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Foreword 

Yours Sincerely 

Dr Bernard Sebake 

Director: Student Governance and Development 

The governance of student matters in any university requires formidable policy 

transformation. The existence of these policies provide a set of professional ethos 

on how the environment and its activities are handled. The Higher Education Act 

101, of 1997 as amended, provides for the establishment of the Student 

Representative Council (SRC) in all universities. The SRC Constitutions in the 

respective universities represent the supreme policy framework that reaffirm how 

student governance operates. However, any SRC Constitution is not sufficient to 

manage and professionalise day to day activities of the SRC and its affiliated 

student organisations and societies. It is within this context that the SRC 2020, 

under the leadership of Mr Thembalethu Nyikilana, affirms to work with the 

Department of Student Governance and Development to contextualise the 

professional student governance support for Nelson Mandela University. This 

booklet contains (i) Strategic Engagements Framework; (ii) Central/Local SRC’s and 

Societies Project Management Policy; (iii) Terms of Reference for Student 

Organisations and Societies Operations; and (iv) SRC Comprehensive Support and 

Benefits Policy. This set of policies have been approved at various levels in terms of 

the delegation of authority in recognition of the turnaround strategy in the co-

ordination and management of student governance.  The version of this booklet is 

for 2020, which represents work done in regenerating student governance. It is with 

belief that transformation of any formal space depends on its ability to prioritise 

policy work to create an enabling environment that is conducive for all parties 

involved. These policies are therefore applicable from the date of approval, which 

includes activities for 2020. Hoping for more constructive impact from these 

policies in support of student governance at Nelson Mandela University.
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1. Definition of terms

‘CSRC’: means a Central Student Representative Council directly elected by all students 

of the university on a proportional representative electoral system. 

‘LSRC’: means a Local Student Representative Council in Missionvale Campus; 2nd Ave 

Campus and George Campus directly elected by campus based students. 

‘SRC’: herein refers to both the Local and Central Student Representative Councils of 

the University. 



2. Policy Statement

2.1. The university believes in the principles of co-operative governance, co-creation, 

strategic communication and systemic focused engagements with students. 

2.2. The policy framework is established to create a holistic platform for CSRC to 

engage with the university structures at various levels on matters of mutual 

concern; thereby ensuring  coordinated governance and seamless resolution of 

student issues channeled to the CSRC by the LSRC’s and other student structures 

recognized in terms of the  SRC Constitution. 

2.3. Nelson Mandela University   subscribes to the essence of good governance and 

enacts this policy framework to promote planned and systematic strategic 

engagement especially between MANCO and the CSRC, as elected annually in 

terms of the SRC Constitution. 

2.4. The aim of the policy is to promote engagement to address concerns of students 

and to find common ground. This will assist the university in creating a conducive 

environment for students to realise their life choices and educational objectives at 

Nelson Mandela University. 

2.5. The policy framework constitutes a strategic intervention and model to enhance, 

deepen and sustain the spirit and culture of dialogue, frank and collegial 

conversations in the interest of cultivating a more transformed, and sustainable 

university. 

2.6. The policy seeks to institutionalize strategic dialogue and engagement between 

management and the student leadership as a hallmark for institutional stability as 

a shared priority.  . 

2.7. The key objective of the policy is to set out processes and establish sound 

protocols for positive management-student engagements. 



2.8. It is through this policy that management and students will continuously reflect, 

monitor and measure progress in carrying forward resolutions arrived at in the 

engagement platforms created by this policy. 

3. Application of the Framework

3.1. The policy sets guidelines which shall apply in the formalized and structured ways 

of engagements between various levels of management structures and the CSRC 

on matters that concern students. 

3.2. The policy shall also regulate the LSRC engagements with Campus Management 

in order to ensure that there is continuous dialogue on campus issues. 

3.3. The policy is intended to provide guidelines to the Deans of Faculties to engage 

their respective Faculty Student Councils to address faculty related student 

matters. 

3.4. The policy is also a reinforcement of the procedure for engagements before and 

during student protests in order to ensure that formal ways of engagements are 

upheld and adhered to in dealing with student issues. 

3.5. The policy framework does not replace the scope of statutory structures of 

governance that are established in terms of the Higher Education Act and the 

Nelson Mandela University statute as well as the subsidiary policies. 

4. Sequence of Regular Meetings

The following represents the sequence and structure of meetings to engage students: 



4.1.  LSRC’s/ SGD Meetings 

(a) Meetings must be called on a monthly basis by the Senior Student Governance

Practitioners in respect of 2nd Ave, and Missionvale campuses. The Deputy

Director: Student Affairs must convene meetings at George Campus.

(b) Meetings will cover campus-related issues and operations of the LSRC’s. .

(c) Meetings are expected to escalate matters that need higher level attention, to the

Director: Student Governance and Development.

(d) Records of such meetings must be kept in order to ensure compliance with this
policy.

(e) Meetings must include a risk register that is in line with the challenges of student

governance and produce the plans to address the risks   for continuous stability

purposes.

4.2. SGD/ CSRC Meetings 

(a) The Director: Student Governance and Development will hold monthly meetings

with the CSRC in order to engage and resolve on institutional issues.

(b) Potential risks relating to student concerns and services are to be identified and

communicated with various sections and the Dean of Students for escalation

purposes.

(c) Records of such meetings must be kept in order to ensure compliance with the

policy.



4.3. Meetings between Departments and SRC Structures 

(a) In order to promote engagement and consultation, Departmental Heads are

encouraged to hold regular meetings with the SRC and its sub-structures.

(b) Minutes of such meetings should be kept for reference purposes and

escalations be done where issues are be resolved.

4.4. DEAN OF STUDENTS /CSRC Meetings 

(a) The Dean of Students must convene quarterly meetings with the CSRC. Records

of such meetings must be kept in order to ensure compliance with the policy.  .

(b) The Dean of Students must invite the Directors/ Deputy Directors of the Student

Affairs Division to the meetings with the CSRC.

