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1.0 
Name and Status

1.1
There shall be a Students’ Union in the name of Kingston University Students’ Union (‘The Union’). The Union is an unincorporated association with exempt charitable status.

2.0
Aims and Objectives of the Union

2.1
To advance the education of its members and students of the University as a whole.

2.2
To represent the interests and needs of its members and act as a channel of communication in dealing with the University and other bodies.

2.3
To promote and protect the welfare of its members.

2.4
To promote, encourage and co-ordinate student clubs, societies, sports and social activities. 

2.5
These aims and objects shall be practiced without discrimination on the grounds of age, sex, race, religion, creed, sexual orientation, disability or medical condition, except that action may be taken to promote equality of opportunity. 

2.6
The Union shall practice the above aims and objectives independent of any political party or religious organisation. 

3.0
Membership of the Union

3.1 All students who are registered at the University, over the age of 16, shall be members of the Union unless they have decided to give up their membership according to the 'Opting Out' regulations, in Appendix one of this constitution.

3.2 Any sabbatical officer shall be a full member of the Union.

3.3 Registered students of the University under the age of 16 shall not be members of the Union but may participate in certain activities, as agreed by the Executive Committee. Students under the age of 16 will not be granted an NUS card or a card bearing the NUS logo. 

3.4
All members shall be entitled to use the facilities of the Union and take part in its educational, social, sporting and cultural activities. Members shall be allowed to speak and vote at Union meetings, to nominate, to stand and to vote in Union elections, and to hold office in clubs and societies. 

4.0 
Union Decision Making (also see Schedule 3)

4.1 Democratic decision making and policy setting in the Union will fall into the following areas:

· The AGM (see also Schedule 3)
· Termly General meetings (see also Schedule 3)
· The Executive (see also 5.0 and Schedule 5)

· Full time elected officers (see also
5.0 
Executive Committee (also see Schedule 5)
5.1 
The Executive Committee of the Union shall run the Union on a day to day basis according to the terms of this constitution, its schedules and appendices, relevant legislation and the decisions that have been made by AGM, General Meetings and by referendum.

5.2 The Executive Committee shall be made up of the following major Union officers, elected by a secret, cross campus, ballot which is open to all members of the Union:

i) the President

ii) the VP Activities

iii) the VP Support

iv) the VP Communications and Campaigns
v) Womens’ Officer
vi) LGBT Officer

vii) Disabled students officer
viii) International Students’ Officer

ix) Unity Officer

x) Environmental and Ethical Officer

xi) Part time students’ officer
xii) Postgraduate students officer

xiii) 2 x Officer without portfolio
5.3 The Executive Committee officers shall be elected in March of each year according to the regulations contained in Schedule One (Election Regulations) of this constitution. They will serve as members of the Executive Committee from July 1st of that year to June 30th of the following year.

5.4
The role of the Executive Committee shall be to:

i)
carry out the decisions made by AGM, general meetings and referendum


ii)
act as a channel of communication between members of the Union, the University management, the Board of Governors and other organisations

iii)
be responsible for the direction of the Union through the implementation and development of the Union strategic plan

iv) establish working groups, where relevant, and to receive any reports from working groups
v) liaise with and offer relevant support to any forum for students under the age of 16

vii)
fulfil specific responsibilities as laid down in Schedule 5 (Job Descriptions) of this constitution

5.5
Executive Committee meetings shall be called by the President and shall meet at least once every ten University days. Further meetings may be called by a written request of a majority of committee members to the President. The chair will be the President or his/her nominee. The chair may only vote in the event of a tie.

5.6
Executive Committee meetings shall only take place if there is at least 50% of serving Executive Committee members present throughout the meeting.

5.7 Any member of the Executive Committee who fails to attend three consecutive meetings of the Executive Committee, or University meetings which fall under their remit without giving recorded apologies to the President (in the case of the President, to a fellow sabbatical), and does not provide satisfactory reasons acceptable to the Executive Committee, shall be considered to have resigned.

5.8 Full time elected officers (“Sabbatical”) postholders shall be paid an allowance determined by The Executive and be required to sign an agreement of office. No member shall be eligible to stand for and serve more than two sabbatical terms of office.

6.0 Full time elected Officers (also see Schedule 5)
6.1
The Full Time elected officers of the Union shall be responsible for the financial affairs of the Union and shall ensure that any money is spent in accordance with the charitable objects of the Union, and does not breach any charity law.

6.2
The role of the Full Time elected officers shall be to:

i)
ensure that the Union finances operate efficiently and effectively

ii)
devise the Union budget, which will be subject to the approval of AGM, and to ensure that financial reports are made to each General Meeting
iii) prepare the Union’s annual report detailing the activities of the Union, the Union finances, including any donations made to external organisations, and any other information required under current legislation

iv) submit the Union budget, annual report and any other information required under current legislation to the Board of Governors for approval.

6.3
Full Time elected officers meetings shall be held weekly. 

6.4
Full Time elected officers meetings shall only take place if there are at least three trustees present.
6.5
Any Sabbatical Officer who fails to attend three consecutive meetings of the Executive Committee, or University meetings which fall under their remit without giving recorded apologies to the meeting and President (in the case of the President, to a fellow sabbatical), and does not provide satisfactory reasons acceptable to the Executive Committee, shall be considered to have resigned.

7.0
Clubs and Societies (also see Schedule 2)
7.1
 Clubs and societies may be recognised by the  Executive Comitteeprovided that they meet the requirements set out in Schedule Two (Clubs and Societies) of this constitution and do not breach the Union’s aims and objectives.
8.0
Affiliations to External Organisations
8.1
Any proposal to affiliate to an external organisation shall be approved by Executive Committee.  

8.2
The University and members of the Union shall be informed of all new affiliations to external organisations. The notice shall include the name of the organisation being affiliated to and the affiliation or subscription fee to be paid.

8.3
Details of all affiliations to external organizations, including the names of the organisations and each affiliation fee paid, shall be included in the Union’s annual report which shall be made available to all members of the Union and to the Board of Governors.

8.4
In the event of an objection to a current affiliation to any particular external organisation, a petition signed by at least 200 members of the Union must be presented to the President. A referendum shall be held on the issue.  The referendum shall be carried out in accordance with clause 14.0 (Referendum) of this constitution. A further referendum on the same affiliation cannot be called in the same academic year.

9.0
Complaints Procedure (Also see Appendix 3 and Appendix 4)
9.1 Complaints about an individual officer, or the Executive Committee shall be dealt with under the Officer Code of Practice contained in Appendix 3 of this constitution. 
9.2
Complaints against the Union as an organization shall be dealt with under the Complaints Procedure in Appendix 4.
10.0
Union Finance (Also see Schedule 4) 
10.1
The Union shall receive appropriate funds from the University to enable it to effectively pursue its aims and objectives. This annual allocation of funding shall be decided by the University Management team.

10.2
The Union, acting through the Full Time elected officers, shall be empowered, in pursuit of its aims and objectives, to open bank accounts in the name of the Union, lend monies, invest monies, borrow monies, offer its material assets as security and do all other such things as are necessary for the prudent conduct of its financial affairs as though it were a legal person. The Full Time elected officers in exercising these rights shall be subject to no other restrictions except those contained in clause 6.0 and Schedule Four (Finance Regulations) of this constitution and any which may be imposed by the Executive Committee.

10.3
The Full Time elected officers shall supervise all Union finances and ensure that proper accounts are maintained and that these accounts shall be audited annually by a person qualified to undertake audited accounting.

10.4
The Full Time elected officers shall be responsible for ensuring that the annual budget, amendments to the budget, audited accounts and all other short-term financial reports and financial proposals are discussed and approved by General Meetings.

10.5
A copy of the Union’s budget and the audited accounts shall be given promptly to the Board of Governors each financial year for approval and be made available to all students.

10.6
The financial year of the Union shall run from 1st August to 31st July. 

10.7
The organisation of the Union’s finances and systems of control shall be contained in Schedule Four (Finance Regulations) of this constitution.

11.0
Minutes (also see Schedule 3)
11.1 At all meetings of the Union, minutes shall be taken by the Secretary of that meeting, which shall be circulated and any necessary corrections made, at the next appropriate meeting. Confirmed minutes shall be filed and made available to all students.  

11.2
A copy of the constitution, including any amendments, a copy of the annual report and any plans for the Union’s activities, including the budget, shall be made available to all students.

11.3
All meetings of the Union shall be considered open to all members of the Union. However, the members of the meeting may vote to hold a specific meeting or an item of a meeting as a closed session.

11.4
The regulations for the organisation of Union meetings shall be contained in Schedule Three (Meeting Regulations) of this constitution.

12.0
Amendments to the Constitution and Schedules
12.1
Amendments to the Constitution must be approved by a simple majority at a quorate AGM or General Meeting. All amendments will be subject to the approval of the University Board of Governors before they can be implemented.
12.2
The constitution shall be reviewed by the Union at least every 5 years from the date of the current document’s implementation and approved by the Board of Governors.

