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INTRODUCTION

Congratulations on becoming a Student Representative!

You now have an important role within your institution both as a vital link between staff and students, students among themselves and as a contributor to the State/Faculty/University’s Quality Assurance processes.  
This booklet contains information which student leaders need in order to operate legally and successfully, to get other students involved, and to promote learning through leadership activities
Why did you wanted to become student representative?
The role enables student representative to develop and/or strengthen leadership skills, connect with various internal and external agencies, assist the student peers with having their voice heard, be involved in the Student Unions to share experiences and participate in nation-wide events for student leaders.

We suggest that you keep this booklet with your committee minutes, and that you take it with you to meetings, so that you will have it to hand should you need information.

Hopefully the information provided in this manual will assist you in your day-to-day operations and your goal to provide quality service for your Organisation/Faculty/University/State. We hope that you find your time as a Student Representative enjoyable and worthwhile.

If you have any comments or suggestions for improvements to this booklet, please contact 
(name.surname@projektni-centar.com)
WHAT IS A STUDENT REPRESENTATIVE?

There are a number of aspects to your role as an elected Student Representative:

· To communicate the views of the students on your course to the staff who teach you, to the students’ organisations, and to the wider university;

· To transmit information from the university to your fellow students constituency;

· To provide a student perspective on matters of university policy, such as proposed changes to assessment regulations;

· (Possibly) to represent the student group to outside agencies such as professional bodies (like the Law Society).

The Student Representative’s key role is to encourage student input, which forms an important part of the University’s quality assurance systems.  This means that you need to be pro-active – your role is not just to respond to complaints and try to sort out problems. Your contribution can lead to positive changes, help to improve academic standards, and actively shape the learning environment for all students.

The following job description is based on one which was drawn up by students on a training course for student representations, so it represents a largely student perspective on the role:

JOB DESCRIPTION

Title:

Student Representative

Purpose:

· To provide representation for students at field boards.  

· To keep students informed of any major changes of which they should be aware.  

· To keep the teaching staff and the University in general informed of relevant student views.

Main Responsibilities:

· To act as a conduit between students and college administrators 

· To gather the views of students at your institution
· To serve as liaison in bringing any issues/suggestions/feedback to the administration at meetings
· To attend meetings with stuff and raise any relevant student issues.  

· To attend the training for representatives provided by Projektni Centar
· To liaise with the other student leaders within and out of your institution.  

· To feed back to other students any relevant information from Boards/Councils/Other Student-Stuff meetings, particularly the results of student input.
· To collaborate with students to coordinate events to enhance students communication opportunities; 
Skills:
You must have a willingness to develop the following skills:

· Active listening
· Diplomacy

· Putting views across clearly and confidently

· Presentation skills

· Ability to remain calm and unbiased in all situations.  

Time commitment: 

· About 6 hours per month over the academic year

· Attend a minimum of three course board meetings during the year.  

· Attend student representative training.

Training: 

Training for student representatives is provided by the Projektni Centar in consultation with the University and in accordance with TEMPUS SIGMUS project.  The training is informal and enjoyable, and offers an opportunity to meet other reps from across the University.  

Gen Robert T. Herres- Guidelines for Leadership
First, communicate. You must learn how to get concepts and ideas across accurately—to others; both subordinates and supervisors. Workers deal with hardware, tools, and equipment; leaders deal with people, concepts, and ideas.

Communicating those concepts and ideas to your people is much harder than most of us realize. Telling people what they need to know is one thing; getting across the idea they need to understand is likely to be a much higher order of achievement. The business of leadership is the transmission of ideas, and that is difficult. Most of our professional military education includes a number of written assignments for this reason. Leaders must be able to reduce good ideas to the precision of the written word. I hasten to add, however, that many effective leaders are not particularly articulate, yet still are able to get their ideas across by example or similarly subtle techniques. Nevertheless, unambiguous, clear instructions are critical to the successful execution of any project— both up and down the chain of command. I believe that the best way to improve this ability is to read a lot. Don’t get seduced by the tube. Get a lot of your news and opinions from reading and don’t be afraid to read viewpoints that may be out of the mainstream or that may go against the grain. It is a common mistake to read only the journals that tell us what we want to believe. Read the magazines that publish things that are critical, even unfairly critical of ideas that you may hold dear. Try to understand their editorial viewpoints and formulate your rebuttal point for point. Read the works of great leaders of the past to see how they expressed their ideas. Great leaders have always been great communicators—George S. Patton; Douglas MacArthur; Winston Churchill; and Abraham Lincoln, the great communicator of all time.

