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Sydney University Postgraduate Representative 
Association (SUPRA) Postgraduate Advocacy and 
Policy Officer Briefing Procedures 
 

A. Preamble 
 
 
Name of Procedures 
These are the Sydney University Postgraduate Representative Association 
(SUPRA) Postgraduate Advocacy and Policy Officer Briefing Procedures. 

 
Commencement 
These procedures commenced on 6 October 2015. 

 
Procedures are binding 
These procedures bind SUPRA, its Council, and staff. 

 

Statement of intent 
These procedures: 

a) support the SUPRA Constitution (‘the Constitution’) and shall 
not be interpreted so as to contravene the Constitution; 

b) detail the provision of the briefing service provided by the 
postgraduate advocacy and policy officers for Councillors 
who represent SUPRA on select University committees. 
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B. Procedures 
 
 
1. Definitions 
 
1.1 The definitions set out in the Constitution shall apply to these 

procedures. 

1.2 In addition, for the purposes of these procedures: 

1.2.1 Committee Papers means all documentation circulated by 
the University committee to enable representatives to 
properly prepare for the meeting, including, but not limited to, 
the agenda, minutes, briefing papers, commentary, 
spreadsheets, schedules, appendices, and any other 
documentation. 

1.2.2 PAPO means postgraduate advocacy and policy officer. 

 
2. Purpose of Briefings 
 
2.1 PAPOs provide briefings to Councillors on select University committees 

for the purpose of: 

 a) informing SUPRA representatives of the issues facing 
postgraduates seen by the casework services; 

 b) reviewing committee papers to identify issues arising which are 
relevant to cohorts of postgraduate students, or the postgraduate 
community as a whole; and 

 c) ensuring continuity in the representative work undertaken by 
Councillors on behalf of SUPRA. 

2.2 Councillors provide debriefings to PAPOs for the purpose of reviewing 
discussions, decisions, and actions arising from committee meetings. 

  

3. University Committees Provided Briefings 
 
3.1 PAPOs shall provide briefings for the following University committees: 

 a) Academic Board; 

 b) Academic Standards and Policy Committee; 

 c) University Executive Education Committee; 

 d) University Executive Research Training Committee; 
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 e) Graduate Studies Committee; 

 f) Admissions Committee; 

 g) Student Consultative Committee; 

 h) University Executive Indigenous Strategy and Services 
Committee; 

 i) Academic Quality Committee; 

 j)  Student Life Committee; and 

 k) University Executive Research Committee. 

3.2 Councillors who wish to receive briefings for any committee not listed 
should do so by sending a written request to the President. 

3.3 The President shall send a request to add a committee to the list to 
the PAPO coordinator for consideration. 

3.4 The PAPO coordinator will determine whether the provision of 
additional briefing services is feasible having regard to: 

 a) existing workloads; 

 b) the significance of the committee to SUPRA’s role and operations; 
and 

 c) the relevance of the committee to the University’s postgraduates. 

3.5 The PAPO coordinator will advise the President of their decision and 
provide reasons if they decide the provision of additional briefing 
services is not feasible. 

3.6 If the President is not satisfied with a decision not to provide additional 
briefing services, they may refer the matter to the Workplace 
Consultative Committee for further discussion.  

 
4. Responsibilities 
 
4.1 Responsibilities of the President and Councillors 

4.1.1 The President shall be responsible for advising the PAPO 
coordinator of the details of each Councillor representing 
SUPRA on a University committee.   

4.1.2  Councillors representing SUPRA on a University committee for 
which briefings are provided shall be responsible for: 

  a) initiating briefings; 

  b) providing the relevant PAPO with committee papers in a 
timely fashion; 

  c) reading committee papers prior to any briefing session; and  



 
SUPRA Postgraduate Advocate & Policy Officer Briefing Procedures  
ratified by Council 29 July 2021 

 
4 

  d) keeping appropriate records of briefings and debriefings. 

 
4.2 Responsibilities of the PAPO Coordinator and PAPOs 

4.2.1  The PAPO coordinator shall be responsible for: 

  a) advising the President which PAPO will be providing 
briefings for each University committee; and 

  b) keeping appropriate records of SUPRA University committee 
participation including the;  

   i) meeting dates; 

   ii) Councillor representing SUPRA; and 

   iii) PAPO responsible for briefings. 

4.2.2 The PAPO coordinator shall consult with the PAPO team in 
allocating briefing responsibilities and shall make their decision 
after considering the: 

  a) number of committees each PAPO is allocated; 

  b) volume of work expected from each committee; 

  c) preferences of the individual PAPOs; 

  d) current duties being performed by the individual PAPOs; and 

  e) any other factors they deem relevant to the allocation. 

4.2.3 The PAPO responsible for briefing for a committee shall be 
responsible for: 

  a) reading committee papers prior to any briefing session;  

  b) preparing a full written briefing or annotating a set of the 
committee papers, at their discretion, prior to the briefing 
session; and 

  c) keeping appropriate records of briefings and debriefings. 