(c) The Dean of Students must table matters that cannot be resolved to the MANCO/

SRC Meetings.

(d) The Dean of Students will also have monthly sessions with the SRC President and

Secretary General – these will be strategic briefing meetings.

4.5. CAMPUS MANAGEMENT/ LSRC’S MEETINGS 

(a) Campus Director/ Principal must hold quarterly meetings with the LSRC.

(b) Meetings are expected to identify potential risks and address campus concerns.

(c) Elected members of the LSRC must attend the meetings.



4.6. FACULTY DEANS/ FACULTY COUNCIL MEETINGS 

(a) Deans of the Faculties must hold quarterly meetings with their respective Faculty

Student Councils/representatives.

(b) Meetings are expected to identify and address strategic growth matters of the

faculty and potential risks that affect teaching and learning.

(c) Elected members of the Faculty Council must attend the meetings.

4.7. MANCO/SRC Regular Meetings 

The following describes the purposes of this engagement:- 

(a) The intention of these engagements is to discuss with students proactively and in

an aptly responsive way strategic matters and operational concerns with strategic

implications.

(b) To be convened on a quarterly basis (reflected in the University Almanac).

(c) The Vice Chancellor (VC) to have briefing meetings with the CSRC President and

Secretary General as and when necessary.

(d) Meetings must be attended only by elected members of the SRC.

(e) Minutes of the meetings to be kept and actions agreed to be followed up and

reported at subsequent meetings.



5. Terms of Engagements in MANCO/ CSRC Meetings
NB: These terms apply to all other engagements referred to in this policy in their applicable

contexts.

5.1. The agenda items will be identified and circulated in seven working days before 

the meeting.  

5.2. Any party that has placed an item on the agenda must lead it and propose the way 

forward in the context of advancing the vision, mission, values and strategic 

priorities of the University. 

5.3. Members of MANCO/SRC are required to attend the meetings to ensure legitimacy 

of discussions and decisions taken.  

5.4. The Director Student Governance and Development will be a standing invitee to 

the MANCO/CSRC quarterly engagements.  

5.5. Meetings are expected to maintain decorum. The following rules apply - 

(a) The VC and his/her nominee will chair the meetings;

(b) The office of the Dean of Students in collaboration with the VC’s office  must  co-

ordinate the quarterly meetings;

(c) Members are expected to submit  agenda points with a brief narrative motivation

seven days prior to the meeting;

(d) Only elected members of the CSRC are permitted to attend the meetings;

(e) Meetings will be preferably held between 13h00 to 15h00;



(f) Meetings are expected to have resolutions and an action list geared towards

resolving issues within reasonable means;

(g) Meetings must be used as a platform for solution creation, building of a working

relationship between CSRC and MANCO;

5.6. No any other condition should be put on these meetings, other than to seek to 

advance the strategic direction of the university and its mandate. 

6. Grievance Procedure for Student Governance Issues

6.1. Nelson Mandela University embraces the democratic principles and recognizes 

the right of students in voicing out their grievances in a responsible manner that 

represents an institutional culture of Ubuntu and tolerance. 

6.2. The following steps must be followed in order to ensure that engagement remains 

at the center of grievance resolutions: 

Figure: 6.1. Dispute resolution process chart 

Declare a Dispute             Notice to picket              Serve Memorandum           Engagements 

Source: Policy illustration of dispute resolution 

6.3. After a number of engagements with MANCO, the SRC may exercise the right to 

notify MANCO of the dispute and indicate their intention to protest. The protest 

policy must be adhered to.  

6.4. The CSRC must submit the memorandum detailing the list of their demands to the 

VC and/or his/her nominee, after indicating their intention to protest.   

6.5. After submitting the memorandum, the CSRC may continue leading the protest. 

6.6. Negotiation can resume immediately or the day following the submission.  



7. Terms of Engagement for Negotiations on Student Grievances

7.1. Parties may opt for external or internal facilitation to chair the student grievance 

meeting. An external facilitator should be used in cases where internal 

mechanisms have failed, in order to ensure that independence is maintained.  

7.2. In cases where an external facilitator is used, the university should cover the costs 

of the facilitator.   

7.3. The facilitator should be a person agreed upon by all parties so that no party feels 

disadvantaged.   

7.4. The appointed facilitator is expected to mediate in order for both parties to find 

each other within the overall institutional strategic and sustainability model and 

framework. 

7.5. Only elected CSRC members are allowed to form part of the CSRC delegation in 

order to ensure the legitimacy of the meeting and its decisions. 

7.6. No conditions should be imposed on the negotiations unless parties need to 

ensure that the grounds are level before negotiations begins. 

8. Communication during protests

8.1. Parties are encouraged to issue combined statements to inform the Nelson 

Mandela University community on the progress of the engagements. 

8.2. If 8.1. fails to materialize, each party reserves the rights to make its own 

communication. 



9. Protocol on Student Governance Matters

The diagram below provides protocol on how each student body should channel their own 

concerns:- 

Figure: 9.1 Student Governance Protocols  

Source: Adapted to illustrate Student Affairs Protocol 

9.1. Application of the Protocol and Rules 

(a) The student body across the various campuses must use their respective

societies, class reps and house committees to engage their LSRC in relation to

campus related issues

(b) The LSRC is expected to engage with societies on all campus matters in order to

ensure that, only LSRC carries the mandate of the issues on campus to the

Campus authorities, and later to the CSRC for escalation purposes.

General student body, 
Societies, Class 

Representatives & 
CSRC oversight  

LSRC, House 
Committees, Sports 
Committees Premiers 
on North & South  

Student Governance 
Practitioners  
Deputy Director Student 
Affairs, George Campus 

CSRC Executive 
CSRC Collective  
Student Parliament 

Director SGD  
Dean of Students 
SALT Committee 

Vice Chancellor 
DVC'S 

Deans Faculties 
MANCO 



(c) No LSRC is expected to communicate directly with the Dean of Students, and

/MANCO members without the approval of the CSRC President in order to ensure

that CSRC plays its meaningful responsibility of coordinating LSRC matters.

