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STUDENTS’ ASSOCIATION
CONSTITUTION 

Approved 27 June 2008
Student Opt-Out Rights in terms of the Education Act 1994

A student shall have the right not to be a member of the Students’ Association. Students however, who exercise that right should not be unfairly disadvantaged with regard to the provision of services or otherwise by reason of their having opted out of the Students’ Association.  This right is available to all students for four weeks after enrolment in any academic year. Appropriate forms are available for this purpose from the Students’ Association office. The opt-out is valid for the entire academic year.

Exercising the right to opt-out confers no financial benefit to a student. Opted-out students may not hold any representative office within the Students’ Association, including sabbatical, executive, club, society or recreational positions, or take part in any aspect of the democratic process including voting rights. Opted-out students may not attend or take any part in General Meetings, SRC, Executive or Finance & Services Committees.
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1.
NAME

The Association shall be called "The University of Abertay Dundee Students' Association”.

The Association is a Registered Scottish Charity SC036647
2.
AIMS AND OBJECTIVES



2.1 Purposes: The purposes of the Association shall be:

· 

the prevention and relief of poverty of students
· 

the advancement of citizenship and community development

· 

the advancement of education
· 

the advancement of the arts, heritage, culture and science

· 

the advancement of health among students

· 

the organisation of recreational activities for students who have need of 



them by reason of financial hardship or other disadvantage

· 

the promotion of religious and racial harmony

· 

the promotion of equality and diversity

· 

the promotion of charitable fundraising activities

2.2 Activities: In pursuance of its purposes (but not otherwise), the 

Association shall:
· 
provide welfare, advice and employment services for students

· 
provide a recognised means of communication between students and the 
Court of the University and other relevant local and national bodies

· 
promote volunteering activities, with volunteers being involved with the 
Association itself and the wider community

· 
provide training and student support services

· 
provide facilities and support for clubs and societies for the advancement of 
arts, heritage, culture and science

· 
promote general health issues to students

· 
promote equality of opportunity among students and challenge all forms of 
discrimination whether based on sex, age, race, ethnicity, sexuality, 
disability, religion, cultural background or other such status

· 
carry on any other activities which may be advantageously carried on in 
connection with and which further any of its purposes
3.
MEMBERSHIP: 

a)
Eligibility
i)
Ordinary Membership: All matriculated students of the University are eligible to be Ordinary Members of the Students’ Association.  Sabbatical Officers shall be Ordinary Members of the Students’ Association.  Only Ordinary Members shall be entitled to vote.
Student Opt-Out Rights in terms of the Education Act 1994 


A student shall have the right not to be a member of the Students’ Association. However, students who exercise that right should not be unfairly disadvantaged with regard to the provision of services or otherwise by reason of their having opted out of the Students’ Association.  This right is available to all students for four weeks after enrolment in any academic year. Appropriate forms are available for this purpose from the Students’ Association office. The opt-out is valid for the entire academic year.

Exercising the right to opt-out confers no financial benefit to the student. Opted-out students may not hold any representative office within the Students’ Association, including sabbatical, executive, club, society or recreational position, or take part in any aspect of the democratic process including voting rights. Opted-out students may not attend or take any part in General Meetings, SRC, Executive or Finance & Services Committees.  These individuals are referred to as non-members.

ii) Associate Membership: All full-time and part-time staff of the University and the Students’ Association.  
iii) Reciprocal Membership: Members of other student organisations with which reciprocal membership agreements have been concluded. This includes unions affiliated to NUS (UK).  

iv) Honorary Life Membership: SRC shall have the power to grant Honorary Life Membership to individuals who have significantly aided the Students’ Association or the students of the University of Abertay Dundee during their time at the University of Abertay Dundee, and whose dedication deserves special reward and recognition.  Members of the University Court and former Executive members of Abertay who have graduated from the University will automatically become life members. 

v) Life Membership: Former students of the University having successfully completed a full time or part-time course at the University and on payment of the appropriate fee.  Fees are to be set annually by the SRC. 
vi) Temporary Membership: Any individual on legitimate business may apply for Temporary Membership on payment of the appropriate fee.  Fees to be set annually by the SRC or Executive Committee

b)
Rights and Privileges
i)
The rights and privileges of any person who falls within any of the categories outlined above are to be governed in accordance with the Code of Practice of the Association.

ii)
Non-members may however utilise the Students’ Association facilities. Non-members may take part in club and society activities, including   recreational societies but may not hold any office or be responsible for any financial transactions.
4.
THE GOVERNANCE OF THE STUDENTS’ ASSOCIATION

The Students’ Association and its officers shall at all times act within the General Law and this Constitution.

5.
GENERAL MEETINGS

a) The supreme body of the Students’ Association shall be the General Meeting the Annual General AGM or Extraordinary EGM.

b)
i)  There shall be an Annual General Meeting held in February of each year 

 
ii) An Extraordinary General Meeting must be called by the President of the 
Students’ Association and held within 5 working days upon receipt of a written request from any one of the following:

· The Executive Committee

· The SRC

· 50 Ordinary Members of the Students’ Association


iii) Such a meeting shall discuss only that business for which it was called, which must be specified in the written request. This meeting shall be held on a weekday, during term-time and in normal business hours. 

iv) Therefore, requests must be received a minimum of 5 workings days prior to the end of a semester or academic year, or else be considered in the next semester or academic year.

c)
All General Meetings shall be conducted in accordance with the Standing Orders (Appendix 3).

d)
Meetings shall only discuss business if they are quorate.  In the event of a successful challenge on the issue of the quorum, all remaining business shall be deemed lost, and the meeting closed.

e)
The quorum for all General Meetings shall be 50 ordinary members of the Students’ Association.

f)
The chair of General Meetings shall be the chair of SRC.

g)
If the meeting is not quorate, business will pass to SRC for resolution. 

6
THE STUDENT REPRESENTATIVE COUNCIL (SRC)

a) The SRC shall be the decision-making body of the Students’ Association, except where decisions are made by Referendum or  General Meetings 

b) The membership shall be:

1. The Executive Committee

2. Class Representatives, elected by their peers, and a representative from each Society as outlined in Appendices 1,2,3,4, of this constitution

3. At the 2nd SRC the Committee may elect 20 further members of the Association as outlined in Appendices 1,2,3,4 of this Constitution

c) The functions of the SRC shall be:

i)
To set the policy of Association

ii)
To propose amendments to the Constitution and schedules subject to the approval of University Court

iii)
To direct and to hold accountable the Executive Committee

iv)
To monitor the decision-making processes of the University through its representation on University Committees and instruct its representatives accordingly

v) To elect delegates to Conference, National Union of Students and Councils

vi) To approve reports received from other committees

vii) To approve financial reports from Executive Committee

d) The quorum of the SRC shall be 25 members.
e) The SRC shall meet a minimum of 2 times a semester

f) The meetings will be undertaken in accordance with appendices 1 and 3

g) If any member misses 3 meetings without written apology they will be deemed to have resigned from the SRC 

h) Meetings of the SRC will be chaired by the chair who shall be a member of SRC elected at the first SRC meeting.  In their absence, the President shall chair the meeting.

i) If the meeting is not quorate all business will pass to the Executive for resolution.

7.
THE EXECUTIVE COMMITTEE

a) There shall be an Executive Committee whose sabbatical officers shall be the trustees of the Students’ Association.  They will be responsible for its day to day running, subject to the direction of the SRC and General Meetings.

b) The Executive committee shall act as the trustee board as and when required

c) Members of Executive committee shall be elected in accordance with Appendix 1 in their respective areas and function under the guidelines of Appendix 4.  

d) Officers may be removed from office by a majority of those present and voting at a quorate Extraordinary General Meeting or SRC of the Students’ Association.  In the case of sabbatical officers this decision will be referred to a cross campus ballot.

e) The role of the Executive Committee shall be:

i)
To carry out the decisions made by the SRC and General meetings

ii)
To act in absence of the SRC

iii)
To act as a channel of communication between the members, the University and other institutions

v) To be responsible for direction of the Association through the implementation and development of its Strategic Plan

vi) Ensure officers fulfil the responsibilities laid down in their job descriptions.

f) The Executive Committee shall meet at least twice a month during term time

g) At least 50% of serving officers shall be present for the meeting to take place

h) Any member who misses 3 consecutive meetings without sending written apologies to the Committee shall be considered to have resigned

i) No member shall be eligible for more than 2 terms of sabbatical office

j) The committee shall be responsible for the financial affairs of the Association and shall ensure money is spent in accordance with the charitable object of the union.

k) The committee shall act in accordance with the financial regulations and procedures of the Students’ Association. 

l) The committee shall prepare the Association’s Annual report detailing activities, finances affiliations and any information that is legislatively required.
m)  The Sabbatical Officer posts will be full time remunerated posts, elected annually at the Association Executive Committee elections and conducted as per the election regulations in appendix two

n) The remuneration level of the sabbatical officers will reflect their responsibilities as out lined in their officer job description. The level will be reviewed annually by the Student Centre Manager in conjunction with the Court Secretary’s Office and University Finance Manager. Any recommendation on the proposed salary for these posts will then be put to the Student Representative Council for acceptance or rejection.     

o) The Committee shall submit budget and annual report and audited accounts of the previous year for approval of membership at the Annual General Meeting and the University's Finance, Personnel & General Purposes Committee for approval at their November and December meetings each year.
8.
REFERENDUM

a) The President shall call a Referendum of all Ordinary Members of the Students’ Association when asked to do so by a quorate General Meeting.  The decision of such a Referendum shall take precedence over decisions made by any other Students’ Association body.

b)
The Executive Committee shall be required to hold a Referendum not less than 15 working days or more than 25 working days after the meeting which caused it to be held.

9.
STANDING COMMITTEES

The Students’ Association may create other standing committees to carry out areas of its work as required.  These committees shall be responsible to SRC and shall be constituted in accordance with the appendices 1and 3.