The second guideline is to fix responsibility not only among your subordinates but also for yourself. Understand exactly what your responsibility is, and be sure you and your boss have a common understanding. If you seek authority but dodge responsibility (and many do) you are a nonleader; worse than that, you are an imposter. There must be no confusion about what the task is and what results are expected. From this it should be clear that fixing responsibility is dependent on the previous principle, communication. Avoid assigning the same tasks to more than one person without putting someone in charge. There must be no confusion about who will have to answer if the result is failure; likewise, this ensures that the deserving are rewarded for success. Committees are not, and cannot be responsible because individual accountability is shared. Fixing responsibility means ensuring that the “what” and the “who” are clearly communicated. People like to get credit when they do a good job, and they know if one of their fellow workers is not doing a good job. You can’t put credit with the right person unless it’s clear who’s responsible for what. Similarly, you want your boss to know that you know what he or she expects of you. Communications and fixing responsibility are direct contributors to the concept of two-way loyalty, which is my third guideline. Loyalty, that is fundamental as a leadership characteristic, goes in two directions. You must be loyal to your people and

to your boss. If you have built your relationships with both based on integrity, there will be no conflicts between your loyalties. You will take on many roles in the eyes of your subordinates; the one that you cannot abdicate is that of leader. In taking care of your subordinates, you must ensure that you don’t confuse yourself or your people by replacing loyalty with doting paternalism. Field Marshal Erwin Rommel is often quoted as having said that the best form of welfare for the troops is tough training. Be loyal to your people by ensuring that they understand what you want and by rewarding them for success. Your integrity will let you know when you should shield them from the fallout of your mistakes.

Remember, you’ve got to be loyal to your boss as well. Your boss’s job and mission are your responsibility. You should know what his or her job description is and you should know what piece of that job description is yours. Everybody who works for the same boss has a piece of his or her job description. Civil War Gen George B. McClellan was certainly adept at organizing, equipping, and training his men. The dramatic turn- around of the Union forces’ state of morale and readiness after First Bull Run (Manassas) gives ample evidence of these talents. However, it was never clear that he was devoted to solving his commander in chief’s problems, and eventually President Lincoln removed him from command because of this. An old boss who was a real leader, Gen William McBride, once said, “You should always work your boss’s problems, not your own. That’s part of selflessness. Don’t expect him to work your problems. You work his. You think about him. Think about his responsibilities. Think about what he is trying to do. Not only what he told you to do, but think hard about what he really wants to do. Work his problems . . . if you will be selfless, you will fit that category of bright leadership of tomorrow.” You can’t have loyalty until you understand what is expected of you and what you expect of other people.

The fourth guideline is be consistent. The kindest thing you can do for your people is to be consistent. They want to know what to expect from you and what you expect from them. The first three guidelines are natural building blocks to achieving this understanding. Among these expectations or standards may be the use of technical data or operational procedures, compliance with regulations, standards for personal appearance, or treatment of poor performance. Be sure that variations are well understood. Troops who don’t know what to expect of their “leader” and have difficulty knowing how he or she will react, are not likely to be happy with their situation. We live in a dynamic world. Policies and ground rules that people become accustomed to are like a moving train. Making sense that seems consistent out of it all as a high-level leadership changes, with the whims and fancies of the policymakers ricocheting all through the system, is always difficult. We live in a very dynamic environment; the good leader must weave a strong thread of consistency through the fabric of it all. 

The fifth guideline is to learn from mistakes. This guideline is very important. It’s what experience is all about. Abraham Lincoln said he had no respect for the man who was not smarter today than he was yesterday. The only way to be smarter today is to study yesterday; treat every unsuccessful event as if you must unlock it. Not to fix blame, but to fix the problem and learn ways to prevent others like it before they happen. Don’t go through an operation, incident, or any event without learning something. Learn from other people’s mistakes, learn from your own; analyze your mistakes and don’t be afraid to look at yourself in the mirror and think about them. Don’t ever pass up an opportunity to learn from a mistake, even one you didn’t make. I’ve been to a lot of staff meetings under some hard masters, and I’ve heard a lot of people get wire-brushed hard. I’ve seen too many people in those circumstances tune it all out, simply grateful not to be in the “hot seat.” I never turned those tune-out valves. I said to myself, that could be me if I don’t pay attention to what I’m doing. What is it that person did wrong and how do I prevent that from happening to me or to my organization? I think that kind of thing has helped me more in my career than anything else. I’ve been fascinated by the business of government, the business of democracy and how it works, and I’ve always tried to soak up as much as I could in every learning environment in every learning environment in which I was situated. Don’t stop learning when you leave formal schools; the best school is usually the “School of Hard Knocks.” And it’s not only your hard knocks, it can be somebody else’s hard knocks. Learn from mistakes. Some people repeat one year of experience 20 times. Others are enriched by 20 years of experience. Never let mistakes go to waste; they cost too much. 