13.0
Indemnity

13.1
Every executive officer and person approved to make decisions of behalf of the Union shall be entitled to be indemnified out of the assets of the Union against all losses or liability which she/he may incur in or about the execution of his or her 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 or be incurred by the Union in the execution of the duties of his or her office or in relation thereto; provided that nothing in this clause shall affect their liability for the consequences of any negligent or unlawful act on their part.

14.0
Referendum
14.1
A referendum, in which all members will be allowed to vote, shall be held on any issue, if The AGM or General Meeting decides by a two thirds majority to call a referendum.  The President shall call a referendum if they are handed a petition detailing the issue and containing the name, course, Union card number and signature of at least 200 students who are members.

14.2
The returning officer shall be responsible for deciding the wording of the question on the referendum ballot paper.

14.3
The referendum shall be supervised by the returning officer.  Polling stations shall be open for three University days.

14.4 The arrangements for postal voting shall be the same as those for an election, as in Schedule One (Election Regulations) of this constitution.

14.5
The result of a referendum will take priority over any existing Union policy on the same issue. 

15.0
Code of Conduct

15.1
The Executive Committee shall draw up a code of conduct which shall be approved and amended from time to time by the AGM
15.2
All members of the Union shall be required to adhere to this code, particularly when on Union premises, or attending events organised by the Union or its clubs or societies.

15.3
The code of conduct may include restrictions up to and including the unlimited suspension of any or all of the rights of Union membership.

16.0
Freedom of speech

16.1
The Union 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.

17.0
Interpretation of the Constitution 
17.1
In the event of a challenge to the interpretation of any part of this constitution, the ruling of the President shall be sought.
17.2
In the event of a challenge to the President's ruling, the decision shall be taken to the Executive.

17.3
If a member of the Union remains unsatisfied with the ruling of Executive they may appeal to the University Board of Governors. The ruling of the University Board of Governors shall be final.

Schedule one

ELECTION REGULATIONS

1.1
Returning Officer

i)
The returning officer, who shall not be a full member of the Union, shall be appointed annually by Executive. The returning officer shall be responsible for the good conduct and administration of all Union elections and shall have the sole interpretation of the election regulations. The returning officer may appoint assistants to support them in their duties, and will oversee the Elections Committee.  

1.2
When elections should happen

i)
The returning officer shall ensure that election of the Executive Committee takes place before the end of March each year.  Once elected the members of the committee shall take office from July 1st of that year and shall serve for not more than 12 months.

ii)
The dates of elections for Executive Committee members, a copy of the election timetable and a copy of the election regulations shall be posted on the Union notice-boards at least 21 University days before the elections.

1.3
Standing for election

i) The members of the Executive Committee shall be as outlined in 5.2 of the Constitution.

ii) No member who has opted out may stand for any position

iii)
Only members of the Union who are women are eligible to stand for the position of women’s officer.

iv)
Reopen nominations (RON) shall be a candidate in all Union elections.

v)
Nomination forms will be available from the returning officer and shall be available from University reception, the University library and the Union office twenty University days before the election.  The nomination form shall contain a copy of the description of the role of each position in the election.  It shall also contain information on the facilities the Union will make available to each candidate.

vi)
Members of the Union may stand for election upon completion of a nomination form signed by the candidate and at least one proposer and one seconder. 

vii
Nomination forms must reach the returning officer or a person appointed by him/her not later than 5.00pm on the day, ten University days before the date of the commencement of the ballot.

1.4
Publicity about the election

i)
The returning officer shall produce a list of candidates which shall be displayed on the Union notice-boards within 48 hours of the close of nominations.

ii)
Candidates may produce a manifesto and a poster to a specification to be determined by the returning officer, which must be handed in with the completed nomination form.

iii)
On receipt of a valid nomination form the returning officer or a person appointed by him/her shall provide the candidate with an election campaign pack.

iv)
The contents of the election campaign pack shall be determined by the returning officer in conjunction with the Executive Committee.

1.5
Campaigning

i) 
Candidates may commence campaigning at the close of nominations.

ii)
A ‘question time’ session shall be held on at least one main site, at a time and date to be determined by the returning officer. The length of speeches and responses by candidates to questions shall be determined by the returning officer who shall also appoint a chair.

iii)
Candidates cannot use any communication materials that are not sanctioned by the election campaign pack.

iv)
There shall be no campaigning within the same room as any ballot box.

v)
The returning officer shall publicise the location and arrangements of the question times and voting stations, together with a list of candidates and manifestos, ten University days before voting.

1.6
Voting procedures

i)
The returning officer shall ensure that all members of the Union have access to vote no matter their place or time of study.

ii)
All members of the Union shall be able to vote for the positions as outlined in 1.3 (i) except the Women’s Officer who shall be elected by women members only. 

iii)
All members of the Union may vote on production of a current Union membership card or appropriate identification as decided by the returning officer. 

iv)
A voting paper will be issued to each voter, which shall bear the Union stamp.  Votes will be cast in sealed ballot boxes.  Voting papers shall bear the name of each candidate and the office being contested.  There will be a facility for reopening nominations as outlined in clause 1.3 (v).

v)
Voting shall be by secret ballot and shall be conducted according to the most recently published edition of the rules for the operation of the single transferable voting (STV) system as set by the Electoral Reform Society.

vi)
A postal vote shall be granted to any full member of the Union who is unable to exercise their right to vote in person.

vii)
The returning officer shall publicise the arrangements for postal voting at the time of close of nominations.

viii)
The member must inform the returning officer in writing, at least 4 University days before the beginning of voting, that they wish to vote by post.

ix)
Postal votes will be accepted up until the close of ballot boxes, at the end of the voting period.

1.7
Counting and declaring votes

i)
The returning officer shall inform the candidates of the time and venue of the count.  The candidate or their appointed representative may, if they so wish, attend the counting of the votes as observers only.

ii)
The returning officer may be assisted in the count by a number of individuals appointed by them.  The count shall be conducted according to the most recently published edition of the rules for the operation of the single transferable voting (STV) system as set by the Electoral Reform Society. 

iii)
Once the votes have been counted they should be kept for a period of six months in case of appeals against the result.

iv)
Results of the elections shall be declared by the returning officer when the count for each post has been completed and any complaint has been resolved to the satisfaction of the returning officer. 

v)
A list of successful candidates will normally be posted at each site within one University day of the declaration of results.  The returning officer should send a copy of the result to Union Council, the University Board of Governors and the University library. 

vi)
The results will become official 48 hours after they have been posted provided that no complaint has been lodged with the returning officer within 48 hours.  In the event of a complaint being received by the returning officer the results shall be suspended until the complaint has been resolved.

1.8
Complaints about elections
i)
Any challenge or complaint concerning the administration and good conduct of the election will be heard and determined by the returning officer within 48 hours of such a complaint being lodged by any full member or the candidate or their nominee. 

ii)
Any complaint against the conduct or administration of the election should be received by the returning officer before the start of the count.

iii)
A challenge or complaint during or following the count, must only relate to the conduct of the count, and be lodged with the returning officer who shall resolve the complaint within 48 hours of it being lodged.

iv)
In determining a resolution to the complaint, the returning officer after hearing all the appropriate evidence may not uphold the complaint; or may halt elections for specified post(s) or disqualify specified candidate(s) if, in their view, a candidate(s) has breached election regulations.  The ruling of the returning officer on any complaint shall be final, subject only to a successful appeal to the Clerk to the Board of Governors, in accordance with clause 3.9.4 of the complaints procedure, contained within the Code of Practice (Appendix Three) of this constitution.

1.9
Vacancies for positions on the Executive Committee

i)
If any post on the Executive Committee falls vacant then a by-election shall be arranged by the returning officer.  Nominations shall open no later than three University days after confirmation of the vacancy arising.  All other election regulations apply.

Schedule two

CLUBS AND SOCIETIES

2.0
There shall be clubs and societies of the Union.

2.1 Setting up a Club or Society
i) No club or society may receive funds from the Union or use Union facilities without recognition in each academic year by Executive Committee.

ii) To be considered for recognition, the club or society shall present an acceptable constitution, a plan of activities and a list of paid up prospective members to Executive Committee.

iii) No club or society will be recognised if its object conflict with those of the Union. However, this restriction shall not be interpreted so as to prevent the establishment of political, religious or ethnically based clubs and societies.

iv) No club or society will be recognised if its objects conflict or replicate those of an existing club or society.
v) Any club or society that wishes to be recognised by the Union shall present to the VP Student Activities:

· A list of signatures of members – 10 for a society, 20 for a club

· The proposed membership fee

· A constitution for the club or society to include:

· The name of the club/society;

· The aims and objects of the club/society (which shall not be contrary to those of the Union);

· Regulations relating to membership eligibility to the club/society;

· Provision for the election of a committee for the club/society to include as a minimum a chairperson, a secretary and a treasurer;

· The responsibilities of the committee;

· Provision for general meetings for all members of the club or society;

· Provision for an annual general meeting at which an income and expenditure account shall be presented and approved;

· Provision for the Union statement on equal opportunities.
2.2 Money for clubs and societies
i) The Finance and Staffing Committee shall allocate a sum in the Union budget that shall be for grant aid of recognised Clubs and Societies

ii) Funds will be allocated based upon the club/societies expenditure in the previous year.

iii) The VP Student Activities will oversee the allocation of funds to clubs and societies. A contingency fund shall be set aside the value of which shall be determined by the Executive. This contingency fund may be used to assist the creation of new clubs and societies. There will also be a sum of money set aside to assist with the growth of clubs and societies.

iv) Clubs and societies shall be given a budget number by the VP Student Activities. Any request for expenditure within budget must be approved by the VP Student Activities.