(d) The LSRC’s (2nd Ave, and Missionvale) are expected to engage the University, by

first engaging with Student Governance Practitioners; and the LSRC George

Campus through the office of the Deputy Director Student Affairs.

(e) The CSRC is expected in terms of the policy to communicate with the Director

Student Governance and Development in ensuring that their matters are presented

to the Dean and other respective offices.

(f) This operational requirement is outside the formal meetings as stipulated by the

policy e.g. SALT/CSRC and MANCO/CSRC.

(g) Only CSRC/LSRC’s will be allowed to lead a protest, unless it is a national

campaigns of the student society. This protest must follow policy.

(h) No issue will be tabled on the protest memorandum of demands if it has not

followed the process as stipulated by the policy.
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1. INTRODUCTION

Nelson Mandela University through the Department of Student Government and

Development facilitates and supports the CSRC/LSRC, student societies, and affiliated

societies to be able to professionally perform their functions. Part of the CSRC/LSRC and

student societies functions is to contribute to the holistic development of students through

engaging students in events and projects and this requires project planning.

2. POLICY STATEMENT

This policy aims to regulate all CSRC/LSRC and student society events and projects by

providing guidelines and procedures. This policy supersedes all previous practices, but

supports approved university policies that regulate Co-curricular activities at the

University.

3. DEFINITION OF TERMS

CSRC: shall refer to the Central Student Representative Council of the Nelson Mandela

University.

LCRC: shall refer to the various local campus SRC’s Committees of the university,

comprising of 2nd Ave, Missionvale, and George campus, as amended in the SRC

constitution.

Student Societies:  shall refer to all student groups, organisations or committees

formed and managed by university students, which are affiliated to the SRC, as per the

SRC Constitution.

Student: shall refer to any current registered student at the university or bona fide as

defined by the University rules.

Dean of Students:  shall refer to a senior staff member of the Senior Management who

is responsible and accountable for the strategic management and administration of the

portfolio of Student Affairs at the University.



Director: Student Governance and Development: shall refer to the Head of Student 

Governance and Development (hereafter referred to as SGD), or any employee who has 

the authority to act on behalf of such a portfolio, as delegated by the Dean of Students. 

Senior Student Governance Practitioner: shall refer to a University employee 

employed in such capacity to administer the affairs of SRC’s and political student 

societies, as delegated by the Director-Student Governance and Development. 

Student Development Officer: shall refer to a University employee employed in such 

capacity to administer the affairs of student societies, as delegated by the Director-

Student Governance and Development. 

4. DESCRIPTION AND CLASSIFICATION OF PROJECTS/ EVENTS

The below will be the classification of the projects/ events 

Descriptions of project Estimated size of the 

event 

Classification 

Parties/ festivals/ bashes 50-1000 Social functions 

Workshops/seminars 10-500 Educational projects 

Camp/community 

engagements 

10-200 Vocational and community 

service 

Talk shows/ awareness 20-500 Advocacy projects 

5. PROTOCOL ON CSRC/LSRC/ STUDENT SOCIETIES PROJECTS/EVENTS

5.1 Proper protocol for dealing with CSRC/LSRC and students societies will be addressed 

through the following procedur:  

SDO (Societies)Manager/SSGP (SRC’s) Director: SGD  Finance & Procurement 



5.2 No stakeholder of the University should be contacted by the student leadership for 

approval of any project unless on escalations to the next level function and sourcing of 

funds as per internal student funding policy 

6. PROJECT PLANNNG AND APPLICATION

6.1 Permission for ALL student functions, irrespective of nature and number of persons

attending, must be requested by completing the Project Planning and Application Form

obtainable from Student Governance and Development offices on the respective campus.

6.2 Any social functions must meet the Municipality requirements for mass functions and

forms are available from SGD offices and these forms must be attached to the Project

Planning and Application Form for approval.

6.3 The Project Planning and Application Form is only required for projects and events, and

not for practice sessions, meetings, and rehearsals.

7. LEGAL RESPONSIBILITY AND OBLIGATION

7.1 The University will enter into a contract for CSRC/ LSRC and Student Society projects/

events only upon approval of the Legal Office and on approval of the Dean of Students.

7.2 In terms of this policy and supported by the University protocol, no staff member or

student leader is allowed to enter into any contract for the CSRC/LSRC or student

societies unless duly authorized in terms of section 7.1. above.

8. ROLE OF OTHER UNIVERSITY STAKEHOLDERS

The following stakeholders will be contacted as they relate to the SRC structures and

student society projects as follows:

Department Role and responsibility 

Campus Protection Services Security and risk services 

Estates and Facility Management (EFM) Booking of venues and cleaning 

Finance Department Financial and purchasing services 

Communication and Stakeholder Liaison 
(CSL) 

Corporate gifts and marketing advise 



9. TIME FRAMES FOR APPROVALS

9.1. The approval for every CSRC/LSRC OR student society’s projects/ events will be 

fourteen (14) working days before implementation of the identified project/event. , 

and any other approval as it relates to financial claims for the event/ project will have 

to be obtained seven (7) working days before the function. 

9.2. The approval for social functions will be a month before implementation in order to 

allow enough time for Municipality regulations approvals. 

10. PROCUREMENT SERVICES

10.1. The CSRC/LSRC, or student society shall in its meeting produce specifications for logistics 

and present it to the Student Development Officer/ Senior Student Governance Practitioners in 

their respective campuses in order to liaise with Procurement Department/, Finance, Director 

Student Governance and Development, and Dean of Students (where necessary) in order to 

make provisions for the approved project/ event. 

10.2 The CSRC/LSRC or student society shall, in no circumstances, communicate with any 

service provider, or approve/conduct any agreements on behalf of the University. 

11. DOCUMENTATION FOR PROJECT APPROVAL

11.1. The Project Application form, which should reflect the name of the event/ project; 

objectives, logistics and budget breakdown. 