My sixth and last guideline is be yourself. Here is where the principle of integrity is most pervasive. If integrity is truly deeply ingrained in your character, then this guideline will probably take care of itself. Learn from others—from the great lessons and leaders of history—learn to apply the principles that made great leaders what they were, but don’t imitate their style. There are characteristics of others that you can adapt to your own style and there are things you can learn from the way others operate and behave, but never imitate anyone. Make whatever it is you do to be a good leader

fit you. You have to do what’s comfortable for you. So be yourself. In a letter to his son on the day the Allies landed at Normandy Beach, George S. Patton wrote, “People who are not themselves are nobody.” If you’re trying to be somebody else, you’re kind of losing something of your own fundamental self and with that, your integrity.

So, there they are—my six guidelines: communicate with others; fix responsibility; be loyal both ways; be consistent; learn from mistakes; and be yourself. Above all, remember that integrity is the essential ingredient that binds them all together.

Benefits of being a student representatives:  

· Useful for your CV

· Access to training sessions which enable you to develop your transferable skills.  

· An opportunity to get behind the scenes of your course and make a difference to your University.

WHAT YOU CAN ACHIEVE

In your role as a Student Representative your principal concern is academic representation, although you may also wish to be involved in social events.  The following list gives a few ideas as to what can be achieved;

Reinforcing positive features:  if something has worked particularly well, or if students have enjoyed a particular form of learning, let staff know (for example, a good external speaker; a case study which was especially relevant, etc).  The only way that staff find out what you like is if you tell them!

Assessment: students may wish to suggest different weightings; more exams and less course work or vice versa; request more prompt and/or fuller feedback on assessed work, or suggest that feedback be given in a different format (oral instead of written, perhaps).

Learning and teaching methods: if needed, suggest positive ways for lecturers to improve student learning, e.g. more use of video, web, or discussion groups; changes to the timing and content of handouts.

Resources: are books, periodicals, computers and equipment sufficient and readily available?  Remember that the Board/Council has no direct responsibility for these resources:  they can, however, ensure that student views are passed on; remember also that students are expected to buy some books, and that the University cannot be expected to provide a copy of an essential text for every student on a module.

Social aspects: (Extra curricular Activities) organising a social event, a sports team or annual photograph;

Proactive decision making: remember that you are not on a committee just to make up numbers; you have a valuable part to play and the Chair of the meeting should recognise this.  The following case studies demonstrate the impact which student views can have on the structure, content and delivery of their courses.

Case Study 1

Stuff in charge for particular Subject/Course decided that the deadline for the seminar  dissertation should be moved forward from the end of the Easter vacation to the end of the first semester.  The students objected to this as it shortened the length of time for the dissertation.  The student representatives of the year in context met and gathered the views of many other students.  They also discussed the issue with staff members to make sure they understood all aspects of the case.  The student representatives were able to raise the issue at a Board/Course meeting and the Board/Course agreed to move back to the original deadline.

Case Study 2

In one Subject/Course, the results of evaluation of modules showed that students were responding well to those which used group discussions and workshops as part of the teaching and learning methods.  Student representatives at the Board meeting led the discussion which resulted in other modules in the Subject/Course adopting some of these methods as examples of good and effective practice.

These case studies show that, whatever the issue, you can make an impact on decision-making if you approach it in the correct way.  The Faculty/University/State is always open to changes that bring improvements, and student input is invaluable.

WHAT MAKES A GOOD STUDENT REPRESENTATIVE?

A successful Student Representative must be visible and accessible to all students.  You will need to advertise your presence and your services to those you represent, and you must consider ways in which students can get in touch with you if they have any issues which they would like you to raise on their behalf.  Projektni Centar can help you with this.  Consider producing a poster that advertises who you are and what you can do for students, visit lectures and introduce yourself to the group (a lecturer will always be willing to let you do this if you give them advance notice).  Remember that you will represent a diverse group of students with different needs, so you must ensure that you are available and accessible to all students (including those who may be studying part-time).  You should make new e-mail address available for all the students so that you can be in constant touch and make sure that you connect with all student representatives within your institution 
Make sure too that you and other students check your pigeonholes (box for questions) regularly and that staff know exactly where to send your mail.  If possible, try to get your own Student Representative pigeon hole within your Department, and then get staff and students to use it.  

The Statute of your institution, the Law on Higher education, the Law on student organising, Law of students’ and pupils’ standars states the rights and responsibilities of all members of the University community.  It is important that you as Student Representatives are aware of the contents and what they mean for students.  These documents  documents are available at www.sigmus.edu.rs   
You should ensure that you have access to notice board space.  This will enable you to display minutes and issues for discussion for all other students to see.  You can also use this space for advertising social events. Some student representatives display their photographs in this space so that fellow students can see who their representatives are.  

When possible, talk to the students you represent.  Most lecturers will be happy to allocate a few minutes of a lecture for you to raise issues and ask for feedback.

