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Kingston University Students Union Guide to setting up a Society

This booklet informs you of the most important things you need to know in order to set up a new KUSU society a copy of this can also be found at www.kusu.co.uk/societies. 
If you have any questions, or have decided to go ahead and start a society, please contact one of the following in the students union at Penrhyn Road:

Becky Pearson
VP Student Activities 

020 8547 8883 
activities@kingston.ac.uk
Michelle Thorpe
Student Activities Coordinator
020 8547 8877
m.thorpe@kingston.ac.uk 

Why set up a Society? 

One of the main aims of the student union is to bring together students who share Common Interests. Over 50 societies are active within the SU and have been established by Kingston students. 
Involvement in running a society will provide you with skills and experience that will become valuable when seeking employment after university. You will be able to demonstrate how you have used and developed key transferable skills such as working as part of a team, communication, and time-management. The SU will contribute to your personal development by providing training for society committee members on areas such as budgeting and health and safety. 
Perhaps the most obvious reason for setting up a society is able to do something you enjoy, and meet new people who share a common interest. If you successfully set up your society you will receive financial and administrative support from the SU.

The ten steps to setting up a society
1. Decide on a name

What do you want your society to do?
Are other students interested in the same thing?

What should you call the society?
2. Write a constitution

This isn’t difficult as it sounds. All you need to do is fill in the blanks of the model constitution and add any information if necessary to suit the needs of your specific society.
3. Propose a membership fee

Think about how much you would like to charge members to join the Society. The students’ union allows societies to charge anything between £1 & £5. 

4. Find out if Others are Interested

Get at least 10 members of students union to sign to say they would like to join the society, their K numbers should also be recorded and contact details (E-mail & telephone).

5. Come to the Students’ Union

Hopefully by this stage, you will already have discussed your ideas with the VP Student Activities and/or Student Activities Coordinator. If you haven’t, then this is the point where you must discuss your society with them to progress to the next stage of society formation.

Bring your proposed Constitution, proposed membership fee, and list of 10+ names. We will arrange for your proposal to be considered by the KUSU Executive Committee.
6. Congratulations – You have started a Society!

If the KUSU Executive Committee approves and ratifies your Society, you are now eligible to use KUSU facilities and apply for funding.
7. Booking a room.

To arrange your first meeting you can book a room through the Activities Coordinator. Please email 3 days in advance with the following information:

· Date & Time

· Number of people

· Fixed or Non-fixed seats

· Will you be having food

· Any equipment needed e.g. computer, projector.
8. Collecting membership.

Now that you a fully fledged society you must collect at least 10 membership forms (see attached yellow form) and at least 10 membership fees (£1-£5 depending on what you have decided).
9. Forming a committee.

You now need to arrange an election to form a committee, this must consist of:
· President

· Secretary

· Treasurer

· 2 others (stated in your constitution)

KUSU representatives or the Activities Coordinator can help you to arrange this and also offer support during the election. Please contact VP Activities for further advice about elections.

10. Attend training.

Training is offered to all society officials however if you miss these dates then individual training can be offered. Please contact the Activities Coordinator to arrange an appointment.
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Society Constitution 

The attached document is designed for you to quickly and easily create a constitution for your society.  It is specifically designed to cover the minimum standards needed for your constitution to comply with the KUSU constitution.

As such, it is only necessary for you to complete the sections relating to name, the aims of the society and the cost of membership to your society.  These sections can be found at the start of the document.  The rest of the constitution can then be left or developed depending on your needs and the amount of time and effort you can put in.  For example, if there are certain events which your society does every year, these can be included under the duties for the committee members.

Writing a constitution for your society means that you can ‘set in stone’ the minimum efforts which are needed to ensure the hard work you have put in over the past year will be maintained in times to come, yet allows new committees the freedom to develop and run the society as they wish.  It also gives members and the committee a document to refer back to in case there is any confusion or conflict in the future.  Plus it has benefits for the VP Activities and Activities Coordinator, as it gives us the ability to offer advice and guidance to incoming committees that may have questions.  You will also notice that we are now also only able to grant funding to society’s for which we have a completed constitution, so it really is important for your society’s future development. 

If you have any further questions about constitutions, please contact the VP Activities activities@kingston.ac.uk or Student Activities Coordinator m.thorpe@kingston.ac.uk 

[image: image5.jpg]SOCIE ' IES





MODEL CONSTITUTION FOR SOCIETIES

1. NAME    The society shall be called Kingston University ……. …………….Society

2. AIMS & OBJECTIVES

                  

   ……………………………………………………………………………………….
   ……………………………………………………………………………………….
   ……………………………………………………………………………………….
   ……………………………………………………………………………………….
   ……………………………………………………………………………………….
3. MEMBERSHIP
1. Membership shall be open to all members of Kingston University Students Union.

2. The annual subscription and all other membership fees shall be determined at the AGM of the society, in line with the Union recommendations. A minimum fee will be set by the Union.

4.  THE COMMITTEE

1.    
The Committee shall consist of at least;

(i) The President

(ii) The Secretary

(iii) The Treasurer

(iv) Other (please state title)……………………………………...
(v) Other (please state title) ………………...............................
2a.
The Committee shall be elected annually under the terms of appendix A to this constitution.

2b.     The Committee shall be responsible to the members of the Society for the day to day running of the society.  

3. All additional committee roles must be decided at the Society’s AGM (appendix A) or at an Extraordinary General Meeting (EGM) (appendix A) and the constitution will be altered accordingly. 

5. DUTIES OF COMMITTEE MEMBERS

1 The President shall be responsible for the general day-to-day running of the society and shall be entitled to represent the Society at all times in matters affecting its interests.  This includes scheduling regular meetings of the committee and the society and communicating with relevant organisations.  S/he shall be entitled to take the Chair at all meetings of the Society at which s/he is present.  The President shall also have responsibility for all society elections.

