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About Plan
Plan is a global children’s charity. We work with children in the world’s poorest countries 
to help them build a better future. A future you would want for all your children, your 
family and friends . For over 70 years we’ve been taking action and standing up for every 
child’s right to fulfil their potential by:

• Giving children a healthy start in life, including access to safe drinking water
• Securing the education of girls and boys
• Working with communities to prepare for and survive disasters
• Inspiring children to take a lead in decisions that affect their lives
• Enabling families to earn a living and plan for their children’s future
 
We do what’s needed, where it’s needed most. We do what you would do.
 

The context and purpose of this resource
During the past 4 years, Plan has created links between schools in the UK, China, 
Malawi, Kenya, Senegal and Sierra Leone to help children become active global citizens. 
This has been done by facilitating students to exchange communication, participate in 
collaborative curriculum projects and research, discuss and debate global issues relevant 
to their lives and the lives of their respective peers overseas.

One of the key components of our school engagement work both in the UK and overseas 
is to encourage students to actively participate in the lives of their school communities.
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Child-centred Community Development (CCCD) and Participation
Plan’s Child-centred Community Development (CCCD) underpins all  of the school 
engagement work that Plan does, and has been emphasised by the establishment 
of many student steering committees (SSC). Our CCCD approach is a rights-based 
approach in which children, their families and communities are active and leading 
participants in their own development.  

The approach is based on the following: 

•	 Putting	children	first
•	 Child-centred
•	 Children’s participation
•	 Community development

Yi Long Primary School, China

 
Yi Long primary school is linked with Parklands primary school in the UK. The 
committee has enjoyed participating in a painting competition themed as ‘UK 
in my eyes,’ and writing stories and letters to the UK.

“I think our after-school life become more wonderful by linking to our English friends, 
which not only cultivates our taste and broadens our horizon, but manifests the 

importance of unity, kindness, team spirit and communication.” 
              Shao Lan from Yi Long Primary School

Through our experience of school linking, we have encouraged many schools to 
establish a 'student steering committee' (SSC). The purpose of the student steering 
committee (SSC) is to support, manage, sustain and advocate an international school 
link within the school and wider community.

This resource is a practical toolkit for primary and secondary teachers and students. 
It will help schools to set up and run a student steering committee (SSC) in order to 
support an international link. UK schools who run similar committees such as school 
councils, eco groups, debating groups, or recycling clubs will also find some of the 
suggested activities and student friendly resources helpful to encourage student 
participation.
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Suggested Activity 1: Participation in school decision making

‘Participation is a process of dialogue through which joint decisions are made by adults and 
young people working together – and change occurs as a result’ 
1990 Jomtien Declaration

• Students work in small groups and write down as many definitions of the word 
‘participate’ on Post-it notes

• Students gather all the definitions together, stick them on a wall and present 
their definitions

• From these definitions, students write one agreed definition
• Students draw up a list of decisions that have been made in the school, and 

then answer the following questions 
 - Who made the decisions? 
 - Where were the decisions made? 
 - Were young people involved or consulted?

• Students discuss whether they feel like they have participated in some 
decision-making processes at their school.

Engaging in meaningful participation is essential to children’s growth and development 
into responsible adults and active citizens in society. Children have proved that when 
they are involved, they can make a difference in the world around them. A school 
link will be more effective and beneficial as children and young people have ideas, 
experiences and insights that enrich understanding and make a positive contribution. 
Below are six principles that should guide the work with children and young people, so 
that they are able to participate fully:

•	 Non-discriminatory 
•	 Democracy and equality of opportunity 
•	 Physical, emotional and psychological safety of participants 
•	 Adult responsibility 
•	 Voluntarism, informed consent and transparency 
•	 Participation should be an enjoyable and stimulating experience 

3



The United Nations Convention on the Rights of the Child:
Listening and valuing what children and young people have to say about their rights, 
needs and concerns is essential to developing a strong international link. Teachers 
need to work collaboratively with children and young people. It’s important to encourage 
children and young people to take an active role in finding solutions to their problems, 
realising their full potential, and exercising their rights to bring about change.

