Club/Society Constitution – Template version
To complete this constitution, please edit the [bold text in brackets] with the correct information for your club/society.
1. Name of the Club/Society: 
1.1. This club/society name is [insert full club/society name here] and shall be referred to as [insert abbreviated name here].
2. Aims and Objectives: 
2.1. The club/society shall have a written statement of at least 3 aims and objectives providing a clear understanding of the society. 
2.2. The club/society aims and objectives shall be:  
2.2.1 [insert full club/society aims and objectives here] 
3.Membership: 
3.1. All members will have to pay a membership fee to join the club/society. This fee will be reviewed and determined at the start of every academic year by the committee.	Comment by Michael Gale: do we need them to type it everytime or just leave in club/society?
3.2. Full membership of the club/society is available to any member of Harper Adams Students’ Union (HASU) upon payment of the membership fee through the HASU website.
[bookmark: _Int_Lg94uMDv]3.3. Full members are entitled to join and participate in any activity organised by the club/society, attend and address any general meetings of the club/society, attend any committee meetings and at the discretion of the committee be granted speaking rights, and be granted full voting rights in any and all club/society elections.
3.4 Associate membership for the club/society can be made available for non-students to purchase at the request of the committee in agreement with HASU.
3.5. Student members are encouraged to attend all general club/society meetings and have equal rights to vote on motions at those meetings. 	Comment by Michael Gale [2]: Needs to be bold?
3.6. Membership of the club/society will be valid from date of purchase until July 31st of that academic year.
3.7. All full and associate members of the club/society are subject to the University/HASU Respect Policy, HASU members Code of Conduct policy, and HASU Disciplinary policy.
3.8. Membership of the club/society may be granted to any Union member regardless of race, age, gender, sexual orientation, disability, ethnic origin, religion, or creed. 
3.9. The Union reserves the right to refuse or revoke membership of an individual for breaching this constitution, the University or Union’s codes of conduct, posing a risk to club/society members’ safety or bringing the club/society or Union into disrepute. 
3.10. The Union reserves the right to suspend the membership of any individual pending the outcome of an investigation or disciplinary action. 
3.11. Certain ‘high-risk’ societies require members to purchase additional insurance, the cost of which must be included in the membership fee. ‘High Risk’ insurance only needs to be purchased once per student per year, not per club/society membership. 
3.12. The membership options for [insert club/society name here] and what they include are:
3.12.1. [Insert membership name, package and price here]
3.12.2. [Insert 2nd membership name, package and price here]

4. Cessation of Membership: 	Comment by Maisie Glock: Do we need this HERE? This is constitution not inclusion of membership - move into bye-laws?	Comment by Michael Gale: happy for it to be removed
4.1. Any member believed to be, or directly or indirectly, violating the rules and regulations of the club/society or being found guilty of unsatisfactory conduct may, by communal decision by the club/society core committee, have their membership temporarily suspended pending investigation by HASU staff as described in the HASU Disciplinary process.	Comment by Maisie Glock: Review this, staff should investigate breaches and follow SU procedures to determine action, elected officers should be involved upon request. Discuss changes to this procedure with Michael and Officers.	Comment by Maisie Glock: Suspended by committee pending investigation by HASU staff as described in the HASU student group investigation process.
4.2. Any member believed to be, or directly or indirectly, violating any of the Harper Adams University code of conduct regulations may, after investigation, have their club/society membership(s) suspended or terminated following relevant policies.
4.3. Additional disciplinary action may be taken by the University if it is deemed appropriate. 
4.4. All members must be given fair opportunity to address concerns brought forward, and the right to appeal any sanctions. 
5. Equal Opportunities Policy: 
5.1. The club/society will ensure that all members are made to feel welcome regardless of previous experience, background, race, gender, age, or orientation. 