11.2 The form must be signed by the President and Secretary or Treasurer for CSRC; for LSRC 

Premier and Secretary; and for Student Societies, Chairperson and Secretary or Treasurer. 

11.3 For social events, a checklist form (REF: SEA/01) should be completed 7 working days 

before the social event in order to enable to demonstrate that the necessary logistics are in 

place. 

12. PROCEDURES AND PROCESS

12.1 Step 1 



The project should be on the CSRC/LSRC or student society’s Program of Action (P.O.A.) 
for a particular term of office. 

Section 11.1 is applicable unless in a case of an event due to a response to natural 
emergencies, such as memorial services, and other operational purposes. 

12.2  Step 2 

The CSRC/LSRC or student society must complete a Project Planning and Application 

Form obtainable from the Student Governance and Development Offices on their 

respective campuses. The application form should be accompanied by the CSRC/LSRC or 

student society’s minutes, event management plan or project proposal.  

12.3 Step 3 

All Project Planning and Application  Forms  must be submitted to either  Student 

Development Officers/ Managers and/or Senior Student Governance Practitioners for 

approval by the Director Student Governance and Development, and subsequently to the 

Dean of Students (if required in terms of  escalation purposes).  

12.4 Step 4 

The Student Development Officer/s Managers/ Senior Student Governance Practitioner 

will, after approval of the Director Student Governance and Development, liaise with the 

Procurement and Financial Department to source service providers to assist with the 

event. The CSRC/LSRC or student society (President/ Chairperson, with Treasurer or 

Secretary) must sign the quotation/s before the SDO loads the request on the financial 

system. 

12.5 Step 5 

The final step of the project approval process is to obtain the social functions permit 

required by the Municipality (if necessary) and for other projects, approval from the 

Director Student Governance and Development and Finance on financial claims/approvals 

that are required in order to preform or facilitate the provisioning for any project/ event.   



12.6 Step 6 

The CSRC/LSRC or student society must liaise with the Student Development Officer/s, 

Managers/ Senior Student Governance Practitioner for the finalisation of all logistical 

arrangements for the project, and must cater for ample time to correct any deviations on 

the project logistics. 

12.7 Step 7 

The CSRC/LSRC or student society must implement the project as approved within the 

parameters of the University approved policies and procedures. This requires the 

organisers to sign the form Student Event Authority Form Ref: SEA/01. 

12.8 Step 8 

The project co-ordinators (CSRC/LSRC or student societies) must evaluate their project 

by providing a report within four (4) working days after it has taken place to the Student 

Development Officer/s, Managers/ Senior Student Governance Practitioner. The report 

must include amongst others, student numbers, participation, outcomes and budget 

spend. 

If no report is submitted on the event it will impact the approval of the next 

project/event. This aims to ensure accountability of student leaders.  

13 USE OF ALCOHOL BEVERAGES DURING EVENTS 

The following steps must be followed when providing alcohol at a university 

function/event. This must be read in conjunction with the university alcohol policy: 

• A formal application form should be made to the Director of Student Governance and

Development in consultation with the  Senior Student Development Practitioners and

Manager Student Life and Events for Societies for approval;

• The selling and serving of liquor at functions organized by the  CSRC/LSRC’s and its

societies  can only be approved by the Director Student Governance and Development;

• Students are encouraged to prioritise organising day events;



• No student is allowed to bring personal alcohol at an event as the alcohol will be sold or

served at the event where approval is granted, and Protection Services and Student

Development Practitioners must manage this process;

• There must be a limited number of events that allow the sale of alcohol per semester. The

Director of Student Governance and Development in consultation with Senior Student

Governance Practitioners and Manager Student Life and Projects should ensure that when

the CSRC/LSRC has an intention to serve alcohol, such decision has been granted

approval;

• Student events must be categorised to indicate  events where alcohol can be served and

events where alcohol cannot be served; and

• SRC could in exceptional circumstances budget for alcohol if it is part of the event/project

at a rate that promote responsible drinking as approved by Director Student Governance

and Development. Alcohol sales will only be allowed from early hours of the afternoon

until 02:00 in order to ensure control.

14 CATEGORISATION OF THE SRC ALCOHOLIC EVENTS 

The following events organised by the CSRC/LSRC are examples of events where alcohol 
may be served: 

Event Times of the event Status in terms of alcohol 
serving 

Fresher’s tour and picnic To be determined by SRC in 
consultation with Student 
Governance & Development 
(SGD) 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 

Campus Life Call Out To be determined by SRC in 
consultation with SG and other 
stakeholders 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 

Mr & Ms Freshette To be determined by SRC in 
consultation with SG and other 
stakeholders 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 

Africa week celebration To be determined by SRC in 
consultation with SG and other 
stakeholders 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 

Campus Life Festival To be determined by SRC in 
consultation with SG and other 
stakeholders 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 

Mr & Miss NMU To be determined by SRC in 
consultation with SG and other 
stakeholders 

Alcohol served, in consultation 
and approval by Student 
Governance and Development 



15 SECURITY AND ENVIRONMENTAL MANAGEMENT OF EVENTS 

In consonant with the overall security policies of the university,  the following security 

measures must be in place in order to create safe and secure CSRC/LSRC’s and student 

society’s events: 

15.1. Campus Protection Services must provide security personnel for crowd control in line with 

the estimated numbers of attendance. 

15.2. The contracted service provider for security services must have metal detectors in order to 

ensure that everyone who attends the event does not enter with dangerous goods. 

15.3. All students must be searched when boarding the contracted university shuttle services 

and must have security personnel on board to ensure the safety and security of students.   

15.4. All bags must be searched in order to ensure that dangerous goods are not brought into 

the event. 

 15.5. These security rules will be applicable for going to the event and returning to residences 

by a contracted university shuttle services only. 

 15.6. The CSRC/LSRC’s with the respective Senior Student Governance/ Development Officer/s 

will determine the need for cleaning after for every event in order to ensure environmental 

compliance. 