As a Student Representative, you should have access to limited photocopying facilities in your Department, Parliament or Organisation.  Publicise meetings and events well in advance to ensure that all your students know what is happening.

It is always worth talking to staff on an informal level; small problems can often be resolved in this way.  Never be hesitant to approach a staff member on the committee.  They will normally appreciate you making time to speak to them.

MEETINGS

As you begin your year as a Student Representative, you may be wondering about the meetings of the Board/Councils that you have to attend.  The following points will give you some ideas about the role of these meetings, and what you need to do to take an effective part in them.  For futher information consult with Projektni Centar.
What the Board/Council meetings can do…

· focus on the academic quality and health of courses;

· discuss faculty/university policy and its implications for students on particular courses;

· consider from a student viewpoint any changes or improvements proposed to courses;

· consider matters not directly linked to courses, but which impact on the student experience – for example, opening hours of learning centres;

· receive feedback from staff on matters raised at previous meetings.

· solve problems with accommodation, equipment, or other aspects of provision involving resources (it concerns the Head of the relevant Department, the Dean of the Faculty, or central University management which has responsibility for resolving these matters);

…and what it can’t do

· discuss the problems of individual students (this is a matter of lower stage communication, are a good place to find out who a student needs to speak to on a particular issue);
· discuss perceived problems with an individual member of staff (this is the job of the Head of Department/Faculty Dean although general issues relating to overall teaching and learning methods are appropriate and discussion of them is welcome and necessary).  If you have picked up concerns over teaching on a particular module through your discussion with other students, you should speak to the Stuff member or another member of staff about this outside the meeting. Avoid public confrontation with stuff members, only when it is absolutely necessary and particular issue of the meeting, than you should act wisely, but make sure that you provided majority in affirmation of your opinion at that particular meeting  
Preparation for the meeting

You will be asked to suggest items for the agenda – this should be done in good time before the meeting.  Make sure that matters you bring forward represent a general student view, not just that of yourself and your friends!

Read the agenda before the meeting, perhaps highlighting areas that affect you and your colleagues, and thinking about what you want to say.  

Seek the views of your fellow students where possible, pass the agenda around, and find out how they feel about the subjects that are to be discussed.  Follow up any action points for students from the previous meeting.

Take this booklet with you to the meeting, so you can use it as a source of reference.

Make sure that you can offer general views from the student body, and not just the opinions of a small minority. Try too to remain calm and unbiased.  There may be times when you disagree personally with the majority opinion, but you must remember that you represent your course not yourself.  If you remain impartial you will gain more respect and credibility from both staff and students.

During the Meeting

Meetings are organised around an agenda that is prepared prior to the event.  The format of each meeting is very similar, and generally covers the following items:

Apologies: If you are not able to attend a meeting, you should  send your apologies to the Chair in advance.  It is good practice to send someone in your place – you do not need to notify anyone in order to do this..

Minutes: You should have been sent the minutes of the previous meeting.  At this point the committee will assess whether they are a fair and accurate record.

Matters Arising: If there are any matters arising from the previous minutes, that is questions raised or action taken, they are discussed at this point.  This is an opportunity for you to check up on what’s happened concerning issues which you have raised.

Main Business of the Meeting
Any other business: This is the opportunity to raise any relevant matters that have not yet been discussed at the meeting.  

HOW TO BE A HELPFUL COMMITTEE MEMBER

Follow these tips to improve your effectiveness as a committee member:  

· don’t be afraid to speak or ask relevant questions

· raise your hand to attract the Chair’s attention if you’re having difficulty joining in the discussion

· speak clearly and concisely

· ask others for their views, and respect differences of opinion

· encourage others to speak

· listen actively

· if in doubt, ask questions

· try to remain objective and not to get ‘worked up’!

PEOPLE YOU CAN APPROACH

Students may well approach you with problems or queries which are not part of your role as a Student Representative, for example, financial difficulties or wanting to make an academic appeal. Where do you send them?

There are a number of University units and networks that can help.  You will find contact details below together with a brief note on the particular matters with which each area deals.

Remember that all staff have an e-mail address which can be used if you cannot speak to the person face to face.  The standard format for Faculty/University e-mail address is the person’s first initial and surname (no dot in between), followed by @XXX.co.rs
For example:  marko.markovic@med.bg.ac.rs
Student representative contacts

Student Ombuzman (?) 
International Students office
The International Student Office exists to provide support to students whose home is not within the RS
…other services…
…
…

…

Students’ organizations (exact name)
The SO provides a range of support services for students including advice on financial and ‘benefit’ issues, legal advice, guidance on health issues etc.

A FINAL WORD

We hope that this brief document will help you to understand and carry out effectively your important role as a student representative If you have read through the document, you will realise that you have a significant part to play in the running and development of the State/Faculty/University.  Students and stuff are grateful to you for giving your time and energy to work with us.







2