Suggested Activity 2: Realising rights

“Young people are not only the future … we are the present.” 
Rights of the Child Budapest 2000 
 

• Students are introduced to the Convention of the Rights of the Child, and an 
example of nine of the Articles 

• Students are given the nine statement cards (each card should have an 
Article from the Convention of the Rights of the Child on it)

• Each group discusses the statements and how relevant they are to their 
lives. They should arrange these statements in a diamond pattern, in order of 
importance (most important at the top)            
 
 
 
 
 
 
 
 
 
 

• Discuss: It is one thing to have the rights, but in reality how realistic is it for 
them to claim their rights?

Refer to Student Friendly Resource 2 to support Suggested Activity

4
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What is a student steering committee (SSC)?
The SSC is a group of students representing a school who will come together on a 
regular basis to plan and organise activities, disseminate information, be involved in 
decision-making and take part in school linking projects and activities. The committee 
is an excellent mechanism for encouraging young people to get involved, to make a 
difference and to develop and learn new skills. Essentially members of the committee 
are young leaders within the school.

The committee provides the opportunity for children and young people to experience 
genuine empowerment and enables them to participate in decision making. Through 
their involvement, students will develop important life skills that promote positive mental 
health and social welfare, emotional literacy, critical and moral reasoning, self-esteem, 
self-awareness, communication skills, relationship skills and assertiveness. Students 
learn through experience how to contribute to society as a whole and what it means to 
be an active citizen, ultimately developing skills for adult life. The committee will support 
the sustainability and day-to-day running of the school link. It will also support the 
teacher responsible for the project, anhgd give the project recognised status within the 
wider school community.

Refer to Student Friendly Resource 1 as an introduction for your students to the 
student steering committee.

The student steering committee



Suggested Activity 3: The world’s worst student steering committee?

‘Active and participatory approaches are … valuable in assuring learning … allowing learners 
achieve their fullest potential.’ 
1990 Jomtien Declaration 

• Student’s discuss what a SSC means to them
• Students write ‘The World’s Worst Student Committee’ on a board/flip chart 

and then ask the committee to give ideas as to what they think would be the 
worst type of student committee, eg: no one listens to each another, teachers 
take over etc

• Students reflect on their answers, and discuss how this can be turned   
 around to be the ‘The World’s Best Student Steering Committee’

Gandon Junior High School in Senegal is linked with Mossbourne 
Community Academy in the UK. Gandon Junior High has seven active 

members of their SSC, all of whom hold important roles within the committee. 
These roles include president, vice president, secretary, treasurer, assistant 

treasurer, communication officer and assistant communication officer.

 

‘The School Linking project shows us how to be responsible. We have planted trees in the school 
and are painting murals in classes’

  Malik, Gandon Junior High School

6

Gandon Junior High School in St Louis, Senegal

‘Thank you for giving us the possibility to have partners in the UK. It is important to 
share our lives with others and learn about different cultures’

  Marie, Gandon Junior High School
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For a SSC to be successful it needs:
• Enthusiasm and commitment to the school linking project
• Teaching staff who are committed to listening to, respecting and responding to  

students ideas and contributions
• Active support from the senior management team in school
• Commitment and support from a teacher who understands school linking and can 

guide the SSC
• Regular communication between the SSC and other students in the school
• Training for all students involved in the SSC

Nthembwe Primary School, Malawi
 

 
The SSC at Nthembwe Primary School received a small grant from Plan Malawi.  
The committee came up with the ideas on how to spend this grant, and they also 
asked their fellow students for idea. They collectively decided on buying football 
and netball uniforms for the boys and girls teams. The SSC are very happy with 
their decision, and are glad that they now have a uniform to wear for matches.