16 EMERGENCY MEDICAL SERVICES 

16.1. Emergency medical services must be on site to attend to possible medical emergencies at 

all social events 

17 TRANSPORT ITINERARY 

17.1. The Senior Student Governance/ Development Officers must give the approved itinerary to 

the shuttle services, contracted by the University.  

18 MONITORING 



18.1 The CSRC/LSRC’s project co-ordinator MUST take full control of the event by signing the 

Event Check List and agreement to follow all agreed provisioning of the event. 

18.2 A notices will be issued seven days before the event notifying all students on the rules of 

the event and expected behavior. 

18.3 Report for each project/event should be submitted within 5 working days after the event 

with details of how objectives were met, attendance, financials, photos to illustrate the 

outcome and recommendation for future improvement. 

19 GENERAL PROVISIONING 

19.1 The violation of any of the provisions of this policy will be investigated and will be treated 

as misconduct. 

19.2 These guidelines will be adjusted on a regular basis, based on changes in policies and 

procedures of the University and other related legislations, and those adjustments will be 

communicated on a circular on a regular basis by the Director Student Governance and 

Development. 



DEPARTMENT OF STUDENT GOVERNANCE & DEVELOPMENT 

Purpose: This form is to validate the logistical arrangements for a project/ event (Mass 
Function) organised by the CSRC/LSRC or Student Society. It also provides a 
commitment by organiser/s to take full control of such events. This form mark final 
approval of the event and it may determine the event be cancelled due to improper 
logistical arrangements. 

Name of Project Head: ___________________________________ 

Date of the Event: ___________________________________ 

Logistical Checklists 

Item & Quantity Item & Quantity Item & Quantity 

Transport            _____ Sound & stage          Security        ______ 

EMS Cleaning Artists/      ______ 
speakers        

Refresh 

Others:___________________________________________________________ 

Declaration: 

I……………………………………………… student number:……………… on my capacity as the project 
coordinator confirm that the above are in place and commit to take full control on behalf 
of the CSRC/LSRC or Student Society. 

___________________________ 
Signature of Project coordinator 

Recommended by: Approved by: 

_______________ _________________ 
Name: Name: 
Position:   Director: SGD 



PROJECT APPLICATION FORM 

PROJECT EXPECTED DOCUMENT 

 Project proposal: SRC/ 
Organisation 
Minutes: 
(Compulsory) 

 
 

Event management plan: Rule: Please tick by 
making X   

(In case of social function) 
APPROVAL SECTION 

 SRC/ORGANISATION FINANCE OFFICER SRC/ ORGANISATION 
SECRETARY 

SRC/ 
ORGANISATIONAL 
PRESIDENT 

Name and Surname: 
____________________________ 

Name and Surname: 
__________________ 

Name and Surname: 
___________________ 

Student number:       
____________________________ 

Student number:       
__________________ 

Student number:       
___________________ 

Signature:
____________________________ 

Signature:
___________________ 

Signature:
____________________ 

NAME OF 
CAMPUS 

APPROVAL: SGD 
OFFICE 

Name and Surname 
:_______________________________________________ 

Staff number:________________________ 

Designation:
_______________________________________________ 

Signature:    __________________________ 

Director's Name:                 _______________________________________________          Signature:   
___________________________ 



INSTITUTIONAL REGULATORY CODE 

(IRC) (Policies, Procedures, Rules etc.)
To be completed by initiator of policy/policy owner: 

1. POLICY TITLE  Guidelines and Procedures for Operations of Student Societies 

2. FIELD OF APPLICATION:
(All persons to whom policy applies)

SRC and affiliated bodies  
Nelson Mandela University Student Body 

3. COMPLIANCE OFFICER(S):
(Persons responsible for ensuring

policy    implementation) 

Dean of Students; Director: Student Governance and 
Development; CSRC 

4. STAKEHOLDER CONSULTATION
(State the stakeholder group/s consulted during policy

formulation/revision) 
SRC Nelson Mandela University 

5. DESIGNATION OF POLICY OWNER:
(Person responsible for maintaining policy)

Dean of Students 

6. NAME OF POLICY OWNER: Mr L. Jack 

POLICY HISTORY (To be completed by policy owner) 

Decision 
Date 
(Compulsory) 

Status 
(New/Revise
d/ 
No Changes) 

Implementation 
Date 
(Compulsory if 
“new” or 
“revised”) 

Approving Authority 
(If ”new” or 
“revised”.  N/A if no 
changes) 

Resolution 
Number  
e.g. 07/11-10.2 
(Minute 
number.  N/A if 
no changes) 

Policy Document 
Number  
(e.g. D/…./07 N/A if no 
changes) 

Pending date for 
next revision 
(Compulsory) 

18th July 2018 new Pending approval MANCO 

For office use only 

SUBJECT (Broad policy field): Student Governance and Development 

SUBJECT NUMBER: 200 

CATEGORY (Policy sub-field): Student Representative Council, and Student Societies 

CATEGORY NUMBER: 201 

IRC NUMBER: 201.01 



GUIDELINES AND PROCEDURES 

OPERATIONS OF STUDENT SOCIETIES  



CONTENTS 

PAGE 

1. Preamble………………………………………………………………………4

2. Applications of the Guidelines...……..…………………………………..4 

3. Operational Support Documents………………………………………….5 

4. Meetings of Student Societies…………………………………………….5 

5. Student Societies Programs……………………………….……………...6 

6. Fundraising by Student Societies….…………………………………….7 

7. Utilisation of the space and assets by Student Societies …………...7 

8. Student Societies Audit………………...………………………………….8 

9. Procedures for engagements with third parties...…………………….9 



Terms of Reference for the Operations of Student Societies 

1. Preamble

1.1. Student societies are recognised by the SRC of Nelson Mandela University on an 

annual basis in line with the SRC Constitution as approved by the Council. These 

guidelines are drafted to enforce the SRC Constitution and ensure functionality of student 

societies as recognised annually. 

