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Bye Law 1: Membership

1.  
  Ordinary Members

Eligibility:

1.1. Each and every student of the University of Gloucestershire who has not opted out by notifying the University of Gloucestershire Students’ Union of his or her wish not to be a Member of the Union; and

1.2. The Officer Trustees of the Union

Entitlements:
1.3.
Eligibility for membership of all Union clubs, societies, activities and groups

1.4.
Speaking rights at Student Forums of the Union

1.5.
Eligibility to be nominated for relevant Union elections

1.6.
Voting rights in any Union election

1.7.
Voting rights in any referendum 

1.8.
Members of the Union must abide by the Members’ Code of Conduct Bye Law.

2.   
Associate Members
Eligibility:
2.1.
Carers of Members, for whom the fee will be waived

2.2.
Staff of the Union on permanent or fixed term contracts of at least 6 months, for 
whom the fee will be waived. These staff will, exceptionally, be entitled to 
purchase a NUS card

2.3.
Enrolled students taking up to one year out of their academic programme

2.4.
Any graduates of the University, at an agreed rate decided by the executive 
committee annually

2.5.
All students of relevant HE/FE institutions whose specific course is not affiliated to the University of Gloucestershire but whose institution is linked by an academic and financial memorandum of co-operation

2.6.
Any other person subject to the approval of the Trustee Board.

Entitlements:
2.7.
Associate members are entitled to take part in the social activities of the Union and make use of Union facilities, subject to any restrictions imposed by Students' Union Executive Council from time to time. Associate members shall not otherwise be concerned or take part in the affairs and running of the Union

2.8.
Associate membership shall expire at the end of each academic year but shall be renewable
2.9.
Associate members who wish to use the facilities of the Union must abide by the Members’ Code of Conduct Bye Law.

3.   
Reciprocal Members

Eligibility:

3.1.
Reciprocal membership shall be open to members of other Students’ Unions on production of a valid University or SU card.

Entitlements:

3.2.
Reciprocal members shall be entitled to attend all Union functions, subject to any charges or restrictions as may be decided upon by SU Executive Committee

3.3.

Members of other Students’ Unions who wish to use the facilities of the Union 
must abide by the Members’ Code of Conduct Bye Law.

4.
 Honorary Membership

Eligibility:

4.1 
Honorary Life Membership of the Students' Union may be offered to retiring 
Sabbatical Officers and others who are deemed to be deserving of the honour, 
as long as they are successfully voted upon at a general meeting.

Entitlements:

4.2 
Honorary members are entitled to take part in the social activities of the Union 
and make use of Union facilities, subject to any restrictions imposed by Students' 
Union 
Executive Council from time to time. Honorary members shall not 
otherwise be 
concerned or take part in the affairs and running of the Union

4.3
Voting rights in any Union election

4.4
Voting rights in any referendum 

4.5
Honorary members who wish to use the facilities of the Union must abide by the Members’ Code of Conduct Bye Law.

5.
 Procedures for opting out of the Students' Union

5.1
A student who wishes to exercise their right not to be a member of the Union should consult an officer trustee of the Union to ensure that they are in possession of all necessary information. If the student chooses not to be a member they will be required to submit this request in writing

5.2
Details of non-membership will be kept in registers maintained by the Union

5.3
Students who opt out of membership shall be excluded from all decision making, use of facilities and membership of Union clubs, societies, activities and groups including:

5.3.1 Non-members are not eligible to hold an NUS Card

5.3.2 Non-members are not eligible to vote in any Students’ Union elections

5.3.3 Non-members are not eligible to stand for office in any relevant election of the Students’ Union or sit on any committee which is not the subject of an election

5.3.4 Non-members may not hold office in any SU club or society

5.3.5 Non-members may not serve as Union representatives on committees which are part of the governance structure of the University

5.3.6 Non-members are not entitled to Students’ Union representation at academic appeals.

6. Termination of membership

6.1
Termination of any class of membership can be enforced should the Members’ Code of Conduct Bye Law be breached and the Disciplinary Procedures Bye Law be followed.

Bye Law 2: Members’ Code of Conduct

1. 
Background

1.1
Our members are expected to act as ambassadors for the Union/University 
whilst they are studying at the University of Gloucestershire. 
Our expectation is 
that members uphold this at all times whilst they are registered students. 

2.
Conduct

2.1
It is an expectation that all members maintain high standards of behaviour as set out within the Student Charter and University Code of Conduct, which are accessible via the University website.

3.
Disciplinary

3.1
Behaving in a manner which breaches the responsibilities as laid out within the Student Charter and University Code of Conduct will result in disciplinary procedures being commenced in line with the Disciplinary Procedures Bye Law. 

Bye Law 3: Trustees’ and Sabbaticals’ and Executive’s Code of Conduct

1. 
Background

It is an expectation that all Union employees maintain high standards of work and discipline; Trustees and Executives are not excluded from this expectation.

2. 
Underpinning Values 

2.1 
As stated within the memorandum of articles (background) the Union will seek at 
all times to:

(i) ensure that the diversity of its Membership is recognised and that equal access is available to all Members of whatever origin or orientation;

(ii) pursue its aims and objectives independent of any political party or religious group;

(iii) pursue equal opportunities by taking positive action within the law to facilitate participation of groups discriminated against by society;

(iv) pursue its activities in a sustainable fashion. 

2.2 
These values underpin every activity of the Union and as such should be upheld 
as a minimum requirement within the work of our Trustees and Executive 
Committee.

3.0 Behaviour

3.1
This section shall apply in full to prospective (from the date of nomination) and current Trustees and Executives, who will:

3.1.1
conduct themselves in a manner reflecting the values outlined above

3.1.2
conduct themselves in a professional manner befitting of the role

3.1.3
conduct themselves in a manner that shows due respect to all members, guests and staff of the Union, and in accordance with the Memorandum of Articles and Bye Laws 

3.1.4
conduct themselves in a manner that does not bring the Union into disrepute or present a conflict of interest

3.1.5
conduct themselves in accordance with the Members’ Code of Conduct Bye Law 

3.1.6 
conduct themselves in a way which adheres to relevant legal 
requirements.

4.0
Disciplinary

4.1
Behaving in a manner which breaks any of the above will result in disciplinary procedures being commenced in line with the Disciplinary Procedures Bye Law.


Examples of General Disciplinary Offences are:

4.1.1 Poor timekeeping and/or attendance
4.1.2 Failure to attend two consecutive meetings of the Executive Committee or 

         Board of Trustees without apology will result in disciplinary action

4.1.3 Poor work standard or inadequate attention

4.1.4 Disruptive or unacceptable behaviour

4.1.5 Contravention of health and safety regulations

4.1.6 Failure to comply with the organisation’s policies and rules.

4.2
 Examples of Serious/Gross Misconduct are:

4.2.1
Theft from the organisation and/or its employees and/or its clients, customers or advisers

4.2.2
Forgery, misrepresentation

4.2.3
Fighting, damaging property

4.2.4
Actions on our premises or to our staff constituting a criminal 



offence

4.2.5
Use of prohibited substances (which includes for this purpose 
addictive drugs, alcohol and solvents)

4.2.6
Discrimination and harassment (by any means whatever)

4.2.7
Money laundering and failure to report suspicions of money laundering.

4.3  
This list is not exhaustive.
Bye Law 4: Disciplinary Procedures

1. 
Introduction

A case for disciplinary action shall exist if a Member, Trustee or Executive is alleged to have:

· Engaged in conduct which disrupts SU-endorsed activity
· Interfered or attempted to interfere with and employee of the Union un the performance of their duties

· Wilfully damaged or defaced Union property or treated as their own the property of the Union or of an employee and/or member

· Broken the University’s Student Code of Conduct, which applies both on and off campus in such a way as to bring discredit upon the Union
· Broken the relevant Union Code of Conduct, which applies both on and off campus in such a way as to bring discredit upon the Union

· Broken a published rule of the Union.

2. 
Disciplinary Procedure – Trustees and Executives

2.1
The code of conduct for Trustees and Executives is set out in the Trustees’ and Executive’s Code of Conduct Bye Law

2.2 In the event that any Trustee or Executive does not abide by the Trustees’ and Executive’s Code of Conduct Bye Law, the procedures set out in this Disciplinary Procedures Bye Law will be followed

2.3 The process for removing a Trustee or Executive from their elected role relating to their competency to undertake their role is a separate issue and should be addressed in accordance with clauses 36-39 of the Memorandum of Articles.

3. 
Disciplinary Procedure – Members

3.1
The code of conduct for members is set out in Bye Law 2 – Members’ Code of 
Conduct

3.2
In the event that any member does not abide by Bye Law 2 – Members’ Code of Conduct, the procedures set out in this Disciplinary Procedures Bye Law will be followed. 

4. 
Disciplinary Process


4.1 
Allegations of misconduct as described above should be made to the SU Chief Executive. The SU Chief Executive then has 4 options:

i) No action needed

ii) Level 1 – Chief Executive can take an appropriate decision

iii) Level 2 – Chief Executive can convene the SU disciplinary committee


iii) 
Level 3 – Chief Executive can refer the matter to the University Director 


of Student Support.

4.2
In the event that the misconduct is serious enough that the police are involved, the member/s concerned will be suspended from all Students’ Union activities and venues pending the outcome of the police investigation

4.3
The Students’ Union will not begin any disciplinary process until the outcome of 
the police investigation has been concluded and the member/s will continue to be 
suspended during this time.

5. 
Level 1

5.1
In the circumstance that the Chief Executive feels the incident in question does not require formal disciplinary procedures, they can choose to meet with the member/s in question and impose a suitable sanction if required


5.2
The member/s will be given the opportunity to present their account of what has 


happened at the meeting


5.3
Following the meeting the Chief Executive will, within 5 working days, write to 


the member/s to inform them what actions will be taken


5.4
If the member/s disagrees with the outcome they will have the right to appeal to 


the SU disciplinary committee. This appeal must be made in writing within 5 


working days of being informed of the outcome of the original meeting.

6. 
Level 2

6.1
In the circumstances that the Chief Executive decides to convene the 
disciplinary committee, the member/s will be written to informing them of this 
decision and the need for them to attend a disciplinary hearing. The letter will 
include:


i) the date, time and location of the disciplinary hearing;


ii) details of the alleged breach of the code of conduct which the 

committee will be considering;


iii) The right for the member/s to bring someone to accompany them.

6.2
The disciplinary committee will consist of one SU staff member (chair) and two 
Students’ Union council members

6.3
Following the disciplinary hearing the committee will consider the outcome and 
must reach full agreement. The chair of the disciplinary committee will inform the 
member/s of the outcome in writing within 5 working days of the hearing

6.4 If the member/s concerned is unhappy with the outcome of the disciplinary hearing, they have the right to appeal to the Chair of the Board of Trustees.

