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‘Rep’ is short for representative, which should give you a clue: your job is to 

represent the views of others (usually your class or year group). 

So it’s not about you getting what you want it’s about you helping others to get 

what they want. 

So your job is to collect the views of the people you represent, discuss them 

with the other representatives and see how you might make them happen. 

Discuss 

Be the voice of 

students to staff, 

governors and 

other adults 

 

  

Organise 

students to 

take action 
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what is a rep? 
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what’s good 

student voice? 
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what does a 

rep do? 

Move around the school: 

see lots of people, get to 

meetings. 

Do the leg work: 

Don’t always ask staff to do 

things for you, see how much 

you can do yourself before 

you ask for help—you’ll get 

things done quicker and build 

more respect. 

Take notes: 

Carry a notepad or dictaphone (you could 

use your phone) to take notes about what 

people tell you and what you have to do. 

On the other hand: 

You’re there to represent everyone, so you 

need to try to understand the point of view of 

people you don’t agree with, you may even 

need to present that view to someone else. 

What’s in your heart: 

Everyone cares about what happens to them 

at school. Find out what th
ey would like to 

change and see if y
ou can help them—that’s 

how you’ll g
et th

em involved 
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Take notes: 

Carry a notepad or dictaphone (you could 

use your phone) to take notes about what 

people tell you and what you have to do. 

Always listen: 

Be available for people to speak to, 

but also listen to what people say to 

one another about school—what 

works, what annoys them? 
Think about it: 

Before you suggest an 

idea, think about what 

questions you might be 

asked. Prepare answers. 

Watch and learn: 

What are you doing that 

works, that people like? 

What do they like about 

it, can you do that with 

you next project? 

You’ll need broad shoulders: 

To really make a difference you’ll 

need to put work in. Are you up 

for it? If not, who are you letting 

down? 

On the other hand: 

You’re there to represent everyone, so you 

need to try to understand the point of view of 

people you don’t agree with, you may even 

need to present that view to someone else. 

What’s in your heart: 

Everyone cares about what happens to them 

at school. Find out what th
ey would like to 

change and see if y
ou can help them—that’s 

how you’ll g
et th

em involved 



 

 

how do i 

collect views? 

+ Regular meetings (class council, year council) 

+ Surgery (a regular time and place where people can come to talk to you) 

+ Vox pops (short video interviews) 

+ Suggestion box 

+ Online (through a blog, forum, email address, IM or social network) 

+ Surveys (online, face-to-face, written) 

+ Opinion wall 

+ Informal chats 

Class meetings not happening? 

Write a policy, put in it: 

+ Why they need to happen (e.g. So everyone’s voice can be heard) 

+ When they will happen (e.g. Every second Thursday in tutor time) 

+ What will happen  (E.g. Feedback from class rep; everyone in the class 

says one good and one bad thing about school over last two weeks; 

discussion about most important issue to tackle; actions agreed.) 

+ How you will check this is happening (E.g. Each class will write their 

minutes onto a blog so information can be shared) 

Get these people to agree it: 

 All reps    Headteacher  

 Heads of Year   Form Tutors   
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what then? 

Class meetings not happening? 

Write a policy, put in it: 

+ Why they need to happen (e.g. So everyone’s voice can be heard) 

+ When they will happen (e.g. Every second Thursday in tutor time) 

+ What will happen  (E.g. Feedback from class rep; everyone in the class 

says one good and one bad thing about school over last two weeks; 

discussion about most important issue to tackle; actions agreed.) 

+ How you will check this is happening (E.g. Each class will write their 

minutes onto a blog so information can be shared) 

Get these people to agree it: 

 All reps    Headteacher  

 Heads of Year   Form Tutors   
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before the meeting 

+ Make sure you know what is 

going to be discussed—you 

should get an agenda (list of 

things to be discussed) at least a 

week before the meeting. 

+ Check with the people you represent 

what they think of these issues—

remember you need to share their 

views, not just your own. 