‘I am very happy with the pairs of playing shoes our school has bought – I think  
my team will never lose again’

        Henry from Nthembwe Primary School

Why have a SSC to support your school link?
• it promotes student leadership
• it gives students a platform to share their ideas and opinions
• it improves the sustainability and effectiveness of a school link
• it enables children and young people to be active stakeholders in their school
• it raises the academic levels of students
• it provides an extra network of communication throughout the school
• it improve standards of behaviour
• it builds pupils’ confidence and self-esteem
• it encourages shy and disaffected students to be more involved
• it offers pupils the opportunity to learn additional valuable skill



In order to make sure that the SSC is effective, the roles of the teacher and the SSC are 
summarised below:

Role of the student steering committee member:
• Act as ambassadors for their school link
• Communicate regularly with their link school
• Organise and coordinate school linking events and activities
• Coordinate and manage their own meetings
• Undertake their elected roles, eg: Chairperson
• Listen to other student ideas
• Advocate and promote the school link across the whole school
• Feedback decisions to teachers, other students and the wider school community
• Evaluate and provide evidence of school linking activities
• Train new SSC members
• To support the school link teacher in making the link a success

Role of school link teacher:
• To promote the benefits of a SSC and the school link in the school
• To facilitate the setting up of the SSC (initial and ongoing)
• To support the first few SSC meetings
• To monitor the planning and organisation of school linking activities and events.
• To take SSC decisions forward and support the group in achieving their goals
• To provide support to the SSC in providing time, space and resources.
• To share good practice of the SSC with other staff

8



Rooks Heath School, London
Rooks Heath School are linked to Kafukule Secondary School in Malawi. 

They have an active student committee who are leading an enterprise 
project in their school.  The students have been making bags using 

recycled material for their partner school to sell.

  

‘Our students are more aware of how lucky they are having access to free education. 
A more enterprising culture has being adopted by our students after the appreciation 

that the students there made so much out of their few resources’
  Cathy Girvan, Deputy Head of Rooks Heath School
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Where do we start?
• A member of staff needs to be responsible for initiating the setting up of the   

SSC in the school
• Some time needs to be set aside for classroom and whole school discussion to  

explain the school linking programme and the new SSC
• Information needs to be circulated to make sure that all students know what to  

do to become involved on the committee

Electing members to the student steering committee:
There are many ways to elect students to the SSC but the following rules should apply 
to the election process:

• Only students can be elected to the committe
• The election process is agreed in advance
• Only students can vote in the election
• One student, one vote – everyone has a vote
• Students know when and where voting will take place
• Voting is a personal choice and should be held by secret ballot
• Students count the votes, supervised by a teacher or parent
• The committee represents all students in the school

10

Setting up a student steering 
committee



The election process:
A consistent voting system will ensure a fair and democratic process. Follow the 
guidelines to support this process;

• School promotes and explains what the SSC is, thus preparing students
• Students interested in being a representative prepare a manifesto/speech,   

saying why they would like to be involved in the SSC and support the leadership  
of the school link.

Ochok Kadongo Primary School, Kenya

 

 

‘I like the link programme because we learn how to keep the environment clean. We  
also learn good behaviour. I like writing letters to our link school and I hope that  

one day we can have a chance to visit our link school’ 
    George from Ochok Kadongo Primary

SSC constitution:
When setting up a SSC it may be useful to have a set of clear guidelines and rules 
put together in a single document. This is usually called a constitution and helps the 
committee to be more effective. The constitution sets out the roles and responsibilities 
of the committee and provides a guide as to how the committee should run. The 
constitution should be developed by students, supported by the link teacher and 
reviewed annually. 
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Refer to Student Friendly Resource 4 for the nomination form

Refer to Student Friendly Resource 3 for ‘My Manifesto’ Template

Place a slip in a secret ballot; votes are counted and those with most votes become 
representatives for the year and then the process happens again the following year.

Please note there are a number of different voting processes and this is just one 
example. 

Students use a nomination form to vote for three students they want to represent them 
on the SSC.



Suggested Activity 3: Who’s on board?     