6.5 The member/s need to request an appeal within 7 days of the original disciplinary decision being made.

6.6 The Chair of Trustees will then convene a panel also including one Executive Trustee and one Student Trustee to hear the appeal

6.7 No one with a direct relationship to the appellant or who would have a conflict of interest in exercising judgement should agree to sit on this panel. Where required the Chair of Trustees could be replaced by a nominee from the remaining external trustees.

6.8 Quorum is achieved only when all three members are present.

6.9 The appellant and a representative of the Union involved in the original decision must both attend and put their case before the appeal is considered.

6.10 The appellant must be given 7 days notice of the date, time and location of the appeal hearing and details as to the area(s) within the Code of Conduct they have been adjudged to have broken.

6.11 Once the cases have been made by each party or their nominated representative, the panel will convene in private to make a decision, which shall then be informed to the parties concerned immediately 

6.12 The panel may alter or uphold the original findings, and maintain or alter the sanction(s) imposed.
7. 
Referral to the University 

7.1
If the Chief Executive deems it appropriate to do so they can immediately refer 
the matter to the University by informing the Director of Student Support.

7.2      Even when the matter is dealt with by the Union internally, the University will be                                     

           informed of the matter so that they can pursue their own procedure in addition 

           should they wish to.

7.3      The decision to refer a matter entirely over to the University will be decided in
conjunction and discussion between the Student Union Chief Executive and the Director of Student Support. The Union will refer matters that are deemed sufficiently serious and will also consider requests from the University to refer cases to them. Referral will take place when both parties agree to transfer jurisdiction.

8. 
Penalties

A student found guilty of misconduct may have any or all of the following sanctions imposed:

a. Banned from using some or all SU venues or services for a specified length of time;

b. Fined up to a maximum of £500. This maximum figure will be subject to periodic review;

c. Required to perform unpaid services for the University community to a maximum of 40 hours;

d. Termination of SU membership.

Bye Law 5: Appeals

1.
Appeal against removal as a Trustee

1.1
In accordance with Article 39.2, a Trustee removed in accordance with Articles 36-38 shall be entitled to appeal the decision to remove him or her to an Appeals Panel. The Trustee appealing shall be called “the Appellant”

1.2
The Appellant has the right to appeal against a decision of the Trustees provided s/he lodges his or her appeal in writing with the Chief Executive not more than 14 days after the receipt of the written notice of the decision of the Trustees

1.3
If an appeal is lodged within the deadline, the decision to dismiss the Appellant shall not take effect until the final determination of the matter

1.4      The Trustee will however be suspended from their duties pending the outcome of their appeal. 

1.5
The appeal should contain a statement of the grounds upon which the appeal is brought and of the facts and matters relied upon.

2.
Notification of hearing and exchange of information
2.1
The Appellant shall be given at least 7 days’ written notice of the date, time and place of the appeal hearing

2.2
At least 4 days prior to the date of the hearing, the Appellant shall:

2.2.1  confirm whether or not s/he intends to attend the hearing and, if so, the name of any person who will be accompanying or representing him or her; and

2.2.2  submit any fresh evidence that s/he wishes to rely upon.

2.3
At least 2 days prior to the date of the hearing, the appeals panel will provide the Appellant with any further evidence which it wishes to rely upon at the hearing

2.4
Neither party shall without the consent of the other or the permission of the Appeals Panel rely on any statement or document other than those provided or identified under paragraphs 2.2 and 2.3 above.

3.
Composition of the Appeals Panel
3.1
The Appeals Panel shall be made up of the following:

3.1.1 a University nominee, appointed by the University;

3.1.2 an independent member of the community;

3.1.3
a chief executive or Chief Executive of another students’ union;

3.1.4
an  officer  of  another  students’  union. 
3.2
Each member of the Appeals Panel shall be independent and shall not have had any substantive involvement in the matter under appeal. Their relationship with the Appellant should not give rise to any conflict of interest

3.3     The Clerk to the Trustee Board is responsible for finding, contacting and inviting four individuals who meet the stated criteria in order so that a meeting of the Appeals Panel is possible. 

3.4
The members of the Appeals Panel shall, prior to the meeting, elect one of their number to preside as chair of the Appeals Panel (the “Chair”).

4.
The parties in proceedings before the Appeals Panel
4.1
The Appellant shall be entitled to be accompanied or represented by one other person of his or her own choice and must inform the chair at least 2 days prior to the hearing. The chair of the Appeals Panel can reject this request if they deem there to be a conflict of interest

4.2
The Students’ Union’s Chief Executive shall act on behalf of the union as the Respondent to the appeal and for this purpose may instruct a representative.

5.
Procedure before the Appeals Panel
5.1
The function of the Appeals Panel is to review the reasonableness of the decision to dismiss the Appellant. On the appeal, the Appeals Panel will consider the documents, statements and other evidence produced to the original Trustee meeting. The Appeals Panel shall not interview or cross examine any witnesses

5.2
The hearing of an appeal shall be conducted in accordance with paragraph 8 below except where to do so would be inconvenient or unjust. In such circumstances, the Chair of the Appeals Panel may modify the procedure to the extent that s/he deems necessary provided that the result is fair to the Appellant.

6.
Courses of action which the Appeals Panel may take
6.1
The courses of action which the Appeals Panel may take are:

6.1.1 to uphold the appeal; or

6.1.2 to reject the appeal.

6.2
Within  seven  days  of  deciding  on  the  appropriate  course  of  action  the  Chief Executive will notify the Appellant in writing of the decision of the Appeals Panel.

7.
The absence of the Appellant
7.1
If at the Appeal hearing, the Appellant is not present or represented, the Appeals Panel may proceed to consider the matter in the Appellant’s absence if it is satisfied that notice was properly served upon him or her in accordance with paragraph 2.1 above.

8.
Order of proceedings
8.1
The  order  of  proceedings  for  the  Appeals  Panel  meeting,  unless  the  Chair otherwise directs, will be as follows:

i.
Submissions by or on behalf of the Appellant.

ii.
Submissions by or on behalf of the Respondent.

iii.
Consideration of the evidence by the Appeals Panel. iv.
Closing submissions by or on behalf of the Appellant.

v.
Closing submissions by or on behalf of the Respondent.
Bye Law 6: Committees
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Background

The objectives of the Union are set out in the memorandum and articles of association and the key work that the Union should undertake is focussed on ensuring that students are represented fully, both within the Union and the University. It is critical therefore that the committee structures in place allow the Union to fulfil these objectives effectively. 

This Bye Law is a guide to the Union committee structure and sets out the terms of reference for each of them in order to give clarity to the decision making processes within the organisation.

There is also a guide to the manner in which SU committees should operate: from planning the meeting and recording it, to ensuring that action takes place from it. 

The document sets out to ensure that the committees operate effectively and efficiently, and to give the members a foundation to guide them whilst members of committees.

The most important element of the committee structure is to make correct decisions as a group. Committees and meetings can occasionally be criticised for ‘slowing down’ the decision-making process. However, if the SU committees are used correctly, the reverse will occur. The committee structure should be seen as a ‘mandate for action’, and not as a tool to avoid change, expenditure or decisions.

How do the committees operate?

Each committee has a membership, comprising different SU members. The majority will have Sabbatical Officers, Executive Council members (‘exec’), non-elected students, SU staff and occasionally University staff. 

Where it is essential for certain officers to be on a committee, these are known as ex-officio members. For example, every committee has an exec or sabbatical officer as a member, as committee work is a major part of their role. Others may include members of SU staff, as the area covered may need their expertise or guidance. 

The committee members all have the right to vote, except the chair who, if needed, will provide the casting vote. The Executive Committee and Students’ Union council are open to any member to attend. These members may contribute to the meeting, but they may not vote.

Quorum

To ensure that any committee meeting is valid, and as such any decisions made can be actioned, the meeting needs to be quorate. Unless stated otherwise, a committee will be deemed quorate if 50% of the voting members are in attendance. The meeting can still take place without quoracy being reached, but any decisions made will need to be taken/confirmed at another meeting where a true vote can take place.

Each committee will have a chairperson and a secretary. These will be elected from the committee members, unless the ex-officio members are designated to these positions in this handbook.

The Committee Hierarchy

All committees have particular remits and decision-making powers. It should be noted, however, that the Executive Council or the General Meeting can overrule any committee decision if there are good reasons to do so.

Therefore it is seen as good practice for committee chairs to report back to the Executive Council to outline what decisions their committees have agreed upon.

When do meetings take place?

It is for the committee to decide when meetings will be held, and as such the next meeting should be agreed at each meeting. This Bye Law states how often certain committees should meet (weekly, termly, annually etc); however the actual dates and times should be agreed by the committee members.

It is good practice to advertise the next meeting in good time, so that as many members have a chance to attend as possible. This is the responsibility of the Secretary of the committee.

Minuting

The secretary of the committee is responsible for minuting the meeting. These minutes should always be an agenda item at the following meeting, and matters arising from them should always be one of the first agenda items. 

How are minutes taken?

- Minutes should be recorded in a standard manner, both in terms of layout and style, so that all SU members can easily read any minutes. 

- All minutes should state the Committee title, date and time of meeting, and members in attendance. The list of attendees should always start with the chair, and the others listed in alphabetical order. Non-committee members present should also be listed, as ‘In Attendance’. 

- Each minute should be numbered, according to its agenda item. The main points from the discussions need to be noted. Crucially the main points that have been highlighted, noted or decided upon must be minuted.

- If decisions have been taken by the use of a vote, the numbers ‘for’, ‘against’ or ‘abstained’ must be noted. 

- If a committee decides to take action on any matters, the member responsible for this must be minuted at the end of the minute. 

- All minutes should be typed, using Arial font, size 12. This is recommended by the University’s Disability Officer as being the easiest font and size for the majority of people to read. Committee secretaries need to be aware of any members with special needs, who would like the minutes to be in larger font size or presented in a different manner.

- Minutes should be made available not later than 5 days after the meeting has taken place. 

Attendance

The chair of any committee is responsible for monitoring the attendance of the members. If certain members do not attend the meetings, the chair has the right first to remind, and then propose to the committee that member’s deselection and replacement.

It is always advisable to discuss such issues with the Union’s Executive Secretary before such discussions take place formally.

What should be discussed at the meetings?

Each meeting should have an agenda that has been decided upon by the chair of the committee. Each agenda should include the following:

1. Apologies

2. Matters arising from previous minutes

3. New agenda items

4. Any other business

5. Date of next meeting

It is good practice to issue the agenda and the previous minutes a few days before the meeting, so that all members have the chance to read and prepare for the issues to be discussed. This is not however always possible, and if necessary the agenda/minutes can be issued at the start of the meeting.

