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Job Title: 		Student Rights & Responsibilities Coordinator 
Job Number:			A-418 | VIP: 1673			
Band:			OPSEU-11		
Department: 			Student Affairs					
Supervisor Title: 	Manager, Student Affairs
Last Reviewed:			February 4, 2026

JOB PURPOSE:
The Student Rights & Responsibilities Coordinator plays a key role in fostering a safe, respectful, and inclusive campus environment by facilitating non-academic student conduct processes and leading preventative education. Rooted in restorative practices, and focusing on understanding the underlying causes and systemic inequities that may contribute to behavioral issues, the Coordinator supports student development through fair adjudication, educational programming and collaborative initiatives that reflect Trent University’s values and policies. 
The Coordinator works closely with other Trent departments to build the capacity of students, staff and faculty to effectively prevent and address non-academic student conduct through mediation, adjudication, consultation, and training.
As a designated Adjudicator for both the Student Charter of Rights and Responsibilities (Student Charter) and the Sexual Violence Prevention & Response Policy (Sexual Violence Policy), the Coordinator applies a complainant-centred, restorative justice approach that addresses underlying causes and encourages educational and reparative outcomes where appropriate. In fulfilling this role, the Coordinator works collaboratively with key campus partners to responds to policy violations and foster a culture of accountability and care. 
Key Activities:
Preventative Education
· Develop and deliver educational presentations and initiatives to bring awareness to student rights and responsibilities related to the Student Charter and the Sexual Violence Policy.
· Collaborate with campus partners to deliver preventative programming on non-academic conduct, conflict resolution, and healthy community building, informed by restorative justice, bystander intervention, transitional theory, and emerging student conduct trends.
· Coordinate the Staff Resource Person / Student Charter Support Persons initiative, which promotes early conflict resolution, and provide comprehensive training on Charter implementation, consultations, and referral resources to designated staff.
· Provide as-needed consultation and conflict resolution coaching related to conduct prevention or conflict resolution to staff, and/or faculty.  
· Provide role-specific training to student leaders, staff, and faculty on conduct-related topics including mediating conflict, conflict resolution, referral pathways, and policy awareness. 
· Update and maintain related printed resources, online documents/information, and training materials.
· Advances a culture of accountability and care by supporting evolving initiatives within Student Affairs and across campus that promote student rights, responsibilities, and restorative practices.
· Maintain up-to-date knowledge of legislation, University policies and industry best practices regarding non-academic conduct prevention programming, with a particular focus on restorative/reparative approaches.
Policy Administration
· Serve as a designated primary Adjudicator for Formal Negotiated processes and Formal Adjudicative processes (Adjudicated Cases) under the Student Charter when the complainant is a student and, when appropriate, if the complaint is on behalf of the University. 
· Serve as a designated primary Adjudicator for the Determination of Outcomes under the Sexual Violence Policy.
· Participate in Conduct Triage Team meetings. 
· Draft, issue and file formal documents such as: Notice of Formal Proceedings, Formal Negotiated Written Summaries, Formal Adjudicated Decision Letters, No Contact Agreements, No Contact Orders, Post-Withdrawal Letters (which include registration restrictions). 
· Provide consultation to the Safety Assessment Team in cases of Extreme Circumstance when temporary restrictions are required pending the outcome of a Charter process.
· Provide consultation to the Behavioural Intervention Team on overlapping cases.
· Update and maintain confidential records in accordance with institutional practices and Freedom of Information and Protection of Privacy Act including: the Case Record, yearly holdings of all Formal Cases under the Student Charter and related materials, yearly holdings of the Determination of Outcomes under the Sexual Violence Policy and related materials.
· Working closely with the University Privacy Officer, occasionally manage FIPPA requests for information.
· Occasionally provide information as appropriate to inform Trent University’s official response to internal and external entities with approval and review from the Associate Vice-President, Students and the Director, Communications or their designates. 
· Provide occasional mediation, conflict resolution, educational, restorative and/or reparative support in cases of conflict involving students, including student staff or student organizations originating in policies outside of the Student Charter and the Sexual Violence Policy. 
Program Assessment			
· Evaluate the effectiveness of preventative education, negotiated processes and adjudicated processes. 
· Co-Chair the review and revision of the Student Charter in accordance with its review schedule in collaboration with a committee and under the guidance of the Manager, Student Affairs and the Associate Vice-President, Students. 
· Evaluate the Student Charter for compliance with operational and legislative requirements while ensuring consistency and currency with other University policies, procedures, and frameworks.   
· Participate in the review and revision of the Sexual Violence Policy to ensure consistency of operational requirements and currency with other University policies, procedures, and frameworks.   
· Compile data and submit regular reports regarding the Student Charter. 
· Prepare data for mandated external reports to be in compliance with legislation and governmental requests (e.g., free speech, sexual violence, harassment and discrimination).
Education Required:
· Honours University Degree (4 year) required; preference will be given to candidates with a relevant graduate degree and/or a related degree focus such as Higher Education.
· Designations for Qualified Mediator (Q.Med), Chartered Mediator (C.Med), Qualified Arbitrator (Q. Arb) or Charter Arbitrator (C. Arb) preferred. 
Experience/Qualifications Required:
· Three (3) years of related experience including experience related to postsecondary student conduct required. 
· Skilled in conflict resolution, mediation, restorative justice, and reparative approaches to behavior management.
· Empathetic and equity-minded, with insight into and knowledge of diverse student experiences.
· Demonstrated ability to interpret and apply a variety of procedures, policies, and practices.
· Strong communication (verbal and written) and interpersonal skills.
· Must be proficient in the use of computer applications such as intermediate level word processing, spreadsheets and database applications. 
· Occasional evening and weekend work required.
· A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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