 
5. Briefing and Debriefing Sessions 
  

5.1  Initial Arrangements Between Councillors and PAPOs 
5.1.1  Prior to their first briefing session, Councillors and PAPOs shall: 

  a) discuss their needs and preferences for briefings and 
debriefings; and 

  b) reach agreement on: 

    i) how their sessions shall run; and 
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    ii) a timeline for periodic review of the arrangements to  
      ensure the maintenance of high quality information 
      sharing. 

 
5.2  Scheduling Briefings 

5.2.1  In scheduling briefings Councillors and PAPOs should ensure 
that: 

  a) they normally take place at least one (1) University 
working day prior to the meeting; 

  b) a minimum of one (1) hour is allocated for each briefing, 
with additional time allocated, where needed, based on 
the complexity of the committee and/or the issues to be 
dealt with at any upcoming meeting; and 

  c) adequate time is allocated for the briefing to ensure all 
relevant issues can be fully covered during ordinary 
business hours. 

 5.2.2 The debriefing meeting shall be scheduled during the briefing 
session. 

5.2.3 In scheduling debriefings Councillors and PAPOs should 
ensure that: 

  a) they normally take place within two (2) University working 
days following the meeting; and 

  b) adequate time is allocated for the debriefing to ensure all 
relevant issues can be fully covered during ordinary 
business hours. 

 

5.3  Documentation 
5.3.1  Where the committee papers are not directly accessible by 

the PAPO responsible for the briefing, the relevant Councillor 
shall forward all committee papers to the PAPO as soon as 
practicable after receipt. 

5.3.2 Where a Councillor forwards committee papers to a PAPO 
pursuant to subclause 5.3.2 of these procedures, they shall 
copy in the PAPO coordinator to this correspondence. 

5.3.3 In the event that either the Councillor or PAPO has been 
unable to read the committee papers in their entirety prior to 
the briefing, they shall agree on which aspects of the 
committee papers will be covered in the briefing. 

5.3.4 Where a briefing has been unable to cover all relevant 
aspects of the committee papers, additional arrangements 
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shall be made to cover the outstanding matters if both parties 
deem this necessary. 

5.3.5 At briefings PAPOs will provide Councillors with either a full 
written briefing or an annotated set of the committee papers 
to assist the Councillor at the meeting.  

5.3.6 The choice of documentation provided pursuant to subclause 
5.3.5 of these procedures will be at the discretion of the PAPO. 

5.3.7 At the debriefing Councillors will return any documents 
provided by the PAPO at the briefing, along with a copy of 
any notes the Councillor made at the meeting so they can be 
appropriately filed by the PAPO. 

 
5.4  Briefing Content 

5.4.1  Depending on the complexity of the issues being considered 
by the committee and the requirements of the relevant 
Councillor, as part of the briefing a PAPO may: 

  a) summarise topics of interest; 

  b) provide relevant background on a particular issue likely to 
arise in discussions; 

  c) suggest possible representations to be made on behalf of 
postgraduate students; 

  d) recommend possible lobbying strategies for a particular 
issue or issues; and/or 

  e) provide any other information and/or advice at the 
discretion of the briefing PAPO. 

 
6. Alternative Arrangements 
  

6.1   Councillors Unable to Attend: Prior to the Briefing 
6.1.1  A Councillor who finds they are unable to attend a meeting of 

their University committee prior to their briefing shall inform the 
President and the briefing PAPO. 

6.1.2 The President, or their nominee, shall appoint another Councillor 
to attend that meeting if possible. 

6.1.3 A Councillor appointed pursuant to subclause 6.1.2 of these 
procedures shall contact: 

  a) the Councillor they are replacing to receive a copy of the 
committee papers; and  
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  b) the relevant PAPO to arrange the briefing. 

6.1.4 Where no replacement Councillor is available to attend the 
meeting, the President, or their nominee, shall notify the briefing 
PAPO who may request that the committee allow them to 
attend the meeting as an observer. 

 
6.2   Councillors Unable to Attend: After the Briefing 

6.2.1  A Councillor who finds they are unable to attend a meeting of 
their University committee after their briefing shall inform the 
President and the briefing PAPO. 

6.2.2 The briefing PAPO may request that the committee allow them 
to attend the meeting as an observer 

 

6.3   PAPOs Unable to Provide a Briefing 
6.3.1  A PAPO who is unable to provide a briefing shall inform the PAPO 

coordinator who will take all reasonable steps to ensure 
alternative arrangements are put in place to provide a briefing. 

6.3.2 Where an alternative briefing is able to be provided, the 
PAPO coordinator or the member of the PAPO team who will 
be providing the briefing shall contact the relevant Councillor 
and make the necessary arrangements. 

6.3.3 In the event an alternative briefing is unable to be provided, 
the PAPO coordinator will notify the relevant Councillor and 
the President and provide the reasons why the Councillor is 
unable to be briefed. 
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NOTES 
 
SUPRA Postgraduate Advocacy and Policy Officer Briefing Procedures 
 
Date ratified by Council:  6 October 2015 
 

Date commenced:  6 October 2015 

 

Date last amended:  29 July 2021 

 

Administrator:  Vice President, SUPRA 

 

Review date:  29 July 2021 
 

Amendment History 
 
Name change: 
These procedures were previously known as the SUPRA Student Advice and 
Advocacy Officer Briefing Procedures 2015. 

 

Dates amended: 
1. 29 July 2021 