Any other business: any member of the committee can raise issues at the end of the meeting. It is advisable, but not essential, for these to be made known to the chair or secretary prior to the meeting, as the issues raised may require research to be done before the meeting.
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Students’ Union Committees: Terms of Reference

The following committees may meet if the Officer responsible for the relevant area of work wishes to convene such a meeting during any given academic year, but they are not obliged to do so. The work of such committees will report into Students’ Union Council via its Executive.
Sports Committee

Remit:

a. To promote, encourage and provide for sporting activities

b. Ensure that all sports clubs adhere to Union policies 

c. Guide the Sports Officer in the annual budget setting process

d. Agree the annual membership fees

e. To receive reports, training and news from the Sports Officer

f. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. Sports Officer

b. All Club Captains

c. Sports Executive

d. Sports Coordinator (non-voting)

Schedule of Meeting:

The Sports Committee will meet every fortnight during term time

Reports to:

Executive Committee

Activities Committee

Remit:

a. To promote, encourage and provide for activities for all students

b. Ensure that all activities adhere to Union policies 

c. Guide the SU President in the annual budget setting process

d. Agree the annual membership fees

e. To receive reports, training and news from the SU President

f. To ensure that the good work of the Committee is publicised internally and externally

Membership:

a. SU President

b. All Society Chairs

c. Societies Executive

Schedule of Meeting:

The Activities Committee will meet every fortnight during term time

Reports to:

Executive Committee

Entertainments Committee

Remit:

a. To promote, encourage and provide for entertainments for all students

b. Ensure that all entertainments adhere to Union policies 

c. Ensure that all entertainments work within budgets set

d. To ensure that entertainments are effectively marketed

e. To receive an entertainments reports from the SU President

Membership:

d. SU President

e. Entertainments Executive

f. Entertainments Volunteers

Schedule of Meeting:

The Entertainments Committee will meet every week during term time

Reports to:

Executive Committee

RAG Committee

Remit:

a. To promote and encourage RAG activities

b. Ensure that all RAG activities adhere to Union policies 

c. To help guide the planning of fundraising activities 

d. To receive reports, training and news from the RAG Chair

e. To decide on the beneficiaries and distribution of monies raised

f. To ensure that the good work of the Committee is publicised internally and externally

Membership:

a. SU Education and Welfare Officer

b. RAG Chair/Executive

c. RAG Treasurer

d. Any RAG Volunteer

Schedule of Meeting:

The RAG Committee will meet every fortnight during term time

Reports to:

Executive Committee

Volunteering Committee

Remit:

a. To promote, encourage and provide for volunteering opportunities for all students

b. Ensure that all volunteering activities adhere to Union policies 

c. Guide the Volunteering coordinator in the running of existing volunteering projects

d. Guide the Volunteering coordinator in the development of any new volunteering opportunities

e. To receive reports, training and news from the Volunteering coordinator

f. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. SU Education and Welfare Officer

b. Volunteering Executive

c. Volunteering Coordinator

d. Any RAG Volunteer

Schedule of Meeting:

The Volunteering Committee will meet every month during term time

Reports to:

Executive Committee

Media and Communications Committee

Remit:

a. To promote, encourage and provide opportunities for all students to be involved with the students’ union media

b. Ensure that all Union media adhere to Union policies 

c. Guide the development and improvement of all Union media

d. To ensure there are is a clear communications strategy

e. To receive reports, training and news from the Media Executive

f. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. SU President

b. Media Executive

c. Communications Executive

d. Space Editor

e. Tone Radio Manager

f. Design Co-ordinator

g. Web Designer

Schedule of Meeting:

The Media and Communications Committee will meet every fortnight during term time

Reports to:

Executive Committee

International Committee

Remit:

a. To effectively represent the views of international students within the Union’s structure

b. Ensure that the member international societies adhere to Union policies 

c. Guide the International Executive  in the development of opportunities for international students

d. To receive reports, training and news from the International Executive

e. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. SU President

b. International Students’ Executive

c. All international society chairs.

Schedule of Meeting:

The International Committee will meet every month during term time

Reports to:

Executive Committee

Liberation Committee

Remit:

a. To effectively represent the views of all minority groups of students within the Union’s structure

b. To organise events, activities and campaigns aimed at promoting greater understanding and tolerance of people regardless of race, religion, ethnicity or sexuality

c. Ensure that the members of the individual liberation societies adhere to Union policies 

d. To ensure there is representation at the NUS national liberation conferences

e. Guide the equal opportunities executive in their work

f. To receive reports, training and news from the Equal Opportunities Executive

g. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. SU President

b. Equal Opportunities Exec

c. All Liberation society chairs

Schedule of Meeting:

The Liberation Committee will meet every month during term time

Reports to:

Executive Committee

Postgraduate Committee

Remit:

a. To effectively represent the views of postgraduate students within the Union’s structure

b. To organise events and activities for postgraduate students

c. To ensure there is representation on the national postgraduate committee

d. Ensure that postgraduate committee activities adhere to Union policies 

e. Guide the Postgraduate Students’ Executive  in the development of opportunities for postgraduate students

f. To receive reports, training and news from the Postgraduate Students’ Executive

g. To ensure that the good work of the Committee is publicised internally and externally

Membership:

d. SU President

e. Postgraduate Students’ Executive

f. Any postgraduate student

Schedule of Meeting:

The International Committee will meet every month during term time

Reports to:

Executive Committee

Mature Students’ Committee

Remit:

a. To promote, encourage and provide opportunities for mature students

b. Ensure that the committee adhere to Union policies 

c. Guide the Mature Students’ Executive  in the development of opportunities for mature students

d. To receive reports, training and news from the Mature Students’ Executive

e. To ensure that the good work of the Committee is publicised internally and externally

Membership:

a. SU President

b. Mature Students’ Executive

c. All mature students

Schedule of Meeting:

The International Committee will meet every month during term time

Reports to:

Executive Committee

Environment Committee

Remit:

a. To organise events, activities and campaigns aimed at promoting greater understanding of sustainability issues 

b. Promote, encourage and provide opportunities for students to be involved with sustainability societies

c. To oversee the annual sound impact awards process

d. Ensure that the member sustainability societies adhere to Union policies 

e. Guide the Environment Executive in the development of sustainability work

f. To receive reports, training and news from the Environment Executive

g. To ensure that the good work of the committee is publicised internally and externally

Membership:

a. SU President

b. Environment Executive

c. All environmental society chairs

Schedule of Meeting:

The International Committee will meet every month during term time

Reports to:

Executive Committee

The following committee shall convene each year in the period some weeks before the election data of Students’ Union Elections and Bye-Elections.

Elections Committee

Remit:

a. To make all necessary arrangements prior to any elections including the drafting of the candidates’ information pack

b. To ensure that each election is publicised effectively to encourage candidates to come forward

c. To ensure that all elections are held in keeping with the election regulations as set out in the Bye Laws

d. To ensure that all elections are held in keeping with the SU equal opportunities statement

e. To make decisions on any issues/complaints that may arise during election campaigns, ballots, counts etc.

Membership:

a. An Officer Trustee who is not a candidate in the elections (Elections Officer)

b. Any other Officer Trustees eligible to be on the committee 
c. 2 x Executives

d. 2 x Student Council Members

e. Membership Services Manager (who may be the Deputy Returning Officer)
f. Democracy Co-ordinator (who may be the Deputy Returning Officer)

g. Returning Officer

Schedule of Meeting:

The Elections Committee will meet as required during elections but must meet at least once prior to the elections to confirm arrangements and at least once immediately after the election has finished to discuss any issues or complaints which may have been made. 

Reports to: Executive Committee
Executive Committee
Remit:

a. Shall be delegated power to be the main decision making committee in setting SU policy on behalf of the membership but shall be answerable to Student Council and any general meeting

b. Shall be, subject to the provisions of the memorandum and articles of association, responsible for the overall conduct and policies of the SU and the achievement of its constitutional aims 

c. Shall be responsible for working with SMT in drafting the SU budget for the following year

d. Shall be responsible for working with SMT in formulating strategic plans and developing existing or new services

e. As charity trustees, shall be responsible for ensuring that SU funds are used only for purposes which are permitted by the constitution, and which promote the charitable aims of the SU

Membership:

a. 3 x Officer Trustees
President (Chair)

Education & Welfare Officer

Sports Officer

b. 10 x Executive Officers:

Equality and Diversity Executive

Events Executive

International Students’ Executive

Environment and Sustainability Executive

Sports Executive

Activities Executive

Education Executive

Media Executive

Communication and Engagement Executive

Welfare Executive

c. Students’ Union staff as invited (non-voting)
d. All students’ union members (non voting)

Schedule of Meeting:

Executive Committee will meet on a fortnightly basis during the academic year.

Standing Orders

The following Standing Orders shall apply to all executive committee meetings:

a. The chair shall be taken by the President, or if absent, by the Education & Welfare Officer. If neither are present, or being present decline the chair, the meeting shall elect a chair from those present and entitled to vote.

b. The chair shall remain impartial on all issues, and if wishing to speak on any issue shall relinquish the chair for the remainder of the item.

c. The chair shall not vote, except to cast a deciding vote in the event of a tied vote amongst the remaining members.

d. All decisions shall be made by a majority vote.

e. The business of the meeting shall be taken in the following order:


i. Apologies

ii. Previous minutes

iii. Matters Arising

iv. Notification of any AOB matters

v. Agenda Items as listed

vi. AOB

vii. Date/Venue of next meeting

f. At least five days notice shall be given for each meeting, and the minutes of the previous meeting shall have been circulated at least two days before the meeting.

g. Any Executive Council member wishing to have specific items of business on the agenda shall have notified the Secretary of the exact nature of the proposal normally five days prior to the date of the meeting at which the issue is to be raised.

h. Matters requiring expenditure of SU funds or which seek to change an existing policy, or implement a new policy, may not be raised under AOB.

i. AOB matters may not be voted upon.

j. These Standing Orders may be amended by a simple majority at any Executive Committee meeting, provided that the proposal to amend is clearly listed as an item of business on the agenda, and that the correct membership is present. All amendments duly passed shall apply to the next and all subsequent meetings, but shall not affect the conduct of the meeting at which the amendment is first passed.

Reports to:

Students’ Union Council

Bye Law 7: Students’ Union Council

Remit:

a. To represent the voice of Students.
b. To set the policy of the Union 
c. To ask questions of the Executive 
d. To make final decisions on the provisional decisions made by the Executive
e. To debate and vote on policy motions submitted by individual members or sub-committees of the Council
f. Receive a quarterly report from the Trustees. 

Powers of the Union Council:

a. To delegate any of its powers.
b. To withdraw or suspend the membership rights of any member.
c. To appoint Sub-Committees and Working Groups supporting the work
of Union Council.

d. To nominate representatives to serve on bodies outside the Union who
shall be mandated to represent Union policy.

e. To no confidence any person from any committee, with the exception
of no-confidencing members of the Student Executive from the Student


Executive. Following a vote of no-confidence, a member shall be deemed withdrawn from that body and their position vacant.