1.2. Any contradictions in this document is subjected to Nelson Mandela University SRC 

Constitution and in a case the constitution is silent, Department of Student Governance 

and Development will lead in addressing the contradictions through sound and fair 

judgment that promote fairness and good governance. 

2. Application of the Guidelines

2.1. These guidelines shall apply only to student societies that are recognised and 

operate in terms of the Nelson Mandela University SRC Constitution. 

2.2. SRC’s in respective campuses of Nelson Mandela University are expected to support 

the Student societies through implementation of these guidelines to close gaps and 

shortfalls in the SRC Constitution. 

2.3. Department of Student Governance and Development is expected to monitor the 

implementation in order to promote continues engagements and activities of the student 

societies as recognised. 

2.4. Student Societies should be provided with a copy of these guidelines together with a 

letter of recognition in order to ensure that they have an understanding of what is expected 

of them. 



3. Operational Support Documents

3.1. It is expected that after the SRC made a decision on recognition and finalisation of 

any appeal, the student societies must submit the following documents (List of leadership 

with contact details, Program of Action, and Budget breakdown) to Student Development 

Officer in their respective campuses as allocated by Student Governance and 

Development.  

3.2. In addition to the above, secondary information that must be submitted is list of 

membership, and the Constitution of the student society. 

3.3. All the above in section 3.1 and 3.2 respectively should be submitted within ten (10) 

working days of the receiving of the letter of recognition. This section of the due date does 

not aim to be punitive, but to ensure that all systems are in place without any delay for 

functionality of the student society. 

4. Meetings of Student Societies

4.1. Student societies are expected to hold one Executive Committee Meeting per month, 

which an attendance register and minutes should be kept for record purposes. 

4.2. It is also expected that at least one General Membership Meeting should be 

organised per month in order to ensure that promotion of engagements within the student 

societies is adhered to. 

4.3. A Special Executive Meeting and Special General Membership Meeting is permitted 

upon the determination of the society 

4.4. All student societies are expected to conclude their activities internally in October 

before the end of the year exams by organising compulsory Annual General Meetings 

(AGM’s). 



4.5. In the AGM, the following activities are compulsory, Chairperson’s Report, 

Organisational Report, Treasurer’s Report, and elections of the new Executive 

Committee. 

4.6. In support of the SRC and Nelson Mandela University effort to address gender based 

violence, an additional standing report should be presented on the efforts of the student 

society to address gender based violence. 

4.7. The report of the AGM, must be submitted to the Student Development Officer/s, 

within ten (10) working days after the conclusion of the AGM.  

5. Student Societies Programs

5.1. The activities of the student societies are part of enhancement of educational 

programs, campus life and must support students’ growth. 

5.2. Student Societies should focus on the activities that are in their Program of Action, 

unless determined need arise to address a gap and growth in student governance and 

development. 

5.3. A project proposal form must be obtained from Student Development Officer/s, which 

will provide the aim and objectives of the project, and logistics that are necessary for 

implementation of the project. 

5.4. Student Societies should notify the SRC and SDO’s on any financial implications, but 

can approach any entity for fundraising without engaging SRC, but SGD 

5.5. The projects of the Student Societies should not be in competition and/or duplicate 

SRC activities. 



5.6. It should also be noted that student bashes are not a prerogative of the Student 

Societies, but that of the SRC’s. 

5.7. A report should be provided within seven (7) working days of the completion of the 

project, and failure to provide a report will make the next project not approved. 

5.8. No activity will be approved during the exam period, either a meeting, project or event, 

unless preparation for any external engagement that has been determined by the external 

structures. This give effect to ensure that the core activity of Nelson Mandela University 

is given priority. 

6. Fundraising by Student Societies

6.1. Given that the budget provided by SRC may not be enough, student societies may 

fundraise for their events and projects, subject to internal protocols. 

6.2. Department of Student Governance and Development will ensure that procedure for 

fundraising is followed as per the protocol established with Strategic Resource 

Mobilisation Department. 

6.3. No student is allowed to write to any external entity without the approval of Student 

Governance and Development; and SRC on fundraising purposes unless writing to their 

external society structure. 

7. Utilisation of the Space and Assets by Student Societies

7.1. Student Societies may be provided with office/s by the Department of Student 

Governance and Development in consultations with Facility Management, and the 

allocation of office space will be depend on available. 



7.2. Provision of printing will be provided by Student Governance and Development from 

time to time, and office stationery is provided only if the society has its own office to avoid 

resources being used for personal purposes. 

7.3. Venues for meetings will be provided on first come, first served, and upon the 

availability of the facility. 

7.4. Venues must be used for the purpose of Nelson Mandela University activities, 

however, if the venue is used for external purposes, the external structure must apply and 

pay a fee that is determined by the university. 

7.5. The use of ICT and Marketing service should be requested way in advance (two 

weeks) in order to ensure that if there are preparation that need to be made, all is done 

in advance. 

8. Student Societies Audit

8.1. Every student society will be audited in order to ensure that its existence at Nelson 

Mandela University is contributing to the advancement of student life activities midyear.  

8.2. The audit will focus on achievements, list of membership, regular meetings etc. and 

make recommendations for society growth and development. 

8.3. Executive Committee of each student society will be invited to appear before the 

student societies audit panel to present proof of their activities. The panel will be 

established in consultation with the SRC. 

8.4. A panel of two SRC members, two staff members, and Director Student Governance 

and Development will be constituted to perform student society’s audit. 



9. Procedures for engagements with third parties

9.1. It is the view of Nelson Mandela University that student societies invite external 

individuals to address students as their members. This will refer to leadership of external 

structures, pastoral services, political leaders etc. 

9.2. The said student societies will write a letter to the said speaker and notify Student 

Governance and Development and such invites must be made aware to the Director 

Student Governance and Development.  

9.3. After confirmation, the Student Governance and Development or Officials, must 

organise a holding room, and security matters in place if an invitee is of a higher stature. 