2.3 Meetings of clubs and societies (see also Schedule 3)

i) The annual general meeting of each club and society shall be held in the first 6 weeks of the Summer term each year. This meeting will elect the club or society committee.

ii) Each club or society should have a minimum of one general meeting per term where all committee members of the respective club/society should attend, unless reasonable apologies are submitted.

iii) The quorum of each club/society general meetings shall be 20 people for a club meeting, 10 people for a society meeting or 50 % plus one of the club or society membership, whichever is lower.

iv) The club or society secretary is responsible for arranging the dates of meetings and must inform the members at least five University days in advance.

v) Changes to the constitution of any club or society can only be made at a club or society’s general meeting and must be ratified by the Executive Committee. In cases where the Executive Committee do not ratify the changes, the club or society may appeal to the next General Meeting.

2.4 Responsibilities of clubs and societies
i) No-one from a club or society may commit either the club or society or the Union to any expenditure without prior authorisation through the Union’s budgetary control system.

ii) The club or society shall be responsible for promoting itself during induction week, and throughout the year to encourage new membership.

iii) The club or society shall not hold its own bank account and all its finance will be administered through the Union.

iv) The club or society shall hold no funds whatsoever outside the Union accounts.

v) The chairperson of the club/society shall be responsible for the smooth running of any social events and activities and shall be responsible for convening of general meetings.

vi) The secretary shall be responsible for publicising general meetings, providing agendas and taking minutes of the meetings.

vii) The treasurer shall be responsible for ensuring that all expenditure is legitimate and that it does not exceed the club or society allocation for that year. The treasurer shall also ensure that an accurate list of all equipment purchased is kept and presented to the Sports Co-ordinator, or the Society and Skills Training Co-ordinator, and all equipment is returned to the Union at the end of the academic year.

viii) The treasurer shall ensure that all income received buy the club or society (including sponsorship monies) is paid directly into the Union accounts and that no funds received by the club/society are withheld.

ix) The treasurer shall ensure that an income and expenditure account for the previous academic year is presented to the annual general meeting of the club or society and copies are sent to the VP Student Activities.

x) At least one representative from each Club or Society must attend the Union AGM.

xi) Failure to abide by these regulations and the Union constitution may result in suspension of the Club or Society by the Executive Committee (see Schedule 6). Disciplinary action may also be taken against an individual who has failed to meet the requirements laid out above (see also Appendix two)
Schedule three

MEETING REGULATIONS – how to run a meeting
3.1
Meeting regulations shall apply in full to all committee meetings of the Union in terms of conduct of meetings.

3.2
The AGM

i)
The Annual General Meeting shall be held at the start of the Academic Year as soon as possible after the first meeting of the Executive Committee
ii) The meeting shall be widely publicised and open to all full members of the union

iii) All full members are entitled to attend, participate in discussions and vote on presentation of a valid Union membership card. Persons who are not full members and who wish to observe the meeting may do so but cannot vote. Permission to attend will be granted to invited speakers and professional advisers as required.

iii)
The functions of the meeting shall be as follows:

· to receive the audited accounts of the Students’ Union, and raise any issues with these accounts
· to receive and approve the budget of the Students’ Union

· to receive and approve the annual report of the Students’ Union

· to appoint the auditors of the Students’ Union

· to consider business submitted by full members.

iv)
The quorum of the meeting shall be 100 full members.

v) 
The meeting will be chaired by  a member of the Executive. The Chair shall only vote in the event of a tied vote.

vi)
The order of Business shall be:

· Minutes of the last AGM

· Apologies for absence

· Presentation of The Annual Report

· Presentation of the Audited Accounts 

· Approval of the Budget

· Notification of External Affiliations

· Members’ Business Motions.

vii)
Facilities for students with special needs must be provided on request (e.g. large print).


3.3 
Notice of the AGM

i)
At least 10 University days notice will be given of the meeting. Notice of the meeting and the agenda will be posted on all Union notice boards and on the Union website.

ii)
All documents and reports to be presented for approval by the meeting shall be available to full members at least 3 University days before the meeting.


3.4 
Presenting the Annual report to the AGM
i)
The report shall be proposed and presented to the AGM by the President. Copies of the report will have been made available to all members 10 University days prior to the AGM.
ii)
The Chair will ask if any full member has any comments or questions about the report.

iii)
When questions or comments have been exhausted the chair will ask the proposer to summarise and propose the report be accepted.

iv)
Before a vote on acceptance of the report is taken full members may notify the chair that they wish to have the report as a whole or a specified part referred back. 

v) 
If there are any motions to refer back all, or a specified part, of the report the full member who has proposed this course of action will be asked to explain why the Executive Committee should reconsider this part of the report. The proposer of the report will be given an opportunity to reply. A vote will be taken and, if there is a simple majority for the referral motion, the whole or part report will be referred back to the next meeting of the Executive Committee.

vi)
Once any motions to refer back a part of the report have been dealt with a vote will be taken and if there is a simple majority of those present and voting the report will be accepted.

3.5   Presenting the Audited Accounts to the AGM
i)
The Audited Accounts shall have a Proposer who will introduce the accounts and propose acceptance by the meeting. 

ii)
The Chair will ask if any full member has any comments or questions about the accounts.

iii)
When questions or comments have been exhausted the chair will ask the proposer to summarise and propose the Accounts be accepted.

3.6   Presenting The Budget to the AGM
i)
The Budget shall have a Proposer who will introduce the accounts and propose acceptance by the meeting. 

ii)
The Chair will ask if any full member has any comments or questions about the proposed the budgets.

iii)
Before a vote on the acceptance of the budget report full members may notify the Chair that they wish to have a specified part of the Budget referred back. If such a motion is successful that section of the report will be submitted for reconsideration by the next meeting of Union Council.

iv)
If in proposing a referral motion the full member suggests that a particular budget be increased they must specify:



i)
the amount of the increase

ii)
the title of the budget(s) from which this amount should be taken.

v)
The chair will not permit a referral motion that commits the Students’ Union to a deficit budget.

vi)
The chair will not permit a referral motion that increases the budgeted income figures.

vii) 
If there are any motions to refer back a specified part the full member who has proposed this course of action will be asked to explain why the Union Council should reconsider this part of the report. The proposer of the budget will be given an opportunity to reply. A vote will be taken and if there is a simple majority for the referral motion this part will be referred back to the next meeting of Union Council.

vii)
Once any motions to refer back a part of the budget have been dealt with a vote will be taken and if there is a simple majority of those present and voting the budget will be accepted.

3.7 Appointment the Auditors at the AGM
i)
The Chair of the Meeting shall propose the name of a firm to be appointed by the Union as Auditors. This will be approved by a majority vote.
3.8 Bringing a motion to the AGM
i)
Any full member may propose a Members’ Motion to the meeting. The function of the Members’ Motion is to allow members to raise a matter that cannot be dealt with by reference to the annual report, audited accounts or budget discussions.  If passed a Members’ Motion will have advisory status and be referred to the next meeting of the Executive Committee and  General Meeting for full discussion. 

ii)
Any full member may propose a “Member’s Motion” to the meeting provided:


i)

it is submitted to the President at least 5 University days before the meeting

ii)
it proposes a course of action that does not contravene the aims and objectives of the Union


iii)
it does not exceed 200 words

iii)
The chair will invite the proposer to introduce the motion. The chair will ensure there is a balanced debate before allowing the proposer to sum up and putting the matter to the vote. 

iv)
If there is a simple majority of those present who vote for the Members’ Motion then it will be deemed passed. 