Further details about the powers of Students’ Union Council can be found in Article 60

of the Memorandum and Articles of Association.

Duties of Union Council Members

a. To act at all times in accordance with Union policy and subject to Articles of Governance to be bound by the mandates of the Board of Trustees, General Meetings and Students’ Union Council meetings.
b. To attend all meetings of Union Council for the duration of the meeting.
c. To attend general meetings.

d. To actively promote the Union and its campaigns.
Voting by Union Council

a. Voting during Union Council meetings shall be by a show of hands or
secret ballot as directed by the chair

b. In the event of a tied vote, the chair shall have the casting vote but will
not vote until that situation arises.
Membership:

a. 3 x Officer Trustees

b. 10 x Executives

c. 37 Campus Reps – Proportionally by Campus Numbers
d. Chief Executive (non voting)

e. Representation and Democracy Co-ordinator (non voting)

f. All members of the Students’ Union (non voting)

Schedule of Meeting:

The Students’ Union Council will meet every month during term time. This will normally involve 7 meetings between September and March and a final meeting in April or May.
Reports to:

Board of Trustees

Bye Law 8: General Meetings
Remit:
The General Meeting sits above the Students’ Union Council in the Union’s democratic structure. Matters that have been debated at Students’ Union Council can be brought to a General Meeting and the decision of the General Meeting will overrule the previous decision. Only a referendum that meets the voter turnout threshold can overrule a General Meeting.

Trustees are expected to follow the guidance of the General Meeting except where there is an explicit reason why they cannot do so. 

Powers of General Meetings:

For further details of the powers and processes of the General Meeting refer to articles 13-29

Duties of General Meetings:

a. The order of business shall be (when relevant):

· Apologies

· Minutes of the Previous Meeting

· Matters Arising

· Motions to trigger a referendum to remove a Trustee
· Amendments to the Constitution

· Policy motions for debate
· Approval of the Budget

· Approval of Trading Accounts

· Reports from Executive Council Officers

· Conferring Hon. Life Memberships (AGM only)

· Open Forum for Questions

· Any Other Business

b. Items raised under AOB shall, after discussion, be referred to the Students’ Union Executive Committee.
c. Motions to change existing SU policy or to implement new policy shall be submitted in full to the Executive Secretary at least 5 clear days prior to the date of a General Meeting, and shall be displayed on a SU notice board on each campus for at least 4 clear days before the meeting. All such motions must be signed by a proposer and a seconder.

d. The chairperson of a General Meeting shall be the Students’ Union President or a designated Executive Council member. The chair shall be solely responsible for the interpretation of the Constitution and its standing orders.

e. The quorum may be challenged at any point during a meeting.

f. The meeting may elect to replace the chairperson during a meeting providing that the motion duly proposed and seconded receives the support of at least two thirds of the members present and voting.

g. The chairperson may exclude any person from a meeting if their behaviour is disruptive, providing that the proposal is supported by a simple majority of those members present and voting. 

h. These Standing Orders may be amended by a simple majority at any Executive Council meeting, provided that the proposal to amend is clearly listed as an item of business on the agenda, and that the correct membership is present. All amendments duly passed shall apply to the next and subsequent meetings. 

Membership

Membership of general meetings is as set out in article 21

Quorum

Quorum is as set out in article 19

Voting by General Meetings

Voting in a general meeting is as set out in articles 23-26.

Frequency of Meetings

A General Meeting may be convened regularly as a Student General Meeting (SGM), but there must be one held as an Annual General Meeting (AGM) in every academic year. An Emergency General Meeting (EGM) can also be called. 

Bye Law 9: Board of Trustees

Purpose:

The Board of Trustees shall be responsible for the management and administration of the Union.

Key responsibilities:

a.
Ensuring the Union has a clear vision, mission and strategic direction and is focused on achieving these

b.
Being responsible for the performance of the Union and for its behaviour

c. Ensuring the Union complies with all legal and regulatory requirements

d. Acting as guardians of Union assets, both tangible and intangible, taking due care over their security, deployment and proper application

e. Ensuring that the Union’s governance is of the highest possible standard.

Duties of the Board of Trustees:

a. 
To work in partnership with the Chief Executive and other senior staff to ensure that the Union has a clear vision, mission and strategic direction and is focused on achieving these

b.
To ensure that the Chief Executive’s annual and longer term objectives and targets support the achievement of the vision, mission and strategic priorities

c.
To review the external environment for changes that might affect the Union

d
To re-assess the need for the Union and the services it does or could provide and review regularly its strategic plan and priorities

e. To be ultimately responsible for the conduct, decisions and the performance of the Union

f.
To agree the method for measuring objectively the progress of the Union in relation to its vision, mission strategic objectives/priorities, plans and annual targets and to regularly receive reports on the performance of the Union

g.
To assist in appointing the Chief Executive and setting their terms and conditions and to ensure that both the individual themselves and the Union as a whole invest in their ongoing professional development

h.
To receive regular reports from the Chief Executive on progress towards agreed strategic priorities

i.
To hold the Chief Executive to account for the management and administration of the Union

j.
To ensure that the Chief Executive receives regular, constructive feedback on his/her performance in managing the Union and in meeting his/her annual and longer term targets and objectives

k.
To ensure that there are mechanisms for students, employees, volunteers and other individuals, groups or organisations to bring to the Trustee Board’s attention any activity that threatens the probity of the Union

l. 
Ensuring that the Union complies with all legal and regulatory requirements

m.
To maintain familiarity with the rules and documents that govern the Union to ensure that it complies with its governing instruments and to review these regularly

n.
To agree the levels of delegated authority to ensure that these are recorded in writing by means of minutes, terms of reference for Board committees and sub-committees, job descriptions for Trustees, key staff, volunteers etc and to ensure that there are clear reporting procedures which are also recorded in writing and complied with

o.
To ensure that the major risks to which the Union is exposed are reviewed annually and that systems have been established to mitigate or minimise these risks.

p. 
To ensure that the income and property of the Union is applied for the    purposes set out in the governing document and for no other purpose


and with complete fairness between persons who are properly qualified to benefit.

q. 
To exercise effective overall control of the Union’s financial affairs and to ensure that the way in which the Union is administered is not open to abuse by unscrupulous associates, employees or volunteers; and that the systems of control are rigorous and constantly maintained through regular evaluation and improvement in the light of experience.

r.
Ensuring that the Union’s governance is of the highest possible standard.

s.
To reflect annually on the their own performance as a Trustee Board
t.
To ensure that as a Trustee Board they have the skills required to govern the Union well and has access to relevant external professional advice and expertise.

u.
To ensure that there is a systematic, open and fair procedure for the election or recruitment of trustees.

v.
To participate in the development and training of new Trustees.

w. 
To abide by the code of conduct for Trustees.

x. 
To ensure that major decisions and Board policies are made together collectively. 
Membership

a. 3 x Officer Trustees (elected)

b. 3 x Student Trustees (Appointed)

c. 3 x External Trustees (Appointed)

d. University’s nominated contact for the Students’ Union (non voting)

e. Senior staff of the Union as required (non voting)
Student Trustees cannot be involved in any other decision making structures of the Union (e.g. Sports club/society committee) during their term of office.

Quorum

As set out in articles 53 the Quorum for the Board of Trustee Meetings until and including the effective date is three. The quorum thereafter will be 5 which must include at least one of each of the types of Trustee referred to above.
Frequency of Meetings

There shall be a minimum of 4 meetings per annum

Bye Law 10: Student Representation System

Background

The Union is the recognised representative channel between Students and the University of Gloucestershire. 

The structures mentioned in Bye Laws 6-9 show the governance in place to ensure that the student voice is heard within the Union, however the Union is also committed to ensuring the mechanisms for feedback directly in to the University are also robust.

The Union works in partnership with the University to manage the student representation system. 

Details for the student representations system and the means by which students are elected are agreed annually with the University and details published on the SU website.

The main forums through which the student voice is heard are course boards and student/staff liaison committees (SSLC), where academic and operational issues are respectively discussed.

In addition the SU elected officers and staff also represent the student voice on a number of University committees. Full details of the current student membership of University committees are shown below. The precise composition of student membership on University Committee’s is subject to the annual approval of the University.
The list of representation as it currently stands serves as a guide to future post-holders about the requirements of their role, but it does not preclude changes being made to reflect the interests and priorities of individual officers and the needs of the Students’ Union in any given year. The principle is that the University is committed to ensuring student representation is a key component in its committee structure and the Students’ Union is committed to providing engaged and active participants to the committees on which it has representation.
University Committees attended by SU Members

Academic Affairs:




2 From:

President








Education & Welfare Officer








Education Executive

Academic Board:




2 From:

President








Education & Welfare Officer

Education Executive

Academic Development Group:


President








Education & Welfare Officer

Academic Standards and Quality Committee:
1 From:








Education & Welfare Officer








Education Executive

Campus Operations Groups:


Varied between:


Sabbatical Officers 

Chief Executive


Faculty Academic Standards & Quality:

Shared between:








Sabbatical Officers








Education Executive

Health & Safety:




Membership Services Manager

Staff Student Liaison Committee:


Varied between:








Sabbatical Officers








Education Executive

Student Affairs Committee:



2 From:

President








Education & Welfare Officer

Chief Executive
Sustainable Development Committee:

Environment Executive








Chief Executive

Fairtrade Steering Group:



Environment Executive









Commercial Services Manager



Teaching, Learning & Assessment: 

2 From:








President








Education & Welfare Officer








Education Executive

University Council:




President

For full details of these committees see the University Committee handbook.

Bye Law 11: Sports

1. Definition
1.1    A sports club may affiliate to the Union provided it is set up and run by students who are currently studying at the University of Gloucestershire as long as:

· For team sports, the club must have at least a full team of members

or

· For individual sports, the number of members required is down to the discretion of the sports committee.

and

· It has a written constitution with clear aims and objectives, using the template in point 19.

· Its work does not replicate any work carried out by the Students’ Union as part of its normal activities.

· Its activities do not conflict with any policies of the Students’ Union.