9.4. The delegated senior official designated by the office of the Director: Student 

Governance and Development in consultation with the Dean of Students will receive the 

invitee of a higher stature and walk him/ her to the holding room and the hall where the 

meeting is taking place. 

9.5. This section will also be standard to SRC’s in order to ensure that this area is 

harmonized within student governance. 
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1. Policy Statement

In order for Nelson Mandela University’s Student Representative Council (SRC) to 

realise their objectives, it is incumbent to offer sufficient support that will create an 

enabling environment. This policy and its objectives intends to provide a holistic 

support system to SRC members both at the level of functioning and personal growth 

and development. It is therefore that the policy serves to improve support 

foregrounded mechanisms, and therefore replaces any other existing practice that 

aims to support the SRC.   

2. Policy Objectives

2.1. The SRC of Nelson Mandela University is the highest decision making body of 

student governance that requires support mechanism for performance of their 

duties. 

2.2. The policy is in recognition of the nature of the work done by the SRC as a 

collective and as individual members; and intends to provide a conducive 

environment and to close any gap that may hamper excellence. 

2.3. The policy aims to advance a balance performance primarily between SRC 

work and individual academic work. This provides an opportunity to promote 

academic excellence of individual SRC member performance as promoted by 

SRC Constitution. 

2.4. The policy will provide operational support to reduce discretions that may 

impact negatively on financial sustainability and observation of institutional 

memory in student governance. 

3. Application of the Policy



3.1. The policy is applicable to Central Student Representative Council (CSRC) and 

Local Student Representative Council (LSRC) members as elected on an 

annual basis in terms of the SRC Constitution as approved by University 

Council. 

3.2. The policy excludes the substructures of the SRC and affiliates of the SRC in 

order to focus to the highest decision making body of student governance. 

3.3. The policy is administered by the Department of Student Governance and 

Development to ensure its implementation and impact of  the work and 

performance of the SRC. 

4. Operational Support

It is expected that the SRC requires the following in order to function effectively 

throughout the term of office. 

4.1. Telephone & Communication Support 

4.1.1. The SRC Executive is expected to receive airtime allowance to the value 

determine by Department of Student Governance and Development in 

consultation with the SRC. 

4.1.2. The SRC airtime allowance will be extended to CSRC executive, and LSRC 

members. This will exclude Oppidanni and Student Parliament respectively. 

4.1.3. The airtime allowance will ensure that the telephone line in the office is only 

used for internal purposes in order to manage any abuse that may arise. 

4.1.4. Any member that seizes to be a member of the SRC will automatically forfeit 

this benefit immediately. 



4.1.5. The portfolio email account should be created for SRC members and the use 

of this email system is guided by the use of email system of the university. 

4.1.6. When the newly elected SRC takes over the office, the email systems should 

be transferred to the new office bearers for the purpose of a strategic handover 

of the historic tasks of the portfolio. 

4.1.7. The email system is expected to be used for the SRC work only in order to 

ensure that no personal stuff is handed over to the office bearers of the 

following year term of office. This is also to ensure that confidentiality is 

maintained.  

4.2. Marketing and Image Support 

To ensure that the image of the SRC is intact and to create a professional image and 

reputation, the SRC should be provided with the items stipulated below:- 

4.2.1. The following as corporate uniform: 

(a) Formal Shirt;

(b) Tie/ Scarf;

(c) Blazer; and

(d) Formal Trouser/ Skirt.

4.2.2. The formal uniform is expected to be a design exclusive for SRC and 

Communication and Stakeholder Liaison through university shop is expected 

to assist in this design in consultation with the Department of Student 

Governance and Development. 

4.2.3. The SRC may through their own budget purchase additional uniform items 

limited to Golf T-shirt and track suits. These additional items must reflect the 

university colors in order to promote image of the university. 



4.2.4. The SRC executive and the LSRC Premiers and Secretaries should be 

provided with hundred (100) business cards each, in order to ensure that their 

official networking represents the university image.  

4.3. Computers and Laptops 

4.3.1. Each SRC office is expected to have a Computer and for official use in order 

to ensure that the SRC work and in particular administration is supported 

sufficiently. 

4.3.2. Only Executives members of the CSRC should be provided with the laptops for 

the purpose of working in a remote spaces. 

4.3.3. The laptops are only provided during the term of office and must be returned 

end of November of each year. 

4.3.4. Members who don’t return the laptops will be held liable and the university 

disciplinary measures will be applicable. If a member is not returning, an 

external procedure with SAPS will be instituted through Legal Service 

Department.  

5. Developmental and Mentorship Support

The SRC is expected to represent and participate in a number of university programs, 

while at the same time, they are expected to their academic obligations. To this end, there 

is an obvious need to provide a development support to SRC members, particularly the 

CSRC responsible for overall student governance. The following developmental 

mentorship and support systems shall be put in place. 

5.1. Personal Development Plan (PDP) 



5.1.1 The SRC shall develop a program of action, which shall serves as a 

basis for the Personal Development Plan (PDP) for each SRC member. 

5.1.2. SRC members shall be subjected to the PDP to determine the overall 

performance of individual SRC member Portfolio. 

5.1.3. PDP will cover the below categories with the below weight on each 

category to cover the overall aspect of SRC developmental areas of 

performance: 

Table 5.1: SRC PDP Categories and weights 

Criteria Weight 

Academic 

Meetings and Functions 

Conduct/ policies and leadership 

Project contributed and executed 

Total scoring 

Source: Adopted to illustrate PDP Categories and weights 

5.1.4. The PDP will be conducted by the appointed staff members in the 

Department of Student Governance and Development as part of 

mentorship, monitoring and evaluating SRC members individual 

performance both (Academically and Portfolio) responsibility targets. 

5.1.5. Each member of the SRC will undergo a performance plan in the first 

quarter of the term of office, which will be followed by quarterly 

evaluation. 

50% 

20% 

15% 

15% 

100% 



5.1.6. The final evaluation, which will be conducted at the end of the term of 

office would be used to determine honorarium, which the policy would 

mention in the next section. 

