CONSTITUTION

OF THE

union

oF UEA STUDENTS

(AN UNINCORPORATED ASSOCIATION)
(REG CHARITY NO. PENDING)

UNIVERSITY OF EAST ANGLIA CODE OF PRACTICE RELATING
TO STUDENTS’ UNIONS

“Union Constitution
2.1 The Union is required to have a written Constitution...”

APPROVED BY A COMMITTEE OF UNIVERSITY COUNCIL ON 23
MARCH 2010 UNDER DELEGATED AUTHORITY (UNIVERSITY
COUNCIL ON 2 NOVEMBER 2009).



Table of Contents and Comments

Name, Objects and Powers Page 4
This section describes the organisation, its purpose, the activities it can engage
in and the boundaries of its work. It describes what happens if the organisation
was to be dissolved and how the constitution can be amended.

Membership Page 12
This section describes who the members of the students’ union are.

Referenda Page 14
This section describes how a referendum may be called.

General Meetings Page 15
This section describes how general meetings are called and what business will
take place within them.

Trustees Page 16
This section describes who the trustees are, how they are appointed, how they
can be removed and their powers.

The Student Officer Committee Page 23
This section describes who the Student Officers are, how they are appointed,
how they can be removed and their powers.

Dismissal/Resignation Page 25
This section lays out the process for removing a Student Officer or member of
Union Council from office, and the way that these people can resign.

Bye-Laws Page 26
This section describes how bye-laws are created.

Proceedings of the Trustees Page 27
This section lays out how trustee meetings will be called and run and how
trustees can make decisions.

Union Council Page 30
This section deals with the powers and responsibilities of Union Council.

External Affiliations Page 33
This section describes how the Union affiliates itself to outside bodies and the
process by which the members can challenge such affiliations.

Elections Page 34



This section deals with the election process and who is eligible to stand for
election to each post.

Complaints Page 36
This section lays out the Union’s formal procedure for dealing with complaints
from its members.

Permanent Treasurer Page 37
This section explains the role of the Union’s Permanent Treasurer and when their
permission must be sought to authorise expenditure.

General Page 38
This section deals with miscellaneous questions and a table of definitions and
interpretations.

Appendix A Page 45
This section outlines Student Officer Job Descriptions.

Appendix B Page 52
This section outlines regulations for Union clubs, societies and peer
support groups.

Appendix C Page 56
This section outlines the staff protocol.

Appendix D Page 60
This section outlines the election regulations.

Appendix E Page 66
This section outlines the standing orders governing the conduct of
Union meetings.

Appendix F Page 71
This section outlines the standing orders governing financial

procedures.

Appendix G Page 75

This section outlines the Union’s Equal Opportunities Statement.

Appendix H Page 85
This section outlines the Composition and Powers of the sub-
committees of the Student Officer Committee

Appendix | Page 90
This section outlines the University of East Anglia’s Code of Practice
relating to Students’ Unions.



CONSTITUTION OF THE UNION OF UEA STUDENTS
BACKGROUND

A. The Union of UEA Students (the “Union”) is a students’ union within the
meaning of the Education Act 1994. The Union is devoted to the
educational interests and welfare of its Members.

B. The Union will seek at all times to:

(i) ensure that the diversity of its membership is recognised and that
equal access is available to all Members of whatever origin or
orientation;

(i) pursue its aims and objectives independent of any political party or
religious group; and

(iif) pursue equal opportunities by taking positive action within the law to
facilitate participation of groups discriminated against by society.

C. This Constitution has been structured to give the Board of Trustees
reasonable authority to manage the affairs of the Union in a professional
manner. The Members enjoy the right, which must be exercised in
accordance with charity law, to elect a proportion of the Trustees and to
dismiss all of the Trustees. The Board of Trustees will give the utmost
consideration to the views of Members.

D. Under the Education Act 1994, the University of East Anglia has a
statutory duty to ensure that the Union operates in a fair and democratic
manner and is held to proper account for its finances. The Union
therefore works alongside the University of East Anglia in ensuring that
the affairs of the Union are properly conducted and that the educational
and welfare needs of the Union’s Members are met.

Definitions and Interpretation

1. The meanings of any defined terms used in this Constitution are set out in
Clause 154. If any dispute arises in relation to the interpretation of this
Constitution or any of the Bye-Laws, it shall be resolved by a committee of
the Communications Officer, the Permanent Treasurer and the Union’s
solicitor.
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2. There shall be a students’ union known as the Union of UEA Students
(and in this Constitution it is called “the Union”).