3.9 Meeting Rules at the AGM (See also Appendix 4)
i) The meeting shall be conducted in accordance with the above rules and appendix four (Meeting Protocol)

3.10 General Meetings
In addition to the AGM, there will be two additional general meetings held, one in semester two and one in semester three, the dates of which will be agreed and publicised ready for the start of each academic year.

i) Meetings will be open to all Kingston Students, who will be entitled to speak and vote

ii) The function of General Meetings will be:

· To hear and approve updates from the Executive team

· Raise any business from the student body
· To approve any policies presented to the meeting

iii) Meetings will be chaired by the chair of the AGM

iv) If policies are to be voted on, quoracy will be 100. Policies will be approved by a simple majority
v) The presentation of motions will be as per AGM regulations (see schedule 3.8)
3.11 Sports AGM

i) There shall be a Sports AGM in the first four weeks of the Autumn term.

ii) Membership of Sports AGM, who shall have full speaking and voting rights shall be:

· Two committee members from each recognised sporting club

· Vice President Student Activities

iii) The following ex officio members shall have full speaking rights:

· Sports Co-ordinator

· Head of the University’s Sports Centre or his or her nominee

· The Union President

· The Union General Manager

iv) Sports AGM may invite guest speakers at their discretion

v)  Sports AGM shall elect four representatives who will form the Sports Working Group. These four roles should reflect the different areas of sport but will be decided by the Vice President Student Activities.

3.12 What does Sports AGM do?
i) A Sports AGM shall be called at least once per academic year. Meeting dates will be agreed and communicated to the membership via the VP Student Activities. Sports AGM is responsible for raising issues directly related to Sport, and for feeding sports related issues back to the management of the Union.
ii) All meetings shall be advertised on Union noticeboards at least five University days in advance, except in emergency.

iii) Business shall be handed to the Sports Co-ordinator at least 24 hours in advance.

iv) The quorum for Sports AGM meetings shall be 20 members.

v) Sports AGM may elect working parties as and when necessary. Recommendations from such working parties must be ratified by Executive Committee.

vi) A Sports EGM can be called at the VP Student Activities discretion with 10 days notice.

3.13 Sports Working Group
i) Sports Working Group is responsible for making decisions on any arising issues affecting sport, it is also responsible for facilitating decisions made at Sports AGM.

ii) Sports Working Group must be called at least once a semester.

3.14 Societies AGM
i) There shall be a Societies AGM that shall oversee the running of all societies.

ii) Membership of Societies AGM, with full speaking and voting rights shall be:

· Two committee members from each recognised society

· Vice President Student Activities

iii) The following ex officio members shall have full speaking rights:

· Student Development Manager

· Union President

· Union General Manager
· Societies and Skills Training Co-ordinator
iv) Societies AGM shall elect 5 representatives; these representatives will form the Societies Working Group.

3.15 What does Societies AGM do?

i) Societies AGM shall meet once an academic year, within the first four weeks of the Autumn term. These meetings will be called by the VP Student Activities. Societies AGM is responsible for raising issues directly related to Societies, and for feeding societies related issues back to the management of the Union.

ii) All meetings shall be advertised on Union noticeboards at least five University days in advance, except in emergency.

iii) Business shall be handed to the Society and Skills Training Co-ordinator at least 24 hours in advance.

iv) The quorum for Societies AGM meetings shall be 12 members.

v) Societies AGM may elect working parties as and when necessary. Recommendations from such working parties must be ratified by Executive Committee.
vi) A Society EGM can be called at the VP Student Activities discretion with 10 days notice.

3.16 Society Working Group
i) Society Working Group is responsible for making decisions on any arising issues affecting societies, facilitating decisions made at Sports AGM and allocating any additional funding requests.

ii) Societies Working Group must be called at least twice a semester.

3.17 Meeting Rules for Sports / Societies meetings(See also Appendix 4)
i)
The meeting shall be conducted in accordance with the above rules and appendix four (Meeting Protocol)

Schedule four

FINANCE REGULATIONS

4.1
Budgets

i)
The Sabbatical team, with the assistance of the Union management team, shall prepare a budget and application for funds from the University in accordance with University requirements, which shall include a list of external organisations to which it intends to affiliate. This shall form the basis for all expenditure.

ii)
The above budget shall be submitted to Executive for approval.

iii)
All activities undertaken or provided by the Union must be costed and budgets prepared.

iv)
Records of all income and expenditure shall be kept. The General Manager is responsible to Finance and Staffing Committee for ensuring agreed budgets are not exceeded unless the necessary approval has been given before the proposed expenditure.

v)
The Union financial year shall run from 1 August to 31 July.

4.2     Accounts

i)
The President shall have the accounts prepared and audited by an independent auditor which will then be presented to the AGM for ratification. Once ratified they will be presented to the University Board of Governors.

ii)
The Finance Manager shall be responsible to the Union for the keeping of accounts, shall exercise supervision over all Union finances, report to the General Manager, and be subject to decisions of Finance and Staffing Committee, and Executive.
iii)
The President shall provide AGM, Executive and the University Board of Governors with a financial statement on an annual basis.

4.3
Bank Accounts

i)
There shall be a bank account held in the name of the Union.  There shall be the following signatories to the account:

· All  Full Time Elected Officers
· the General Manager
· the Finance Manager
ii)
Cheques shall be signed by a combination of three members from the above list, at least one of whom must be a Full Time Elected Officers.

iii)
The collection of all money due to the Union shall be the responsibility of the Finance Manager, through due process. Finance & staffing Committee shall be notified promptly of all money due to or owed by the Union. 

4.4
Limits on payments

i)
All expenditure shall be approved by the budget holder. Expenditure outside the budgets shall be approved by the line manager and relevant Full Time Elected Officers.

ii)
The Finance Manager shall be responsible for the operation of the petty cash account and shall present a record of transactions once a month to the General Manager.

iii)
The Union shall obtain the prior written consent of the University’s Vice Chancellor or nominee to any single transaction in excess of £25,000 involving land, buildings of equipment and borrowings of any money for a period in excess of twelve months.

4.5
Contracts
i)
All Union and trading contracts shall have two signatories. Contracts shall normally be signed by the President and the General Manager. If not signed in this combination all contracts must be signed by one sabbatical and one member of the senior management team.
ii)
No contract should be signed without the approval by the Full Time elected officers.
iii)         4.5 i) shall not apply with reference to:

· Employment contracts, which will be signed by the General Manager

· Recurrent services contracts

iv) 
All contracts will only be decided after a tender process involving obtaining 3 comparative quotes. Once the quotes have been obtained, the Staffing and Finance Committee will decide which, if any shall be accepted.
4.6
Security and insurance

i)
The Union shall be responsible for maintaining proper security at all times for all stock, stores, furniture, equipment, cash etc, under its control.

ii)
The Union shall be responsible for ensuring that proper insurance cover is undertaken, including fire risks, theft, damage and loss etc. of property and employers’ liability.

4.7
Expenses to Union members

i)
Any full member of the Union may receive expenses for costs incurred whilst on Union business. Receipts must be produced, and the expenditure must be in accordance with the annually published agreed rates.
ii)
Any costs incurred for childcare whilst a member of the Executive Committee is on Union business inside or outside University shall be met by the Union.

iii)
Expenses must be authorised by two Full Time elected officers, who shall not be the person claiming the expense.

4.8
Donations

i)
The Union shall not make donations or affiliations to any organisation outside the aims and objectives of the Union.  The Union may allow for its facilities to be used for special events which raise money for a specific charity or cause.  Only the net profit from such events may be passed to the charity.

4.9 
Payment of Full Time elected officers
i)
Remuneration for Full Time elected officers shall be decided by Executive. The remuneration shall be paid for 54 weeks net after making all deductions necessary.

4.10 Ordering of Goods and Payment of Accounts
i)
Official orders for any goods required or for work to be performed for any Committee, Club, or Society shall be on the approved prescribed order form. No other order shall be recognised by the Union.

ii)
All official orders and cheque requests must be signed by both the President and designated member of staff.

iii)
Where certain goods are ordered regularly for the Union (e.g. stationery or beer), the supplier shall be initially approved and appointed persons given permission to place regular orders.

iv)
All invoices and accounts submitted for payment shall be on a cheque request form and contain a certifying signature by the appointed person of the Committee or Society.

v)
The Full Time elected officers may impose such checks as they consider necessary on orders and accounts for payments.

4.11  Equipment
i)
A delivery note submitted by the supplier must be obtained in respect of every delivery of goods. All goods must be checked as to quantity received at the time of delivery and as regards compliance with specification as soon as possible thereafter.

ii)
Any surpluses or deficiencies revealed by stocktaking shall be reported to the appropriate committee in order that appropriate action can be taken.

iii)
Each Society or Committee having custody of stocks or equipment shall be responsible for maintaining records of such and submitting an annual update to Finance and Staffing Committee.

4.12 
Insurance
i)
The Union shall maintain appropriate insurance cover to include employers liability, public liability, interruption of business, fire/theft, and libel as well as others which are considered prudent to safeguard the Union’s assets.

ii).
All insurance of the Union shall be under the direction and control of Finance and Staffing Committee and administered by the designated member of staff.

iii)
Committee Chairpersons and Society or Club Officers shall give prompt notification to the designated member of staff of new risks, additional property or equipment, or alterations in existing risks.

iv)
Clubs, Societies and Committees shall advise without delay the designated member of staff of any loss or occurrence that may give rise to an insurance claim.

4.13
Investments
i)
Finance and Staffing Committee may make or vary investment of the funds of the Union as outlined by Union policy and shall inform the Executive Committee of such variations.