6. The Committee: 
6.1 In order to remain affiliated, all HASU club and society committees must consist of the following members, known as the core positions:
6.1.1. [CHAIR or PRESIDENT or CLUB CAPTAIN]
The responsibilities of the Chair/President/Club Captain are as follows:
· [bookmark: _Int_2oNp3euD]They are the acting figurehead of the club/society and take ultimate responsibility for the group.
· They will prepare, with the secretary, the agenda for meetings and ensure events and activities are well organised. 
· They will chair meetings of the club/society.
· They will work with the rest of the committee to ensure the success of the club/society.
· They will ensure at least 1 representative from their club/society will be present at all HASU forums.
· To administer, in conjunction with the Treasurer, any financial undertakings of the society ensuring financial sustainability - making sure that all money is securely handled, that the society finances are transparent to members and the group does not fall into negative funds.
· [insert any extra role responsibilities here]
6.1.2. SECRETARY 
The responsibilities of the Secretary are as follows:
· They are responsible for the administration of the club, arranging meetings and dealing with any administration regarding the club constitution.
· They will maintain proper communication with members and HASU Activities Coordinator.
· They will prepare, in conjunction with the President, the agenda for club/society meetings.
· They will ensure that all members are kept informed of dates, times and venues for meetings, giving proper notice as detailed in the club/society’s constitution. This also applies to meetings conducted online via Teams or any other online platform.
· To take minutes of meetings and write up all minutes correctly and in good time.
· To circulate minutes of all meetings to members within 5 days of writing.
· To report all important correspondence received to the meeting.
· To maintain a register of all member attendance at meetings. Usually, a straightforward sign in sheet that is returned to the secretary will suffice. For online meetings, the Secretary should take a record of all those in attendance.
· To deal with arrangements for visiting speakers/events.
· To make arrangements for the club/society AGM, ensuring due notice is given to all members so they are aware of the AGM (see 9. Annual General Meeting).
[insert any extra role responsibilities here]
6.1.3. TREASURER 
The responsibilities of the Treasurer are as follows:
· Along with the Chair, they are responsible for a club or society’s finances.
· [bookmark: _Int_QKBdeq8A]To oversee the management of any membership funds that are payable to the club or society.
· To oversee the financial side of all club/society activities, such as social events and fundraising events.
· To ensure prompt payment of all club/society-agreed expenditure.
· To keep all records and accounts safely for the duration of office and to hand them over in their entirety to their successor. 
· To prepare and present an annual financial report for the Annual General Meeting, ensuring the finances of the club/society are transparent to members.
· To take responsibility in organising the club/society membership being displayed on the Website.
· Make sure reimbursements of a club/society member are only made when a receipt has been supplied.
· To ensure the club/society is financially sustainable and does not fall into deficit.
[insert any extra role responsibilities here]
6.2 All clubs and societies may also add additional elected committee roles to support the running of the group, for [insert club/society name here] they are;
6.2.1 [insert additional committee position #1 name here]
[insert additional committee position #1 responsibilities here] 
6.2.2 [insert additional committee position #2 name here]
[insert additional committee position #2 responsibilities here]
6.2.3 [insert additional committee position #3 name here]
[insert additional committee position #3 responsibilities here]
6.2.4 [insert additional committee position #4 name here]
[insert additional committee position #4 responsibilities here]
6.2.5 [insert further committee positions here using templates above]

 6.3 The Committee are all voting members of the committee. In the event of a vacant post, the Chair may delegate responsibilities to another member until the next by-election period in which an election will be run to fill this position. 	Comment by Maisie Glock: Add: Until a by election can be run to fill this position.
6.2. The committee may appoint new positions via a by-election through the Students’ Union.
6.3. All committee members must hold a valid membership. 
6.4. Committee members may be removed if their conduct violates the terms already established in this constitution. 	Comment by Maisie Glock: Add: through an investigation and decision conducted by the students' union as referenced in the unions Code of Conduct governing document.	Comment by Maisie Glock: Link to disciplinary process
6.4.1 All removals will be done through an investigation and decision conducted by the Students' Union as referenced in the unions’ Code of Conduct governing document and Disciplinary process.