Objects

3. The Union’s objects are the advancement of education of Students at the
University of East Anglia London for the public benefit by:

3.1 promoting the interests and welfare of Students at the University of East
Anglia during their course of study and representing, supporting and
advising Students;

3.2 being the recognised representative channel between Students and the
University of East Anglia and any other external bodies; and

3.3  providing social, cultural, sporting and recreational activities and forums
for discussions and debate for the personal development of its Students.

Powers

4, To further its objects, but not to further any other purpose, the Union may:

4.1  provide services and facilities for Members;

4.2  establish, support, promote and operate a network of student activities for
Members;

4.3 support any RAG or similar fundraising activities carried out by its
Members for charitable causes, including the provision of administrative
support, banking facilities and acting as a holding trustee of any funds
raised,;

4.4  alone or with other organisations:

4.4.1 carry out campaigning activities;
4.4.2 seek to influence public opinion; and
4.4.3 make representations to and seek to influence governmental
and other bodies and institutions
regarding the reform, development and implementation of appropriate
policies, legislation and regulations provided that all such activities shall
be confined to the activities which an English and Welsh charity may
properly undertake and provided that the Union complies with the
Education Act and any guidance published by the Charity Commission;
45 write, make, commission, print, publish or distribute materials or

information or assist in these activities;



4.6

4.7

4.8

4.9

4.10

411

412

4.13

4.14

4.15

4.16

4.17

4.18

4.19

4.20

promote, initiate, develop or carry out education and training and arrange,
provide or assist with exhibitions, lectures, meetings, seminars, displays or
classes;

promote, encourage, carry out or commission research, surveys, studies
or other work and publish the useful results;

provide or appoint others to provide advice, guidance, representation and
advocacy;

co-operate with other charities and bodies and exchange information and
advice with them;

become a member, affiliate or associate of other charities and bodies;

support, set up or amalgamate with other charities with objects identical or
similar to the Union’s objects, and act as or appoint trustees, agents,
nominees or delegates to control and manage such charities;

purchase or acquire all or any of the property, assets, liabilities and
engagements of any charity with objects similar to the Union’s objects;

incorporate and transfer all its assets to a charitable limited liability legal
entity, and dissolve at any time following such incorporation and transfer if
the Trustees consider it appropriate to do so;

raise funds and invite and receive contributions from any person provided
that the Union shall not carry out any taxable trading activities in raising
funds;

borrow and raise money on such terms and security as the Union may
think suitable (but only in accordance with the restrictions imposed by the
Charities Act 1993);

purchase, lease, hire or receive property of any kind including land,
buildings and equipment and maintain and equip it for use;

sell, manage, lease, mortgage, exchange, dispose of or deal with all or
any of its property (but only in accordance with the restrictions imposed by
the Charities Act 1993);

make grants or loans of money and give guarantees;

set aside funds for special purposes or as reserves against future
expenditure;

invest and deal with the Union’s money not immediately required for its
objects in or upon any investments, securities, or property;



4.21

4.22

4.23

4.24

4.25
4.26

4.27

4.28

delegate the management of investments to an appropriately experienced
and qualified financial expert provided that:

4.21.1 the investment policy is set down in writing for the financial
expert by the Trustees;

4.21.2 every transaction is reported promptly to the Trustees;

4.21.3 the performance of the investment is reviewed regularly by the
Trustees;

4.21.4 the Trustees are entitled to cancel the delegation at any time;

4.21.5the investment policy and the delegation arrangements are
reviewed at least once a yeatr,

4.21.6 all payments due to the financial expert are on a scale or at a
level which is agreed in advance and are notified promptly to the
Trustees on receipt; and

4.21.7 the financial expert may not do anything outside the powers of
the Trustees;

arrange for investments or other property of the Union to be held in the
name of a nominee (being a company or a limited liability partnership
registered or having an established place of business in England and
Wales) under the control of the Trustees or a financial expert acting under
their instructions and to pay any reasonable fee required,;

lend money and give credit to, take security for such loans or credit and
guarantee or give security for the performance of contracts by any person
or company;

open and operate banking accounts and other facilities for banking and
draw, accept, endorse, negotiate, discount, issue or execute negotiable
instruments such as promissory notes or bills of exchange;

trade in the course of carrying out any of its objects;
establish or acquire subsidiary companies to carry on any taxable trade;

subject to Clause 5 (Limitation on private benefits), employ and pay
employees and professionals or other advisors;

grant pensions and retirement benefits to employees of the Union and to
their dependants and subscribe to funds or schemes for providing
pensions and retirement benefits for employees of the Union and their
dependants;