• Students draw a big picture of a hot air balloon including the balloon,    
basket, and ropes tethering it to the ground. This balloon represents the   
SSC

• The group should then think about:
 - Who needs to be on board? 
 On the basket write the name of the people who need to support it,    
 eg: teachers, students
 - What needs to be in place for the SSC to take off? 
 On the balloon itself, write issues and factors that need to be in    
 place for this to fly, eg: roles organised, active school link in place
 - What is holding it back? Next to the tethering ropes write     
 factors that might prevent it from growing, eg: no time, no support    
 or training

The first meeting:
• At the first meeting the SSC will need to decide who is going to take on the 
• different roles
• It is essential that every SSC has a Chairperson/President and a Secretary
• Once the roles have been chosen, discuss the duties involved and make sure   

that students feel confident
• Students need to agree when, where and what time they will hold their meetings

Suggested Activity 4: Acting out the roles

‘How can one individual solve the problems … problems can only be solved if 
one is part of a team.’
Nelson Mandela

• Students are presented with a scenario: they need to plan a ‘school linking 
day’ for their school

• Students act out a role play: each student is given a role within the 
committee and they have to discuss how they will organise this activity 
together

• After the role play discuss how well you played your roles, and if you worked 
well as a team

Refer to Student Friendly Resource 5 for a useful outline on how to write a 
constitution. 
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Refer to Student Friendly Resource 6 for a summary of the roles within a SSC



Refer to Student Friendly Resource 8 for a sample agenda

Suggested Activity 5:  A listening ear

‘Young children need genuine opportunities to experience active citizenship. Taking real 
decisions through co-operation and teamwork provide the most influential experiences …’ 
Annabelle Dixon, Education for Citizenship 1997/8

• Students work in pairs
• In turns, students share what they did last weekend
• On student makes notes while the other one is talking
• All students feedback what their partner did last weekend to the whole 

group, using the notes that they made
• Students discuss whether their partners listened and made good notes? Did 

the talkers make relevant notes about what they were going to talk about, 
and did they stick to their notes?
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For student guidance on how to lead a meeting refer to Student Friendly 
Resource 7. This will also support Suggested Activity 4 above.

Agendas and minutes:
• Students will need to prepare an agenda for each meeting
• An agenda helps the meeting to be focussed and keeps everyone on track

• When the students hold a committee meeting the secretary should write down the 
minutes/action notes of the meeting

• Minutes will help remind the group what they have agreed to do

Refer to Student Friendly Resource 9 for a further explanation and a sample of 
minutes



UMC Secondary School, Sierra Leone
UMC Secondary School in Sierra Leone is linked to Oakwood Court College 
in UK. UMC has a very active student committee who is leading the project 

with their partner school. They have been exchanging artefacts, doing 
lessons on rights and responsibilities, and doing a joint project on football.

 

  UMC committee writing minutes in their meeting

Suggested Activity 6: Sharing opinions

‘Get up, stand up, stand up for your rights’ 
Bob Marley

• Group discussion: Should teachers listen to students ideas?
• Before the discussion begins, student is given a specific character type to 

role play – eg: angry, impatient, shy, worried, joker, chatterbox. Students 
must not tell each other what role they are playing.

• Discuss topic for five minutes
• Students now debrief their discussion. Why was the discussion so disruptive 

and what type of character were they role playing within the group? How 
would this discussion have worked better?

14



The student steering committee (SSC) can participate in a wide range of activities 
to support an international school link and promote global citizenship. This section 
gives teachers and students some practical ideas on how to develop the role of the 
committee. Activities such as public speaking, communicating with a link school, 
planning a school linking curriculum project, planning an event and advocacy and 
campaigns are all explored in this chapter.

Public speaking
The SSC could develop their public speaking skills through speaking in assembly about 
their school link, and presenting their progress to other students, teachers, parents and 
the wider community.  The SSC could also share regular updates with the classes about 
their school link.

15

Refer to Student Friendly Resource 10 for tips on public speaking

Developing the role of the student 
steering committee



Communication with your link school
The SSC could be responsible for coordinating all of the postal and electronic 
communication with their international link school. The SSC could also encourage  
their link school to set up a similar committee so that they can communicate directly  
with each other. Here are a few ideas of how the SSC can communicate with their  
link school:

• Christmas/Easter/Eid cards
• Hand-made artefacts
• Group and individual letters
• Discussions and debates about global issues eg: climate change, girls' rights
• Email and blogging.

