



[image: image1.jpg]@@ hallamunion

your union. your choice





SHEFFIELD HALLAM UNIVERSITY UNION OF STUDENTS
SOCIETIES MODEL CONSTITUTION

1
Name
The full name of the Society shall be Sheffield Hallam University Union of Students (Name of society here) Society.

The Society shall be known as (any alternative names or acronyms here)
2
Aims and objectives
The Aims and Objectives of the Society shall be:

2.1
____________________________________________________________


2.2
____________________________________________________________


2.3
____________________________________________________________


2.4
____________________________________________________________


2.5
____________________________________________________________

3
Affiliations (external organisations of which your society is a member)

3.1
____________________________________________________________


3.2
____________________________________________________________


3.3
____________________________________________________________

4
Membership

4.1
Membership of the Society shall run from the week commencing semester 1 


week 1, until the end of the current academic year.

            4.2
Full membership of the Society is open to all members of Sheffield Hallam University Union of Students as specified in Bye Law 1 of Hallam Union's Articles of Governance.


4.3
Members of Societies other than students of the University shall be limited to 
life members, reciprocal members, University and Union staff.

4.4
Associate members, as defined in 4.3, shall not exceed 20% of Society members.

4.5
All Society information available to prospective members will clearly state the process and relevant fees for joining the Society.  This includes social networking sites, and Society websites independent of the Hallam Union website.
4.6
The Society and or individual Society members whose conduct may be considered to bring Hallam Union into disrepute are liable to disciplinary action at the discretion of the relevant elected officer of the Officer Committee.

5
The Committee
5.1
The Society shall be managed by a Committee that reflects the status of the society as either paid or free to join 
5.1.1
A Society that charges a membership fee shall have a committee 
consisting of at least 5 members, who shall include:



a)
President




b)
Secretary




c)
Treasurer




d) 
Equality and Diversity Officer



e) 
Equipment Officer or other appropriate role
5.1.2
A Society that is free of charge to join shall have a committee consisting of 
at least 
3 members, who shall include:




a)
President




b)
Secretary




c)
Equality and Diversity Officer



A free Society that generates income shall require a Treasurer on the committee.

The role of Treasurer is permitted to be held by the Secretary or Equality and Diversity Officer in addition to their other role.


5.2
The quorum shall be a number equivalent to 50% plus one of the elected 
members of the committee detailed in 5.1.

5.3
The Committee shall be elected at the Annual General Meeting and shall serve in office for a period of 12 months.  A report on the election process and results shall be submitted to the relevant elected officer of the Officer Committee.

5.4
The Committee shall be the sole authority for the interpretation of the Society rules, or for anything related to the Society not provided herein.

5.5
The decision of the Committee shall be final except when such a decision is overruled by a General Meeting of the Society.

5.6
Society Committee members must be full or part time students at Sheffield Hallam University.  The Officer Committee of Hallam Union may request proof of this from time to time.

5.7
The Committee share a collective responsibility to ensure that the responsibilities for each individual Committee role are covered.  If a Committee member is unable to fulfil any part of their role as stated in section 8 of this Model Constitution, then the rest of the Committee should take on that responsibility.

5.8
The Committee are required to attend training and forums organised by the Societies Standing Committee or the Union, to maintain best practice and support them in their role.  Attendance is monitored, and failure to attend the minimum number of meetings will be addressed by the Union.
6
Meetings
6.1
An Annual General Meeting (AGM) of the Society shall be held before the all societies AGM (end of April/early May).  At least 14 days notice must be given of an AGM to the Society members.

6.2
The AGM shall be the sovereign body of the Society, subject to the Aims and Objectives of the Society and Hallam Union's Articles of Governance.  Management of the Society shall be delegated to the Committee.
6.3
Regular Committee meetings are required.  A copy of the minutes from these meetings must be passed to the relevant officer of the Officer Committee at the end of each month.

6.4
An Extraordinary General Meeting of the Society may be called by a decision of the Committee or by a written request from not less than 25% of the members.

7
Casual Vacancies

7.1
Members may be co-opted to fill a casual vacancy on the Committee either 
by a resolution of the Committee or by an Extraordinary General Meeting.

8
Duties of the Committee Members

8.1
President

The duties of the President shall be as follows:

8.1.1
To convene and to Chair such meetings of the Society as deemed 

necessary.

8.1.2
To be responsible for ensuring the aims and objectives of the Society are adhered to.

8.1.3
To ensure that the activities of the Society abide by the policies and procedures of Hallam Union.

8.1.4
To represent the Society to the Union, and on other occasions, for example, at the Hallam Union AGM and all societies AGM.
8.1.5
To conduct its affairs in accordance with the financial regulations of Hallam Union.
8.1.6
To ensure that all Society good practice guidelines are followed, and that necessary paperwork (including minutes) is submitted.

8.1.7
Ensuring that the Society's Committee includes the Officers named in 5.1.
8.1.8
Appointing appropriate activity leaders in conjunction with the relevant elected officer of the Officer Committee.
8.1.9
Other duties as agreed with the Society's Committee.
8.2
Treasurer


The duties of the Treasurer shall be as follows:
8.2.1
To be responsible for financial affairs of the Society and for ensuring adequate safeguards and controls to protect the finances of the Society.
8.2.2
To present to the AGM of the Society a written report of the finances of the Society,

8.2.3
To produce a financial plan for the next academic year for the AGM.

8.2.4
To produce the Society annual budget request, to be returned to the relevant elected officer of the Officer Committee by the advertised deadline.