Schedule five
OFFICER ROLE DESCRIPTIONS

Each sabbatical shall have a portfolio based job description and a generic job description. 
 5.1 All Full Time elected officers shall:

1. ensure the Union student activities and services meet the needs of the student population of KUSU and provide a service best suited to the student body
2. be members of the Union Trustee Board and shall be signatories to the Union accounts as outlined in the Finance Schedule, and carry out all work in a manner consistent with the Nolan Principles of Public Life 
3. co-ordinate the continual assessment of Union Development and strategic plan

4. attend the designated faculty board meetings of their assigned faculties, and establish working relationships within those faculties, with staff and course reps, to allow informed feedback of issues affecting students within those faculties back to the Executive
5. collaborate with Union and University staff to promote and improve participation in the Union’s activities and services

6. be aware of national and local issues that will impact on Kingston students

7. abide by the Constitution and its associated appendices and schedules, including their generic officer roles as laid out in schedule 5
8. represent the interests and needs of Kingston students to the University and other groups and act as representatives of Students, and therefore the Students' Union, on all appropriate official occasions
9. feedback to Executive, managers and students outcomes from the meetings which they attend on behalf of the Union

10. attend meetings of Executive Committee and present a written report of their work and recommendations to each Executive meeting, and to ensure that the Executive Committee is operating effectively
11. meet regularly with the General Manager and generally liaise with senior management as well as each other in the day to day running of KUSU

12. act as members of the Sabbatical team with a responsibility to support each other as well as motivate members of staff

13. promote and uphold union policy by request of Executive, General Meeting, AGM or Referenda

14. establish a mentoring role with their designated part time officers, as agreed at the first Executive meeting of the year
15. attend all training courses relevant to their post, as required 

16. organise and chair any sub-committees or working parties relevant to their post

17. contribute to the development of Union’s policies, strategies and services by actively canvassing student opinion on relevant issues, through any appropriate means

18. hold regular, advertised, weekly office hours and be available on average 35 hours per week to represent the membership

19. to work alongside relevant staff to facilitate student inductions to promote the activities of the Union
20. carry out other duties as charged by the Executive Committee, AGM and Trustee Board
5.2 Meeting attendance (See also point 5.7 of the Constitution)
All Full Time elected officers are expected to attend all meetings with the University, Union and outside bodies which fall under their portfolio. Failure to attend 3 such meetings without apology (see 5.7 of the Constitution) will be deemed as resignation from their post.  All Full Time elected officers are expected to attend regular meetings with the senior management of the Students Union.

5.3 Functional Relationships

Full Time elected officers can expect to deal with Students and Visitors to the Union, members of Union Staff and elected student representatives on a regular basis. Full Time elected officers are responsible to the membership of the Students Union for the work they do.

Portfolio Role Descriptions

5.5 The President shall:

1. be responsible for the overall running of the Union and its commercial activities.

2. act as line manager to the General Manager and ensure appropriate mechanisms are in place for support and appraisal.

3. have principal responsibility for the individual representation and advocacy of students.

4. have responsibility for academic representation within the institution and the internal mechanisms for the representation of students within the union.

5. mediate between the Union and the University, and co-ordinate Union representation on University committees

6. be responsible for ensuring all resolutions of AGM and Executive are implemented.

7. represent the Union on committees of the University, as set out in the policy statement.

8. have the right to call an Extraordinary Meeting of any committee or society, giving at least two (2)  University working days notice.

9. be the National Union of Students Services Limited (NUSSL) liasion officer (NLO).

10. be authorised to take such action as is deemed desirable in the interests of the Union, provided that such action does not run counter to the Union's policy and is reported to the next Executive. The President shall, if possible, call an Extraordinary Meeting of Executive before taking any action which is likely to be contentious.

11. be responsible for overall ruling on this Constitution in the event of dispute.

12. be responsible for maintaining, revising and updating the Union's Policy Statement.

13. be responsible for ensuring suitable deputies are found to perform the duties of absent Union Officials. In the case of an unfilled post, the President shall ensure the essential duties of the post are performed.

14. be responsible for the ongoing support and training needs of other union officers.

15. be the primary contact with NUS (National Union of Students).

5.6 The Vice President Communications and Campaigns shall:
1. Be responsible for all Union communications with students and other relevant parties, including overseeing the creation and distribution of the Union’s annual report in conjunction with other sabbaticals

2. assess the need for individual media on a rolling basis, and manage the production of such media where require
3. Ensure that the Union develops active and credible campaigns and liaise on and promote local and national campaigns with relevant sabbaticals, Executive officers and Union staff.
4. Be aware of developments in communication best practice, both nationally and within Higher Education and implement them wherever it will be beneficial to KUSU and its’ students.
5. Develop teams to help run various aspects of Student Communications, including magazines, design and Ambassadors.
6. Lead and co-ordinate the sabbatical input into the marketing activities and strategy of the Union.
7. Be responsible for the annual publication of all publicity for Freshers and ensuring it contains information and material as set out in Union Policy.
8. Be editor to the Union website and ensure its contents comply with Union Policy.
9. Liaise with local and national media to enhance the coverage of, and promote Union events and actions

10. Promote the integration of and enhance the reputation of the Union within the University and the local community

11. Ensure minutes are taken, produced and published of relevant meetings as required.
12. be responsible for setting and ensuring adherence to relevant budgets
5.7 The Vice President Student Support shall:

1. be responsible for all matters of welfare affecting the Union and its members

2. have responsibility for the individual representation and advocacy of students
3. develop volunteer teams to run various aspects of Student Support.

4. work on training programmes relating to welfare, support and educational matters.

5. liaise with support services within the University.

6. survey developments in student based research and in Government educational policy and keep the relevant committees aware of these matters.

7. be responsible for a team of volunteers who can assist students in matters of individual welfare and in doing so provide an information and referral service for students.

8. consult with national student bodies and other national bodies on education and welfare matters and keep relevant committees aware of them.

9. consult with other Union Officials on matters of welfare.

10. liaise and promote local and national campaigns with relevant Full Time elected officers and Union Officials
11. represent the Union on committees of the University, as set out in the policy statement.

5.8 The Vice President Student Activities shall:

1. be responsible for all sports and societies affairs of the Union.

2. be primarily responsible for supporting the work of Sports and Societies AGMs and Working Groups.

3. develop volunteer teams to run various aspects of Student Activities, including RAG and other volunteering opportunities.

4. be responsible for promoting student activities within the Union.

5. be responsible for keeping Executive Committee aware of developments affecting student activities within the Union.

6. represent the Union at all relevant sports bodies' meetings.

7. consult with the University Sports Director and Head Grounds Keeper on the use of the University sports' facilities.

8. oversee the running of Sports Clubs and Societies

9. advise Finance and Staffing Committee of the financial situation of the Sports Clubs and Societies.

10. be jointly responsible with other officers for the organisation of introduction programmes.

11. co-ordinate and develop, alongside the relevant staff members, all Union training and skills development programmes.
5.9 ROLE DESCRIPTIONS - Part Time Officers
Each part time officer shall have a portfolio based job description and a generic job description. All executive officers are expected to contribute to the general responsibilities, the extent to which shall be determined at executive officer training.

Generic Role Description

5.10 The Part Time Officers shall:
1. work actively to achieve the aims outlined in section x of the Constitution, and operate within the terms of the Constitution

2. be responsible for addressing and promoting matters relating to their constituent group across campus and to the University and the Union and be aware of issues and events in the wider community 
3. deal with the welfare of their constituent group, co-ordinate issue based campaigns, and represent the needs of that group to the University 
4. ensure that they are aware of wider issues affecting students locally and nationally
5. carry out other duties and act on policies as charged by the AGM, General Meetings, site meetings, referenda and the Executive Committee
6.  attend all meetings of Executive Committee and report back issues affecting students to Executive Committee and agree actions to address these issues
7.  act as a representative of their constituent group and the Students' Union on all appropriate official occasions and at University committees where required 
8. advocate equal opportunities for all, representing minority group issues within the University and oversee attendance at local community committees.

9. attend all relevant training courses relevant to the post
10.  organise and chair any sub-committees or working parties relevant to the post
11.  provide written reports to Executive and other Union or University committees where requested
12. seek student opinion wherever possible to guide their decision making
13.  help improve participation in all aspects of Union activities
14. work together to make things better for students.

Portfolio based Role descriptions

Women’s Officer

The position of Women's Officer shall only be contested by female candidates.

5.11   The Women’s Officer shall:

· be responsible for promoting matters relating to women across campus and be aware of issues and events in the wider community 

· convene and support a women’s group 

· deal with the welfare of women students, and co-ordinate issue based campaigns following NUS guidelines

· represent women in the Union and University by working with the Union and University on any issues relating to Women across campus

· be aware of safety issues in and around campus and promote any safety schemes that are in place
· implement policies as instructed by AGM and Women’s Group

· identify and eradicate where possible all sexist and offensive material produced by the Union or the University, and in some cases individual students 

· represent women on University Committees when invited

· advocate equal opportunities for all, representing minority group issues within the University and oversee attendance at local community committees.