2. Full Membership
2.1
Any student may become a full member of any sports club upon payment of a membership fee 

2.2 
Members of a sports club may vote in the democratic decision making procedures of that club as laid down in the sports constitution

2.3
A member of a sports club may stand for election to an official position as laid down in the sports constitution.

3. Associate membership
3.1
Associate members of the Union may join any sports club provided they pay an associate membership fee as set by the club

3.2
Associate members are permitted to engage in activities of the sports club, apart from in league sport fixtures

3.3
Associate members may not deal with any finance of the sports club

3.4
Associate members may not hold a position of office within the sports club

3.5
Associate members may not participate in the democratic decision making processes of the sports club

4. Committee
4.1
A committee member must be elected to their position by the normal members of that club

4.2
The committee members of a sports club have a duty of care to their members and must act appropriately at all times to limit the liability of themselves and the University of Gloucestershire Students’ Union 

4.3
No Union Sabbatical Officer or Trustee or Staff member of the Union may hold a committee position within any sports club

4.4
The club captain of a sports club has a responsibility to attend the sports committee meeting each month

5. Finances
5.1
All affiliated sports clubs are eligible to apply for a budget from the Union by submitting a budget request form

5.2
All members of a sports club must abide by the financial regulations of the Union

5.3
All finances of a sports club must be conducted through the University of Gloucestershire Students’ Union

5.4
No sports club may hold a separate bank account or building society account

5.5
Each sports club will be provided with a ‘SU account’ and a ‘non SU’ account

5.6
All sports club expenditure must be authorised by the Sports Officer

6. SU Account

6.1
The Union Executive will determine the level of funding for a sports club. This amount will only be deposited in their SU account once the required threshold of members has been reached

6.2
Any sponsorship money which has spending stipulations attached to it will be deposited into the SU account

6.3
Expenditure from the SU account is primarily to subsidise activities essential to the running of the sports club

6.4
Any purchases made in part or whole with SU account money will become the property of the University of Gloucestershire Students’ Union.

7. Non SU Account

7.1
Any money paid to the sports club must be paid into the Union within 5 working days and will be credited to the non SU account

7.2
Expenditure from the non SU account must be, and shown to be for the benefit of all members of that sports club

7.3
Expenditure from the non SU account is limited to the aims of the group

7.4
The fundraising account may be used to make up any deficits in the sports club’s SU budget account without prior consultation

7.5
The balance from the sports clubs non SU account will be carried over from year to year

7.6
In the event that a sports club does not operate for two consecutive years, all money will be transferred to the Sports Discretionary budget.

8. Fundable Equipment
8.1
All orders must be accompanied by

i.
Three quotes for the same or similar equipment

ii.
An inventory form for new equipment 

iii.
An official order form

iv.
Signature of the Student Group’s Treasurer, President and 


Sports Officer

8.2
Purchases outside the normal financial procedures will not normally be refunded unless the Sports Officer has given prior authorisation.

8.3 Equipment expenditure will be restricted to items that can be reasonably associated with the service delivery of a sports club as determined by the Sports Officer.

9. Fundable Activities
9.1
The Union will normally subsidise sports club activities which fall within the scope of the sports clubs aims, objectives and constitution and will be delivered by the sports club 

9.2
The Union will not fund:

i.
Social events (parties discos, balls etc) 

ii.
Food and drink 

iii.
Any unauthorised payments to external bodies.

9.3
The Union will normally fund student activities provided they fulfill the following criteria:

i.
The student activity will be of benefit the student body in 


some way

ii.
The activity has clear aims and objectives

iii
The activity has been approved by the Sports Officer

9.4
The Union will not give a sports club additional funding if more than 50% of their fundraising account has been used for a social activity (unless it was raised for that specific reason).

10. Budget Calculation
10.1 Sports Club budgets will be set annually by the Sports Officer and be approved by the Students’ Union Executive

10.2 The Sports Officer will use the information provided within the budget request form submitted to formulate its budgets

10.3 The budget process will be calculated on a basis of need but will also take in to account:



i.     
The projected number of participants





ii.    
The growth in members in the last year

iii.   
The projected estimated costs

iv. The level and amount of activity planned throughout the year

v. The performance history of the club against its own aims and




objectives in the previous year      




vi.   Fundraising activity in the previous year






vii.  Attendance at meetings and training







viii. Past behaviour of the club

11. Continuation of a Sports Club
11.1
The continuation of a Sports Club from one year to the next will depend on the following criteria;

i.
The contact details of all elected committee members from 


the sports club must be provided to the Sports Officer 



before the end of May

ii.
An up to date constitution signed by the elected Club 



Captain is provided to the Sports Officer before the end of July

iii.
The club captain, or nominee, of the sports club must 



attend Club Captains’ training at the beginning of the new 


academic year. The sports club will have their budget 



reduced by £200 for failing to attend without good reason

iv.
A previously inactive club has to follow the procedures of a 


new sports club but can inherit the accounts of the



previous sports club within two years of the last group 


collapsing. 

12. Establishment of a new Sports Club
12.1
Applications for setting up a new sports club should include:    

i.
a list of proposed members including correct student ID 


numbers,

ii.
a Constitution for the sports club, which sets out the aims of 


the group (see point 19)

12.2
On completion of the above the new sports club will be presented to the Executive Committee for ratification 

12.3
Sports clubs will not be funded by the Union in their first year. They can apply for funding to from the sports discretionary fund by filling in a funding proposal form and submitting it to the Sports Officer. 

13. Club Committees
13.1 Sports Clubs will have a committee made up of at least the following:

i.
Club Captain

ii.
Team Captain(s)

13.2 Committee members will be elected at the annual general meeting, where a member of the SU must be in attendance as returning officer

13.3 The committee must meet at least monthly.

14. Sports Committee

14.1 Each Club Captain (or nominee) will be expected to attend a monthly Sports Committee meeting

14.2
Agenda items should be submitted to the Sports Officer at least 7 days in advance

14.3 Agendas should be distributed at least 3 days in advance

14.4 Quorum is half the elected membership plus one 

14.5 The Sports Officer will report on the committee’s activity to every meeting of Union Executive.

15. Students’ Union Council

15.1 The Sports Committee has 10 voting members on the Students’ Union Council

15.2 The Sports Officer will insure that 10 members of the sports committee are nominated each year to act as the sports reps on Students’ Union Council.

16. Working Partnership

16.1 The Union recognises the importance of working closely with the University to ensure that best use of facilities and expertise are made 

16.2
The Sports Development Steering Group is a meeting of partners from the University and Union aimed at ensuring the sporting success of the institution continues to grow

16.3 The Sports Officer will represent the Students’ Union at this meeting

16.4 The Grounds Users Group is a meeting between the Union and the Estates team, aimed at ensuring match pitches are used effectively.

17. Focus Sports

17.1 The Union has a number of designated focus sports where there are good relationships with the national governing body and where extra resource and coaching has been allocated to them 

17.2 Each focus sport has a Development Officer who is tasked with creating plans for the development of their sport, both in terms of participation and performance

17.3 Focus sports remain student led although the support given by the directors is aimed at supporting the teams to flourish

17.4 Focus sport Development Officers are members of the Sports Development Steering Group where they report progress against their sports aims.

  18. Behaviour

18.1 The Union requires that Sports Club members behave in a fitting manner; others perceive them as its ambassadors when engaged in Club activities. This  includes adherence to the Stamp it Out policy and Equal Opportunities Policy, precluding discrimination on grounds of: Gender, Disability, Sexuality, Class, Ethnicity, Nationality, Ethnic or National Origin, Colour, Creed, Religion, Age, Health Status, Caring Responsibilities, Marital Status 

18.2 Club Captains will be expected to sign up to a values letter which will be circulated at the Club Captains’ training prior to each academic year 

18.3 The Union can & will take disciplinary action against students &/or Club itself  for unacceptable behaviour during Club activities or events. Details of the disciplinary process are found in Bye Law 4.

19. Sports Club Constitution Template

Please complete blank sections in order to satisfactorily complete this constitution. This is a minimum constitution guideline so add sections to your club constitution as necessary.    
University of Gloucestershire​​​​​​​​​​​​​​​​______________Club  
1.  Name  
  
The  name  of  the  club  shall  be  The  University  of Gloucestershire _____________ Club,  referred  to  hereafter  as  ‘the  club’.  

   

2.  Address  
The  address  for  all  correspondence  shall  be:  

University of Gloucestershire_________________Club  

University  of  Gloucestershire Students’ Union  

Oxstalls Campus

Gloucester

GL2 9HW

3.  Aims  &  Objectives     
The aims & objectives of the club are to promote & contribute towards the furtherance of the sport of  ____________     at the University of Gloucestershire. The club shall seek to  provide  opportunities for students of all abilities to play & develop new skills. In pursuing this aim, members of the club shall uphold the good reputation of club in relationships, both on & off the field, with the Students’ Union, the University & the wider community.  

4.  Membership    
a)  Full Membership  
i
Full  Membership of the Club shall only be available to students of the University of Gloucestershire who are members of the University of Gloucestershire Students’ Union in accordance with the Union’s Memorandum and Articles of association. All Full Members of the club must pay an annual membership fee as determined on an annual basis by the Club’s Committee.  

  

b)  Associate Membership  
i  
Individuals who are not students of the University may join (as ‘Associate Members’), but are required to pay a fee as determined annually by the Sports Officer   

ii
UoG & Union staff may join (as ‘Associate Members’) & are required to pay the annual membership fee of a Full Member

iii
This is upon receipt of the appropriate forms & fees in accordance with the  relevant regulations agreed by the Sports Officer.  

  

c)  Rights of Membership  
All full members of the Club shall be entitled to the following:  

i
To take part in all activities of the Club according to their ability

ii
To stand for election to office in the committee 

iii
To attend all General meetings of the Club & direct the work of the Club 

iv
To be fully informed about the nature & possible risks of all activities  

v
To be informed about the finances of the Club  

vi
To be fully insured by the Union for participation in activities  

vii
Represent the Union in BUCS competition providing they adhere to BUCS eligibility rulings: refer to BUCS handbook.

Associate members of the Club shall be entitled:  

i.
To take part in all activities of the Club according to their ability

ii.
To be fully informed about the nature & possible risks of all activities 

  

5.  Club Subscriptions & Club Finance   

a.  Membership fees are required from all club members, including 


committee members & must be paid annually   

b.  Club members shall receive no direct or indirect payment, except for legitimate expenses incurred in connection with activities of the club

c.  All money shall be paid through the Union. The Club shall not keep a

separate or external bank account.  

6.  Governance  
The elected Club Committee shall be responsible for the running of the Club on a day to day basis. The Club Committee shall formally meet at least once a month. The Club Committee must comprise of at least the following officials:  

· Club Captain

· Team Captains

· Include additional committee member’s positions & responsibilities.

a.
Each official shall hold office for a period of one academic year 

b.
Elections for new officials shall take place at the annual general meeting with a member of SU staff in attendance as returning officer

c.
The Club Captain shall be obliged to call an Extraordinary General Meeting  upon receipt of a petition signed by either half of the Club’s members or half  of the Club’s Committee   

d.
All General Meetings shall be conducted in accordance with the Standing Orders of the Students’ Union as defined in the Memorandum and Articles of Association  

e.
The Sports Officer shall be informed promptly of the outcome of all elections 

f.
The Club Committee shall be subject to the direction of Sports committee meetings, which shall take place each month.   