10.
STUDENTS’ ASSOCIATION SOCIETIES

There shall be recognised Students’ Association societies, which shall be formed and administered in accordance with the Society’s Rules contained in Appendix 4 and the Financial Regulations and Procedures of the Students’ Association. 
11.
STUDENTS’ ASSOCIATION POLICY

a) The policy of the Students’ Association may be amended by resolution of a Referendum, a General Meeting or the SRC.

b) Policy passed by resolution of the AGM/EGM shall take precedence to policy passed by SRC.

c) Once a motion is carried by a properly constituted and quorate General Meeting, or quorate SRC, it shall become the policy of the Students’ Association until it is overturned or lapses.

d) The minutes of all meetings at which a motion is carried shall include the text of that motion, as amended if necessary.  Once the text of the minutes, including any amendments to the minutes have been approved, they shall be considered as a correct record of Students’ Association policy.

e) Disputes as to whether or not policy passed is contradictory or complementary shall be referred to SRC whose decision shall be final.

f)
The Student Centre Manager or his/her delegate shall be responsible for the safekeeping of all minutes, and of the policies of the Students’ Association.  Copies of all minutes shall be deposited with the Student Centre Manager in the Association files.  

g)
All policies shall lapse after 3 years from their date of formal approval.

12.
INDEMNITY

Students and Permanent Staff


Every officer, appointee or member of staff of the Students’ Association, shall be entitled to be indemnified by the insurance of the Students’ Association against all losses or liabilities which they may sustain or incur in or about the performance of their office or otherwise in relation thereto and no officer, appointee or member of staff shall be liable for any loss, damage or misfortune which may happen to be incurred by the  Students’ Association in the performance of the duties of their office or in relation thereto provided that nothing in this clause shall affect their liability or the consequence of any negligent act on their part and provided that they have been acting reasonably.

13.
INTERPRETATION

In the event of a dispute as to the interpretation of any part of this Constitution, the ruling of the President shall be sought.  In the event of a challenge to the President's ruling the complainant shall have the right of appeal to the SRC and failing this a higher appeal to the Depute Principal (Planning & Resources).  The President and SRC may seek legal advice as appropriate in reaching their decision.

14.
AFFILIATIONS

a) The Students’ Association may affiliate itself to external organisations within the context of its aims and objectives. All such affiliations have to be approved by SRC.

The University and members of the Association shall be informed of any new affiliations. Such notice shall contain information on the organisation, nature, size of affiliation and contact details.

b)
The election of representatives to conferences of external organisations that the Students’ Association affiliates itself to shall be conducted in accordance with appendices 1, 2 and 3.

c)
A report shall be published at the Annual General Meeting in respect of affiliations, subscriptions and donations to any affiliated organisations.

d)
At the Annual General Meeting, if there is a challenge by 25% of Students’ Association members to any affiliation, a secret ballot of all members of the Students’ Association for continued affiliation shall then take place.

15.
CODE OF CONDUCT AND PRACTICE

a) There shall be a Code of Conduct which shall be approved and amended by SRC

b) All members shall be required to adhere to this Code

c) The Code may include penalties up to and including suspension of all or any of the rights of membership

d) There shall be a Code of Practice governing the manner in which the requirements of the Education Act 1994 are carried out in relation to the Students’ Association. The Code shall be approved by the University Court and made available to all students.

e)
The Code of Practice shall include a Complaints Procedure.  This document will be available to any Ordinary Members of the Students’ Association who are dissatisfied in their dealings with the Students’ Association, or claim to be unfairly disadvantaged having exercised their right to opt out.

16.
ASSOCIATION FINANCE

a)
The Association shall receive grant aid from the University to enable the pursuit of its objectives. It shall present proposals in relation to the level of this grant on an annual basis based on the Association’s 3-year strategic plan, and submit both documents to the University for its consideration.

b)
The Association through its Executive shall be empowered in pursuit of its aims and objectives to open accounts, lend monies, invest and borrow, and offer its assets as security as though it were a legal person. There shall be no restriction to this other than those set out in the financial regulations of the Association.

c)
The board shall ensure such measures are undertaken for accurate accounting and ensure an annual audit.

d)
The financial year shall run August 1st to July 31st.
17.
MINUTES


a)
All meetings shall be minuted. At each meeting, the minutes of the previous meeting should be approved and should then be copied and filed for all to view.  Excepting business of a personal or staffing nature which shall be regarded as reserved/ 

b) All members shall be welcome at meetings although specific items may be held in camera (in private), such items should be clearly identified on the agenda as Reserved Areas of Business.

c) All minutes shall be submitted to the next meeting of the appropriate body for approval

18. 
DISSOLUTION OF THE ASSOCIATION

The Association may be dissolved by the decision of the members at an Extraordinary General Meeting called for this purpose, with the prior consent of the University Court If, for this or any other reason, the Association shall cease to exist, any surplus trading income and recurrent Grant shall be returned to the University Court and all other funds and property shall be held in trust by the University Court for one or more of its charitable purposes including Student Welfare.  Those funds and properties may be reclaimed by a reformed Students’ Association. 
19. CONSTITUTIONAL REVIEW

The provisions of the Constitution and related documents are subject to 
approval and to review by the University Court at intervals of not more than 
five years from the date that any amendments are approved.
20.
REVOCATION
All previous constitutions of the Students’ Association are hereby expressly revoked.

APPENDIX  ONE

BODIES OF THE ASSOCIATION

EXTRA-ORDINARY GENERAL MEETINGS
1.
Standing Orders shall apply to all EGMs of the Students’ Association.

2.
EGMs shall be open to all members of the Students’ Association, and unless the meeting decides otherwise, any other interested person.  All Ordinary Members of the Students’ Association may speak at meetings and other persons may do so if recognised by the Chair.

3.
A member of full-time staff of the Student Centre shall be responsible for ensuring minutes are taken at all EGMs.  Such minutes shall be published on the Students’ Association notice-board as soon as possible after the meeting and shall also be made available for inspection to all Ordinary Members of the Students’ Association upon request at the General Office.

4. The President shall be responsible for calling all EGMs.  The arrangement of the posting of notice of such matters shall be the responsibility of the President.  Members wishing to attend and vote at a General Meeting must be required to present their Matriculation Cards on entry. 

5.
At least ten working days’ notice for all EGMs must be given.  The notice for each meeting shall be placed on the Students’ Association notice-board.  Notice of motions, bearing the names of proposer and seconder, shall be submitted to the President of the Students’ Association in writing.  The final agenda shall be posted at least three working days before the EGM.

6. The President shall chair EGMs.

7. The quorum for all EGMs shall be 50 Ordinary Members.  If the meeting fails to achieve a quorum within the first half hour of the appointed start time, the official business of the meeting will be adjourned and remitted to a meeting of SRC to be held within five working days. 
8.
General Meetings shall have the power to:

i)
formulate policy for the Students’ Association within the conditions specified in the Constitution; or

ii)    
overturn or amend any legislation of SRC.

9.
An AGM will be held annually in November and shall conduct the following business:

i) 
allow the Executive Committee to present their reports on the current session 

ii) 
receive duly-audited accounts of the Students’ Association for the preceding financial year 

iii) allow for Students’ Association budget for following year to be presented.

If any member of the Meeting has an interest in any matter under discussion, they must declare it and abstain from voting on that matter.

THE EXECUTIVE COMMITTEE

1.

The Executive Committee shall oversee the day-to-day running of the Students’ Association.

The Executive Committee shall consist of two full-time paid officers (Sabbaticals) whose titles shall be:

The President




The Vice-President

and 6 part-time officers (Non- Sabbaticals) whose titles shall be Executive Officers.  Sabbatical members of the Executive Committee are Trustees of the Students’ Association.

2.
The Executive Committee shall take such actions as it deems necessary and desirable in the interests of the Students’ Association.

3. There shall be a Students’ Association notice board located in the Student Centre and it shall be clearly labelled. The Vice-President shall be responsible for ensuring the posting of all notices, agendas, and the minutes of meetings on the Students’ Association notice board. They shall also ensure that no other notices are placed thereupon. 

4.
The Executive Committee shall be responsible for collating and co-ordinating the activities of the Students’ Association.  To this end the Executive Committee shall present detailed reports on any aspects of Students’ Association activities to either SRC or EGM when asked to do so or when the Executive Committee feels that it is necessary for it to do so.

5.
The Executive Committee shall be required to attend EGM and answer any questions that may be put to it.  In the event of the Executive Committee being absent, it may submit to the President written reports or answers to questions to be read out at the relevant time. The Executive Committee shall adopt a procedure for the conduct of its meetings as it considers most beneficial to the fulfilment of its duties, in accordance with Constitution and its appendices.

6.
In the absence of the President, the Vice President shall assume the responsibility of the President, unless and until a meeting of SRC decides otherwise.

7.
The members of the Executive Committee shall have Job Descriptions as set out in this document.  Failure to adhere to these can result in action from the rest of the Executive Committee SRC or membership at AGM or EGM.

If any member of the Committee has an interest in any matter under discussion, they must declare it and abstain from voting on that matter.

8. The Executive shall ensure the Association accounts are professionally-audited and are made available as soon as possible following audit.  These accounts shall be presented to the Annual General Meeting for formal approval together with an interim financial report for the current year.

9. The Committee will publish and regularly review the Students’ Association’s section of the joint Student Centre and association financial regulations.

10. The executive shall act as Trustee Board to discuss matters of concern as Trustees and the Financial affairs of the Association at least twice a semester.  A quorum shall be formed by half of committee members.