5.12 Lesbian Gay Bisexual and Trans Officer

The position of Lesbian, Gay Bisexual and Trans Officer shall only be contested by lesbian, gay, bisexual or trans candidates.

The Lesbian Gay Bisexual and Trans Officer shall:

· be responsible for matters relating to lesbian, gay, bisexual and trans students across campus and be aware of issues and events in the wider community 

· promote issues affecting lesbian, gay, bisexual and trans students. 

· deal with the welfare of lesbian, gay, bisexual or trans students, including issue based campaigns following NUS guidelines

· implement policies as instructed by AGM and Executive Committee

· identify and eradicate where possible all homophobic, bi-phobic, transphobic and offensive material produced by the Union or the University, and in some cases individual students 

· work with the University on any issues relating to lesbian, gay, bisexual and trans students across campus

· advocate equal opportunities for all, representing minority group issues within the University and oversee attendance at local community committees.

5.13 Unity Officer

The Unity Officer shall:
· represent the interests of all ethnic groups to ensure the Union has a positive anti-racist approach  

· work on campaigns relating to discrimination 

· be responsible for matters relating to ethnic students across campus and be aware of issues and events in the wider community 

· promotion issues relating to ethnic students, including issue related campaigns
· implement policies as instructed by AGM and Executive Committee

· identify and bring to the attention of the Executive all racist and offensive material produced by the Union or the University, and in some cases individual students 

· represent students on University Committees when invited

· work with the University on any issues relating to ethnic students across campus

· advocate equal opportunities for all, representing minority group issues within the university and oversee attendance at local community committees.
5.14 International Students Officer
The position of International Students Representative shall only be contested by international students.

The International Students officer shall:

· represent the views of international students to relevant Union and University bodies    

· ensure Students’ Union campaigns are promoted to international students

· work with the University on any issues relating to international students

· ensure all Students Union work is actively promoted to international students
5.15 Ethical and Environmental Officer
The Ethical and Environmental Officer shall:

· Ensure the Union has a positive Environmental and Ethical attitude.  

· Work on campaigns relating to Environmental and Ethical issues.

· Be responsible for matters relating to Environmental and Ethical issues across campus and be aware of issues and events in the wider community. 

· Identify and reduce the harm, where possible, of all practices that are damaging to the environment within the Union 
· Identify and bring to the attention of the Executive all unethical behaviour by the Union, and within the University.

· Represent the Union on University Committees related to environmental and ethical issues when invited.

· Work with the University on any issues relating to environmental and ethical issues across campus.

5.16 Postgraduate Students Officer
· The Postgraduate Representative shall deal with all aspects of student life of concern to postgraduate students, represent the issues of postgraduate students to Executive Committee and University committees where invited, and liaise with relevant groups nationally and locally.
5.17 Disabled Students’ Officer

· The disabled students’ officer shall deal with all aspects of student life of concern to disabled students to the Executive Committee and University committees where invited and liaise with relevant groups locally and nationally.
5.18 Part time students’ officer
· The part time students’ officer shall deal with all aspects of student life of concern to part time students to the Executive Committee and University committees where invited and liaise with relevant groups locally and nationally.
5.19 2 x Officer without portfolio

· The Officer without portfolio posts shall support the work of other Executive officers, whilst working on projects and working groups as tasked by  the Executive and AGM
SCHEDULE 6

6.1 STANDING COMMITTEES
· There will be a number of standing committees which will ensure the efficient day to day management of the Union. For individual projects the Union management may establish a working party which will be made up of a suitable combination of staff, Executive, Council and ordinary members. 

· The recommendations from standing committees or working parties are required to be ratified by the sabbatical team or Executive
(
The President shall be an ex-officio member of all Standing Committees.

(
The Chair and Secretary of each Committee shall be full voting members.

6.2 
Elections Committee


The Committee should be made up of:

· Chair of AGM (if not standing for / seconded anyone in elections)

· A sabbatical – ideally VP Activities (if not standing for / seconded anyone in elections)

· One part time Executive Officer (if not standing for / seconded anyone in elections)

In an ex-officio capacity:

· Returning Officer

· Deputy returning officer

The Committee shall:

· assist the smooth day to day running of elections, their specific duties to be agreed by the Returning Officer – from the announcement of an election through to the legitimate election of officers.

· assist the Returning Officer in any investigation resulting from the elections process

· supply tellers for the AGM and election counts

· make recommendations to Union Council where appropriate on changes to the Constitution and Standing Orders of the Union in relation to Elections
The meetings will be chaired the Returning Officer who would also have the sole responsibility for interpreting the Constitution in relation to elections and establishing specific election guidelines.

The Committee would meet once it had been identified that elections were required, at least once during the election process and once at the conclusion of elections to confirm the results. The minutes of this committee will be made available to the Executive Committee and the first General Meeting after any elections
6.3 

Staffing Committee

This committee will oversee all issues relating to staffing, although the line management of staff is devolved to the General Manager. 

The Committee shall consist of:

· 4 Full Time elected officers, with the President chairing and the VP Communications and Campaigns recording the meeting. All officers will have voting rights.

In an ex officio capacity:

· General Manager

· Finance Manager

· By invitation, personnel practitioners or trade union representatives may attend the meeting to give specialist guidance if appropriate. 

The Committee shall:

· Approve staffing matters to include decisions on probationary periods, inputting into appraisals – however, the Staffing Committee is not involved in any disciplinary issues – these are covered in the KUSU staffing policies.

· Review the salary structure and level annually

· Approve or otherwise any  individual pay requests 

· Approve of any staff appointments

· Discuss any significant changes to the staffing of KUSU

· In the event of the possible dismissal of a senior member of Union staff, Staffing Committee shall seek advice from the University and NUS before making final decisions.
This Committee shall meet once a term, but additional meetings may be called by any member. The minutes and discussions of this Committee are strictly private and confidential to this Committee, unless it is agreed that the matters may be discussed beyond the Committee.

6.4 Management Committee
This Committee will be responsible for the day to day operational management of the Union.

The Committee shall consist of:

· 4 Full Time elected officers with voting rights

· 4 senior managers in an ex-officio capacity

· Staff members or other student officers may be given the opportunity to present to the group where appropriate, though neither group will have voting rights, and may only attend for the item they are invited to attend for. 

· The President shall be the chair of the meeting

· The VP Communications and Campaigns  will act as secretary

The Committee shall meet fortnightly. The minutes shall be available to Union Council if requested.

The remit of the Committee shall be:

· To discuss operational management issues

· To make recommendations to the sabbatical / Executive team on such issues to allow informed decision making
· To discuss and make decisions on finance issues, including ensuring the implementation of the Financial regulations 
· To prepare budgets and monitor adherence to these budgets
· To monitor against the strategic plan
· To make recommendations to maintain adherence to / alter the strategic plan

· To consider the reports, recommendations and requests of  the AGM and Union Council

· To raise and discuss any issues which may impact on the Union’s ability to operate effectively and professionally.

SCHEDULE 7 
REGULATIONS RELATING TO NO CONFIDENCE MOTIONS

7.1 No Confidence Procedure for Full Time elected officers
1. No confidence motions may be submitted to Elections Committee for referral to an Extraordinary General Meeting or Referendum. A no-confidence motion must specify in which of these forums it is to be debated.

2. The relevant meeting, as specified by the motion, shall be called on receipt of a no confidence motion.

3. No confidence motions require at least one proposer and 50 seconders, all of whom must be Union members, and who must sign the motion and state their department.

4. The no confidence motion must state how and when the contract was broken or what gross misconduct has taken place.

5. Elections Committee must rule out any motion that does not conform to the rules above.

6. The motion must be displayed on the official notice board for 7 University days prior to the first meeting.

7. The motion must be passed by a four fifths majority at the EGM, or by a simple majority of a referendum.

7.2    No Confidence Procedure for part – time Executive Committee Officers
1. No confidence motions must be submitted Elections Committee for referral to a meeting of Executive.

2. No confidence motions require at least one proposer and 25 secondersOn receipt of a no confidence motion an Emergency Executive Meeting shall be called.

3. The no confidence motion must state exactly which part of their job the officer has failed to fulfil.

4. Elections Committee must rule out of order any motion that does not conform to the rules above.

5. The motion must be displayed on the official notice board for 14 days prior to the Emergency Executive Meeting.
6. The motion must be passed by a majority of Executive
SCHEDULE 8

NUS CONFERENCE

8.1

General
i)
The President shall attend all NUS Conferences ex-officio and shall be the delegation leader.

ii) Should the President waive the right to attend, an alternative Sabbatical Officer shall then become delegation leader.  

iii)
The delegation leader shall call a pre-conference delegation meeting for the elected conference delegates to discuss, the procedure of NUS Conference, the issues to be laid before the NUS Conference. These meetings shall be properly minuted.

iv)
The delegation shall have access to copies of all Union Policy which shall be binding on all Union delegates.

v)
Delegates shall at all times adhere to the Constitution and Standing Orders of the Union. Any failure to do so shall be reported to Union Council which may take any action it deems necessary.

vi)
The deputy delegation leader shall be the person receiving the most first preference votes in the delegation election.

vii)
The delegation leader, after consulting with the other delegates, shall prepare a report of the decisions taken at the Conference for presentation at the next Executive. Any individual may submit a supplementary report.