7.  Duties of Club Officials  
  
Club Captain (full member only)  
a.  To be the main club contact  

b.  Ensuring that all club good practice guidelines, codes of practices and risk 
assessments are followed

c.  Arranging regular meetings of the club including the AGM/EGM

d.  Maintaining effective liaison with the Sports Officer

e.  Ensuring that the aims & objectives of the club are achieved  

f.  
Ensuring that all accidents/incidents are reported as appropriate to the Sports  
Coordinator 

g.
Produce the club’s budget request form and administer the club’s finances


h.  Attending Sports Committee meetings or sending a nominee in their absence

i.
Club Captains of focus sports will liaise with the Director of their sport to agree aims and measure progression. 

Team Captains (full member only)  
a.  To deal with all incoming communications & pass these on to the committee  &/or  
members  

b.  To maintain accurate membership lists  

c.  To keep members up-to-date about all club activities  

d.  Publicise club matters  

e.  Compile introductory material for new members with the Club Captain

f.
To plan training sessions    

g.
In conjunction with the Club Captain, select teams for each fixture

h.
Insure that necessary arrangements are in place for all fixtures including 
pitches, transport and referees.

  

8.  Meetings  
a.  A minimum of five working days notice is required for all Club general meetings, to be called by the secretary  

b.  The Club Captain shall chair the meeting, ensuring that the meeting runs smoothly & that all members have an opportunity to contribute 

c.  The Union Sports Officer will attend committee meetings as an ex-officio member 

d.  The quorum of all club meetings shall be 25% of the club membership 

e.  The secretary shall take minutes of the meeting, which shall be copied to all members and to the Sports Officer & then located in the Club File, situated in the Union sports office.

  

9.  Annual General Meeting (AGM)  

a.  An AGM, to which all full members & the Union Sports Officer are invited, will be held annually   

b.  The agenda of the meeting shall also include the following:  

• Minutes of the last general meeting  

• Matters arising from the minutes  

• Report from the committee  

• Elections for the new committee  

• Items for discussion.

  

10.  Committee Meetings   
a.  Committee meetings should be held at least once every month

b.  All Club members can attend meetings as observers.  

  

11.  Voting  
a.  Voting will take place for the election of Club officials & on any issue that the Club deem of importance  

b.  Only full Club members will be entitled to vote  

c.  The Union Sports Officer must be informed immediately, in writing, of the results of all elections.

12.  Safety  
a.  All Clubs must conduct a risk assessment of their activities on an annual basis


A copy of the risk assessment should be held at the Union sports office and a copy sent to the Chief Executive  

a. Only Club members that have completed a Minibus Test provided free &

funded by the Union may drive minibuses/transit vans. All drivers irrespective of the vehicle must be insured through the Union.

b. The Union will endeavour to support all initiatives that seek to improve the safety awareness & practice of Club officials & the members.

13. Complaints  
a.  Club members have the right to raise complaints about issues that might affect the Club, these might include the following:  

• The safety of activities  

• Poor standards of instruction or leadership  

• The standard of equipment used for activities  

• Poor Club administration  

• The lack of suitable activities for their level of participation  

• Disregard to the Union Equal Opportunities Policy, &/or health and safety handbook.  

b. 
Complaints should initially be addressed to the Club committee. If this does not prove satisfactory a written complaint should be made to the Club Captain. A reply should be received within ten working days. If this reply is unsatisfactory then a written complaint should be made to the Sports Officer, who will then deal with the complaint.   

14. Union Commitments  
a.  All Sports Clubs shall send their Club Captain or nominee as representative to Sports committee meetings

b.  The Sports committee will send 10 members to Students’ Union council meetings 

15. Conduct 
a.  The club requires that Sports Club members behave in a fitting manner, as others perceive them as its ambassadors when engaged in Club activities. This includes adherence to the Stamp it Out policy and Equal Opportunities Policy, precluding discrimination on grounds of:  Gender, Disability, Sexuality, Class, Ethnicity, Nationality, Ethnic or National Origin, Colour, Creed, Religion, Age, Health Status, Caring Responsibilities, Marital Status
b.
Club Captains will be expected to sign up to a values letter which will be circulated at the Club Captains’ training prior to each academic year

c.  The Union can & will take disciplinary action against students &/or Club itself for unacceptable behaviour during Club activities or events. Details of the disciplinary process are found in Bye Law 4.

  

16. Changes to Club Constitutions  
a.
Changes can be made if a two-thirds majority is obtained at an Annual or Ordinary General Meeting of the Club. The decision must be forwarded to the Union Sports Officer in writing, for approval by Sports Council and ratification by Students’ Union Council.  

17. Declaration (all officers must sign & print their names)  
As a Club Official I agree to abide by & enforce the rules of the Club Constitution & office to which I hold:  


Club Captain:           



Print name:        

        
  
Team Captain:           



Print name:           
       
   
‘Add Additional Committee Member’:  
Print name:
Bye Law 12: Activities

1. Definition
1.1    Activities are defined as any social, cultural or recreational pursuits and for the purposes of this Bye Law will be referred to as ‘societies’

1.2
A society may affiliate to the Union provided it is set up and run by students who are currently studying at the University of Gloucestershire as long as:

· The society has a minimum of five members

· It has a written constitution with clear aims and objectives using the template in point 17

· Its work does not replicate any work carried out by the Students’ Union as part of its normal activities

· Its activities do not conflict with any policies of the Students’ Union.

2. Full Membership
2.1
Any student may become a full member of any society upon payment of a membership fee

2.2 
Members of a society may vote in the democratic decision making procedures of that club as laid down in the society’s constitution

2.3
A member of a society may stand for election to an official position as laid down in the society’s constitution.

3. Associate membership
3.1
Associate members of the Union may join any society provided they pay an associate membership fee as set by the society

3.2
Associate members are permitted to engage in activities of the society

3.3
Associate members may not deal with any finance of the society

3.4
Associate members may not hold a position of office within the society

3.5
Associate members may not participate in the democratic decision making processes of the society.

4. Committee
4.1
A committee member must be elected to their position by the normal members of that society

4.2
The committee members of a society have a duty of care to their members and must act appropriately at all times to limit the liability of themselves and the University of Gloucestershire Students’ Union

4.3
No Union Sabbatical Officer or Trustee or Staff member of the Union may hold a committee position within any society

4.4
The chair/president of a society has a responsibility to attend the activities committee meeting each month.

5. Finances
5.1
All affiliated societies are eligible to apply for a budget from the Union by submitting a budget request form

5.2
All members of a society must abide by the financial regulations of the Union

5.3
All finances of a society must be conducted through the University of Gloucestershire Students’ Union

5.4
No society may hold a separate bank account or building society account

5.5
Each society will be provided with a ‘SU account’ and a ‘non SU’ account

5.6
All society expenditure must be authorised by the SU President

6. SU Account

6.1
The Union Executive will determine the level of funding for a society. This amount will only be deposited in their SU account once the required threshold of members has been reached

6.2
Any sponsorship money which has spending stipulations attached to it will be deposited into the SU account

6.3
Expenditure from the SU account is primarily to subsidise activities essential to the running of the society

6.4
Any purchases made in part or whole with SU account money will become the property of the University of Gloucestershire Students’ Union

7. Non SU Account

7.1
Any money paid to the society must be paid into the Union within 5 working days and will be credited to the Non SU account

7.2
Expenditure from the non SU account must be, and shown to be for the benefit of all members of that society

7.3
Expenditure from the non SU account is limited to the aims of the society

7.4
The fundraising account may be used to make up any deficits in the society SU budget account with prior consultation

7.5
The balance from the society non SU account will be carried over from year to year

7.6
In the event that a society does not operate for two consecutive years, all money will be transferred to the Societies Discretionary budget.

8. Fundable Equipment
8.1
All orders must be accompanied by

i.
Three quotes for the same or similar equipment

ii.
An inventory form for new equipment 

iii.
An official order form

iv.
Signature of the SU President.

8.2
Purchases outside the normal financial procedures will not normally be refunded unless the SU President has given prior authorisation

8.3
Equipment expenditure will be restricted to items that can be reasonably associated with the service delivery of a society as determined by the SU President.

9. Fundable Activities
9.1
The Union will normally subsidise activities, which fall within the scope of the societies aims, objectives and constitution and will be delivered by the society

9.2
The Union will not fund:

i.
Social events (parties discos, balls etc), 

ii.
Food and drink 

iii.
Any unauthorised payments to external bodies.

9.3
The Union will normally fund student activities provided they fulfill the following criteria:

i.
The student activity will be of benefit the student body in 


some way

ii.
The activity has clear aims and objectives

iii.
The activity has been approved by the SU President.

9.4
The Union will not give a society additional funding if more than 50% of their fundraising account has been used for a social activity (unless it was raised for that specific reason).

10. Budget Calculation
10.1 Society budgets will be set annually by the SU President and be approved by the Students’ Union Executive

10.2 The SU President will use the information provided within the budget request form submitted to formulate its budgets

10.3 The budget process will be calculated on a basis of need but will also take in to account;

i.
The projected number of participants




ii.
The growth in members in the last year

ii.
The projected estimated costs

iii.
The level and amount of activity planned throughout the 


year

iv. 
The performance history of the society against its 



own aims and objectives in the previous year 
                     

v. 
Fundraising activity in the previous year




vi.
Attendance at meetings and training




vii.
Past behaviour of the society

11. Continuation of a Society
11.1
The continuation of a society from one year to the next will depend on the following criteria;

i.
The contact details of all elected society committee members   

must be provided to the SU President before the end of May

ii.
An up to date constitution signed by the elected society chair /

president is provided to the SU President before the end of July

iii.
The society chair/President, or nominee, of the society must 


attend activities training at the beginning of the new 



academic year. The society will have their budget 



reduced by £200 for failing to attend without good reason

iv.
A previously inactive society has to follow the procedures of a 

new society but can inherit the accounts of the previous society 

within two years of the last group collapsing. 

12. Establishment of a new society
12.1
Applications for setting up a new society should include:    

i.
a list of proposed members including correct student ID numbers

ii.
a Constitution for the society which sets out the aims of 


the group (see point 17).

12.2
On completion of the above the new society will be presented to the Executive Committee for ratification 

12.3
Societies will not be funded by the Union in their first year. They can apply for funding to from the societies discretionary fund by filling in a funding proposal form and submitting it to the SU President.

13. Society Committees
13.1 Societies will have a committee made up of at least the following:


i.
Chair/President

13.2 Committee members will be elected at the annual general meeting where a member of the SU must be in attendance as returning officer

13.2 The committee must meet at least monthly.

14. Activities Committee

14.1 Each society Chair/President (or nominee) will be expected to attend a monthly Activities Committee meeting

14.2
Agenda items should be submitted to the SU President at least 7 days in advance 

14.3 Agendas should be distributed at least 3 days in advance 

14.4 Quorum is half the elected membership plus one 

14.5 The SU President will report on the committee’s activity to every meeting of Union Executive.

15. Students’ Union Council

15.1 The Activities Committee has 10 voting members on the Students’ Union Council.

15.2 The SU President will insure that 10 members of the Activities Committee are nominated each year to act as the society reps on Students’ Union Council.