2 The Secretary, unless other members are designated by the Committee, shall be responsible for assisting the President in the calling of meetings, the preparation of agenda for such meetings, the keeping and preparing of minutes for such meetings, the conduct of correspondence on behalf of the Society and keeping the VP Activities and Activities Coordinator informed of the names and addresses of Officers of the Society and of any amendments to this constitution.

3 The Treasurer shall be responsible to the Committee for all the Society's expenditure.  S/he will be responsible for setting the budget alongside the president and for applying for additional funding throughout the year.

4 The Committee may allocate to members such duties as it sees fit.

6. FINANCE

1 The finances of the society shall be conducted in accordance with the relevant sections of the KUSU Constitution and with the Union Constitution financial procedures (copies are available online www.kusu.co.uk) and with any operational instruction from the Activities Coordinator and VP Activities.

2 The financial year runs between the periods August 1st to July 31st. The Society will receive the exact amount spent from Soc 1 from the previous year and can apply for additional funding on the last day of every month.

3 The Society's accounts shall be available for inspection at all times by the VP Activities and Activities Coordinator.

4 The Union can only allocate funds to societies whose constitution has been ratified by the KUSU Executive Committee.

5 The Treasurer and President shall be responsible for the finances of the society and shall be held to account by the membership of the society and the VP Activities.

7. MEETINGS

Meetings shall be conducted in accordance with Appendix B to this constitution.
8. AMENDMENTS

1. This Constitution and Appendices may be amended at a Extraordinary General Meeting or Annual General and that notice to call the meeting contains a statement of the proposed amendment.

2. All amendments must be communicated to VP Activities and Activities Coordinator within 10 working days.

9. THE UNION CONSITUTION

This constitution, however it shall be amended, shall at all times comply with the relevant sections of the KUSU Constitution and its Appendices, moreover, no section of this constitution which conflicts with it shall be valid.

10. SAFEKEEPING OF CONSITUTION

1 One copy of this Constitution and its Appendices, howsoever amended, shall be kept by the President and shall be available for consultation by any members of the Society at reasonable time.

2 One copy of this constitution and its Appendices, howsoever amended, shall be deposited with the Activities Coordinator.

3 In the case of dispute, the copy of the Constitution and its Appendices described under section 10.2 above shall be deemed to be the authoritative version.

11. DECLARATION

 I agree to abide and enforce the rules of the Society Constitution.

Name    ___________________________

Signed ___________________________

Date     ___________________________

APPENDIX A

ELECTIONS

1. The Committee positions detailed above shall be elected during the first six weeks of the Summer term and shall take office from the first of July until 30th June, or until they are removed from office under 10 below, whichever be the earliest.  KUSU can offer support at the AGM with officer or staff presence.
2. Any other committee positions decided at the AGM or an EGM, inline with 4.3 above, shall be elected at the respective meeting and a member elected to fill such vacancy shall take office immediately and shall stay in office until June 30th of that academic year or until they are removed from office under 10 below, whichever be the earliest.

3. Minutes and the names and contact information for the incoming committee must be delivered to the Student Activities Coordinator not more than one week after the AGM.

4a.
The President shall be responsible for the fair conduct of the elections.

4b.
In the event where the President is running for election to next year’s committee, the secretary shall take responsibility for the elections. If no uninvolved officials are able to hold the election then either the VP Activities or Student Activities Coordinator will take responsibility for the election.

5
Notice of elections shall be posted and sent to all members at least ten days before the AGM and shall contain; 

(i) The date, time, place of the AGM

(ii) The posts for which nominations are invited

(iii) The form nominations shall take

(iv) The closing date for nominations

(v) The person(s) to whom nominations shall be delivered and the mode of delivery

6.
Nominations should be in writing or where necessary from the floor at the time of the election.

8.
Elections shall be by simple majority.  In the case of a tie a coin will be tossed.

9.
Only members of the society defined under 3.1 of the constitution shall be entitled to vote for any committee members, and there shall be no proxy voting.
10 a.
Any committee member may be removed from office following a vote of no confidence.

10 b.
A motion to call for a vote of no confidence must be supported by 25% plus 1 of society membership and a petition must be presented to the President of the society and VP Activities and Student Activities Coordinator.  When the motion concerns the President of the society, notification can be made to the Secretary.

10 c.
The vote shall take place at an Extraordinary General Meeting of the Society providing that notice calling the meeting contains a statement of the motion to remove the member from the Committee.

10 d.
Notification that the Extraordinary General Meeting shall contain a vote of no confidence must be made to the members of the society at least seven days before the vote and notification must also be made to the VP Activities or Student Activities Coordinator.

11.
A Committee member may resign by sending a letter to the Secretary or President.

12.
A by-election to fill a casual vacancy shall be held within three weeks of the post falling vacant this election must be held at an EGM and the VP Activities and Activities Coordinator must be informed 7 days in advance.

13.
Complaints about the conduct of elections or the actions of candidates or others which might be considered to be detrimental to the fair conduct of the election may be made by any member of the Society, in writing within 48 hours of the election to the VP Activities, who may order a re-election if they are satisfied that the conduct of any person was such that the results of the election may have been affected.

APPENDIX B

MEETINGS

1 General Meetings and Committee Meetings shall be called by the Secretary on the instructions of the President except under 2 below.

2 The Secretary shall call an Extraordinary General Meeting on receipt of a request to hold one specifying business to be transacted at such a meeting.

3 All members shall be informed of the date, time and place of meetings three days beforehand.

4 At least one meeting shall be held per term.
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New Society Sign Up Sheet
Society Name:

Society President:
	Name
	K Number
	Email 
	Contact Number
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