11. The Committee shall submit a forward budget to the Annual General Meeting of the Students’ Association.

12. This Committee shall act in accordance with the financial regulations and procedures of the Students’ Association.

STUDENT REPRESENTATIVE COUNCIL (SRC)

1.
Membership

     The membership of SRC shall be as follows:

a)
All class representatives of the Students’ Association for a period of one year

b) Ex Officio members of the Executive Committee

c) President, Secretary and Treasurer or a representative of a  Students’ Association society

d) 20 Ordinary Members 

e) Council shall have the power to adopt a job description for members of SRC in accordance with the powers and responsibilities of SRC as described in Sections 4 and 6

f) Any member of SRC who misses three consecutive SRC meetings without an acceptable reason being given for their absence shall be deemed to have resigned from their position.  This provision shall also apply to ex officio members of SRC 

g) Any member of SRC wishing to resign from their position before the expiry of their term of office shall give at least ten working days’ notice in writing to the President of the Students’ Association.

2.
Election of Class Representatives

i)
Class Representatives shall be elected annually by and from each year of each academic programme of the University

ii) Election of Class Representatives shall be held by the end of the first week in October each year

iii) Not less than three working days before the date of the elections, notice of the election date, arrangements and regulations shall be posted on every Students’ Association notice-board

iv) Nominations must be proposed and seconded by members of the appropriate class.  Office Bearers of the Students’ Association may not propose or second a nomination

v) Each class year of each programme consisting of not more than thirty Ordinary Members of the Students’ Association on the day of the elections shall elect a Class Representative to SRC.  Classes consisting of more that thirty Ordinary Members of the Students’ Association on the day of the election shall elect one further Class Representative to SRC

vi) Voting shall be by a show of hands and shall be restricted to members of the appropriate class.  The results of the elections shall be determined by a simple majority

vii) The results of the election will be intimated to the Returning Officer who shall forward this information to a member of the Students’ Association office staff.

viii) The member of the Students’ Association office staff shall post the results of the election on a suitable notice-board within 24 hours of the result being made known to him/her.

ix) All questions regarding the validity of the election shall be settled by the Returning Officer.

x) Casual vacancies occurring during the year shall be filled as these vacancies occur.

3.
Ordinary Members

20 Ordinary members will be elected by SRC at the second SRC meeting of the year.  Any vacancies can be filled at the following SRC.  Members will be elected by the STV (Single Transferable Vote) system.  

Ordinary Members wishing to be elected to SRC should submit a nomination form and manifesto prior to the meeting (ideally 24 hours before the relevant meeting of SRC).

4.
Meetings

i)
All meetings of  SRC shall be subject to the Standing Orders in appendices of this Constitution

ii)
The quorum for all meetings of SRC shall be 25 elected members
iii) All SRC meetings shall be open to all members of the Students’ Association.  Non-members of the Students’ Association may attend meetings of SRC unless SRC decides otherwise. However, only members of SRC may vote

iv) A Chair for the year shall be elected from the floor in the first meeting.  If a chair is unavailable a new chair will be agreed by SRC for the meeting concerned

v) Any member of the SRC may be expelled from a meeting of the SRC, or suspended for a prescribed period, or have their membership of the SRC cancelled if, in the view of the SRC, they are guilty of behaviour which warrants such action.  Before any of these penalties are imposed, at least two thirds of the members of the SRC present at the meeting in which the decision is made must vote in favour

vi) Any Office Bearer shall be required to resign from their post if a motion of “No Confidence” is passed by a properly-held and convened General Meeting of the Students’ Association
vii)
Ordinary Meetings

a) SRC shall meet at least two times a semester.  These meetings shall be known as Ordinary Meetings.  The President shall be responsible for calling all Ordinary Meetings

b) At least five working days’ notice of all Ordinary Meetings of SRC shall be given. Notice of meetings shall be placed on the Students’ Association website and Notice Board

viii)
Emergency Meetings

a)
An Emergency Meeting of SRC shall be called by the President or Chair of SRC within three working days of the receipt of any one of the following:


i)
A written request from the Executive Committee

ii) A petition signed by one-third of the members of SRC

iii) A petition signed by 25 Ordinary Members of the Students’ Association

b)
Such a meeting shall discuss only that matter for which it was called, which shall be stated in the notice of meeting.

4.
Powers and Responsibilities of SRC

i)
SRC shall have the following powers:

a)
to receive reports from any body within the Students’ Association and remit matters to these bodies as appropriate

b)
to formulate the policy of the Students’ Association as it sees fit, in accordance with the Constitution

c) to amend this Constitution in line with the provisions of the Constitution

d)
to question, censure or pass a motion of “No Confidence” in any officer or representative of the Students’ Association, in line with the provisions laid down in this Constitution

ii)
SRC shall have the following responsibilities:

a)
to hold the Executive Committee accountable for its actions

b)
to ensure the Students’ Association is acting in accordance with previously-agreed policies, plans and budgets

c)
to ensure representatives of the Students’ Association are appointed to University bodies, as and when required

d)
to hold its own members to account for their activities on behalf of the Students’ Association

e)
to actively promote all Students’ Association policy and to review policies as appropriate

f)
to appoint members to Students’ Association bodies as and when required

g)
to confirm the appointment of the Returning Officer and Assistant Returning Officers

5.
Sub-Committees
i)
SRC shall have the power to establish sub-committees to carry out aspects of its duties as it sees fit

ii)
Sub-committees created in this way shall have terms of reference agreed by SRC and shall report back to SRC on their meetings and decisions

iii) Sub-committees shall be governed in accordance with the Standing Orders set out in Appendix of this Constitution; and their meetings shall be open to all members of the Students’ Association 

iv)
Such sub-committees shall consist of at least four members elected by and from SRC and a Chair appointed by and from the Executive Committee.

v)
All sub-committees shall be dissolved at the end of the academic year.

6.
Bye-laws


SRC shall have the powers to make bye-laws to include:

a)
Regulations governing the orderly conduct of Students’ Association Officers, Members and their guests within the premises, or upon business of the Students’ Association.

b)
Regulations governing the use of Students’ Association funds, services and facilities

c) Procedures relating to alleged breaches and penalties that may be imposed on those found to be in breach of such regulations.

VOTES OF NO CONFIDENCE AND CENSURE

1. A vote of “No Confidence” or “Censure” may be proposed in accordance with the Constitution

2. A single majority in a quorate meeting will pass a motion of “Censure” or “No Confidence”

3. Any office-bearer who is subject to a vote of no confidence will be stripped of office and rights therein with immediate effect.  Officers who have been No Confidenced will be non-eligible for election for further posts.

4. An officer receiving two Censures over two meetings will be deemed to have been No Confidenced.

5.
For the Sabbatical Officers a vote of “No Confidence” by SRC or AGM/EGM will result in a cross-campus ballot.

APPENDIX TWO

ELECTION REGULATIONS

This section outlines what to do for all elections for all positions in the Union. 

It also outlines the procedures for filling vacancies.

ELECTION REGULATIONS
1.
The SRC shall adopt a set of Election Regulations.

2.
These Regulations shall be approved by University Court.

3. Amendments to the Election Regulations shall require a majority of those present and voting at a meeting of SRC and subsequent approval by University Court.

4. These Election Regulations are as follows:

1.
Governing and Supervision of Elections


a)
The Returning Officer
(i)
The Returning Officer shall be jointly approved by the Executive Committee of the Students’ Association and the University, and this approval shall be indicated on an annual basis. 

(ii) The Returning Officer shall be ultimately responsible for the free and fair running of the elections and shall be responsible for enforcing these Election Regulations.

(iii) The Returning Officer may not be (a) a member of the student body of the University of Abertay Dundee or (b) a member of Students’ Association or Student Centre staff.
(iv) The Returning Officer shall submit a report on the conduct of the elections to the Executive Committee and the University following each election.  This report shall state whether the election was conducted freely and fairly in line with the Election Regulations and, if it was not, what steps should be taken to ensure future elections are free and fair.

(v) The Returning Officer shall have the power to cancel elections or remove candidates.


b)
Assistant Returning Officers

(i) The Returning Officer shall have the power to co-opt up to four Assistant Returning Officers from student volunteers.  The appointment of such Assistant Returning Officers shall be subject to confirmation by the Executive Committee.

(ii) The Assistant Returning Officers shall be responsible for assisting the Returning Officer in the administration and general running of elections.

(iii) The Assistant Returning Officers shall not be members of the Executive nor the Student Representative Council (SRC).

(iv) The Returning Officer shall have the power to dismiss any Assistant Returning Officer.

2.
Standing for election


a)
The members of the Executive Committee shall be:



The President (Sabbatical)



Vice President  (Sabbatical)



Six Executive Officers


b) 
Eligibility

i) Only Ordinary Members of the Association shall be eligible to vote or stand for election

ii) Persons who have faced disciplinary action and been found guilty will not be eligible to stand for election

iii) Officers who have been deemed to have resigned for non attendance shall not be eligible for election in the academic year they resigned

iv) Officers who have been No Confidenced or Dismissed for disciplinary reasons will not be eligible for election

v) Casual staff of the Student Centre who are also students will be eligible to stand or vote however, they will be expressly forbidden from campaigning during working hours.  Any violation of this will result in suspension.

3.
Elections Timetable


a)
General

(i) Notice of all Association elections shall be placed on the Association notice-board and all students informed by email and relevant mention made on the Association’s website by the President at least ten working days before nominations open for the election.  Such notice shall include details of the dates on which nominations open, nominations close and the election will take place as well as details of all the posts to be filled.

