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Supporting Student Recognition Through
Experiential Learning & Student Involvement
Welcome! Validators play an important role in recognizing student learning through the Co-Curricular Experience Record. This handbook provides an overview of your role, responsibilities, and the key processes you’ll use throughout the year.
Looking for step-by-step instructions? All resource guides can be found at the bottom of this handbook and on the Experience Record website.

What is the Co-Curricular Experience Record?
The Co-Curricular Experience Record (ER) is the University of Manitoba’s centralized record of approved co-curricular experiential learning and student involvement activities.
Why It Matters
Students use the Co-Curricular Experience Record to:
	✅ Showcase involvement
	✅ Demonstrate transferable skills

	✅ Strengthen resumes and applications
	✅ Prepare for interviews

	✅ Reflect on their learning

	


🎯Understanding the Role
Purpose of the Role: Why Validators Matter
Validators help maintain the integrity of the Co-Curricular Experience Record by confirming student participation and keeping activity information current.
Your Responsibilities
	✔ Validate student participation
	✔ Approve or decline validation requests

	✔ Maintain activity and position information
	✔ Review competencies

	✔ Communicate validator changes
	✔ Support leadership transitions


Time Commitment
Time commitment varies per activity but typically your time will be spent:
· Reviewing activities
· Responding to validation requests
· Updating positions
· Supporting transitions

Need Help?
📧 ExperienceRecord@umanitoba.ca	📞 431-294-3161
For more information on your role as a validator, refer to the Validator Guide at the bottom of this handbook or on the Experience Record website.

🔄 The Experience Record Lifecycle











	Activity Created
	Positions Added
	Student Participation

	A new experiential learning or student involvement opportunity is submitted for review using the Experience Application Form
	Positions are created to define the different roles students can participate in.
	Students participate in the approved activity and complete the requirements of their position.

	Student Validation
	Update Activity & Position Information
	Annual Review

	Validators confirm that students have met the participation requirements.
	Activities and positions should be reviewed and updated whenever responsibilities, contact information, or other details change.
	Activities are reviewed each academic year to ensure information remains accurate and validators are up to date.

	Renewal
	Leadership Transition
	

	Approved activities continue into the next academic year.
	When a validator or activity leader changes, responsibilities, documentation, and activity information should be shared to ensure a smooth transition.
	



📋 Managing Activities
Activity Descriptions
When creating or editing, use clear, student-friendly language.
· Spell out acronyms (Science Students’ Association (SSA))
· Keep descriptions concise
· Contact the Experience Record Team to update activity descriptions
	Eligibility
	Learning Outcomes
	Contact Information

	Eligibility is selected per position. Choose one option that best represents who can participate.

	Review learning outcomes regularly to ensure they reflect what students gain from the experience.

	Notify the ER Team of any changes. Email us at ExperienceRecord@umanitoba.ca.




Keeping Information Current
Review activities regularly and update:
· Descriptions
· Positions
· Contact information
· Validators
➕ Managing Positions
Positions define the opportunities students participate in.
	Adding Positions
	Editing Positions
	Removing Positions

	Create a new position when responsibilities or opportunities differ within an activity. Use the Experience Update Form to request a new position.

	Review positions regularly to ensure titles, descriptions, competencies, eligibility, and participation remain accurate. Submit updates using the Experience Update Form.

	If a position is no longer offered or has been replaced, notify the ER Team to have it removed from the catalogue.




Writing Student-Friendly Position Titles
Position titles should clearly describe the student’s role.
	✅ Good examples
	❌ Avoid

	· Communication Coordinator
· Orientation Volunteer
· Peer Mentor
· Event Assistant
	· Executive
· Volunteer
· Team Member
· Committee


Students often share their Co-Curricular Experience Record with employers, so position titles should be meaningful without requiring additional explanation.

Writing Meaningful Position Descriptions
Keep descriptions focused on what students actually do.
A good description should answer:
· What are the students’ responsibilities?
· What skills or knowledge will they develop?
· What impact does the role have?
Avoid descriptions that only explain the organization rather than the position.
❌ Volunteer for events.
✅ Assist with event setup, welcome attendees, answer questions, and support event operations.
🌱 Competencies & Student Learning
Competencies connect experiences to transferable workplace skills.
They help students:
· Describe their learning
· Prepare resumes and interviews
· Recognize their personal and professional growth
	Choosing Competencies
	Reviewing Competencies

	· Select competencies that genuinely reflect the student’s experience.
· Review competencies whenever position responsibilities change.
	Ask yourself:
· What does the student actually do?
· What skills are they practicing?