+ If you want to bring up an issue, you 

should let the person running the 

meeting know as soon as 

possible—if the agenda’s out a 

week before, you need to let her 

know before then. 

+ Things you bring up at a meeting 

should be about ACTION—what 

you want to DO. So write down 

what the problem is and what 

you intend to do about it, so that 

the other people in the meeting can see easily whether they agree with 

what you’re suggesting. 

 

Proposal 1: 

S.M.A.R.T. 

how do 

meetings work? 
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Proposal 2: 

S.M.A.R.T. Proposal 3: 

S.M.A.R.T. 

 
 

Decide 



 

 

at your first meeting 

+ Come up with a set of rules to make your meeting work well. 

+ You might want to limit how many questions each person can ask—this 

means people have to think carefully about what is important to them, 

not just ask questions because they like the sound of their own voice. 

key questions to ask in a meeting 

One of your roles as a rep is to make sure that the thing people are suggesting 

they do will be good (or at least not bad) for the people you represent. Making 

sure you ask the right questions is key to this. 

To make sure your meetings are about ACTION (not just talking or moaning) 

everyone needs to be careful about the questions they ask. Generally the most 

useful questions are: 

+ I don’t understand .... can you explain that bit, please? 

+ Where will you get the time/money/people for this? 

+ How do you know students want this? 

+ Who here will make sure this happens? 

+ When will it 

happen by? 

However, before you put 

your hand up to ask a 

question, ask yourself: 

If the answer is ‘no’, do 

you really need to ask a 

question? 

what should i be 

asking? 
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Will this be bad for anyone I 

represent (anyone in my 

class, my year, 

students, the school)? 



 

 

how do i run a 

meeting? 

The person who runs a meeting is called the Chair. 

The chair has four main jobs: 

1. Make sure everyone sticks to the rules. 

2. Make sure everyone can put their point 

across. 

3. Make sure the meeting stays on time. 

4. Make sure the meeting is about ACTION. 

The best Chairs speak very little in meetings. 

If you’re chairing, set yourself a challenge: 

How little can say whilst still making sure 

everyone else participates? 

Hello, let’s make a start. 

Our first proposal is from ... 
(hand over to them) 

Everyone take 10 seconds 

thinking time. 

I just want to get a quick 

reaction from everyone. 

The general feeling is that this is a good/
bad idea. Does anyone have any 
questions? (To stop people repeating). So 

you agree with XYZ. Thanks. 

We’re running out of time for this issue, 
so who wants to take responsibility? (Let 
this person suggest what they will do.) 

Does anyone object? (You 

may need to have a vote.) So, we’ve decided X will do 

Y by Z. 
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Stage How this 
works 

What this should look 
like 

What should 
be put into 
the minutes 

Present 
the 
proposal 
(an idea 
for action) 

  This should suggest an action, 
not a problem (‘we should...’) 

Title (detail 
should already 
be attached to 
agenda) 

Get quick 
reactions 
from 
everyone 

Everyone 
takes it in 
turn 

Was his/her class supportive 
of the idea? An overwhelming 
reaction either way could 
mean you skip to the decision 

  

Questions 
and 
answers 

Hands up 
to ask a 
question 

These should be phrased as 
questions, not points. 

Key questions 

New 
proposal 

Proposers 
add in 
anything 
that came 
up from 
questions 

The proposal may change 
completely to something like, 
‘we will find out answers to 
these questions for the next 
meeting.’ 

New proposal 

Decision Ideally 
consensus, 
if not, vote 

  How decision 
was made (i.e. 
consensus, vote 
– how many 
votes) 

Action 
Plan 

  WHO is going to be in charge 
of doing WHAT by WHEN? 

See left. 

meeting structure 

For each item on the agenda, you should go through this process—it gets 

quicker the more you practice (and if you ask the right questions). 



 

 

what are 

minutes? 

Minutes are the notes taken in a meeting, they let everyone know what was 

discussed and decided, but most importantly they should tell everyone what 

they are going to do and by when. 