Suggested Activity 7: Speaking out

 ‘Never be afraid to raise your voice … If people all over the world … would do this, it would 
change the earth’
William Faulkner

• Students sit in a circle
• Each student chooses a topic that they feel passionate to talk about, eg: 

family, music, travel
• Each person then has five minutes to prepare a talk on this topic
• The talk has to be non-stop for one minute on the chosen topic, with no 

hesitation and no repetitions
• Each student gives their speech to the group
• Debrief each speech: 

 - How did they feeling having to talk for five minutes? 
 - What was difficult and what did they enjoy? 
 - Discuss any techniques that will help them when making speeches.

16



Suggested Activity 8: Sharing news

‘To spread the news is to multiply it’
Tibetan proverb

• Students pretend that they are a group of journalists working together to 
produce the front page of their local newsletter or newspaper

• Explain that the front page needs to inform their link school about their 
school

• Students design the front page to reflect what they want the link school to 
know about them, eg: pictures, general info, news, events

• Send this information to the SSC in your link school
• Debrief:  

 - How did you decide what information you were going to share?  
 - What do you think your link school thinks about the information you  
 have shared?

• This idea could also be used to inform other students within the school about 
what the SSC are doing

Refer	to	Student	Friendly	Resource	11	for	guidance	on	producing	leaflets	and	
posters

Planning a school linking curriculum project
The SSC is an ideal platform to support the school linking programme being embedded 
into the school curriculum.  Students can share their ideas and opinions on the type of 
projects they would like to undertake with their link school.  They can communicate this 
to the relevant teachers in their school, and plan curriculum projects, eg: school garden 
growing project, sports project, enterprise project, as part of the SSC.

17

Refer to Student Friendly Resource 12 for a template to use when planning a 
school linking curriculum project

Planning an event
The SSC could gain valuable skills from planning a school linking event. This might 
involve organising an international day at their school eg: International Book Day, UK 
day, Chinese New year, Day of the African Child.



Kakwale Community Day Secondary School, Malawi

Kakwale Community Day Secondary School in Malawi decided to promote 
their school link by having an open day where they performed a traditional 

dance. During this event the students were able to shout out about the 
benefits and importance of their school linking project. The messages were 

delivered through performances of drama, songs and reciting poems.  
The event was also an opportunity for students  

to air challenges and issues to do with their learning.

Refer to Student Friendly Resource 13 on organising an event

Suggested Activity 9: Dreams and nightmares

‘What you do may seem terribly insignificant but it’s terribly important that you do it anyway’
Mahatma Ghandi

• Students split in to two groups
• One group of students represents a ‘nightmare’ event in pictures and ten 

words
• One group of students represents a ‘dream’ event in pictures and ten words
• Each group presents their work to the other group
• Debrief: 

 - What characteristics make a good event? 
 - What would you like your event to be like?

Advocacy and campaigns
As students begin to take on more responsibility as part of the SSC, they may consider 
becoming more involved in advocacy and campaign work.  Most simply, this could 
involve the SSC advocating the school link in their school community, eg: making 
posters, creating a display board. However, they may consider being part of Plan’s 
wider campaigns, eg: Plan’s ‘BIAAG’ (Because I am a Girl) or the ‘Learn without Fear’ 
campaign.

18



19

Suggested Activity 11: Budgeting 

‘…young people can be inspired to become involved and so make a difference, but only 
if their views are valued and trusted’
Jez Hall, Participatory Budgeting Unit 

• Pretend that each member of the group has $10 to spend and they have to 
decide how best to spend it on the school link

• Each individual student writes down his proposal of how to spend the money
• Each member of the group feeds back their idea and the group discusses the 

following: 
 - Who does the idea benefit?

 - How many people does the idea benefit?
 - Would the idea work in practice?

Evaluation
In order to measure the impact of the committee within your school, it is important to 
make an evaluation at regular intervals.  This will help teachers and students reflect on 
the level of student participation within your school link.

Budgeting
Some schools may be given the opportunity to work with a small budget when planning 
an event or project for their school link. For example, students may be given a small 
budget to organise an international day at their school. This might include budget for a 
visiting speaker/musician, food, advertising, and other resources and materials. 

Refer to Student Friendly Resource 14 for ideas on becoming involved in 
advocacy and campaign work



Suggested Activity 12: How’s it going? 