Appendix one

OPTING OUT

1.1
Every student shall be able to relinquish their right of membership of the Union.

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

1.3
A student who opts out of the Union shall continue to have the right to attend Union 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 Clerk to the Board of Governors.

1.5
A student who has opted out who wishes to become a member of the Union shall notify the clerk in writing. The clerk shall then inform the President. If the application falls within twenty University days of nominations opening for a Union election, the student will not be eligible to take up the full privileges of membership until the nomination period has closed.

Appendix  two
Student code of conduct

2.1
Background

This code and its parts apply equally to all full and part-time members, associate members, honorary life members, and their guests. The code covers actions that occur on Union premises (our bars, retail outlets and office spaces) or whilst representing the Union. Complaints about behaviour in other areas will be addressed via the University Code of Student Behaviour.

This code will be implemented by the Disciplinary Committee and revised where appropriate at the guidance of the Executive Committee.
This code does not cover the behaviour of Sabbatical which is dealt with under the Code of Conduct for elected officers.

2.2
Disciplinary Committee

The Disciplinary Committee shall comprise : 

· VP Student Activities  (or nominated other sabbatical)

· A member of the Student Executive elected by the non-sabbatical members of Executive

· The Chair of AGM
No member of the Committee shall have had previous involvement with the offence under consideration. In such a case the Committee member will be replaced by a nominated peer.

2.3
Investigation of a complaint

If an individual student’s behaviour contravenes the Union’s code of behaviour, then a complaint should be made in writing to the VP Student Support who will investigate the complaint, with staff assistance where requested. This staff assistance will include administration, compilation of paperwork for the investigation, assistance with interviews etc.

Any student is entitled to raise a complaint about behaviour. Complaints can also be raised on behalf of the Executive collectively, based on a minuted majority decision, within the procedures of that Committee. 

Following on from this investigation 3 courses of action may be taken:

· No further action is deemed necessary, and the action is dropped

· The complaint is resolved informally either through a verbal warning or establishing a mediation process

· The complaint is passed onto the Disciplinary Committee.

During the period of investigation the student will be suspended from Students’ Union activities and premises.

The VP Student Support will write to the student and inform them of the suspension and proposed dates for the disciplinary procedure to take place. The disciplinary hearing will normally take place no more than 10 University working days following the decision to convene the Disciplinary Committee.

 If the behaviour occurs on Union licensed premises the decision to suspend the student’s use of such premises rests solely with the General Manager as Senior Licensee, under Licensing Law. 

Behaviour which may result in investigation includes (although this is not an exhaustive list):

· Anti-social behaviour, contrary to the Union and University’s policies on Equal opportunities, or other Union Policies

· Threatening behaviour towards students or staff – this may be verbal or physical

· Inappropriate behaviour – due to intoxication or otherwise

· Vandalism – damage to University or Union property, including graffiti

· Theft

· Assault on students or staff

· Use / possession / distribution of illegal or controlled substances

· Breach of the Union’s constitution or schedules

· Incapacity whilst on Union activities or duties

· Breaches of laws impacting on the efficient running of the Union

· Fraud

· Bringing malicious complaints as part of this process

2.4
Acting on a complaint

Once the investigation is complete, if the VP Student Support deems that the Disciplinary Committee should be convened, then the member being complained about (“the respondent”) shall be informed within 5 working days of the complaint being raised. The disciplinary hearing will take place within 10 days of this decision.

The complainant’s original written statement and any additional witness statements relating to the complaint will be made available to the respondent at this time. 

The respondent will be allowed to bring a friend with them to the hearing. The friend’s role is to ensure that the hearing process is fair, and that the respondent is given the right to respond to the accusation. This person must be a full member of the Union, or a member of the University Community.

The meeting will proceed in the following manner:

· The original complaint will be presented and witnesses called where appropriate.

· The Disciplinary Committee will have the opportunity to ask questions of the witnesses

· The complainant shall leave the meeting

· The respondent will respond to the complaint, calling witnesses where appropriate.

· The Disciplinary Committee will have the opportunity to ask questions of the witnesses

· The respondent will leave the meeting

· There will be a summary of evidence from both sides

· The Committee will make a decision based on the evidence presented.

Although the respondent’s attendance at the Disciplinary Committee is not mandatory, the complaint will be heard in the respondent’s absence, and action taken, unless there is good reason for non-attendance. 

All issues raised at Disciplinary Committee are confidential – however the Committee will report back to each Executive Committee meeting, without identifying the complainant or respondent. Additionally a statistical annual report will be provided to the University Student Life office for information.

The Disciplinary Committee may take the following actions as a result of their hearing:

· No action

· Suspension from Union activities in accordance with guidelines 
· Fine to value of damage done / Fine to meet losses

· Request for a written apology

· To take action against a malicious complainant if a complaint is deemed malicious, the Committee can bring the procedures against the complainant

· A written warning / final written warning

· Dismissal from post (if the complaint is made against a student staff member)

If there is Police involvement in the investigation of the incident, KUSU disciplinary action will be suspended until the Police action is concluded, or the outcome of any court case is known. However, if this is the case the respondent will be barred from Union premises and activities until the conclusion of the Police action. This is not an assumption of guilt, but has a health and safety issue. It is the responsibility of the respondent to inform KUSU that Police action has concluded.

Where action is taken the Disciplinary Committee will pass this information to the University Student Life Office. 

 All decisions of the Disciplinary Committee will be communicated in writing to the respondent and complainant within five University working days of the hearing.

2.5
Appeals against the decision

Appeals may be made in writing to the Union President, no later than five working days from the receipt of the decision made by the hearing. This appeal must state the grounds for the appeal. 

Appeals will be heard by the Appeals Committee which will consist of:

· The Union President

· VP Communications and Campaigns
· A second non-sabbatical member of Executive

If any of the above named have been involved at a previous stage of the investigation or disciplinary action, they will be replaced by an appropriate nominee.

Appeals will be heard within ten working days of the appeal being made to the President. 

The appeals hearing will follow the procedures laid out for the original hearing.

The Appeals Committee has the authority to remove, review or add to the action taken by the original hearing.

The only further source of appeal available is to the University Secretary. In accordance with the 1994 Education Act, the University Secretary will appoint an independent person to hear the appeal.

Appendix three

Code of Practice for KUSU Officers 
3.1 What should a student expect from an elected officer?
An elected officer should:

(i)
Protect the independence of the Students’ Union, and ensure that the student body has an independent voice.

(ii)
Use all tools available to ensure there is two way communication between them and the student body.

(iii)
Be prepared to respond to questions from the membership in a timely and honest manner via these communication tools.

(iv)

Uphold the Union’s core values of representation, excellence and professionalism.

(v) Officers will be expected to supply a written report of the main issues and outcomes from meetings attended to the Executive Committee. Additionally there is an expectation that officers will keep the student body informed of all issues impacting on them through all available media.

(vi)
Undertake all actions in accordance with their job descriptions as outlined in the KUSU schedules.

(vii)

be expected to work a minimum 35 hour week. 

(viii)
Officers are expected to maintain a list of their appointments during the working day, so members know where they can be found. 

(ix) Officers are expected to respond to all enquiries made by students within 2 working days, unless they can demonstrate why this is not possible.

(x) Officers have a responsibility to ensure that students know how they can be supported in an individual officer’s absence.

(xi) Adherence to the Student Charter

3.2 What happens if an officer fails to perform? (see also Schedule 7 and Appendix two)

There are three potential sources of failure in terms of officer performance:

· Political performance issues – For example expectations (i) to (v) above. These may be dealt with via the Executive Committee, who may recommend an investigation via this code, or through a democratic vote of no-confidence as called in accordance with Schedule 7

· “Terms and Conditions” issues –For example expectations (vi) to (xi) above. Initially these should be dealt with informally amongst officers. If however a formal complaint is made by a fellow officer or member, then this should be dealt with via this code.

· Misconduct / Gross misconduct issues – behaviour which would bring a sabbatical to disciplinary action under the Student Code of behaviour, for example threatening behaviour, violent conduct, breaches of equality of opportunity policies etc. These should be dealt with via the Student Code of Behaviour (appendix two)

3.3 What happens if the Union fails to perform? (See also Appendix four)

There may be occasions where a member is dissatisfied with the way the organisation is serving their interests, rather than an issue with a particular officer. Such complaints would be dealt with via the Complaints procedure (Appendix 4)
3.4 Management of the Code
(i)  The Code is managed by a three person Committee – The Chair of AGM, one full time officer and one elected part time officer. This group will be referred to as the “Standards Committee”. If any of the Committee have had previous involvement in the complaint, they will be replaced by an agreed nominated peer.