This is what you minutes might look like: 

 

Date of meeting: 18/10/2010 

Attendees (who was there): Amir, Samir, Fiona, Lauren, David, Jagilla, 

Ornella, Mr Ward 

Apologies (people not there, but for a good reason): Greg 

Item Discussion Action Who When 

1. Report 

back from 

meeting with 

Head re: new 

building 

Head has heard students’ 

concerns and has invited us 

to attend next meeting 

with the architects. 

Attend 

meeting 

Amir, 

Fiona 

1/11/10 

2. Buddying 

scheme 

Proposal is to set up 

buddying between Yr8 and 

Yr9. 

Discuss with 

Heads of Year 

David 3/10/10 

Date of next meeting: 4/10/10 

Tip: at each meeting, go over the minutes from the meeting before to check that 
everything’s been done. 

11 



 

 

can it be fun? 

Meetings can get boring.  The best thing you can do to avoid this is have short, 

to the point meetings. 

But here are some other ideas that can help: 

+ Start and finish your meetings with a quick game. This will help people 

focus and help people get to know one another. 

+ Appoint a different person each meeting to run the games. 

+ If your discussion is going round in circles, stop the meeting and get 

everyone to answer a random question (e.g. If you were a superhero, 

what powers would you have? If you had to eat just one thing for the 

rest of your life, what would it be?) It might just help people get out of 

the loop. 

+ Make sure you give people time to think before you get them to answer 

a question. 

+ When you ask a question, split people off in to pairs or little groups and 

see which team can come up with the best answer. 

+ Get people up and moving around. When you suggest an idea, get people 

who agree to stand on one side of the room and those who don’t on the 

other. See who can persuade people to come over to their side until you 

reach a decision. 

+ Does everyone have to talk about every issue? Split into little groups 

where people take a small question each, so people just talk about what 

they’re interested in. 
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how do i present 

an idea? 

You’ll have loads of ideas suggested to you as a rep. Often you’ll need to 

present them to someone else to see if they can go ahead; it might be the 

school council, the Headteacher or the Board of Governors. Whoever you’re 

presenting to the idea’s the same: show them that you’ve thought through 

what you need to do. 

A great first step is to set SMART targets—this will help you understand if this is 

a good project too and form the basis of your project plan. 

Simple What exactly are you trying to do? 

Measurable How will you know you’ve done/got/made 
enough?  

Agreed Have you checked this is ok with all the 
relevant people? 

Who are the relevant people? 

Realistic Can you really do this? 

Do you have enough time? 

Do you have enough money? 

Do you have the skills? 

Do you have the equipment? 

Time-limited When does it need to be done by? 

When will you check that you are meeting your 
targets? 
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Once you’ve got your SMART plan, try to think of what questions you might be 

asked (have a look at the ‘what should I be asking’ page for some ideas of the 

kinds of questions. Make sure you have answers for them. Do research before 

you present an idea: try to get an idea of who supports you, how much things 

will cost, how long it will take, etc. 

Also think about who you’re meeting with—will they be influenced by how you 

talk, or how you’re dressed? If so, make sure you speak and dress in a way they 

won’t object to. 

Make it easy for the person you’re presenting to to say ‘yes’. 

how do we get it 

done? 14 



 

 

Whatever you do, make sure you: 

+ Take notes of 

+ What people say (suggestions, requests, questions) 

+ What you promised to do 

+ Tell people what you can and can’t do 

+ Stick to what you say 

+ Set reminders in phone or email calendar to remind you of what 

you’ve said you’ll do 

+ Never accept ‘no’ as an answer on its own—always ask for an 

explanation 

+ Never give ‘no’ as an answer on its own—always give an 

explanation 

+ Have a communication plan for everything: whatever you do, 

think about how you’ll tell people about it 

+ Speak on behalf of all pupils, not just yourself, and not just the 

majority 

+ Listen 