‘One of the great mistakes is to judge policies and programmes by  their intentions rather 
than their results’ 
Milton Friedman

The student committee answer the following statements below. This can be a 
group task, and should encourage a group discussion.

Teacher note: these statements progress from a high level of student 
participation (the first statement) to no student participation (the last statement)

20

The teachers always tell us what we have to do  

We make all of the decisions about our 
international link at school

We have led a school linking event, assembly or 
project   

We are kept well informed about our international 
link, and sometimes we are asked for ideas

We always use the teacher’s ideas  

unsureagree disagree
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Student Friendly Resource 1 Getting involved in the committee

Getting involved in the committee 

‘Now we know how to properly run a meeting without our teacher!’
‘I enjoyed role playing a meeting – it was fun!’

‘I liked writing a message to our link school in Kenya’

Sheredes Primary School, UK

Sheredes primary school in the UK set up a committee to help lead their 
school link in September 2010.  They are linked to Keyo Kodo Primary 

School in Kenya and visited Plan UK in December 2010 to attend a training 
workshop. The committee members said:.

We need you!
Your school has an international link. As part of the committee, we are confident that you can 
make your school link even better. Children and young people should be at the heart of everything 
that your school does, so it’s important to make sure that you are taking the lead in your school.

What will I do?
It is an exciting chance for you to get together with other students from your school, to represent 
your school. You will get to share ideas, plan events, speak in public, plan projects, communicate 
with your school link, and learn more about the world. You will have regular committee meetings, 
and each student will take on a specific role within the group, eg: Chairperson/President, Secretary.

This is a guide to help you get started with your school linking student steering committee 
(SSC). This exciting opportunity to help lead your international link in your school will inspire 
you to find out more about the world you live in. We hope that many of you will become future 
leaders in your country. You will also gain more confidence to speak out and let your voice be 
heard at school and in your local community. Good luck in getting started! 



Student Friendly Resource 1 Getting involved in the committee

Who will help?
Your link teacher will help support the committee. The school will nominate a teacher to 
help set up the group and offer any advice on the events and projects that you want to do. Your 
friends, parents and other members of the community may also be keen to help out if you ask!

Why should I get involved?
• It’s a good way to get to know students from other countries
• It’s an opportunity to learn more about different cultures
• It’s a chance to learn how to become a good leader
• It’s a way of making new friends in the school and local community
• It’s an opportunity to improve your language and public speaking skills
• It’s a platform to share you ideas and opinions with other students and teachers
• It’s an opportunity to have fun and try something new!

‘I have learned how to respect others and improve my organisational skills. I 
have more access to english culture which really helps broaden my horizon’

‘The steering committee helps make us much closer’

“The steering committee ensures that the school linking 
projects run smoothly’

Ma Jia Secondary School, China

Ma Jia secondary school in China is linked to Easingwold School in the UK.  
Their committee has been working hard at developing their link with the UK.  

Here are some of the reasons why they think the committee is good:
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Student Friendly Resource 2 What are childrens’ rights?

What are childrens’ rights?
The UN Convention on the Rights of the Child (CRC) outlines in 41 Articles the human rights to 
be respected and protected for every person under the age of 18. Below is a simplified version of 
nine of these articles. You may find some of these important to remember as you lead your com-
mittee.

Article 31

Your parents or 
extended family are 
responsible for you

Article 30

Article 5

Article 14

Your thoughts and 
ideas should be 

listened to

You have a right to 
enjoy where you 

live

Article 12

Article 24

You have a right to 
express your views

You have a right to 
healthcare

You have a right to 
play

Article 32

Article 13

Article 28

Your religion should 
be respected

You have a right to 
go to school and 

learn

You should be 
protected from 

danger



Student Friendly Resource 3 My manifesto

1.  One thing that I like about my school is..

2.  One thing that I would like to change about my school is …

3.  I think school linking is good because …

4.  I would like to be on the Student Steering Committee (SSC) because ...

Name:

Age:

Class:

Stick a photo 
of yourself 

here

My manifesto



Student Friendly Resource 4 Election guidelines

If you decided to have an election, the following rules 
should apply.  Tick these boxes to make sure that you have 

prepared correctly. If you are not sure, then ask your 
teacher to help you.