(ii) A complaint may be raised with the Committee, via the Union President, in the following ways:

· Directly from an individual student or group of students

· From another elected officer, if a solution cannot be reached informally

· If there is a clear breach of the Code of practice

· If any behaviour is identified as being the equivalent of “misconduct” or “gross misconduct” within existing staffing protocols. In this circumstance the matter would be dealt with in accordance with the Student Code of Behaviour

(iii) The President will then call a meeting of the Standards Committee. The initial meeting of the Committee, will decide if it is the appropriate group to address the complaint, taking advice from the NUS where appropriate.

(iv) If it is felt that the Committee should be dealing with the complaint, the Officer who has had a complaint made against them will be invited to attend a meeting to respond to the issues raised. This meeting will take place no more than 10 University working days from the complaint being made. If it is not the right group, the person making the complaint must be referred to the appropriate mechanism to seek an outcome from the complaint
(v) The respondent shall be suspended from Union activities on full pay for the period of the investigation, where the disciplinary committee deems this appropriate.
(vi) The meeting will proceed in the following manner:

· The original complaint will be presented and witnesses called where appropriate.

· The Standards Committee will have the opportunity to ask questions of the witnesses

· The complainant shall leave the meeting

· The respondent will respond to the complaint, calling witnesses where appropriate.

· The Standards Committee will have the opportunity to ask questions of the witnesses

· The respondent will leave the meeting

· There will be a summary of evidence from both sides

· The Committee will make a decision based on the evidence presented.

(vii) Although the respondent’s attendance at the Standards Committee is not mandatory, the complaint will be heard in the respondent’s absence, and action taken, unless there is good reason for non-attendance. 

(viii) 
All issues raised at Standards Committee are confidential – however the Committee will report back to each Executive.
(ix) 
The Committee will hear the response from the Officer and can then make the following decisions:

· That no further action is taken

· That informal action is taken, which will be reported back to the Executive Committee
· That formal action is taken in terms of recommendations on how to deal with the issue. These would be reported back to the Executive Committee
· A public apology via the Student Media is made

· That the issue is a serious enough breach to recommend censure (basically a written warning) to the Executive Committee. Approval of this course of action would be by majority vote of the Executive Committee.

· That the issue is so serious that removal from office is the recommended outcome. In accordance with the Constitution, this must be approved by a majority at a quorate meeting of the Executive.

It is not necessary to begin this process at the first stage; actions should reflect what the Committee believe to be appropriate action. 

(x) If Executive rejects the recommendation of the Committee, Union Executive will then decide on, by majority vote, an alternative outcome. This outcome will not be more severe than the Committee recommendation. 

(xi) The Committee will not deal with any anonymous complaints, or complaints made by staff members of KUSU. Any malicious complaints will be dealt with under the Code of Student Behaviour.

3.3
Appeals
(i) If the Officer wishes to appeal the decision, they may do so in writing to the President within five working days. In the case of the complaint being made against the President, the President would lodge their appeal with the VP Student Activities. 

(ii) The appeal will be heard by an Appeals Committee made up of the remaining student trustee, a non-sabbatical member of the Union Executive, a KUSU sabbatical officer (if no suitable officer, then an elected representative of the NUS)  and will be chaired by the NUS Regional Officer. None of this Committee should have had previous involvement with the complaint.

(iii) The Committee has the authority to overturn the decision of the Standards Committee, take no action, or to increase the original penalty laid down by the Standards Committee. Any increase in the penalty must be approved by a 4/5ths majority of Executive.

(iv) The decision of the Appeals Committee will be given to the Officer within 5 working days.

(v) In the interim period, the original decision of the Standards Committee will hold in place.

Appendix four
COMPLAINTS PROCEDURE – how to complain about the Union
i)
This procedure is intended for use in addressing any complaints by students who:



i) 
are dissatisfied in their dealings with the Union or



ii)
feel they have been unfairly disadvantaged by exercising the right not to be a member of the Union.

ii)
Informal resolution of a complaint is actively encouraged and the procedure requires an informal discussion as a preliminary step before embarking on the formal procedure.

4.1
The Formal Procedure to be Adopted

i)
On receiving a complaint from a student the President meet with the complainant within five University days to discuss the complaint and attempt to come to an informal resolution. The President may choose to involve another elected officer or a member of the Union’s permanent staff at this stage if she/he believes it will aid an informal resolution.

ii)
If an informal solution is not possible the complainant shall confirm the complaint in writing (and that the informal attempt at resolution has not been satisfactory) - detailing the nature of the complaint and any proposed remedy - and the President will arrange an interview to hear the complaint. The complainant and the Union shall identify any witnesses they may wish to call.  

iii)
The interview must take place within 10 University days of receipt of a written confirmation of complaint. The complainant shall be given three days notice of such an interview. The time scales in this clause can only be varied with the written consent of both the Union and the complainant.

iv)
The Union shall be represented at such an interview by the President (unless the complaint is about the President in which case it shall be another Sabbatical Officer nominated by Executive Committee), a member of the Executive Committee and the General Manager.

v)
The complainant has the right to be accompanied and represented at such an interview by a friend who shall normally be another student.

vi)
The interview must fully investigate the complaint and give the opportunity for cross examination of any witnesses.

vii)
As a result of the interview the Union may decide that:




· the complaint is unfounded and dismiss it

· ithe complaint is such that it should be passed on to the next stage of the procedure 

· the complaint is valid but a resolution cannot be reached

· the complaint is valid and a resolution in the form of an effective remedy can be reached that is acceptable to both parties.

4.2
Appeals Against the Result of an Interview

i)
If it has not been possible to reach a resolution at the previous stage of the procedure the complainant can make the complaint in writing to the University.

ii)
The intention to appeal must be made to the Director of Student Services within 10 working days of receipt of written confirmation of the outcome of the Union interview stage.

iii)
The Director of Student Services will arrange an interview with the complainant within 10 working days of receipt of the written complaint. The complainant must be given three days notice of such an interview.

iv)
At the interview the Director of Student Services may be accompanied by another member of University staff and the complainant accompanied and represented by a friend who shall normally be another student.

v)
At the interview the complaint shall be fully re-examined.

vi)
As a result of the appeal interview the Director of Student Services may decide:

· to dismiss the appeal

· ito allow the appeal and make recommendations to the Vice Chancellor as to an effective remedy.

vii)
If the complainant is unhappy with the outcome of the appeal she/he may take the complaint to the third and final stage of the procedure 

4.3
Complaint to an Independent Person

i)
The Board of Governors will, from time to time, nominate a person/s independent of the University and the Union to act as an external arbiter on complaints that have not been resolved internally.  That person should normally be legally qualified or supported by a legally qualified advisor.

ii)
A request to invoke this stage of the procedure shall be made to the University Secretary within 10 working days of the receipt of written confirmation of the outcome of the appeal interview.

iii)
The University Secretary shall liaise with the independent person and arrange an interview with the complainant within 20 working days of receipt of the written complaint. The complainant shall be given five days notice of such an interview.

iv)
At that interview the independent person may be accompanied. The complainant may be accompanied and represented by a person of their choice.

v)
At the interview the complaint shall be fully re-examined.

vi)
As a result of the interview the independent arbiter may decide:

· to dismiss the complaint

· to allow the complaint and report to the Vice Chancellor with recommendations as to an effective remedy.
Appendix Five
Meetings Protocol

This protocol defines the standards of behaviour expected in KUSU meetings.

Before a meeting

· That all members of the meeting can realistically expect to have the agenda, minutes of previous meeting and all relevant papers at least three days prior to the meeting.

· That a meeting will be relevant – there will be no meetings for meetings sake.

· That the agenda for the meeting will be concise – and that information points that can be communicated by other means will – an agenda should be primarily discussion points. 

· That all members of the meeting will have read all relevant paper work prior to the meeting.

· Members who are expected to prepare a paper will

In a meeting

· If you are meant to be at a meeting – be punctual, and make sure you have sent apologies if you cannot attend, or better still get someone to deputise for you.

· Mobile phones should be on silent and only answered in emergencies

· The Chair is responsible for the following areas:

· Keeping a meeting focussed on the matters on the agenda

· Managing the guillotine on the meeting

· Ensuring that all members are given an equal opportunity to speak

· Agreeing action points

· The Secretary is responsible for the following areas:

· Making notes on all the issues raised

· Recording attendance at meeting

· The members are responsible for:

· Keeping focussed on the meeting

· Not shouting over others

· Respecting and expecting the input of others

· Contributing in a positive manner

· Remembering that it’s not personal

· Using the meeting and communication skills they have learnt during training.

· Recording their own action points

Following a meeting


· People will act on their action points so they can report back to the next meeting
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