5.2. SRC Compulsory Training and Development Sessions 

It is in the spirit of the policy that SRC members need to be taken for capacity 

building programs to empower them during the course of the term of office. 

5.2.2. Induction workshop 

5.2.3. Anti-Gender based violence workshop 

5.2.4. Strategic planning workshop 

5.2.5. Leaders for Change Program 

5.2.6. Mandela values workshop 

5.2.7. Chancellors Seminar 

5.2.8. Mid-year annual strategic planning review 

5.2.9. Annual Youth Convention  

5.3. Tutorial and Academic Arrangements Support 

5.3.2. It is in the view of the policy that SRC members should be subjected to 

compulsory tutorials in subjects that are problematic to advance each 

member’s academic excellence. 

5.3.3. These problematic areas in academic affairs of each SRC members 

must be identified by each individual member, Department of Student 

Governance and Development, and lecturers in advance to intervene 

urgently. 

5.3.4. SRC members that will miss the submission of academic assignments 

should report two days in advance in order to negotiate for additional 



days. These additional days will be determined by the lecturers in such 

a way that the academic plan is not impacted. 

5.3.5. For the sake of academic excellence, struggling SRC members should 

be given additional work to boost their DP’s so that more support for 

academic excellence is maintained. 

5.3.6. Lecturers, the Centre for Teaching and Learning and the Department of 

Student Governance and Development shall work collectively in case an 

SRC member’s academic affairs are at stake for application of collective 

mentorship. 

5.3.7. This policy is also subjected to comply with the academic requirements 

of each Faculty in order to maintain academic standards. 

6. Honorarium

6.1. The SRC is bound by the values of the university and as such, the honorarium 

that is determined for each portfolio in the SRC will be a reflection of excellent 

work performed by an individual SRC member. 

6.2. The Department of Student Governance and Development will develop a 

criteria that will be presented to the SRC that recognises excellent work 

performance by individual SRC members. 

6.3. The PDP will be used as an early support mechanism to ensure that all 

members are supported to perform optimally in order to qualify for the 

honorarium. 

6.4. In line with table 4.2.1, the below total final scores will determine the following 

percentage of honorarium be allocated for the performance of an SRC 

member below respectively: 



Table 8.1: Final score value allocation of honorarium 

Final score Percentage value of honorarium 

100% down to 65% 100% honorarium 

64% down to 50% 80% honorarium 

49% down to 20% 60% honorarium 

19% down to 1% 40% honorarium 

Source: Adopted to illustrate allocation of honorarium to reward excellence performance 

6.5. Individual SRC members will be given an opportunity to evaluate themselves 

at first to give fair chance of each member participation of the performance. 

6.6. Dedicated staff in the Department of Student Governance and Development 

will do the scoring. The final score will be determine by the staff member 

dedicated for mentoring SRC. . 

6.7. Any SRC member who is not satisfied with the final score will be given five 

(5) working days to appeal to the office of the Director: Student Governance

and Development. 

6.8. The appeal will  be decided within the next five (5) working days upon 

receiving, and the decision of the appeal will be final and binding. 



Appendix A: SRC Evaluation form 

Honorarium (end of term incentive) 

Personal Details 

Name of a member:………………………………Student no:…………………………………….. 

Portfolio:……………………………………Campus of study:…………………………………….. 

Motive: This form serves to evaluate an individual SRC member at the end of term of office as a 

professional tool to reward hard work and excellence  

How to use this evaluation form: the criteria reflected below will be used and SRC members 

should also present a portfolio of evidence where applicable in supporting the scoring (Please 

always refer to SRC Personal Development Plan). 

Criteria Weight Member 

scoring 

SDO 

Scoring 

Final 

Scoring 

Academic 

Meetings and Functions 

Conduct/ policies and leadership 

Project contributed and executed 

Total scoring 

50% 

20% 

15% 

15% 

100% 



Additional notes: 

The SRC member will score him/herself and present the scoring to the SSDP with portfolio of 

evidence. 

The SSDP will score as well on each criteria and a final scoring will be determined through one 

on one session with the SSDP for final scoring. 

If agreement could not be reached, the matter will be escalated to the Director: Student 

Governance and Development for final ruling. 

Scoring guideline 

The scoring should be considered as explained below as follows: 

100% down to 65%   = (100%) 

64% down to 50% = (80%) 

49% down to 20%  = (60%) 

19% down to 1%  = (40%) 

Additional note on scoring: 

The scale should be used for the criteria (academic, Meetings and Functions, Conduct/ policies 

and leadership, and Project contributed and executed) above as follows: (e.g. if an average 

performance of a member is 67%, proven, the total for that member will be a total of 25% 

as stipulated). 

The above percentage scale should also be used to determine the annual stipend (e.g. if a total 

scoring is between 65% and 100%, a member will be given 100% rebate). 

Amount to be granted to a member: ……………………………… (In line with the rates determined) 

SRC member participation SSDP: Participated Approval 

........................................ ...................................  ....................................... 

Name:  Name: Name: 

Student number: Staff no: Staff no: 



ANNEXURE B FUNDING MODEL & JUSTIFICATION 

Benefit area Current scenario Funding source 

Airtime allowance None CSRC- 9x 11m= R14 850 @ CSRC Cost Centre 
LSRC’s- 18x 11m= R19800 @ LSRC’s Cost Centers 

SRC Uniform None CSRC Budget  R56 250 
 Shirt @ R200 X 45  R9000 
 Tie/ Scarf @ R150 x 45  R6750 
 Blazer @ R550 x 45  R24750 
 Trouser/ Skirt @ R350 x 45  R15750 

Business cards None CSL to cover the cost in line with the policy 

Laptops support Only 6 executive ICT support, which it will be buying new laptops after 
every 5 years 

Training and Development Exist with no 
strict measures 

SRC, SGD and Student Life and Development will cover 
the cost 

Honorariums Replace Stipend SRC Cost Centre will cover this cost 
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