8.2.5
To liaise with the Societies Standing Committee Treasurer regarding the Society finances, and to attend meetings as required (forums, bidding sessions etc.).

8.2.6
Other duties as agreed with the Society's Committee.

8.3
Secretary

The duties of the Secretary shall be as follows:



8.3.1
To notify all members of all meetings of the Society.

8.3.2
To take minutes at all meetings and to undertake any other secretarial duties as may be requested.
8.3.3
To issue minutes of meetings to the Society membership and the relevant elected officer of the Officer Committee.

8.3.4
To ensure affiliation to the relevant governing body, if appropriate.

8.3.5
To compile introductory material for new members in conjunction with the Society's Committee.

8.3.6
To maintain a Society logbook that contains details of members experience and qualifications and reports from the Society's activities/trips.  This logbook can be kept securely with Hallam Union.
8.3.7
To disseminate information from the Societies Standing Committee Secretary to the Committee and members as appropriate.

8.3.8
Other duties as agreed with the Society's Committee.

8.4
Equipment Officer

The duties of the equipment officer shall be:

8.4.1
To be responsible for all equipment owned by Hallam Union and belonging to the Society.
8.4.2
To ensure that an up-to-date and accurate inventory of all the Society equipment is submitted to the member of Hallam Union staff with responsibility for such equipment at the end of each academic year.

8.4.3
To update the inventory when necessary.

8.4.4
To inform the member of Hallam Union staff with responsibility for such equipment of any damage or loss of equipment and to arrange for any necessary insurance forms to be completed.

8.4.5
To be responsible for storing and maintaining all equipment in accordance with the manufacturer's guidelines.

8.4.6
To maintain an equipment log book to contain records of all safety checks undertaken, equipment failure or damage and the whereabouts of all equipment.  This should form a part of the Society logbook.
8.4.7
To sign in and out Society equipment.
8.4.8
To ensure that all equipment issued for an activity is suitable for the purpose.

8.4.9
To ensure that equipment is not loaned to members who are unskilled in its usage, unless they are supervised.

8.4.10
To prevent the usage by anyone of unsafe equipment and organising the repair of equipment.

8.4.11
To dispose of equipment where necessary with consultation with the relevant elected officer.  Any monies received from such disposal are to be paid into the Society's account via the Student Union Finance Office.  The money should be returned to the budget from which it was originally paid.
8.4.12
To advise the Committee on the purchase of Society equipment and to devise a rolling replacement programme.
9
Finance

9.1
All income shall be paid into the Student Union's Finance Office.

9.2
The Society shall be bound by the financial regulations of Hallam Union and shall be specifically excluded from having its own bank account held separately from the Hallam Union Society Accounts.

9.3
The Committee of each Society shall be responsible for all money expended by the Society and for all Society equipment, and shall account for all expenditure and equipment to Hallam Union's Societies Standing Committee.

9.4
Neither the General Meeting nor the Committee nor any member of the Society shall have the authority to make any contract on behalf of Hallam Union or commit Hallam Union to any expenditure.

9.5
Any equipment or gifts made in kind to the Society shall at all times remain the property of Hallam Union and shall be declared to the member of staff with responsibility to Societies.
10
Sponsorship

10.1
The Society is permitted to seek sponsorship from external organisations, providing the sponsor does not conflict with Hallam Union policies and Articles of Governance.

10.2
A copy of the contract must be submitted to the relevant officer of the Officer Committee for approval prior to the agreement being signed.  Hallam Union will respond to this request for approval within 5 working days.
11
Complaints

11.1
Any member of a Society having a complaint about the way a Society is run or believes that they have been treated unfairly should refer to the Union's Articles of Governance as to how and to whom a formal complaint should be made.
12
Stocks and Assets

12.1
All stock and assets of the Society shall be the property of Hallam Union at all 
times.


12.2
It is the responsibility of the Committee Equipment Officer to ensure this list is 
maintained
13
Society Constitutions
           13.1
Changes to this model constitution can and shall be made by the Officer Committee of Hallam Union, following consultation with the Societies Standing Committee.

           13.2
Ratification of the Society Constitutions will lapse after 3 years at which point re-ratification must be sought through Union Council.

13.3
A Society may request, in writing to the relevant officer, to change the Society name or the aims and objectives of this constitution before 3 years has elapsed.  This will then be referred to Union Council in the usual process.

13.4
Society Constitutions will be subordinate to Hallam Union's Articles of Governance.
14
Winding Up Procedure
14.1
If a Society that charges a membership fee has less than 12 members at the end of the first semester, the Society will be deemed dissolved for that academic year.


14.2
Any Society voluntarily winding up shall notify the relevant elected officer at Hallam Union in writing.

14.3
The Officer Committee of the Union shall have the authority to dissolve any Society, if its activities or conduct are deemed contrary to the Aims and Objectives of the Union, contrary to the provisions of this Constitution or its supporting schedules.
15
Declaration

15.1
As the appropriate committee members, we agree that this Society will abide by 
this model constitution for a period of 3 years.
Academic year:____/____

	Signed
	Print Name
	Committee Position
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Academic year:____/____

	Signed
	Print Name
	Committee Position
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Academic year:____/____

	Signed
	Print Name
	Committee Position
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