How Leadership Roles Translate to Workplace Skills
	Position
	Student Experience
	Competencies Developed

	Orientation Volunteer
	Welcomes new students and answers questions
	Verbal Communication, Collaboration, Initiative

	Communications Coordinator
	Creates social media content and promotional materials
	Communication, Digital Content Creation and Design, Creativity

	Team Lead
	Coordinates volunteers and delegates tasks
	Teamwork, Problem Solving, Articulating Vision and Strategy


💡 Remember: If the responsibilities of a position change, the position description and competencies should be reviewed together.

✅ Validating Student Participation
Validation confirms that a student has successfully completed the requirements of an approved activity.
As a validator, you are responsible for:
	· Reviewing student validation request
	· Approving or declining requests based on participation requirements
	· Ensuring validations are completed in a timely manner


Validation may occur in one of two ways:
· Validator-Initiated: The validator adds or uploads participants after an activity is complete.
· Student-Initiated: A student submits a validation request through UMConnect for the validator to review.
For detailed instructions on completing validation, managing requests, and important deadlines, refer to the Validator Guide at the bottom of this handbook or on the Experience Record website.
🔁 Changes & Transitions
Changing Validators
	· Notify the Experience Record Team
	· Introduce the new validator

	· Share relevant documentation
	· Review activity and positions together

	· Explain validation responsibilities
	


Validator transitions usually occur at the end of the academic year, once student validation is completed. 
Activity Changes
Notify the Experience Record Team if your activity:
· Is no longer being offered
· Changes significantly
· Has updated contact information or details
Position Changes
Use the Co-Curricular Experience Record Update Form to:
	· Add new positions
	· Update position titles or descriptions

	· Revise position details
	· Restructure existing positions


Contact the Experience Record Team to remove positions that are no longer offered.
⭐ Best Practices
	✔ Review activities annually
	✔ Keep descriptions student friendly
	✔ Avoid acronyms

	✔ Update information throughout the year
	✔ Respond to validation requests promptly
	✔ Ask questions when unsure



📅 Annual Review & Key Dates
	Item
	Timeline

	Application cycle deadline
	15th of each month at 4:30 PM

	ERCC Meeting
	Last Wednesday of every month

	Deadline for students to request validation
	Second Monday in May annually

	Deadline for validators to validate students
	June 30th annually

	Notify ER Team of changes to activity details
	Anytime

	Update existing positions
	Anytime



❓FAQs
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Q: Can multiple validators be assigned to an activity?
A: Yes. An activity may have more than one validator to help manage student validation requests and maintain activity information.
Q: What happens if a student submits an incorrect validation request?
A: Decline the request and, if appropriate, let the student know why it was declined so they can submit a new request if needed.
Q: How do I add a new position?
A: Submit a Co-Curricular Experience Record Update Form. For step-by-step instructions, refer to the Validator Guide.
Q: How do I update competencies?
A: Submit a Co-Curricular Experience Record Update Form to request competency changes. Refer to the Validator Guide for detailed instructions.
Q: What should I do if I’m leaving my role and don’t know who the new validator will be?
A: Notify the Experience Record Team that you are leaving your role. Once a new validator has been identified, ask your department or organization to share their contact information with the Experience Record Team.
Q: Who can I contact if I have questions?
A: Contact the Experience Record Team at ExperienceRecord@umanitoba.ca. We’re happy to help.

Q: What happens if validation isn’t completed before the deadline?
A: Students may not receive Co-Curricular Experience Record recognition for that academic year. To avoid delays, complete validation as soon as possible after an activity ends.
Q: Should I wait for students to request validation?
A: No. Validators can validate students directly after participation requirements have been met. Student-requested validation is available, but it is not the only way students can be validated. Refer to the Validator Guide for the available validation methods.
Q: How should I choose competencies?
A: Select competencies that best reflect the skills and learning students gain through the position. Use the University of Manitoba Competencies Framework as a guide.
Q: How do I confirm I’m continuing as a validator?
A: Complete the Validator Verification Form, available on the Experience Record website.
Q: What if my activity is no longer being offered?
A: Let the Experience Record Team know so the activity can be removed from the Experience Catalogue. Previously validated student experiences will remain on students’ Co-Curricular Experience Records.
Q: What is the ERCC?
A: The Experience Record Campus Committee (ERCC) reviews applications for new activities and updates to existing activities before they are published in the Experience Catalogue.



📚 Resources
· Experience Record Website – Centralized hub for all Experience Record information, including resources and support materials.
· Experiential Learning Website – General information about experiential learning, including what it is and the 12 types of experiential learning.
· Competencies Framework Website – Information about the University of Manitoba Competencies Framework and competency definitions.
· Experience Record Administration Toolkit – Central location for all Experience Record administrative resources, including guides, reference materials, and online forms.
· Contact Information – Support contact for questions, assistance, and additional information.
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