We have communicated the time and venue of the election to everyone 
in the school

We have agreed the election procedure before the day

The voting will be done by secret ballot

Only students will be able to vote

Only students will be able to be elected

The votes will be counted by students under the supervision of a 
teacher

Election guidelines

Nomination Form 
SCHOOL:
DATE OF ELECTION:
TIME OF ELECTION:

Please write the names of the top three students who you want to represent 
you on the Student Steering Committee.
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A CONSTITUTION is a set of rules for your committee. It helps you to run the committee 
successfully, and understand your roles and responsibilities. Here’s a template to help you 
write down your committee’s constitution together. There are some prompts below to help 
your fill in the template. Once you have written it, why don’t you ask your teacher to check 
your work? Make sure that you share your constitution with the whole school!

Setting our rules

Responsibilities of the committee
- what roles do we want on our committee? 
  eg: communications officer, publicity officer etc

Aim of the group
- why have you come together?

Membership
- what are the names of your members?
- what are the roles of your members?

Elections
- how often will you have elections – once a year?
- when will the elections be held?
- how will they be organised?
- how will students be nominated, voted?

Voting
- who can vote?
- how will people vote?
- how will votes be counted?

Meetings
- how often will the committee meet?
- where will the committee meet?
- which adults will attend your meetings?

Leadership of the committee
- How will the different roles be chosen?
  eg: Chairperson/Secretary

Name of the group
- eg: ‘The Great Link,’ ‘The Sierra Leone Squad’
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Name of the group

Aim of the group

Membership

Elections

Voting

Meetings

Leadership of the committee

Responsibilities of the committee

0ur Constitution
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CHA
IRPERSON

PRES I DENT  
  

  
   

   
   

SECRETARY

SECRETARY

TREASURER

TREASURER

COM
MUNICATION

OFFI CER

GENERAL

MEMBER

What does a chairperson do??
• speaks on behalf of the committee
• makes sure that everyone gets a chance to talk and
 share ideas
• signs any letters on behalf of the group
• signs off the minutes after checking they are right

CHAIRPERSON/PRESIDENT

What does a secretary do?
• works with the chairperson to put the minutes together
• works with the chairperson to prepare the agenda
• makes sure all members get a copy of the agenda before   
 the meeting
• writes down minutes/action notes of the meetings

SECRETARY

What does a treasurer do?
• keeps up-to-date records of any funding/money the group
 holds
• reports to the committee on what has been spent and what
 is left
• keeps a list of all money spent and received

TREASURER

What does a publicity and communications officer do?
• promotes the committee to the school and community
• makes sure other students know what the committee is doing
• Advertise any events or activities

PUBLICITY/COMMUNICATION OFFICER 

What do all members of the committee do?
• Represent other students within the school
• Lead the school link
• Encourage other students to take an interest
• Work together with all the other committee members
• Get involved in planning school linking events and activities

GENERAL MEMBER 

What’s my role?
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• Read out the item from the  
 agenda
• Ask people what they think

• Remind the committee to listen  
 and put their hands up if they  
 want to speak

• Look around at the quieter 
 people to check they have 
 spoken

• Ask if anyone has a suggestion  
 about what to do

• Ask if people agree or disagree  
 with the idea – count the 
 hands up

• Say what the meeting has 
 agreed
• What needs to be done?
• When has it got to be done?
• Who is going to do it?

Excuse me, everyone – meeting to order

We are going to discuss … How is the school link going?

Has everyone had a chance to speak if they want to?

Ideas or suggestions please

Let’s vote – how many for 
this idea or suggestion?

Let’s make a plan

How to lead a meeting
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What is an agenda?
All meetings have an agenda; it is a list of things that are going to be talked about at 
the meeting.

Who should put together an agenda?
The chairperson should work with the secretary to have the agenda ready.

Who can put something on the agenda?
Anyone can ask for something to be added to the agenda. Committee members can 
ask for ideas from other students.

What does an agenda look like?
See below for an idea of how your agenda could look like:

What is an agenda?