  16. Behaviour

16.1 The Union requires that society members behave in a fitting manner, as others perceive them as its ambassadors when engaged in society activities. This includes adherence to the Stamp it Out policy and Equal Opportunities Policy, precluding discrimination on grounds of: Gender, Disability, Sexuality, Class, Ethnicity, Nationality, Ethnic or National Origin, Colour, Creed, Religion, Age, Health Status, Caring Responsibilities, Marital Status 

16.2 Society Chairs/Presidents will be expected to sign up to a values letter which will be circulated at the Society training prior to each academic year

16.3 The Union can & will take disciplinary action against students &/or Society itself for unacceptable behaviour during society activities or events. Details of the disciplinary process are found in Bye Law 4.

17. Society Constitution Template

Please complete blank sections in order to satisfactorily complete this
constitution.  This is a minimum constitution guideline so add sections to your society constitution as necessary.    
University of Gloucestershire​​​​​​​​​​​​​​​​______________Society  
1.  Name  
  
The name of the society shall be The University of Gloucestershire _______________Society, referred to hereafter as ‘the society’.  

   

2.  Address  
The address for all correspondence shall be:  

University of Gloucestershire_________________Society

University  of  Gloucestershire Students’ Union  

Park Campus

Cheltenham

GL50 2RH

3.  Aims  &  Objectives   
  
The aims & objectives of the society are to promote & contribute towards the furtherance of the society of  ____________   at the University of Gloucestershire. The society shall seek to provide opportunities for students of all abilities to develop new skills. In pursuing this aim, members of the society shall uphold the good reputation of the society in relationships with the Students’ Union, the University & the wider community.  

4.  Membership  
  
a)  Full Membership  
i
Full Membership of the society shall only be available to students of the University of Gloucestershire who are members of the University of Gloucestershire Students’ Union in accordance with the Union’s Memorandum and Articles of Association. All Full Members of the society must pay an annual membership fee as determined on an annual basis by the Activities Committee  

  

b)  Associate Membership  
i  
Individuals who are not students of the University may join (as ‘Associate Members’), but are required to pay a fee as determined annually by the SU President   

ii
UoG & Union staff may join (as ‘Associate Members’) & are required to pay the annual membership fee of a Full Member

iii
This is upon receipt of the appropriate forms & fees in accordance with the relevant regulations agreed by the SU President.   

  

c)  Rights of Membership  
All full members of the Society shall be entitled to the following:  

i
To take part in all activities of the Society according to their ability

ii
To stand for election to office in the committee 

iii
To attend all general meetings of the Society & direct the work of the Society

iv
To be fully informed about the nature & possible risks of all activities  

v
To be informed about the finances of the Society  

vi
To be fully insured by the Union for participation in activities.  

Associate members of the Society shall be entitled:  

i
To take part in all activities of the society according to their ability

ii
To be fully informed about the nature & possible risks of all activities. 

  

5.  Society Subscriptions & Society Finance  
  

a.  Membership fees are required from all society members, including 


committee members & must be paid annually   

b.  Society members shall receive no direct or indirect payment, except for legitimate expenses incurred in connection with activities of


the club

c.  All money shall be paid through the Union. The Club shall not keep a


separate or external bank account.  

6.  Governance  
  
The elected Society Committee shall be responsible for the running of the society on a day to day basis. The society’s committee shall formally meet at least once a month. The society committee must comprise of at least the following officials:  

   

· Society Chair/President

· Include additional committee members’ positions & responsibilities.

a.
Each official shall hold office for a period of one academic year 

b.
Elections for new officials shall take place at the annual general meeting with a member of SU staff in attendance as returning officer

c.
The society chair/president shall be obliged to call an Extraordinary General Meeting upon receipt of a petition signed by either half of the Society members or half of the Society Committee

d.
All General Meetings shall be conducted in accordance with the Standing Orders of the Students’ Union as defined in the Memorandum and Articles of Association

e.
The SU President shall be informed promptly of the outcome of all elections  

f.
The society committee shall be subject to the direction of Activities committee meetings, which shall take place each month.   

7.  Duties of Society Officials  
  
Society Chair/President  (Full member only)  
a. To be the main society contact  

b. Ensuring that all society good practice guidelines, codes of practices and risk  
assessments are followed

c. Arranging regular meetings of the society including the AGM/EGM  

d. Maintaining effective liaison with the SU President

e. Ensuring that the aims & objectives of the society are achieved  

f.  Ensuring that all accidents/incidents are reported to the SU President  

g. Produce the society’s budget request form and administer the society’s finances


h. Attending Activities Committee meetings or sending a nominee in their
absence.  

 
8.  Meetings  
a.  A minimum of five working days notice is required for all society general meetings, to be called by the Society chair/President  

b.  The  society chair/president shall chair the meeting, ensuring that the meeting runs smoothly & that all members have an opportunity to contribute 

c.  The SU President will attend committee meetings as an ex-officio member  

d.  The quorum of all society meetings shall be 25% of the society membership 

e.  The secretary shall take minutes of the meeting, which shall be

 
copied to all members and the SU President, & then located in the society file, situated in the Union offices.

  

9.  Annual General Meeting (AGM)  

a.  An AGM, to which all full members & the SU President are invited, will be held annually.   

b.  The agenda of the meeting shall also include the following:  

• Minutes of the last general meeting  

• Matters arising from the minutes  

• Report from the committee  

• Elections for the new committee  

• Items for discussion.

  

10.  Committee  Meetings   
a.  Committee meetings should be held at least once every month

b.  All society members can attend meetings as observers.  

  

11.  Voting  
a.  Voting will take place for the election of society officials & on any issue that the society deem of importance  

b.  Only full society members will be entitled to vote  

c.  The SU President must be informed immediately, in writing, of the results 


of all elections.

12.  Safety  
a.  All societies should conduct a risk assessment of their activities on an annual


basis. A copy of the risk assessment should be held at the Union offices and a copy sent to the Chief Executive
b.
Only society members that have completed a Minibus Test provided free &

funded by the Union may drive minibuses/transit vans. All drivers irrespective of the vehicle must be insured through the Union

c.
The Union will endeavour to support all initiatives that seek to improve the


safety awareness & practice of society officials & the members.

13. Complaints  
a.  
Society members have the right to raise complaints about issues that might affect the society, these might include the following:  

• The safety of activities  

• Poor standards of instruction or leadership  

• The standard of equipment used for activities  

• Poor society administration  

• The lack of suitable activities for their level of participation  

• Disregard to the Union Equal Opportunities Policy, &/or health and safety handbook.  

b. 
Complaints should initially be addressed to the Society committee. If this does not prove satisfactory a written complaint should be made to the Society President. A reply should be received within ten working days. If this reply is unsatisfactory then a written complaint should be made to the SU President, who will then deal with the complaint.   

14. Union Commitments  
a.  All societies shall send their society chair/President or nominee as representative to the Activities Committee meetings

b.  The Activities Committee will send 10 members to Students’ Union Council meetings. 

15. Conduct 
a.  The society requires that society members behave in a fitting manner, as others perceive them as its ambassadors when engaged in society activities. This includes adherence to the Stamp it Out policy and Equal Opportunities Policy, precluding discrimination on grounds of: Gender, Disability, Sexuality, Class, Ethnicity, Nationality, Ethnic or National Origin, Colour, Creed, Religion, Age, Health Status, Caring Responsibilities, Marital Status 

b.
Society Chairs/Presidents will be expected to sign up to a values letter which will be circulated at the society training prior to each academic year 

c.  The Union can & will take disciplinary action against students &/or the society itself for unacceptable behaviour during society activities or events. Details of the disciplinary process are found in Bye Law 4.

  

16. Changes to Society Constitutions  
a.
Changes can be made if a two-thirds majority is obtained at an Annual or Ordinary General Meeting of the Club. The decision must be forwarded to the SU President in writing, for approval by and ratification by Students’ Union Council.  

17. Declaration (all officers must sign & print their names)  
As a Society Official I agree to abide by & enforce the rules of the Society Constitution & office to which I hold:  

  


Society Chair/President:           


Print name: 

Secretary:





Print name:      
       
   
‘Add Additional Committee Member’:

Print name:
Bye Law 13: Elections

1. The Returning Officer

a 
The Returning Officer shall be appointed annually by the Chair of the Students’ Union Trustee Board.
b
The Returning Officer should be independent of the Students’ Union.

c
The Returning Officer / Deputy Returning Officer shall act as adjudicator in all disputes or complaints concerning elections.

2. Elections Officer
a
The Executive Committee will appoint an Elections Officer, usually from the serving Full Time Officers.

b
The Elections Officer will chair the Elections Committee and nominate a Vice-Chair.

c
The Elections Officer will chair Hustings, the candidates’ briefing and also the elections results event.

d
The Elections Officer will monitor the candidates’ use of online social media and report any breaches to the Elections Committee.

e
The Elections Officer will provide students with information about the elections and be the first point of contact for enquiries about the Officer positions. 

f
The Elections Officer will remain independent of all candidates’ campaigns.

3. Deputy Returning Officer

a
The Returning Officer shall appoint a Deputy Returning Officer, who will be a member or a staff member of the Students’ Union. 

b
The Deputy Returning Officer will organise and oversee the day to day running of the elections and support the Elections Officer. 

c 
The Deputy Returning Officer will provide staff with information about the elections and be the first point of contact for staff enquiries.


d
The Deputy Returning Officer will remain independent of all candidates’ campaigns.

4. Elections Committee

a
There must be an Elections Committee in place for every election held by the Students’ Union to agree the details of the elections, consider any complaints and ensure fair play.

b
When an election is called, the Executive must form the elections committee in accordance with Bye Law 6.

c
The Elections Committee has the power to deliver warnings, sanctions or alternatively disqualify candidates.

d
The Committee will be chaired be the Elections Officer.

e
The Committee will consist of the Returning and Deputy Returning Officers and at least two students.

f
The Elections Committee will meet daily in the four days prior to and including voting day.

g
In the event of a split vote in the Elections Committee, the Returning Officer has the final casting vote.

h
Quoracy of the Elections Committee: 3 members.

5. Timetable

a
The Elections timetable will be set at the beginning of each academic year through the Elections Committee.

b
Elections for minor officer holders and NUS delegates should run concurrently.


c
The Elections Officer is responsible for ensuring that a timetable is produced for the elections ensuring that there are clear deadlines relating to: the opening and closing of nominations, candidates’ training, campaigning, voting and announcement of results.