7. General Duties of the Committee: 	Comment by Maisie Glock: Add specific committee roles descriptions. This clarifies definitively which each position is responsible for and ensures members know what roles are when submitting nominations for elections. Also defines who is responsible for BUCS teams in clubs who compete in BUCS. Helps officers and Staff understand who to contact about what and if committee aren't completing their responsibilities/overstepping and need removing from their position.	Comment by Maisie Glock: Can copy over execs roles from their respective documents.
7.1 All Committee will be responsible for the upkeep, good reputation and perpetuation of the club/society.
7.2. All Committee members must engage with training provided by HASU.
7.3. All core committee members are responsible for ensuring there is a club/society committee representative at all HASU Forums and other relevant student voice meetings.
7.3. The committee shall have the power to make decisions on all matters concerning the Club/Society. In the event of conflicting decisions, a vote must be taken and decided by majority to continue. 	Comment by Maisie Glock: Add: All Committee will be responsible for the upkeep, good reputation and perpetuation of the club/society.
7.4. The committee are fully responsible for any equipment, clothing or other items of value owned by the Club/Society. 	Comment by Maisie Glock: Add: All committee shall provide a handover to their successors in document form to be submitted to the SU.

Committee shall submit a full risk assessment and constitution in order to reaffiliate before they can commence group activity. (Is there a better place to put this??)	Comment by Maisie Glock: new section: reaffiliation and disaffiliation.
7.5. A formal meeting of the Club/Society membership should take place at least once per semester, separate from any regular Club/Society activity. 
7.6. General meetings should be chaired by the Chair or a nominated member of the Club/Society committee. 	Comment by Maisie Glock: Add All meetings should be minuted by the secretary and minutes to be made available to all members within 5 days of the meeting taking place.
7.6.1 The Secretary must give at least 7 days’ notice to members. 
7.6.2. At a general meeting the committee should report to members on the activities of the Club/Society since the last meeting as well as important updates and relevant Union news. The quorum shall be 1/3 of the membership or 10 members, whichever is higher.	Comment by Maisie Glock: Edit to be 7.4.1 and 7.4.2 to show same topic
7.7. All meetings including but not limited to; club/society all member meetings, club/society committee meetings, Annual General Meetings, and Extraordinary General Meetings shall be minuted by the secretary and uploaded onto the club/society page on the website for all members to view within 5 days of the meeting.
7.8. All formal matters should be conducted in English, or an English translation available. 
8. Committee Meetings: 
8.1. A meeting of the Club/Society committee should be held at least once per year year 
[bookmark: _Int_AMbAZ0QV]8.2. All committee members are expected to attend, or to submit a report if they intend to send apologies.
 8.3. Committee meetings should be chaired by the Chair or a nominated member of the Club/Society committee. 
8.4. At a committee meeting, members of the committee should report on their activities since the last meeting as well as voting on any decisions which need to be made for the benefit of the Club/Society.
 8.5. The quorum for voting shall be 50% +1 of the committee. 
8.6. If a committee member fails to attend two consecutive meetings, without written apology, they shall be deemed to have resigned and a by-election held. 
9. Annual General Meeting:
9.1. An Annual General Meeting (AGM) will be held once per year.
9.2. All committee members are expected to attend, and the Chair shall submit and read a report on the activities of the club/society and committee from the previous year.
[bookmark: _Int_xpj8XRQe]9.3. The Secretary, or nominated other, shall submit the agenda in advance to be circulated to members and the Activities Coordinator.
9.4. The minutes of the meeting must be completed by the Secretary, or nominated other, and must be circulated to members within seven days of the meeting. 
9.5. The quorum for voting at the AGM shall be 50% +1 of the membership of the Club/Society.
9.6. Topics to be discussed at AGMs will vary by club/society. These may include but aren’t limited to; changes to training/practice times, themes for events and activities, trip locations for the year, performance music, changes to committee structure, finances and other topics for which committee wish to get the views/votes of their membership.