(ii) Nominations shall be open for a period of at least seven working days and shall close at least seven working days before the election takes place.  Notice of those candidates nominated shall be displayed within twenty-four hours of close of nominations on the notice-boards and web sites of the Association

(iii) Candidates shall not begin campaigning before the close of nominations 

(iv) Any candidate wishing to withdraw from the election shall notify the Returning Officer of this in writing

(v) Counting of the votes shall commence at the close of the ballot.  The Returning Officer shall declare the time and location of the count to all contestants before voting commences and will also have a notice at the ballot box stating this

(vi) Any complaints relating to the election or conduct of candidates prior to the count must be submitted to the Returning Officer in writing before the commencement of the count.  Any complaint relating to the conduct or validity of the count must be made within five working days of the count taking place  

(vii) All election ballot papers shall be destroyed four weeks after the election is completed

(viii) Elections for the full-time officers of the Students’ Association shall take place in March each year

(ix) In the event of the holder of a position resigning, or the post becoming vacant in any way, the Returning Officer shall have the power to call a bye-election at the request of the Executive Committee or SRC’s.  Bye-elections shall be governed by these regulations


b)
Election of Delegation to National Union of Students National 
Conference
(i) The President of the Students’ Association shall be an ex officio delegate to National Union of Students National Conference and shall be delegation leader.  Should the President not be able to attend the Conference, SRC shall select an alternative member of the Executive to attend

(ii) All other delegates to this conference shall be elected by SRC

4.
Nominations

(i) All candidates must fully and correctly complete the nomination form and a manifesto to be eligible to stand

(ii) Nomination forms can be obtained from the General Office of the Students’ Association Mondays to Fridays 9.00am to 5.00pm

(iii) Only Ordinary Members of the Students’ Association are eligible to nominate candidates

(iv) Ordinary Members can only nominate one person for any one post

(v) Completed nomination forms must be submitted to the General Office of the Students’ Association

(vi) For a nomination form to be valid it must be submitted before the stated closing date and time

(vii) On submission of nominations, the candidates should be given a pack outlining their responsibilities and commitments as candidates, rules, regulations etc.

5.
Manifesto

(i) All candidates must submit a five hundred word maximum manifesto along with their nomination form to the Returning Officer

(ii) This should outline the candidate’s experience, reasons for standing etc.

(iii) All manifestos should be written in English and must comply in particular with the University’s Equal Opportunities Policy

(iv) This Manifesto shall be displayed on the internet. Alternatively, candidates may submit a web page conforming to guidelines set out by the returning officer

6.
Voting

(i) Only Ordinary Members of the Students’ Association are eligible to vote in elections

(ii) There shall be at least one ballot box in University main campus

(iii) Ordinary Members must produce a current matriculation card at the ballot box to receive a ballot paper

(iv) All elections shall take place using the  Single Transferable Vote (STV) system

(v) All elections shall include the opportunity to vote for Re-Open Nomination (RON).  The election of RON shall result in the election for that position being re-held

(vi) Voting shall be by secret ballot, cast in sealed ballot boxes.  Voters may not remove ballot papers from the immediate area of polling

(vii) Any ballot paper which does not show a clear preference shall be excluded from the count and deemed ‘spoiled’.  The system of voting will clearly be explained on the ballot form

(viii) There will also be made a provision for a secure vote to be cast using the University’s portal and intranet service. Such votes will be secure and the list available for the scrutiny of the Returning Officer will be made in both hard and electronic copy formats

(ix) Internet/Portal voting will be available for a minimum of seventy-two hours prior to the close of voting

(x) Students will be notified of the availability of online voting by means of a ‘pop-up’ prompt on log-in

7.
Publicity


a)
General

(i) Candidates will be entitled to, free of charge, (Photocopied single colour)  1000  x A5 Handbills, 25 x  A3 Posters (Details for the Students’ Association General Office)

(ii) The Returning Officer, in liaison with the President, shall set an additional photocopying budget for candidates. This budget shall not be exceeded and a check will be kept of all copying.  Copies should be done with the Association, University or Centre Facilities. This will be at the expense of candidates

(iii) Candidates will not be allowed certain publicity materials. This list will be reviewed by the Returning officer but includes additional unauthorised web space or sites, stickers, banners, graffiti etc.


b)
Publicity Content

(i) Candidates who wish to produce any additional publicity must ensure that it is done in accordance with these regulations

(ii) Candidates must not seek outside sponsorship to fund their campaign and publicity.  Any candidate found doing so will be disqualified

(iii) All publicity must comply with the University’s Equal Opportunities Policy

(iv) No candidate can make reference to another candidate 

(v) All election publicity and artwork must be approved in advance by the Returning Officer and marked with the official stamp prior to copying and distribution

(vi) Campaigning other than printed publicity and canvassing must be approved in advance by the Returning Officer.  The Returning Officer shall normally approve such requests unless the proposed method would give an unfair advantage to any candidate


c)
Distribution of Publicity

(i) Election publicity must not obscure, deface or remove any current publicity already displayed

(ii) Publicity materials must not be displayed or distributed in the immediate vicinity of polling

(iii) Any costs incurred resulting from damage caused by publicity, or from additional cleaning costs in removing publicity, shall be charged to candidate(s), who shall be wholly responsible for any such costs to either the University, Student Centre or Students’ Association

(iv) No candidate shall remove or in any way deface the election publicity of another candidate

(v) The Returning Officer may designate and allocate poster sites 

(vi) Any flyers distributed by hand shall be removed if littered. i.e. if distributing flyers outside the Ballot or other area candidates should ensure the area is kept clean and tidy and all littered flyers cleared

.

(vii) Failure to adhere to the above will result in disqualification

8.
a)
Campaigning

(i) Candidates are responsible for the actions of any person or supporters assisting in their campaign.  All election regulations apply to such supporters as well as candidates, and it is the responsibility of the candidate(s) to ensure, as far as reasonably possible, that anyone assisting in their campaign reads, fully understands, and abides by these regulations

(ii) Sports clubs, societies or other groups may not support candidates 

b)
Canvassing

(i) It is the responsibility of candidates to ensure that they have any necessary authority and/or permission to canvass in University-owned accommodation

(ii) Any complaints made by residents on the conduct of candidates during canvassing shall be dealt with by the Returning Officer

(iii) Candidates shall not canvass in the immediate vicinity of polling, or enter the immediate vicinity except to cast their personal vote

(iv) No candidate shall use Students’ Association meetings or events inside or outside the Association or Centre as a forum for campaigning, except for the election hustings

(v) There shall be the opportunity for two debates in the week leading up to Election Day to be called and chaired by the Returning Officer in which candidates for Sabbatical positions shall have the opportunity to explain their manifestos to the Ordinary Members of the Students’ Association.  The candidates shall be allowed to refer to their opponents only in a factual manner

(vi) All candidates shall participate in hustings as outlined above. Failure to do so except on certain grounds dictated by the Returning Officer will result in disqualification

9.
Interpretation and Complaints

(i) The Returning Officer shall be solely responsible for the interpretation of these regulations.  The ruling of the Returning Officer shall be final

(ii) Requests for interpretation of these regulations or complaints about the conduct of candidates shall be made to the Returning Officer in writing

(iii) The Returning Officer, assisted by the Assistant Returning Officers if necessary, shall investigate all complaints and make an adjudication according to the seriousness and complexity of the complaint

(iv) In the event of a candidate being proven to have broken one or more of these Regulations, the Returning Officer shall have the power to:  (a) issue a verbal or written warning, (b) restrict the amount of publicity available to the candidate, (c) disqualify the candidate, or (d) to take any other appropriate action

(v) All rulings made by the Returning Officer shall be posted on the elections notice-board.  Candidates are expected to consult this board regularly

(vi) The University is satisfied that these regulations ensure the conduct of fair elections as required by the Education Act 1994.  The Returning Officer is recognised by the University as the independent person to whom complaints should be referred to.  The Returning Officer shall submit a statement to the University’s Depute Principal (Planning and Resources) following each election, stating whether the elections have been conducted fairly and properly in accordance with the election regulations.
APPENDIX THREE

STANDING ORDERS
1.
General

The Standing Orders shall apply to AGM, EGMs, SRC and all Students’ Association committees and working committees unless specifically stated.  

2.
Minutes


The Chairman of the meeting shall be responsible for ensuring that a member of the Student Centre staff is present to take the minutes of all Students’ Association meetings.  Minutes shall be read and confirmed, with any necessary corrections being made for the next appropriate and relevant meeting.

3.
Agenda

i)
All meetings shall have an agenda.  The agenda shall be published 
and available to members before the meeting. 


ii)
The Chairman of the meeting shall be responsible for 


establishing a deadline for items for the agenda to be submitted.

4.
The Chairman
i)
All meetings shall have a Chairman as defined in the terms of 

reference for 
that meeting or committee.  In the absence of the 


Chairman, or in the event of the Chairman relinquishing their position, 

the meeting shall elect a new Chairman for that meeting
ii)
The Chairman shall be responsible for the interpretation of these 

Standing Orders, save that their ruling may be challenged under 

Section Nine of this document

iii)
The Chairman shall be responsible for keeping the meeting in 

order and shall be heard in silence when they speak.
5.
Speaking

h) Speeches shall only be made through the Chairman.  Any member 

wishing to speak shall indicate this to the Chairman. The Chairman 

shall call upon speakers in the order that they see them

ii) No speech shall exceed five minutes in length, except with the 

expressed permission of the meeting
iii) Speakers shall abide by the Equal Opportunities Policy of the Students’ Association.  The Chairman may order any speaker who breaches 
these policies to stop immediately

iv)
No member shall behave in an abusive manner.  In the event of them doing 
so, the Chairman shall ask them to desist and apologise.  If they 

fail to comply with this request, the Chairman shall have the power to 

exclude that person from the meeting

6.
Voting

i)
At AGM/EGMs, only those ordinary members of the Students’ 
Association present may vote

ii)
At other meetings, only members of the committee or Council, as appropriate, may vote

iii)
In the event of a tie, the Chairman has a casting vote

iv)
The Chairman shall conduct the vote in the manner s/he sees fit except if a 
secret ballot is requested as detailed in Section Seven.
v)
Voting shall normally be made by show of Abertay matriculation cards.

