
call to discuss SRC plans and issues. Give the SRC a positive image, and focus on what it
can do for students and the school.
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7. 5kills to help an SRC

work effectively

An essential element for an effective SRC is the development of the skills and knowledge of
its members. Some essential skills are included in this section.

W

Use the information in this section as the basis for training sessions for SRC members.

Communication and negotiation

Negotiation occurs when two or more people work towards securing an outcome or
solution with which all parties are satisfied.

There may be negotiation in an SRC meeting, when two people try to come to an

agreement, or when an SRC delegation goes to see the school principal, with the aim of
getting agreement to change things that they think would benefit the school.

()  The negotiation process

Gather information and work out your case. Be sure to ask:
what does the other person want and what will their position be?
what is important to me?

what are the areas that I am willing to give up or compromise in?

Ask the other person what their needs and wants are.
(Do not interrupt or argue, just listen.)

The proposal stage, eg, If I... will you...? Try different alternatives until one is found that
meets both parties' mutual needs.

Make a firm proposal, eg, I will... if you... Gain a commitment from the other person if the
proposal is acceptable.
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Think of an issue in your school, or use one of the sample situations provided in section
7, and work through the negotiation process using role play.

In pairs, one person takes on the role of student leader and the other school
principal/school executive.

(i)  Negotiation

Effective negotiation is made up of many steps which include:

making an appointment or specifying a time to meet

preparing a summary of the things you would like to talk about

being aware of your own needs and stating them clearly

listening to the other person and looking at things from where he or she stands, taking
notes if necessary

being prepared to answer questions about your proposal and bringing any materials which
you may need

discussing the advantages and disadvantages of the proposal, attempting to come up with
ideas, options and alternatives. Incorporate the other party’s suggestions where possible
negotiating a decision and committing yourself to the solution

clearly specifying any actions which have been agreed to (this may need to be in written
form)

reporting back to the SRC or principal to vote or to approve.

(i) Having your say

Part of the ability to negotiate effectively is being assertive (but not aggressive).
Do not be intimidated during negotiation. Make sure you have your say.

Remember that:
All people have certain rights in a democratic society. Students are citizens of a school in
which democratic practices are important. With every right goes a responsibility.

You have a right to:

be listened to and taken seriously

be treated with respect

express opinions and feelings, in an appropriate way
ask for what you believe is fair

ask for more information

make mistakes.

Remember that:

You have a responsibility to:

listen and take others seriously

treat others with respect

allow others to express opinions and feelings
allow others to ask for what they want
allow others to ask for more information
allow others to make mistakes.
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E i 2

Use this information as a basis for negotiation with the principal and school executive or
within the SRC.

Good practice:

Each year the incoming school SRC has a leadership training day conductead
by the student welfare consultant and teacher adviser. Guest speakers are
invited to conduct training on communication and negotiation skills

ood practice:
In order to become more involved in school management a school SRC makes
use of the priorities of the Department of Education and Communities as a guide fo
projects and activities. The principal, or nominee is asked to explain to
students the way the school’s plan will link to departmental priorities.

(v) Formal presentations

Presenting a formal case is all about giving information in an appropriate manner, whether
you are making a speech or putting your thoughts across in writing. The following
questions can be used to assist people in planning and presenting information.

Purpose

Why am | presenting this information?

Understanding the purpose may help you work out how much detail you need to provide
and perhaps what headings to organise this information under. It will also help you work
out what's relevant.

Background
How much does the audience already know about the matter?

If they already understand the background, a summary or 'up-date' will probably be
enough. If they don't, you need to provide a summary of what's already happened so that
the new information makes sense.
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Content
What else do the others need to know?

This is related to the purpose above. If they need to make decisions based on the
information, then they will need more detail than if it is simply a matter of keeping them
informed.

Organising the information

What is the most logical way of organising the information?

You can choose to include chronological (date) order, subject headings, background issues
involved, action to date, or action required.

Method
Should the information be presented verbally or in writing?

Issues to be considered include:
does the audience need to refer to the information again later?
do you need a formal record of the information?
do you need to be able to respond to questions?
do you need to provide the same information to other people later?

Presentation style

What is my relationship to the audience?

The style in which you present the information should vary according to the relationship
you have with them. (As a rule, be more formal with those older than yourself, or those
you don't know well).

Language
Will the audience understand the words | use?

Check for acronyms (eg. SRC is an acronym for student representative council) and jargon.
Use simple words and keep sentences short and direct.

Values
How do | expect the audience to feel about this?

Be aware that different people will have different opinions about your topic before they
even hear you speak. Do not offend your audience.

(v)  Listening skills

One of the most important skills is that of listening. Often communication breaks down
through the listener not understanding what is being said.