9.7. All formal matters should be conducted in English, or an English translation available.
10. Extraordinary General Meeting: 
10.1. An Extraordinary General Meeting (EGM) can be called by the Chair, Secretary, Treasurer, or by written application by at least 50% of the membership of the Club/Society. 
10.2. Any request for an EGM must be made to the Students’ Union who will arrange the meeting and be accompanied by a written statement of the topics for which the meeting is being requested. 
10.3. At the EGM no other business, other than that specified in the written statement, shall be discussed. 
10.4. When the members request an EGM, the meeting must be held within 21 days and in all cases at least 14 days’ notice must be given. 
10.5. The minutes of the meeting must be completed by the Secretary, or nominated other, and must be submitted to the Union within seven days of the meeting. 
10.6. The quorum for the EGM shall be 50% +1 of the membership of the Club/Society. 
10.7. If there is to be a vote of no confidence, the committee must notify the Students’ Union as this will be carried out through voting on the Students’ Union website to ensure voting is fair and anonymous. 
10.8. All formal matters should be conducted in English, or an English translation available. 
11. Expense claims: 
11.1. Any members with a valid membership may apply for reimbursement providing the relevant Students’ Union procedures have been followed and the Club/Society has the necessary funds in accounts. 
11.2. Guidance for expense claims and finance procedures will be provided during Committee Training. Additional support is available from HASU finance and the Activities Coordinator.
12. Elections: 
12.1 Elections of committee members shall be held on the HASU website during a bulk election cycle for all affiliated student groups, this will be administered and arranged by staff in the Students' Union.	Comment by Maisie Glock: Make more precise? Elections of committee members shall be held on the HASU website during a bulk election cycle for all affiliated student groups, this will be administered and arranged by staff in the Students' Union.
12.2. Only student members holding valid membership are eligible to stand and vote in club/society elections.
12.3. Non-student and affiliated members are not eligible to stand in any committee elections nor are they permitted to vote in the elections.
12.3. Members can only vote in the club/society elections if they have purchased membership before nominations open, membership sales are frozen during the elections period.
12.2. All student members can stand to be on the committee in any position.
12.2.1 All student members may stand for multiple committee positions, with the exception of the 3 core committee positions which must be held by 3 different students.
12.3. Elections will be communicated to members by email. 
12.4. Nominations must be submitted online by each person wanting to participate in the elections. 
12.5. All nominations must be submitted by the advertised closing date. Late submissions will not be considered. 
12.6. In the event of a position remaining vacant after an election, a by-election will be held to fill those roles on dates agreed between the current committee and the Students’ Union.	Comment by Maisie Glock: Add: Members are only able to vote if they have purchased membership prior to nominations opening. 

Non-student members are not allowed to run in any committee positions nor vote in the elections.
13. Accounts and Finance:
13.1. Club/Society bank accounts are administered centrally by the Students’ Union, to comply with regulations from the Charity Commission. 
13.2. All members of [insert full club/society name here] may submit for invoices and reimbursement. This will be approved by either the Treasurer or Chair/President/Club Captain initially.
13.3. All expenditure must be approved by the Treasurer or Chair/President/Club Captain before submitting to the Activities Coordinator for approval. This will then be sent to finance for approval and processing.
13.4. The Treasurer is responsible for overseeing the day-to-day accounts of the club/society and authorising any expenditure. The Chair may also authorise expenditure.
13.5. No group may hold any other accounts outside of their Union account. 
13.6. No group may administer monies through the account(s) of a member or other individual. 
13.7. Any monies generated should be paid directly into the clubs/societies’ Union bank account through the Students’ Union.
13.8. If any clubs’ or societies’ bank account falls into negative (maximum being -£50) all activities will cease, and the committee must attend a meeting with the Activities Coordinator and Finance with a plan to raise funds.
13.8.1. If funds are not increased within the time agreed upon with the Students’ Union, the club/society will be shut down and disaffiliated.