7.
Secret Ballot

i) Any member shall have the power to request a secret ballot. Such a 


request shall require a seconder 

ii) If a valid request for a secret ballot is made the meeting shall vote by 

show of hands immediately on the proposal.  If such a proposal 

receives the support of one third of those present at the meeting, the 

vote shall be conducted by a secret ballot

iii) The Chairman shall explain the procedure to the meeting. This 


procedure shall be, the distribution of a suitable ballot paper on 

production of matriculation card and there depositing in a suitable 

sealed receptacle in the view of meeting to be counted at close of vote.  
Present at count Chair; 1 Member of SRC and 
observer from proposer 

and objector, staff representative

iv)
Meetings will be adjourned temporarily until the votes are counted. The Chairman shall be responsible for appointing counters

8.
Motions and Amendments

i)
Every motion shall have a proposer and seconder who shall be 



ordinary members of the Students’ Association.  The proposer and 

seconder must be present for a motion to be discussed

ii)
Motions shall be submitted in accordance with the Constitution 

and these Standing Orders

iii)
Emergency Motions may be submitted after the deadline has
passed 

provided that they relate to an issue that has arisen since the deadline 

and that the matter is of such importance that the functioning of the 

Students’ Association would be impaired if discussion of it was delayed 

until the next meeting

iv)
The proposer shall have the right to sum up on the debate immediately 

before a motion or amendment is voted on. There shall be no new 

information introduced into a summation speech

v)
The Chairman shall attempt to balance the debate on a motion to ensure that a diverse range of views are aired

vi)
Amendments to a motion shall be submitted at least one day 

before the start of a General or SRC meeting or before the start of any other meeting.

vi) Amendments to a motion shall be to insert words, delete words or both but shall not have the effect of negating the proposal under debate or 
introducing an unrelated new proposal. The Chairman may refuse to 
accept any amendment if they feel it is not appropriate

vii) Meetings shall debate only one amendment at a time.  Amendments 
shall be discussed immediately after the motion has been proposed.  
The substantive motion shall not be discussed until all amendments have been discussed

ix)
If the proposer and seconder of the motion agree, an amendment may 

be added on to the motion without a vote

xi) In the event of an amendment being carried that is not acceptable to 

the proposer of the original motion, the proposer of the amendment shall 
become the proposer of the substantive 
motion

xi)
All motions and amendments shall require a simple majority of those members voting, except where stated otherwise in this Constitution.  

9.
Procedural Motions


i)
All procedural motions shall require a proposer and seconder

ii)
The following procedural motions may be put:


a)
A vote of “No Confidence” in the Chairman


b)
A challenge to the Chairman's ruling


c)
That the motion be not put


d)
That the motion be now put


e)
That Standing Orders be suspended


f)
That the meeting be adjourned for a specific time

g)
That the matter be referred to another meeting or committee within the Students’ Association


h)
That the order of business be changed


i)
That a person's speech be allowed to exceed five 




minutes 


j)
That the motion be voted on in parts

k)
That a person who is not a member of the Students’ Association be excluded from the meeting


l)
That the vote be by show of matriculation cards.


m)
That the meeting is closed

iii)
Procedural motions shall be debated in the order of precedence as indicated above

iv)
If procedural motions a) or b) are put, the Chairman shall relinquish the 

Chair and a volunteer from the meeting shall take the Chair for the discussion of the procedural motion only. The proposer of the procedural motion shall state their case and the person who has just vacated the Chair shall respond before the matter is put straight to a vote.  If procedural motion a) is carried the person may not resume the Chair for the remainder of the meeting and a new Chairman shall be elected by the meeting.  If procedural motion b) is carried the person in question may resume the Chair, provided they reverse the decision on which their ruling was challenged.  If they refuse to do this, they shall be deemed to have resigned the Chair for the duration of the meeting
v)
If procedural motion d) is put it shall be discussed and voted on at once.  

If it is carried the proposer of the motion shall have the right to sum up 

before the vote is taken

vi)
If procedural motion e) is put the proposer must state which Standing Orders 
s/he wishes to suspend and for what duration they are to be suspended.  
Standing Orders may not be suspended for longer than the duration of the 
meeting

vii)
If procedural motion g) is put the proposer must state which 
meeting or body 
the matter is referred to.  This may include a future meeting of the same body 
the matter is being discussed at

viii) If procedural motion j) is put the proposer must state which parts s/he wants


to vote on separately.  If the procedural motion is carried the motion shall be 
divided into the separate parts and a separate vote held on each part

ix)
For all procedural motions, the proposer shall state their case which shall be followed by one speech against the procedural 
motion and a vote

x)
All procedural motions require a simple majority of those present and voting to be carried.

10.
General Rules

i)
Points of information may only be raised while another member is speaking, provided that person indicates their desire to give way for the point. They shall consist only of information offered to or asked of the speaker or of a correction to a factual point made by the speaker.  The Chairman shall have the power to rule that a point that does not conform to these rules is not a point of information.

ii)
Points of order shall take precedence over all other business and may be raised by any member.  They must be framed as a question to the Chairman and be related to the conduct of the meeting.  There shall be no discussion of points of order, save for the Chairman's response.

APPENDIX FOUR

SOCIETIES


a)
Recognition of Societies 



i)
Recognised societies shall be an integral part of the Association and the Association accepts full responsibility for the activities conducted by societies within its Constitution and rules



ii)
Such societies shall conform to the draft constitution for societies and Bye-laws, and the Constitution and rules of University of Abertay Dundee Students’ Association generally.  Failure to do so may result in disconstitution



iii)
For a society to receive financial assistance, it must be a constituted  society of the Association



iv)
Recognised societies shall have the right to use rooms and relevant facilities in the premises subject to availability



v)
Each Society shall hold an AGM in the second Semester and submit a report including budgets to the Vice-President before the end of that term



vi)
Unrecognised societies shall not be entitled to use the name of the Students’ Association


b)
Constitutional Procedures for Societies


In order to become a constituted society of University of Abertay Dundee Students’ Association the following procedures must be followed: 



i)
The draft Constitution must be submitted to the Vice-President who shall bring it to a meeting of the Executive Committee designated to hear proposals for the constitution of societies.

ii) Additional sections may be added to the draft in accordance with the particular need of a society. However, these must not in any way contradict the Constitution.



iii)
In addition, a list of ten supporting signatures with their matriculation card numbers, must be attached to the draft Constitution.

Example:
Draft Constitution

NAME:
This should read:


"The name of the Society shall be University of Abertay Dundee Students’ Association ’ …………………..Society.'"

AIMS AND OBJECTIVES:
This should read:


"The aims and objectives of ………………………Society shall be………………"

GOVERNANCE


The Society shall be an integral part of the Association, whose Executive Committee shall have full authority, as trustees, to ensure the proper and lawful use of the club’s resources.  Subject to this, the society shall be managed by its elected committee.

MEMBERSHIP:

This should read:


Ordinary Members of the Society: All full-time and part-time student members and associate members of the University of Abertay Dundee Students’ Association shall be eligible for full membership, provided they have expressed their agreement with the aims and objectives of the Society.


Full membership of the Society implies the right to:



attend all meetings and participate in the activities of the Society, subject only to the constraints arising from resources



vote for officers and stand for election to office within that Society



vote on all questions of policy within the Society

Associate Members of the Society: Associate Membership implies the right:



to participate in activities and to attend but not vote at all meetings.  

Honorary Membership of the Society:



Honorary Membership shall be elected annually by the Society’s committees.   


Termination of membership of the Society:



The Society committee members, or the Executive Committee, may discontinue any membership of any Society.  Any member who feels that they have been unjustly excluded shall have a right of appeal to the SRC and shall additionally have recourse to the Association’s or University’s complaints procedure.


All members shall pay the minimum subscription fee that shall be determined by the Vice President and approved by the Executive Committee at the beginning at each academic year.
c)
Officers and Committee


i)
Only current members who are Ordinary Members of the Society shall be eligible for office in that Society



ii)
Committee members must comply with and have signed a copy of the Society’s Constitution



iii)
The officers and committee shall be elected at the AGM of the Society and at bye-elections.  They shall then take up office at the start of the first semester of the subsequent academic year.  In the event of a vacancy arising in any committee of a Society, an ordinary general meeting of the Society may elect another person to fill the vacancy.  If no member is elected then the committee may co-opt a member



iv)
The officers of the Society shall comprise:





President





Secretary





Treasurer 



And such other officers as are deemed necessary by the Society



v)
The composition of the committee shall also be stated in full, to all members of the Society and a record kept by the Vice- President



vi)
At least five working days’ notice shall be given by posting notices in prominent places on all campuses and on club notice-boards and on the internet for all general meetings of a society



vii)
A general meeting may remove any committee member, including any officer, by a simple majority-vote provided that the matter is submitted as business to the meeting, which appears on the agenda of the meeting and the notices advertising the meeting



viii)
Upon election, each member of the committee shall register their name, and any contact details required, with the Vice- President before the end of the second Semester



ix)
Each committee member shall notify, in writing, the Vice- President  of any change of contact details whilst in office


d)
Annual General Meeting


i)
There shall be an AGM held in the second semester of each year at which reports from the President, Secretary and Treasurer shall be read or simply made.   Notice of the meeting shall be posted at least 10 working days before the AGM and the agenda shall be produced five working days before the AGM



ii)
The quorum shall be five ordinary members



iii)
Minutes shall be taken of the AGM together with a record of the names and matriculation card numbers of those attending.  These shall be submitted to the Vice-President before the end of the second academic term

e)
Extraordinary General Meeting


i)
Extraordinary general meetings can be called to discuss a particular question and may be called by:




A simple majority vote of the committee.