Sample agenda

1. Welcome and apologiesThe chairperson will welcome the group and ask if there is anyone who is unable 
to make the meeting.

DATE:

3. Matters arisingThe chairperson will ask for feedback on 
any action points from the minutes.  The chairperson will also ask if there is anything further that needs to be discussed 
about the minutes.

2. MinutesThe chairperson will ask the group ifthey have seen and agree with the minutes 
from the last meeting.

4. Points to discuss 

Anything to be discussed in this meeting

should be listed here. eg: p
lanning for 

an international day

5. Any other business

This is a chance to talk about anything 

else that has not been discussed so far.

6. Date of next meeting

Agree the date, time and location 

of your next meeting.
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What are minutes?
 - they are a record of what was decided at meetings

How are they made?
 - the secretary makes notes during the meeting, and records all of   

   the discussion points and decisions made

Who are they for?
 - everyone in the school to read

 - everyone on the SSC to read

 - a written record of what has taken place

Where are they kept?
 - the secretary keeps a minute book

Why do we need minutes?
 - to help the chairperson plan the next meeting

 - so each member of the committee can be reminded of anything   

   they have to do before the next meeting

 - your teacher might want to read what you have been doing

Writing minutes
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Public speaking 
As part of the SSC, you may want to update the whole school assembly about your school link. 
You also might want to speak to teachers and parents about the project, and activities that you are 
planning. For this reason, here are a few tips on how to prepare a talk. Don’t forget that practice 
makes perfect!

Speaking in assembly
1. Be yourself

2. Speak slowly

3. Speak loudly

4. Maintain eye contact with your audience

5. Be confident and smile

6. Remember that you are the expert

7. Be enthusiastic

Middle
Try to make a maximum of three points

End
End with a summary of what you have said

Beginning
Always introduce yourself and explain 
why you are speaking

• Give yourself enough time to plan your talk
 
• Practise your talk out loud to a group of friends or family

• Your talk should have a beginning, middle and end (see below)

PLANNING A TALKTOP
TIPS
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Designing a leaflet or poster is a good way to advertise a school linking event, or promote 
your international link in your school. Ask your teacher if you need some resources to do this.

Check:
1. Who are you writing it for? Will they understand it?

2. Does it look attractive and inviting to read?

3. Are the details clear and simple to read?

4. Have you checked your spelling and grammar?

5. Has your teacher checked it before you put it up?

6. Have you checked the best place to display it?

Name of your 
committee and a 
headline

A photograph or 
drawing

Details of the 
event/activity/
programme

Here are some ideas about what you could include:

An explanation about 
the event/activity/
programme

A contact name

A logo or 
slogan

Producing leaflets and posters
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Planning a school linking curriculum project
It’s time start thinking about what you would like to do with your link school and how you are 
going to do it! Use this template to plan an activity in one of your committee meetings.

What do you want to learn 
from your link school?

When do you want to achieve it by?

What do you need to do? 

What resources do you 
need?

WE CAN DO IT!
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Advocacy and campaigns 
Remember that you can make a difference; you have the power to influence change and make 
things better for children and young people. You also have the power to make your school link 
better than it’s ever been!

TOP
TIPS

1. Identify the person who can decide things for you

2. Research their name, title, job title, and contact details

3. Arrange a meeting or phone call with them

4. Share information about yourself, your school and your committee 

5. Build up a connection with them – don’t ask them for something straight away!

6. Show interest in their work/role

7. Be prepared for the meeting, and try to be confident

8. Remember that the person may want to help you, so be positive

9. Be very clear about why you have arranged the meeting

10. Be polite and thank the person for their time

INFLUENCING DECISION MAKERS

‘School Linking is a kind of club that I will always remember as I have gained knowledge 
of my rights as a child and also my responsibilities.  I have also learnt how to work in 
groups, how to plan, how to resolve conflicts among my peers, how to talk to people.  
I can lobby and advocate on behalf of my fellow students to my Principal and my 

teachers. I have also learnt about leadership and how it should go’

St. Joseph's Secondary School for Girls
Freetown, Sierra Leone

Miriam, St Joseph’s Secondary School for Girls.
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