Listening involves more than just hearing. It is something you do not only with your ears,
but with your sight, intelligence and emotions.
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A good listener:

e gives full attention to the speaker

e puts other thoughts temporarily aside in order to concentrate on what is being said

e resists distractions

¢ listens to the words and also 'tunes-in' to the feelings behind them as these are just as
important

e gives non-verbal signals which indicate attention and interest (eg, nods, eye contact,
appropriate facial expressions)

¢ s able to suspend judgement initially and concentrate on what is being said

¢ verifies that the message has been received in the way that the sender intended.

(vi)  Writing letters

Letters should be:

clear, definite and concise

as accurate as possible

both respectful and courteous
understandable

neat and tidy and preferably typed.

Letters have a set structure that includes:

e Date
e Letters should always be dated eg, Sth July, 1998

Heading
The letter should be headed with the person’s hame, title, organisation’s name and the
address of the organisation.

eg, Mr ] Citizen
Chairperson
NSW Board of Schools
Box 45 GPO
Sydney NSW 2001
The greeting

eg, Dear ... If the name is unknown, Dear Sir/Madam. Only use the personal name, for
example Dear Jim, when you know the person well.

Reference or subject line

To give an immediate indication to the reader as to what the letter is about, a subject line
can be inserted immediately following the salutation, eg, FUNDING FOR SCHOOL
BUILDING PROJECT.
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The body of the letter

Each letter should have only one main theme. Each paragraph should contain only one
aspect of the message to assist in building up the theme step by step.

Paragraph 1:
Introduction, establishing a relationship between the letter and its recipient.

Paragraph 2:
Expansion of introduction - purpose of letter (request, information or offer).

Concluding paragraph:

- Short summary of purpose of letter.

- Indicate, if appropriate, that you require some sort of response.
- Thank you.

- Contact person for further information (if necessary).

The close
Yours sincerely, is an acceptable way to sign off a formal letter.

The signature

Print your name and title as well as signing the letter so people know how to address the
reply, eg,(Mr/Ms) P Jones, SRC Secretary.
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Sample letter

The sender’s
address and
postcode

| The date

The addressee’s
name, address and

postcode
| | The greeting
SUBJECT: | | Reference or subject line
The body of
the letter
| The dlose

| The signature

| The sender’s name (printed or typed)
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Hints for writing better letters

o Think before you write. Know where you are going and decide what you want to
say.

. Remember that the aim of writing a letter is to convey a message that will be
understood.

o Jot down all your ideas and group similar ideas together so they may be set out in
paragraphs.

. Use words such as ‘you’ and ‘your’ that will involve the reader. Tailor your writing to

suit the reader.

Be sincere, friendly, helpful and considerate.

Use simple words that the reader will be familiar with.

Use short, clear sentences and paragraphs rather than long confusing ones.
Be accurate. Find the right words and use the correct spelling, grammar and
punctuation.

. Review your first draft and if possible have somebody else look over it.

Letter writing can be used to formally communicate with:

principal

school executive
parent groups

school council

district superintendent
school community
local member

other SRCs.

Good practice:
The SRC is invited by the principal to conduct regular open forums on

relevant issues. The school counsellor and year advisers attend. Valuabl
information is exchanged and whole school action plans are formulated
after consultation with the principal.

Skills to help an SRC work effectively % Page - 57





Dealing with difficult people in a group

This section is taken from It's Your Challenge Too!, a project developed by Gilgandra
High School. Reference and purchasing details can be found in section 8.

The Latecomer

o Always comes late to meetings, often making a big commotion, stopping the
meeting and wanting to be filled in about what has happened.

Strategies

. Don't confront. It will just lead to embarrassment.

. Don't lecture. After the meeting simply ask why he/she is late so frequently.

o Ask him/her to be the recorder for the next meeting.

. Don't stop the meeting.

The Broken Record

. Keeps bringing up the same point over and over again.

o This person is often worked up about the issue and needs an opportunity to air their
concerns.

Strategies

. Let him/her get it off their chest eg, Why don't we take time to listen to you now,
before we move onto the next point.

. Indicate that their views have been heard and recorded and that the meeting must
move onto other matters. Yes Fred, I know the issue is important to you. We have
already written it down.

The Head-Shaker

o Non-verbally disagrees in a disruptive manner, by shaking head, rolling eyes,
uncrossing leg, slamming books shut, pushing chair back.

Strategies

. Ignore this person and focus your attention on the person who is talking.

o Recognise their behaviour eg, Jane, I see you are shaking your head. Do you

disagree with what is being said? Would you like to say something?

The Whisperer

. Constantly whispers to a neighbour and makes it hard to concentrate.
Strategies

. Keep the group on focus eg, Let’s get back on task.

o Ask the whisperer if he/she wants to share their conversation.