Twenty-five per cent of the ordinary members of the Society, or five of the ordinary members of the Society, whichever is the greater.



ii)
The Secretary shall publish notice of the meeting with the agenda within two working days of the receipt of a request for such a meeting. The meetings shall be held four working days from the day of publication.  The quorum shall be as for the AGM

f)
Amendment to the Constitution


i)
Amendments to the Constitution must have the approval of two-thirds of the ordinary members of the Society present at the AGM or at a special general meeting of the Society convened for this purpose



ii)
Notice of the proposed constitutional changes must be published in the agenda and cannot be brought up under the item 'any other business



iii)
Any amendment to the Constitution is subject to the final approval of the Executive Committee

g)
Societies’ Financial Procedure


i)
A statement of accounts for the Society’s financial year shall be presented at the AGM signed by the Treasurer and one other committee member, who certify that the accounts are accurate and complete



ii)
The Treasurer of the Society shall submit budget estimates for the following financial year to the Vice-President by the end of the second semester

iii) Every constituted Society shall bank its subscription monies and other receipts with the University of Abertay Dundee Students’ Association office. No monies shall be lodged in any other account.  Any Society found to be in possession of other accounts will be suspended then given seven days to close these accounts and transfer funds to University of Abertay Dundee Students’ Association.  Failure to do so will result in dissolution

iv) The Society will not engage in cash transactions that have not been accounted for through University of Abertay Dundee Students’ Association.  Monies will only be refunded on provision of suitable receipts for agreed and budgeted events

v) All Societies will receive a Grant on their first year and each subsequent year for equipment and activities.  This amount to be reviewed annually by the Executive Committee.  This Grant will be the same for each Society regardless of membership fee or the activity of its membership

vi) Funds should not be used for the purchase of alcohol without the written permission of the Vice-President

vii) All equipment purchased by Societies remains the property of University of Abertay Dundee Students’ Association.

viii) Budget forms for events and activities should be submitted for agreement prior to monies being released from the finance office in the Association.  Any expenditure not agreed will be the sole responsibility of the individual or Society membership

ix) Societies may apply to the Executive Committee for additional funds for special social and cultural activities

x) Reasonable day to day expenses and Committee expenses can be agreed with the signature of the Vice-President for payment by finance

xi) Societies shall conduct their activities within the Fantail regulations of the Association

h)
Dissolution or Abolition


i)
The Executive Committee may suspend, dissolve or abolish any Society that breaches any of the Laws or Bye-laws or is found to be in breach of their own constitution, or this constitution, or in circumstances where the activities of the Society cannot continue safely



ii)
In the event of a Society failing to submit the minutes of their AGM and a list of those present to the Vice-President by the end of the academic year, the Society shall be deemed to have been dissolved and shall cease to be recognised

iii) In the event of a dissolution or abolition of a Society, the assets of such a Society shall revert to the general funds of University of Abertay Dundee Students’ Association

iv)

In the event of such dissolution, any liabilities outstanding shall be the responsibility of the Society committee members jointly

i)
Roles and Responsibilities of Society Officers
i) To be responsible for ensuring that their Society complies with the Constitution, Bye Laws, Health & Safety Policy, Financial Regulations and Societies papers.

ii) To be responsible for ensuring that the Society shall only hold accounts with the Association, and that the Society and its members comply with financial procedures and rules made by the Association from time to time.

iii) To ensure that the membership registration procedures defined are properly complied with and that a receipt is made for each Society member’s subscription.

iv) To ensure that the Society notice-boards and the internet are kept up-to-date.

v) To inform the Association of contact details of all Society Committee members.  Budgets will not be released until the Vice President has received this information.

vi) One Committee member is expected to attend each SRC, EGMs and AGMs of the Association.  Failure to do so once will result in a fine and second time in succession in suspension of the Society.

APPENDIX FIVE
OFFICER JOB DESCRIPTIONS

PRESIDENT 
Additional Duties

To represent, University of Abertay Dundee students by leading the delegation at National Union of Students National Conference

To ensure that relevant training for the Executive Committee takes place, where possible, before the academic year begins

To communicate regularly with the members of the Executive

To be responsible for attending University meetings on behalf of students

To co-ordinate the work of the Executive Committee and represent students at all levels

To be the principal contact for all matters of public relations, press releases and media contact

To co-ordinate, alongside other Officers, campaigns undertaken by the Executive Committee

To be responsible for overseeing welfare policy within the Association and representing students accordingly

To raise awareness of, and educate students on, the issues of equal opportunities

To hold the University accountable with regard to it’s Equal Opportunities Policy and the University’s Race Equality Policy

To chair the Disciplinary Board in accordance with the Code of Discipline

To liaise with external agencies for the betterment of the students’ welfare

To co-ordinate Class Representatives in conjunction with University lecturers and Heads of School.

To represent the Students’ Association in matters of quality assurance and enhancement across the University

To be responsible for the organisation of all Students’ Association committees and meetings

To represent the commercial interests of the Students’ Association

To be responsible for the election publicity and promotion

VICE PRESIDENT

Additional duties

To communicate regularly with the members of the Executive

To ensure that all media and publicity complies with the agreed policies and procedures of the Association

To ensure that arrangements are made for the distribution of all publicity materials and that information is circulated widely

To deputise at University and Students’ Association meetings for the President

In conjunction with the President, to oversee the Students’ website and keep it maintained

To ensure that events run by both the Association and Societies are run in strict accordance with the Association and Centre regulations

To annually review, and up-date where necessary, the Students’ Association Equal Opportunities Policy in an organised meeting

To ensure that all Societies are properly run and their financial affairs are in order

To represent the interests of Societies within the Students’ Association and University

To give support to Societies wishing to organise entertainments and events in consultation with Student Centre staff

To be responsible for enabling and supporting students who wish to set up a Society

To organise in association with Student Centre staff the Annual Freshers’ Fayre

To liaise with Student Centre staff on the events programme of Freshers’ Week

To liaise with the Student Centre Manager on the events of the Student Centre in general

To represent the Students’ Association on social and cultural issues with the University and beyond

To be responsible for the election publicity and promotion

ROLES AND RESPONSIBILITIES FOR ALL EXECUTIVE POSTS

General Responsibilities of all Executive Members

Sabbaticals:


President and Vice President

Non-Sabbaticals:

Six Executive Officers

The following duties and responsibilities are part of the Job Description for all members of the Executive Committee:

To act as a representative of the Students’ Association on all relevant official occasions

To undertake duties as and when necessary by request of the AGM/EGMs, Student Representative Council and Executive Committee meetings

To uphold the substance and spirit of the Constitution

To work collectively with other members of the Executive to give direction to, and ensure the smooth running of, all aspects of the Students’ Association

To work alongside members of the Student Centre staff in order to achieve the aims and objectives of the Association.  To abide by the staff/student protocol and to make full use of staff resources

To attend all relevant training courses and conferences relevant to the post as required

To act as a representative of the Students’ Association on relevant University committees and outside bodies

To organise and chair any sub-committees or working parties relevant to the post

To provide a written report once per semester to the Executive and Student Representative Council on the progress and developments they have achieved during the term.  These reports to form the basis of the post-holder’s contribution to the Association annual report.  To give verbal reports to the Executive, SRC and AGM/EGMs and to answer questions

To attend and be accountable to, meetings of the Student Representative Council and AGM/EGM meetings

To actively canvass student opinion on relevant issues, through any appropriate means

To work to increase participation in and support for Students’ Association activities

To communicate regularly with other members of the Executive to allow for the effective co-ordination of work undertaken.

Meeting Attendance

All members of the Executive are expected to attend the meetings held during term-time.  Outside term-time sabbaticals are expected to attend meetings regularly and non-sabbaticals are expected to attend if possible.  These meetings are chaired by the President.  All sabbatical officers are expected to attend a weekly meeting with the senior management of the Student Centre.

Functional Relationships

All members of the Executive can expect to deal with students and visitors to the Association, members of staff and elected student representatives on a regular basis.  Members of the Executive Committee are responsible to the membership of the Students’ Association for the work they do.

Equal Opportunities

The Students’ Association has a strong commitment to its Policy of Equal Opportunities and expects all members of staff and student representatives to understand and promote the Equal Opportunities Policy.

To be proactive as a channel of communication on Association policy and issues affecting students

To be responsible for ensuring that the activities of the Students’ Association do not discriminate against or offend

To ensure that the financial regulations of the Students’ Association are complied with

To ensure that students are aware of Association services

To ensure the Association addresses issues affecting our membership, and to work to raise awareness of those issues amongst the membership where appropriate

APPENDIX SIX

UNIVERSITY OF ABERTAY DUNDEE STUDENTS’ ASSOCIATION & SOCIAL CLUB RULES

1.
The Abertay University Club (hereinafter called the Club) shall be a social 
centre for its members.


MEMBERSHIP 

2. 
There shall be the following classes of membership: 

i.
Ordinary Members who shall be drawn from the following 



persons: 

. Members and retired members of staff of the University and certain associated institutions

. Persons registered as students

. Visitors, temporarily in residence or undertaking advanced study or fulfilling contractual obligations to the University 
ii.
Other Members who shall be drawn from the following persons: 

a. Ex-members of staff of the University and certain associated institutions; 

b. Alumni of the University

c. Associate Members admitted at the discretion of the 



Committee.

d. Honorary Members admitted at the discretion of the 



Committee. 



3. 
Until the members of the Club otherwise determine at an Annual General 
Meeting, the duration of membership shall be: 

. For Ordinary Members - for the duration of eligibility to this class of 

membership provided that membership details are updated every four 

years 

i. For Other Members - four years and may be renewed

ii. For Associate Members - one year and may be renewed 

iii. For Honorary Members - life

iv. Life Members - life


4. 
The annual subscription of members shall be due on 1st October each 
year. Until the members of the Club otherwise determine at an Annual 
General Meeting, the subscription shall be: 

. 
For Ordinary Members - nil; 

i. For Other Members - £10; 

ii. For Associate / Life Members - £10; 

iii. For Honorary Members - nil. 


5. 
The Committee shall have the power to suspend or terminate the 
membership of any member at its own discretion providing that due 
grounds are given. 

6.
 A register of the names and addresses of members and a record of the 
latest payment of their subscription shall be kept on University premises. 

COMMITTEE FOR THE DIRECTION AND CONTROL OF THE CLUB 

7. 
The Committee for the direction and control of the club shall comprise of the 
following persons: 

.  3 Members of the Students Association

i.  2 Members of University Staff

ii.  1 Member The Director of the Student Centre Company (Chair)

iii. The Student Centre Manager (Secretary)

8. 
Any Casual vacancies on the Committee can be filled by appointment by the 
Committee until the next Annual General Meeting of the Club. 