4.29

4.30

5.1

5.2

pay out of the funds of the Union the cost of any premium in respect of
any indemnity insurance to cover the liability of the Trustees (or any of
them) which by virtue of any rule of law would otherwise attach to them in
respect of any negligence, default, breach of trust or breach of duty of
which they may be guilty in relation to the Union provided that no such
insurance shall extend to:

4.29.1 any claim arising from any liability incurred by the Trustees to
pay a fine imposed in criminal proceedings or a sum payable to
a regulatory authority by way of a penalty in respect of non-
compliance with any requirement of a regulatory nature
(however arising);

4.29.2 any liability incurred by the Trustees in defending any criminal
proceedings in which the Trustees are convicted of an offence
arising out of any fraud or dishonesty, or wilful or reckless
misconduct; or

4.29.3 any liability incurred by the Trustees to the Union that arises out
of any conduct which the Trustees knew (or must reasonably be
assumed to have known) was not in the interests of the Union or
in the case of which they did not care whether it was in the best
interests of the Union or not; and

do all such other lawful things as shall further the Union’s objects.
Limitation on private benefits

The income and property of the Union shall be applied solely towards the
promotion of its objects.

Except as provided below no part of the income and property of the Union
may be paid or transferred directly or indirectly by way of dividend, bonus
or otherwise by way of profit to any Member of the Union. This shall not
prevent any payment in good faith by the Union of:

5.2.1 any payments made to any Member in their capacity as a
beneficiary of the Union;

5.2.2 reasonable and proper remuneration to any Member for any
goods or services supplied to the Union provided that if such
Member is a Trustee Clause 5.3 shall apply;

5.2.3 interest on money lent by any Member to the Union at a
reasonable and proper rate; and

5.2.4 any reasonable and proper rent for premises let by any Member
to the Union.



5.3

Except as provided below no Trustee may sell goods, services or any
interest in land to the Union; be employed by, or receive any remuneration

from, the

This shall
5.3.1
5.3.2

5.3.3

(@)

(b)

(€)

(d)

(€)

(f)

534

5.3.5

Union; or receive any other financial benefit from the Union.
not prevent any payment in good faith by the Union of:

any payments made to any Trustee or Connected Person in
their capacity as a beneficiary of the Union;

reasonable and proper out of pocket expenses of the Trustees;

reasonable and proper remuneration to any Full-time Student
Officer or Connected Person for any goods or services supplied
to the Union on the instructions of the Trustees provided that:

for the avoidance of doubt, the authorisation under this
provision shall extend to the remuneration of Full-time
Student Officers and Connected Persons under contracts of
employment with the Union;

subject to Clause 5.3.3(a), the authorisation under this
provision shall not extend to the service of acting as Trustee;

if the person being remunerated is a Trustee the procedure
described in Clauses 99 to 101 (Conflicts of Interest) must
be followed in considering the appointment of the Trustee
and in relation to any other decisions regarding the
remuneration authorised by this provision;

if the person being remunerated is a Connected Person the
procedure described in Clauses 99 to 101 (Conflicts of
Interest) must be followed by the relevant Trustee in relation
to any decisions regarding such Connected Person;

subject to Clause 5.6, this provision may not apply to more
than half of the Trustees in any financial year (and for these
purposes such provision shall be treated as applying to a
Trustee if it applies to a person who is a Connected Person
in relation to that Trustee); and

at all times the provisions of the Education Act are complied
with;

interest on money lent by any Trustee or Connected Person to
the Union at a reasonable and proper rate;

any reasonable and proper rent for premises let by any Trustee
or Connected Person to the Union;



5.3.6 reasonable and proper premiums in respect of indemnity
insurance effected in accordance with Clause 4.29;

5.3.7 any payments made to any Trustee or officer under the
indemnity provisions set out at Clause 152; and

5.3.8 any payments authorised in writing by the Charity Commission.

5.4 In Clauses 5.2 and 5.3, references to the Union shall be read as
references to the Union and/or any Subsidiary Company.

5.5  For any transaction authorised by Clause 5.3, the Trustee’s duty (arising
under the Companies Act 2006) to avoid a conflict of interest with the
Union shall be disapplied provided the relevant provisions of Clause 5.3
have been complied with.

5.6 Where a vacancy arises on the Board of Trustees with the result that
Clause 5.3.3 applies to more than half of the Trustees, the Union may
continue to pay remuneration to its Full-time Officers and any Connected
Persons receiving remuneration in accordance with Clause 5.3.3 provided
that the Union uses all reasonable endeavours to fill the vacancy as soon
as possible.

Incorporation

6. The Members at a quorate meeting of Union Council or by Referendum
may authorise the Trustees to transfer the assets and liabilities of the
Union to a limited liability entity established for exclusively charitable
purposes with the same or similar objects, and to dissolve the Union at
any time following the transfer if it is considered appropriate to do so.