. Sit them apart.
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The Attacker

. Launches a personal attack on another group member or on you as leader.

o There may be two people involved.

Strategies

. If two are involved, try physically moving between them.

. Try talking about it eg, What's the problem?

o Try to defer it eg, Why don't we discuss it after the meeting?

. Stay calm.

o Make positive suggestions eg, What do you think we could do about this problem?

The Interpreter
o Always speaks for other people eg, What Joan is trying to say is ...

Strategies

o Jump in quickly eg, Hold on Meg. Let Joan finish what she was saying.

. If this does not stop the interruptions, indicate that the group doesn’t need or want
his/her interruptions by saying, Joan, is that an accurate account of what you were
trying to say?

The Know-it-all

o Uses credentials: age, length of service, etc to argue a point eg, I've been here long
enough to know...

Strategies

. Emphasises that the decision has to be made by the group as a whole eg, There

may be equally valid points of view or We're trying to find a different perspective.

The Back-seat Driver

. Keeps telling you what you should be doing eg, I'd move on or
Tell him to shut up.
Strategies
. Point out that there is a variety of ways of dealing with situations and you need to

work out what you think is best because you are in the chair. There is no one right
way but you have to start somewhere.

. Ask him/her to suggest a procedure and then check it out with the rest of the
group. If the group agrees, do it, then the Back-seat driver will be satisfied for a
while; if the group disagrees, the Back-seat driver's argument will be with other
group members, not you.

The Interrupter

o Starts talking before others are finished because he/she becomes impatient and
overly excited.

Strategies

. Jump in immediately, eg, Hold on Ian, let Marion finish.

o Be impartial and fair in your intervention. Don't play favourites.

. Make the interrupter the recorder.
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The Teacher's Pet

. Spends more time looking for approval than focussing on the content of the
meeting.

. Continually keeps talking to you.

Strategies

. Don't let the person become dependent on you.

o Walk or look away and break eye contact.

. Turn it back on the person eg, I don't know Michael, what do you think?

ISUWE

How would you deal with the following problems if you were chairperson of the group?
Complete the activity individually, then share your ideas with others.
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Dealing with difficult people

The Early Leaver

Drains the energy from the group by always leaving early.
Strategies

The Doubting Thomas

Constantly downs everything eg, That'll never work, or I don't like that idea.

Strategies

The Dropout

Sits at the back of the room, doesn't say anything, reads a book or doodles.

Strategies
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The Loudmouth

e Talks too much and too loudly. Dominates the group.
e Often the Loudmouth is the senior person or decision maker of the group.

Strategies

The Gossiper

e Introduces hearsay and gossip to the group, eg, I heard someone saying that they
heard.., or I remember reading in the rules something about...

Strategies

The Busybody

¢ Always ducking in and out of the meeting.

e The person is often the manager of the meeting and this is why he/she feels free to
come and go.

Strategies
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Problem solving and decision making
(i) Decision making options

One person decision

An autocratic decision made by an individual or small group in a position of authority.
Decisions can be made quickly and simply. The views of the whole group are not
canvassed directly.

Majority vote

A democratic decision made by voting. It occurs when more than half the people agree. It
is an efficient method of reaching a decision. The disadvantage is that up to 49% of the
voters may oppose the decision and therefore have no commitment to it.

Consensus

A decision made only when everyone agrees. All views are sought and considered. The
group tries to understand all points of view and take them into account. The process is
time consuming as it takes a lot of patience and talk to make the decision which will bring
together the best aspects of the different views. This process is about a ‘win-win’ resolution
in the group context. No one is right or wrong and everyone has an opportunity to share
ownership of the process and the decision.

(ii) Steps in decision making

1. State the problem/concern/issue.

2. Gather information to assist looking at options.

3. Determine the feelings, attitudes and values of the people involved.

4, Look at all options (brainstorming is a useful tool).

5. Review the positives and the negatives of each option, consider the consequences.
6. Check that everyone’s opinion is presented and heard.

7. Make the decision.

8. Record the decision.

9. Develop an action plan to ensure the decision is implemented.

oo

Use Sample situations for problem solving and decision making, page 66, and work
through the 9 steps in decision making.
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(iii) Steps in problem solving

Define the problem

clearly

Alternative
solutions

e collect all information
e determine the
feelings, attitudes and

values of people
invnlved

e brainstorm all the
possible ways of
solving the problem
Determine the
probable outcomes of
each alternative

e what steps are

needed to_carry out Decide on SOLUTION
each solution

e check people are and put into ACTION
willing to act

Evaluate

e seeif it's working

------

try another solution

Ifitis ...
CONTINUE!!!

Use the Problem solving activity sheet, page 65, to assist you in solving a relevant
problem for the SRC or one from the sample situations.
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