9. 
The Committee will meet at least once each term, and additional meetings 
may be convened at the request of the Chairman or at least 
three members 
of the Committee. 

10. 
If the number of votes is equal, the Chairman shall have a second or 
casting vote. 

ANNUAL GENERAL MEETING 

11. 
The Annual General Meeting of the Club shall be held every academic 
year, when the Chairman of the Club shall normally preside and the 
business to he transacted at such meeting shall comprise: 

. presentation of the report and statement of accounts for the preceding year 

i. the appointment and re-election of members of the Committee for the following year

ii. election/appointment of the Sub-Committees 

iii. such other business as the Club Committee may determine

iv. such other business as may be proposed by members

v. any other business. 
v. The Secretary shall give fourteen days' notice as directed by the Club Committee on the notice board. A special General Meeting of the Club may be called by the Club Committee at any time subject to the same notice as already provided in the case of the Annual General Meeting, 
such notice to specify the object of calling the meeting. On receipt of a written request signed by at least thirty members, the Committee shall call 

an Extraordinary General Meeting within fourteen days of receipt of 
such 
request, subject to the same notice as already provided, such notice to 
specify the object of calling the meeting. 

CLUB RULES 

13. 
Intoxicating liquor may be sold to persons attending the Club premises for 

social, sporting, cultural or other functions organised or authorised by the 

Club. 

14. 
The permitted hours for the supply of excisable liquors shall be as currently in 
force for the City of Dundee. No intoxicating liquor shall be supplied to a 

person under eighteen years of age. No supply of alcohol for consumption off 
the premises shall take place except to a member in person, except from 

retail units suitably licensed.

15. 
Persons other than members may be admitted to the premises and 
may order 
and pay for intoxicating liquor from the bar for themselves and their guests for 
consumption on the premises provided that: 

. 
Such persons shall be bona fide members of the Society, organisation or group to which the hospitality of the Club is expressly extended, Affiliated institutions, Colleges and Students Unions, including members and officials of teams visiting the Club premises for the purpose of playing a match; and or patrons attending Ticketed events and or Arts exhibitions, Cinema shows or other such activities or having prior business with the University or Students Association

i. 
The admission of other persons and their guests to the premises shall be on such special occasions and under such conditions as the Management Committee shall determine, and shall be limited to twelve occasions in any one year.


16. 
Private parties arranged shall be permitted in such rooms and under such 
conditions as shall from time to time be determined by the Management 
Committee. Members arranging parties shall purchase their supplies of 
intoxicating liquor from the bar. The following rules shall apply to the letting of 
such rooms: 
. The room must be booked in the name of a member 

i. The gathering must be called by private invitation of the member or in the name of any society

ii. All private parties must terminate not later than legal extension, and no excisable liquors shall be sold, supplied or consumer except during permitted hours or any extension  

iii. A list of Attendees shall be lodged with the Club Secretary 
twenty-four hours prior to the event

17. 
Any member who shall wilfully damage the furniture or other property of the Club 
shall make good the same to the satisfaction of the Committee, and any such 
damage caused by a visitor shall be made good by the member introducing 
him/her. 


18.
 These Rules may be altered or repealed, or new rules may be made by 
resolution at the Annual General Meeting or at an Extraordinary General 
Meeting or Special General Meeting duly convened for the purpose, provided 
that no such resolution shall be deemed to have been passed unless it is carried 
by a majority or at least two-thirds of the members present and voting and that 
the rules do not contravene the University Statues and Regulations. 

19.
 Any interpretation of these rules and every question to which such 
rules do not 
apply shall he determined by the Committee, whose decision shall be final. 

 

APPENDIX SEVEN

DISCIPLINARY COMMITTEE AND PROCEDURE

1.
Societies and members of the Association shall be expected to abide by this Constitution and its schedules at all times, as well as the Association’s equal opportunities policy

2.
The Association’s disciplinary policy has authority over any premises managed by the Association and the facilities of the Student Centre, any Association activities, including the activities of any Society, or any misconduct which takes place outside Association premises but is connected with the Association and is likely to affect the reputation of the Association

3.
If a student or Society is deemed to have breached the rules of the Association their conduct shall be examined by a panel of two executive committee members and two members elected from and by the SRC known as the Disciplinary Committee.

4. The Disciplinary Committee shall normally be convened within ten working days of the alleged offence occurring.  The student shall be given written notification of the time, date and place of the hearing, together with written notification of the alleged breach, at least three days before the hearing.  People called before the Committee have the right to be represented or accompanied

5.
In cases involving the misuse of Association facilities or resources or behaviour likely to cause potential danger or offence to students, staff or other persons, the student or society may be suspended from the use of particular Association facilities or resources until the Disciplinary Committee has reached a decision

6.
No person shall sit on the Association disciplinary or appeals committees if they are a witness, potential witness, the complainant or directly connected with the student or society being charged

7.
The person bringing the charge or their representative shall call witnesses to give evidence as appropriate.  They shall ask questions of the witnesses.  The other student or their representative may also ask questions of the witnesses

8.
The student or their representative may call their own witnesses to give evidence and present any relevant documents to the panel.  They may ask questions of the witnesses.  The person bringing the charge or their representative may also ask questions of the witnesses

9.
The committee may ask questions of any witnesses, the person bringing the charge or their representative, the student or society or their representative

10.
The Disciplinary Committee shall then deliberate on the matter in private and decide on the appropriate action to be taken.  The Committee shall base its decision on evidence presented and examined in the presence of the person bringing the charge and the student, club or society being charged.  Evidence of any earlier misconduct shall not be presented until after the decision has been reached on the facts of the case, but then may be admitted and considered in deciding on any punishment

11.
The Association disciplinary committee may refer any matter to the University’s Student Disciplinary Committee

12.
The Disciplinary Committee must inform the person of their right of appeal and then any appeal should be made in writing to the chair of the Students’ Association within five University days

13.
If the student is unhappy they may appeal to an appeals committee made up of three students appointed by the SRC.  The student shall be notified in writing at least five working days in advance of the meeting

14.
The appeals committee shall hear the reason for the appeal and the rationale behind the original decision.  They shall also hear any new evidence that has emerged since the disciplinary meeting.  The matter shall be put to the vote and the decision shall be final

15.
The hearing shall normally take place in private.  However the subjects of any charge may request that the hearing is held in public.  A record shall be kept for use in any appeal.  The decision of the disciplinary or appeals committee will be posted on an Association notice-board if requested by the subject of any charge

Discipline of Executive Officers and Course Representatives and other Union Officers

1.
The executive committee officers may be removed from office by:

i) a vote of “No Confidence” at an SRC meeting

ii) a referendum of the members of the Association

iii) a breach of the disciplinary regulations on the grounds of gross misconduct.

2. Course  Representatives can be removed from office by:

i) A vote of “No Confidence” at an SRC meeting

ii) a breach of the University disciplinary regulations on the grounds of gross misconduct

3.
The regulations for a ballot to remove a member of the Executive Committee from office shall be determined by the returning officer, within the limits of this Constitution

4.
Any member of the SRC or any other committee, who has been absent from at least three successive ordinary meetings, without submitting apologies to the chair of the meeting, shall automatically be deemed to no longer hold office

5. Any resignation must be in writing to the President.  Resignations shall take effect immediately, and be reported to the Association 

6. In the case of any vacancy arising a bye-election shall be held in accordance with this Constitution

APPENDIX EIGHT

CODE OF CONDUCT FOR MEMBERS AND SOCIAL CLUB & FACILITIES

Breaches of conduct may be heard by Student Centre Manager in minor cases or cases involving licensed premises.  More serious cases may be heard by the Disciplinary Committee as outlined above. The rules also govern the activities and premises of the social club of University of Abertay Dundee Students’ Association and any such premises operated under such rules and licences.

Offences

1.1 Illegal entry to facilities

1.2 Transfer of National Union of Students Cards, tickets, memberships etc

1.3 Conduct prejudicial to the good name of the Association

1.4 Abuse of staff or other members 

1.5 Misuse of property

1.6 Threatening behaviour

1.7 Physical or verbal assault

1.8 Breeches of equal opportunities policy

1.9 Disorderly conduct

1.10 Giving false information to an Association committee

1.11 Possession and or use of prohibited substances

1.12 Possession of objects that are, or could be weapons

1.13 Interference of duties of staff or Committee members

1.14 Harassment of staff or members

1.15 Misconduct

1.16 Any other offences that are prejudicial to the effective running of the Association or Student Centre and violate the Associations and University’s policies

Procedures

Offences should be reported on an incident report form and be passed to the Student Centre Manager to be dealt with in the first instance. Details of offence and offender should be taken and a copy of the offender’s matriculation card or card itself to be copied and returned. Also outline of offence any witnesses etc should be made

The Student Centre Manger will then decide if and what action should be taken the offender will be contacted by post and email and asked to attend a meeting.

Alleged offenders will be suspended from Association or Centre premises until the case is heard.

At this meeting a decision as follows can be taken:

1) Pass to Disciplinary Committee

2) Further enquiry

3) Reference to University or other authorities

4) Not Guilty

5) Penalties

a)   Fine

b)
Reprimand

c)
Expulsion from post in case of post holders (Disciplinary Committee only)

d)
Financial, to an amount to cover costs of any damage

e)  Barred from licensed areas of the Students’ Association or Student Centre for a 
period to be decided

f) Referral to University or Police

Offenders have the right to appeal to the Disciplinary Committee

Appeals

Any appeal must be made in first instance to the President of the Students’ Association in writing and seven days following the decision. 

The appeal will be heard by the Disciplinary Committee at their next meeting.

Any sentence imposed will remain in force until the committee meet to decide the outcome

Further appeal is available to the individual to the University’s Disciplinary Committee and must be made fourteen days from this hearing. Their decision will be final.