13.9. Should the club/society shut down or disaffiliate, the Students’ Union shall keep their funds reserved for 2 years in case the club/society starts up again.
13.9.1. If the club/society does not re-affiliate and remains inactive after 2 years, the funds will be absorbed by the Students’ Union.
14. Removal of Committee members: 
14.1.A committee member can be removed from office; 
14.1.1. By a two-thirds majority vote at an EGM. 
14.1.2. Following a breach of either the University or Students’ Union disciplinary regulations 
14.1.3. By failure to attend two consecutive committee meetings without sending written apologies. 
14.1.4. To remove a committee member a motion of no confidence should be submitted in writing to the Chair, which in turn should be submitted to the Students’ Union. 
14.1.5. If the matter concerns the Chair, it should be submitted in writing to the Students’ Union.
14.1.6. Following the submission of the motion, an Extraordinary General Meeting will be held, as outlined in 10. 
15. Amendments to the constitution: 
15.1. The Club/Society constitution is to be reviewed and updated on an annual basis by the Chair before approval by the Students’ Union.
15.2. The Club/Society constitution is subordinate to the Students’ Union’s constitution, Bylaws and Memorandum and Articles of Association and can be overruled. 
16. Affiliation and Disaffiliation:
16.1 The [insert full club/society name here] club/society will be affiliated to Harper Adams Students’ Union.
16.2. To remain affiliated with the Students’ Union the club/society must:
16.2.1. Have a full core committee.
16.2.2. Submit a full handover, updated constitution, and risk assessment during the re-affiliation period. 
16.2.3. Adhere to this constitution in all club/society activities.
16.2.4. Abide by the following policies in all club/society activities; University/HASU Respect Policy, HASU members Code of Conduct policy, and HASU Disciplinary policy.
16.3. Re-affiliation periods will be relayed to the committee by the Students’ Union via email.
16.4. Disaffiliation of the club/society of the Students’ Union can be done through the following methods:
16.4.1. Should the club/society not elect their core committee members the club/society will disaffiliate from the Students’ Union at the end of the academic year.
16.4.2. Should the club/society committee not submit their reaffiliation documents by the deadlines provided by the Students’ Union the club/society will disaffiliate from the Students’ Union at the end of the academic year.
16.4.3. The Students’ Union may shut down/disaffiliate the club/society due to misconduct, reputational damage, breach of Students’ Union policies and procedures, as an outcome of an investigation or at the discretion of the Union Director and President.
16.4.4. The committee may disaffiliate during the academic year as a result of a vote at an EGM (see section 10). Requiring 50% +1 members to reach quoracy and a majority vote of 60%+ in favour of disaffiliation. If a club/society decides to vote to disaffiliate, they must invite a staff member from the Students’ Union to the EGM to oversee the process and record the results of the vote.
16.4.5. At the discretion of the Students’ Union due to mismanagement of club/society finances. See 13.8. and 13.8.1.
16.5. See section 13.9. for the policy regarding club/society finances after disaffiliation.
17. Declaration 
17.1. This constitution governs the core elements of how your Club/Society should run, for the benefit of all members. 
17.2. This constitution will be made available to all members of the club/society through the club/society webpage on the HASU website.
17.3. It should be signed, dated, and returned by the incoming committee to the Activities Coordinator. Until it is received, no activities will be permitted by the Club/Society and no privileges afforded to the committee. 	Comment by Maisie Glock: insert: returned to the Activities Coordinator (and vice president?) by the incoming committee.
As representatives of our Club/Society, we have read and agree to abide by, and enforce, the points listed above. We agree to encourage other committee and members to read this document.	Comment by Maisie Glock: Adding in we have read and encouraged other committee members to read this document and it will be made available to all members through the resources page on the club/society website page

Signed

Chair/President/Club Captain: 
Secretary: 
Treasurer: 

Date: 
Date for review: [1 year from signed date]