6. Candidates

a
All candidates shall be current members of the University of Gloucestershire Students’ Union who are enrolled on a programme of study at the University of Gloucestershire.

b
Officer trustees and student trustees will be eligible to hold post for a maximum of two years (subject to their re-election for a second term of office).

c
There is no restriction on the number of years that a student may hold other committee positions.

d
Each candidate will have access to the Candidates’ Information Pack, including a full copy of the Elections Regulations. The Election Regulations will be made available online during the election period.

e
A meeting of all candidates standing will be arranged and chaired by the nominated Elections Officer after nominations have closed.

7. Nominations

a
Nominations must be made on an official nominations form, available from all Students’ Union offices and online. 

b
Nominations must be submitted by hand to the Students’ Union reception at Park.

c
Nominations shall require proof of date and time submitted, the office for which the candidate is standing and the names, addresses, telephone numbers, student numbers, course, year and signatures of the candidate together with a proposer and a seconder (both of whom must be full members of the Students’ Union).

d
Nominations shall be open for two calendar weeks, and must open at least two weeks before the voting period begins.

e
The Returning Officer will make arrangements for the submission and verification of all nominations.

8.Publicity

a
No printed publicity material (i.e. T-shirts, flyers, posters) shall be worn or displayed until a given date after the nomination process has closed.

b
Campaigning on Social Media may commence after the Candidates’ Briefing, which shall be held after the nominations process has closed.

c
All publicity material shall be approved by the Student’s Union Elections Officer prior to use to ensure it adheres to SU policy. Publicity material will not be approved if it:

· Refers to any individual Students’ Union member or staff 



member (past or present) by name other than him or herself
· Contains factual inaccuracies

· Contains opinion expressed as fact

· Advocates discrimination

· May be prejudicial to the fair running of the elections.

d
All publicity material must display the Students’ Union logo or official stamp.

e
Publicity material shall not be displayed in SU offices.

f
SU will provide dedicated spaces on all campuses for the display of campaign material. 

g
In all other areas candidates shall check that the Deputy Returning Officer has gained permission from the relevant authority before displaying publicity.

h
SU will print publicity materials as approved by the Returning Officer.

i
Flyer and poster designs shall be approved by the Elections Committee prior to campaigning to ensure equity and legality of each candidate’s campaign.

j 
Candidates must not site posters or flyers in such a way as to cause damage to the University or SU premises (or on fire exits).

k
Campaigners must ask permission from lecturers before any ‘lecture shouts’.

l
Posters / flyers may be displayed in the public areas of halls of residence and in the windows of students who have given their expressed consent to do so.

m 
Any candidate or candidate’s supporter or agent found to have defaced or removed another’s posters / flyers will incur a warning or may be disqualified from the elections (see 15)

n
Candidates are responsible for the actions of their supporters: a candidate’s ignorance of their supporter’s breach of the rules is not a defence.

o
Permanent staff of the Students’ Union will act impartially and will not assist any candidate in their campaign.

p
Student staff employed by the Students’ Union are not allowed to campaign whilst at work or whilst wearing the SU uniform. 

q
Full time elected Officers are not permitted to campaign for re-election whilst carrying out their Officer duties.

r
At the discretion of the Elections Committee an election edition of the Students’ Union newspaper shall be produced.  Each candidate shall have space for an article. Articles of a specified length and a photograph shall be submitted to reach the Students’ Union at The Park by the close of nominations.

s
Candidates will have space on the official SU website to display electronic versions of their posters, manifesto and any other material agreed by the Elections Committee.

t
Candidates are allowed to use specified social media to promote their campaign but must make a nominated individual from the elections committee an ‘administrator’ of their pages for monitoring reasons.

u
Further guidelines shall be considered by the Returning Officer.

9. Manifesto

a
All candidates must submit a manifesto containing their pledges to members if elected.

b
All candidates manifestos shall be published by the SU through current and relevant media.

c
The SU shall be responsible for ensuring candidates have a question time where members of the SU can ask questions.

10. Candidates’ Briefing

a
All candidates must attend a briefing to be held after the end of the nominations period. If any candidate does not attend, they risk disqualification from the elections.

b         This briefing will include making candidates aware of the responsibilities they would be undertaking as trustees, and ensuring that they are eligible to become Trustees.

c
Candidates may bring up to one student supporter (campaign agent) to the briefing.

d
Candidates and their agent will be given an opportunity to put direct questions to the Deputy Returning Officer and Elections Officer about campaigning, the voting process and rules.

11. Hustings (‘Question Time’)

a
Each Hustings event will start promptly at the time advertised.

b
Hustings will be chaired by the Elections Officer.

c
Candidates must attend all advertised Hustings events. If they do not attend without a reason acceptable to the Elections Committee, they may be disqualified from the elections.

12. Voting

a
The date/s of voting shall be determined by the Elections Committee and published in advance of the elections in question.

b
Sealed ballot boxes will be located at each campus, the location of which will be publicised prior to voting.

c
The Membership Services Manager shall be responsible for arranging staffing of the ballot boxes and any other related elections duties.

d
Full or Honorary members of the Students’ Union are eligible to vote in SU elections. University and Students’ Union staff are not eligible to vote.

e
The voting system to be used shall be based on a ‘first past the post’ system, with the candidate achieving the highest amount of votes automatically gaining office.

f
Both systems shall be run under the guidance of the rules set by the electoral reform society. 

g
RON (re-open nominations) shall be a ‘candidate’ in each election.

h
The Returning Officer shall publicise arrangements for those not able to vote in person.

i
The Elections Officer shall be responsible for ensuring that the ballot is accessible to the membership for a reasonable period of time.

13. Rules context

a
The elections shall be run using those rules set by the Returning Officer but candidates shall be made aware that these are not exhaustive but for the purposes of the elections law, University policy and Union policy are a compulsory rule.

14. Count

a
The Membership Services Manager shall convene a count team.

b
The count shall commence following the resolution of any complaints.

c
Each candidate shall have the opportunity to send an observer to view the count.

d
The count should take place within 24 hours of the completion of the vote.

e
Votes will automatically be recounted for a position should candidates for that position have a total count differential of 3% or less of the total votes cast for that position.

f
In the event of a tie, there shall be two recounts. In the event of a tie after the two recounts, a further ballot for that position only shall be run within five working days.

g
The candidate with the highest number of valid votes shall be elected to office.

h
The Returning Officer may request a recount should he / she deem that foul play or procedural irregularities may have occurred. Recounts will not be carried out under any other circumstances.

i
After the count, the Returning Officer will seal up the ballot papers and these shall be kept in a secure location for a period of five working days, during which time any challenge to or complaints about the count should be made.

15. Complaints and Breach of Conduct

a
In the first instance all complaints should be made to the Returning Officer or Deputy Returning Officer, who will reply to the complainant within three working days. 

b
Anonymous complaints will not be considered. The complainant must provide their full name and email address and give comprehensive details of the complaint.

c
Any complaint relating to the election must be made before the count commences. Once the count has commenced, no complaints will be considered unless they relate specifically to the count. Complaints about the count must be made verbally to the Returning Officer or Deputy Returning Officer at the count.

d
If the Returning Officer or Deputy Returning Officer believes that there may be grounds for a complaint or a breach in conduct, the person / persons involved will be given the opportunity to make written representations to the Elections Committee.

e
The Elections Committee has four options after considering a complaint / breach of conduct:

· Take no action;

· Issue a warning. A second breach of the regulations will 



result in disqualification from the elections;

· Immediate disqualification from the elections;

· Suspend the elections.

f
A proven malicious / false complaint from a candidate (or their campaigner) will be treated as a breach of election conduct. 

g
The decision of the Elections Committee will be communicated to all parties verbally and via email.

h
Appeals will be dealt with by the Students’ Union Chief Executive and a senior member of University staff not previously involved in the elections process.

16     Rules relating to By-Elections 
a
By-elections shall be run in Semester 1 of each academic year to elect Executive Officers for roles that were not filled at the general election, as well as to elect the ordinary reps to Students’ Union Council.
b
The Returning Officer will also be responsible for ensuring their good conduct.
Bye Law 14: Finance
The purpose of this Bye-Law is to highlight the areas of financial operations in which the Students’ Union has its own detailed procedures. Listed here are the titles and brief descriptions of the individual procedures. The details of each particular procedure are held on file in the Students’ Union Finance office. They are available to view in full on request from Students’ Union Finance Manager. The procedures cover the following broad areas: 

Sage accounting system

In addition to the Sage processes described in the Finance Office documentation the Students’ Union has software support provided by Sage to assist with any queries

Payroll

The procedures cover the process for paying and accounting for the fortnightly and monthly payroll, including payment of PAYE/NI and pension contributions

Website

These procedures include detail of obtaining the accounting information from the Students’ Union website for online transactions.  

VAT

Procedures for completing the quarterly VAT return and paying HMRC

Income/receipts

These procedures explain how to account for various sources of income to the Students’ Union e.g. money paid in by students at the Students’ Union offices (by cash or debit/credit card).  The procedures also include the raising of sales invoices.

Expenditure/payments

The procedures cover making and accounting for payments either via the purchase ledger, or other payments (e.g. staff expenses, Students’ Union credit card, petty cash)

Month end / year end

Checklists describe the tasks which need to be completed to produce the monthly management accounts and annual financial accounts.

By-Law 15: Complaints Procedure

1 Definition

a - We do our best to make your Students’ Union experience as good for you as we can and we hope that you will never want to make a complaint. However, we accept that from time to time things do go wrong. We hope that issues can be settled at a local level but if you do feel the need to make an official complaint, we will treat it with the utmost seriousness. 
b - We aim to respond to any complaints within one week of receipt. 

2  Policy

If your complaint is regarding a policy or practice of the Students’ Union, you should address your complaint in writing or via email to:

Ian Pain, Chief Executive, Students’ Union, Park Campus, Cheltenham, GL50 2RH. ipain@glos.ac.uk
3 Complaint relating to an SU Event, on or off-campus

a - If something happens in the bar, your first port of call should be the duty Bar Manager at the time. 

b - Alternatively, please address your complaint in writing or via email to:

Ian Pain, Chief Executive, Students’ Union, Park Campus, Cheltenham, GL50 2RH. ipain@glos.ac.uk
4 Complaint relating to SU Staff / elected Officer

a - If your complaint is about a member of Students’ Union staff or an elected Officer, you should send your complaint in writing or via email to:

Ian Pain, Chief Executive, Students’ Union, Park Campus, Cheltenham, GL50 2RH. ipain@glos.ac.uk
b - If your complaint is about the Students’ Union Chief Executive, you should send your complaint to:

The President, Students’ Union. Park Campus, Cheltenham, GL50 2RH. supresident@glos.ac.uk 

5 Next Steps

a - If you are not satisfied by the response you receive, you should write to or email both the President and the Chief Executive.

B - Any Students’ Union Office will be able to give you advice or point you in the right direction. 
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