APPENDIX NINE

OPTING OUT

1.1 Every student shall be able to relinquish their right of membership of the Students’ Association.

1.2 A student who opts out of the Association shall not be able to participate in the democratic and decision-making function of the Association.  This includes not being able to stand for any officer or representative position, including club and society committee members, as contained in the Students’ Association constitution.

1.3 A student who opts out of the Association shall continue to have the right to attend Association run events and participate in the activities of clubs and societies.

1.4 A student wishing to opt out must indicate this within six weeks of the start of their course in writing to the Depute Principal (Planning and Resources).

1.5 A student who has opted out who wishes to become a member of the Students’ Association shall notify the Depute Principal (Planning and Resources) in writing.  The Depute Principal (Planning and Resources) shall then inform the President.  If the application falls within twenty working days of nominations opening for an Association election, the student will not be eligible to take up the full privileges of membership until the nomination period has closed.

APPENDIX TEN

STUDENTS’ ASSOCIATION CODE OF CONDUCT AND PRACTICE

This Code of Practice is approved by the University Court in accordance with the requirements of clause 22(3) of the Education Act 1994 which requires that the University Court shall take such steps as are reasonably practicable to secure that the Association operates in a fair and democratic manner and is accountable for its finances.  The Code of Practice should be read in conjunction with the Constitution, schedules and appendices.

1.
Constitution
The Students’ Association shall have a written constitution, approved by the University Court and reviewed by the University Court at intervals of not more than five years.  Any amendments to the constitution shall be approved by the University Court.

2. Elections

i)  Appointment to major Association offices shall be by election in a secret ballot in which all members of the Association are entitled to vote, in accordance with election regulations and the Constitution.

ii)  The University shall agree the appointment of an independent                            returning officer to conduct the elections and shall satisfy itself that the elections to major Association offices are fairly and properly conducted.

3. Sabbatical Officers

No person shall hold sabbatical Students’ Association office, or paid elected Students’ Association office, for more than two years in total.

4. Membership

i) All registered students of the University the age of sixteen and over shall be members of the Association unless they choose to relinquish their rights of membership in accordance with the opt-out regulations contained in the Constitution (see above).  Students shall be informed annually by the University of the opting-out procedure and of the consequences of so doing.  A student opting-out of the Association shall not be unfairly disadvantaged with regard to the provision of services or otherwise, by reason of their having done so.

ii) The consequences of opting out of membership shall be:

a) a student may not participate in any of the democratic processes of the Association

b) a student shall not hold office in any society of the Association

5. Finances

i) The financial affairs of the Association shall be properly conducted in accordance with financial regulations of the Association and include appropriate arrangements for the approval of the Association’s budget and the monitoring of expenditure by the University

ii) The annual accounts of the Association shall be made available to the University and to all students.

6. Allocation of Resources to Clubs, Societies and Groups

The procedure for allocating resources to clubs, societies and groups shall be fair in accordance with Appendix of the Constitution and shall be made available in writing to all students.

7. Affiliation to External Organisations

i) Any decision to affiliate to an external organisation shall be published, stating the name of the organisation and details of any subscription or similar fee paid or proposed to be paid, and of any donation made or proposed to be made to the organisation and any such notice shall be made available to all students, in accordance with clause eight of the Constitution.

ii) The Association shall, on an annual basis, publish a list of the external organisations to which the Association is currently affiliated and details of subscriptions or similar fees paid or donations made to such organisations in the past year, which shall be made available to the University Court and to all students.

iii) SRC shall approve annually the list of affiliations. Members of the Association can challenge affiliations as outlined in the constitution.

8. Freedom of Speech

The Association and its members are bound to observe the University’s Code of Practice in relation to freedom of speech as required by section 43 of the Education (No.2) Act of 1986.

9. Complaints

i) The following complaints procedure shall be made available to all students or groups of students who are dissatisfied in their dealings with the Association or claim to be unfairly disadvantaged by reason of their having exercised their right to opt out of membership of the Association

ii) Any complaint about the Association shall be addressed to the president.  In any circumstances where the complaint relates to the president, it shall be addressed to the Vice President

iii) The President shall make a written reply within ten working days

iv) If the complainant is not satisfied with the response they may appeal to the University.  The University shall respond to the complainant within ten working days

v) If the complainant remains unsatisfied with the response provided by the University, the University shall appoint an independent person to consider and resolve the complaint

vi) Members who complain will also be referred to the mechanisms in this Constitution to remove officers and change the policy of the Association.

APPENDIX ELEVEN

UADSA - EXECUTIVE OFFICER PROTOCOL
A contract between the trustees of UADSA and the association itself has been produced to ensure quality of work is maintained. Being a trustee holds a large amount of responsibility and it is essential that you refer back to the Executive Job Description and ensure that students are represented at the highest level. 

1.
General

1.1
The association elects students as trustees each year to ensure the 
association remains in touch with and representative of its members 
(UAD students).  

1.2
Each trustee is accountable to the students through Student 
Representative Council and the AGM. On a fortnightly basis they are 
accountable to the other members of the Executive.

1.3
Executive Officers are governed by the Constitution must ensure that the 
members of the association have access to the constitution.

1.4
Trustees will follow the Associations Equal Opportunities Policy, 
representing disadvantaged and minority groups in all areas of student 
life, ensuring that they are able to play as full a role as they wish without 
fear of harassment or discrimination.  Trustees are expected to challenge 
behaviour and actions which do not support our aim to be fully inclusive.

2.
Penalties for Poor Performance

2.1
If Officers are not performing to satisfactory standards, the usual first step 
is for the President or the Student Centre Manager to have an informal 
discussion.

2.2
The constitution contains the procedures for the discipline of Officers.  In 
essence, the Executive Committee and Student Representative Council 
have the authority to censure any member of the Executive, twice.

2.3
If performance continues to be poor, then an EGM can pass a final vote 
of no confidence, and force a resignation.


2.4
For a censure to have authority 50% plus one of those attending a 
quorate Executive Committee or Student Representative Council 
meeting must vote on it.  In all cases a successful censure will be 
entered into official files including their employment record. 

3.
Expectations

3.1
Sabbatical Officers are expected to work at least 35 hours 25 minutes a 
week, 
with preferred core hours being between eleven o’clock and three 
o’clock (which includes an unpaid lunch hour), with four hours either side. 
Alternative shift patterns should be discussed with the Executive 
Committee, at a committee meeting.

3.2
Sabbatical Officers as part of their report to each SRC will show how 
many hours they work per week. They will do this by producing clock-in 
cards. 

3.3
Sabbatical Officers are likely to work considerably more hours than this, 
particularly at busy times of the year.  No overtime is paid, instead a TOIL 
(time off in lieu) scheme will apply.   

3.4
All trustees will refrain from smoking and consuming alcohol when 
wearing their “Exec” uniform.

3.5
All trustees should reflect the professional image of the Union by dressing 
smartly, acting in a professional manner and always being polite and 
courteous, when working or on official association business. 

3.6
Trustees should produce plans for the effective handover of duties to the 
incoming Executive team to ensure that the incoming Executive have the best 
possible knowledge for the start of their year. The Student Centre Manager 
and Education and Representation Co-ordinator will oversee handovers to 
ensure all new trustees get adequate training.
3.7
Trustees are responsible for ensuring that the association is administered in 
accordance with its Constitution and all current charity law.

3.8
Trustees will promote the Aims and Objectives of the association and in 
particular their own activities.

4.
Meetings

4.1
All trustees must be punctual and well prepared for all meetings.

4.2
In all external meetings must be trustees smart, presentable and 
prepared.

4.3
Any trustee who can not make a meeting must submit their apologies to 
the meeting chair or secretary beforehand.

4.4
If a trustee misses three meetings, internal or external, without giving 
apologies they will automatically be censured – this will be actioned by 
the President, or in the case of them being absent from the meetings, 
then the Vice President will raise it.

4.5
Minutes from meetings should be read before the next meeting and any 
action 
points should be taken. 

4.6
All reports and actions should be prepared before the meeting.

4.7
Trustees will be invited to attend those meetings and committees that the 
Union sees fit.

4.8
Any decision on policy taken by an officer shall be adhered to.

4.9
Trustees must act in the best interests of the association and not seek any 
personal gain from their office.
4.10
If for any reason you disagree with Executive policy you may abstain from 
support but you will not actively campaign against it.  Any such actions 
shall be deemed breach of protocol and members will be subject to 
disciplinary procedure.  
 5.

Student Centre/University Staff
Trustees should be courteous and respectful to staff at all times.

Trustees should not encourage staff to comment on the political affairs of the 
Union nor should they discuss Executive or staffing matters with staff.

If a trustee has a complaint about a member of staff they should raise it with 
the President.

Executive discussions regarding staff will be held in closed session.

All staff matters discussed by the Executive Committee must be treated with 
strict confidentiality.

Union Events

External (non-student) guests of the trustees must be signed in and will 
thereafter be the responsibility of the trustee. 

Any such guest who breaks UADSA rules will be asked to leave and action 
will be taken against the host trustee. 

External Events

At external events such as NUS, NUSSL, Conferences, Seminars and social 
events, all trustees must act in a professional and positive manner. 

The trustees who represent UADSA at events must ensure that the guidelines 
and policies set out by the association are adhered to. 

Where voting is necessary trustees must vote according to UADSA 
Constitution and policies. 

Finances

Trustees are personally responsible for any expenditure that is not permitted 
by the constitution, or any financial loss due to the taking of irrational 
decisions that goes against sound advice given by the associations advisors.

All travel claims are to be authorised by the President or in his/her absence 
the Student Centre Manager.

Receipts must be produced for all travel such as buses, trains, taxis and 
petrol. 

Key

EGM – Extraordinary General Meeting

Trustees – Under the charities act all executive officers are trustees of UADSA.

NUS – National Union of Students

NUSSL – National Union of Students Services Limited, the purchasing consortium UADSA are affiliated to. 

Quorate – Enough members present.
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