Dissolution

7. If any property remains after the Union has been wound up or dissolved
and all debts and liabilities have been satisfied, it shall not be paid to or
distributed among the Members of the Union. It shall instead be given or
transferred to some other charitable institution or institutions having similar
objects to those of the Union and which prohibits the distribution of its or
their income and property among its or their members to an extent at least
as great as this Constitution imposes upon the Union. The institution or
institutions which are to benefit shall be chosen by the Trustees of the
Union at or before the time of winding up or dissolution.

Amendments to the Constitution

8. The Trustees and the University of East Anglia shall review this
Constitution every five years, with effect from the date that this
Constitution comes into effect.

10



10.

11.

11.1

11.2

11.3

No amendment of this Constitution shall be made which would have the
effect of the Union ceasing to be a charity.

Clause 3 (Objects) and Clause 5 (Limitation on private benefits) may not
be amended without the prior written consent of the Charity Commission.

The Constitution may be amended by:

a resolution of the ordinary members passed at a quorate meeting of
Union Council by at least two-thirds of those present and voting; or

a resolution passed by a two-thirds majority of the ordinary members
voting in a Referendum provided that at least one thirtieth of the ordinary
members cast a vote in the Referendum

provided the University of East Anglia approves the amendments (as
required for the purposes of compliance with Section 22 of the Education
Act).

11



Membership

12.

13.

14.

15.

16.

17.

All registered students of the University of East Anglia shall be Ordinary
Members unless they inform the Chief Executive of the Union, in writing,
that they wish to opt out of ordinary membership of the Union. A student
may reverse their decision to opt out not more than once in any academic
year. The elected Full-time Student Officers, for the time being, shall be
Ordinary Members.

The Union shall admit all registered students who have opted out of
ordinary membership of the Union to Associate Membership without the
payment of a fee. The Trustees may admit to Associate Membership
persons who are not students of the University, until the end of the current
academic year on the grounds of providing a benefit to the Union of UEA
Students.

All former Ordinary Members are eligible to become Life Members subject
to approval by the Trustees.

Union Council may grant Honorary Life Membership or Honorary
Associate Membership as it deems fit.

Union Council shall have the right to make reciprocal agreements with
other student bodies, whose members shall become Reciprocal Members.

Union Council shall determine the Life Membership Fee and annual
subscription to be charged to Associate Members.

Privileges of Membership

18.

18.1

18.2

18.3

18.4

18.5

The following are rights which membership of the Union confers subject
as hereinafter provided:

To have access to, and use of, all facilities obtained by the Union for its
members.

To attend General Meetings and other meetings of the Union, subject to
Standing Orders regulating behaviour and procedure at such meetings.

To become members of any or all clubs, societies and peer support
groups of the Union.

To represent a club, society or peer support group in a competition, if
selected.

To hold office of a club, society or peer support group.

12



18.6

18.7

18.8

19.

19.1

19.2

19.3

20.

21.

To vote at General Meetings of the Union, in Referenda and in all
elections subject to the definition of the relevant constituency.

To nominate for, stand for and hold office as a Student Officer, on Union
Council and all other bodies as designated by Union Council.

To hold an NUS card, stand in an NUS election and/or participate in the
NUS on behalf of the Union of UEA Students.

Members’ eligibility to privileges are as follows:
Ordinary members have all the privileges of the Union.

Associate members, Life members and Reciprocal members shall have
privileges 18.1 and 18.3.

Honorary Associate and Honorary Life members shall have privilege 18.1.

The Trustee Board may suspend all, any or any part of the rights of a
member for what appears, in its discretion, to be good and sufficient
cause subject to an appeal under the complaints procedure.

The rights of members are subject to the General Regulations of the
University and may not be interpreted so as to conflict with the General
Regulations. The statutory duties of officers and committees of the Union
and any requirements of the University’'s Code of Practice relating to
Students’ Unions shall take precedence over the rights of members.

13



Referenda

22. A Referendum may be called on any issue by:

22.1 aresolution of the Trustees;

22.2 aresolution of the Student Officer Committee;

22.3 a majority vote of the Union Council; or

22.4 a Secure Petition signed by at least one thirtieth of the ordinary members.

23.  Subject to Clause 11.2, a resolution may only be passed by Referendum if
at least one thirtieth of the ordinary members cast a vote in the
Referendum and a majority of the votes cast are in favour of the
resolution.

24. Referenda shall be conducted in accordance with this Constitution and
Appendix D.

25.  Subject to Clause 60 the ordinary members may set Policy by Referenda.
Policy set by Referenda may overturn Policy set by the Union Council.

14



General Meetings

26.

27.

28.

28.1

28.2

29.

30.

31.

32.

33.

34.

The General Meeting may advise the Union Council on any policy
matters.

General meetings shall be chaired by the Chair of Union Council or in
their absence by an ordinary member appointed to do so by the Student
Officer Committee.

A General Meeting shall be called:

When the Trustee Board, Student Officer Committee or Union Council
deem it advisable.

If requested by a Secure Petition stating name, school and year and
signed by one thirtieth of the ordinary members of the Union. Such a
request must be presented to the Chief Executive with the text of the
motion to be discussed.

No business but that specified on the notice calling a General Meeting
shall be transacted. This shall not preclude the moving of amendments to
a motion stated on the notice.

No business shall be conducted by the general meeting unless one
thirtieth of the ordinary members for the time being are present at the
meeting.

General meetings may be carried out at one single venue or
simultaneously at a maximum of three separate venues with a video,
audio or other real-time link between all of the venues. At the start of
such meetings, each venue must indicate by majority vote that they are
satisfied with the meeting set-up and technology. The Student Officer
Committee is responsible for choosing the venue or venues to be used for
each general meeting.

A general meeting shall be called by at least 7 clear days’ written notice.

Every notice calling a general meeting shall specify the place, day and
time of the meeting and the business to be transacted.

Every ordinary member has the right to attend general meetings and the

right to vote. A resolution put to the vote of a general meeting shall be
decided on a show of hands, and every Member shall have one vote.

15



Trustees

Appointment of Trustees

35.
35.1

35.2

35.3

35.4

The Trustees shall be made up of the following persons:

not more than 4 Full-time Student Officers, elected in accordance with
Clause 36;

not more than 2 Part-time Student Officers, elected in accordance with
Clause 37;

not more than 4 Student Trustees, appointed in accordance with Clause
42; and

not more than 4 External Trustees, appointed in accordance with Clause
47.

Officer Trustees

36.

37.

38.

Up to four Full-time Student Officers shall be elected by secret ballot by
the ordinary members of the Union at an election to be held in accordance
with Appendix D. All elected Full-time Student Officers shall be Trustees.

Up to two Part-time Student Officers shall be elected by and from the
number of those Part-time Student Officers elected by a cross-campus
ballot of all students. Such Part-time Student Officers shall first be elected
by a secret ballot by the ordinary members of the Union at an election to
be held in accordance with Appendix D. These appointments are effective
immediately, but Part-time Student Officers shall cease to hold the office
of Officer Trustee if their appointment is not ratified by a simple majority of
the subsequent meeting of Union Council. In such a case, those Part-time
Student Officers elected by a cross campus ballot of all students shall
elect a different Student Officer from their number to the Trustee Board.
This and all subsequent appointments shall also require ratification by
Union Council.

The Officer Trustees shall remain in office for a term of one year
commencing in accordance with the Bye-Laws. The term of office may be
shorter or longer on a transitional basis to coincide with an alteration of
the year start or end. Subject to a transitional change in the year of office,
a Full-time Student Officer may be re-elected for a maximum further term
of one year by the ordinary members of the Union at an election to be
held in accordance with the Bye-Laws. For the avoidance of doubt, a Full-
time Student Officer’'s terms of office may be either consecutive or non-
consecutive.

16



39.

40.

41.

Each Full-time Student Officer must be a Student or a Full-time Student
Officer at the time of his or her election. A Full-time Student Officer shalll
become an ordinary member of the Union on commencement of his or her
appointment or re-appointment as a Full-time Student Officer. Such
membership shall cease when the Full-time Student Officer ceases to be
a Full-time Student Officer.

The Officer Trustees (both Full-time and Part-time) shall be deemed to be
“major union office holders” for the purposes of Section 22 of the
Education Act.

At the same time as commencing the term of office as a Trustee, the Full-
time Student Officer will enter into a contract of employment with the
Union for a term normally beginning on 15 July and terminating on the 31
July of the next calendar year. The duties and method of remuneration of
each Full-time Student Officer shall be as set out in Appendix A and the
Bye-Laws.

Student Trustees

42.

43.

44,

45.

46.

Subject to Clause 43 below, up to four Student Trustees shall be elected
by the Union Council.

Each Student Trustee must be a Student at the time of his or her election
(and shall continue to be a Student for the duration of his or her term as a
Student Trustee).

Student Trustees shall remain in office for a term of one year commencing
in accordance with the Bye-Laws. The term of office may be shorter or
longer on a transitional basis to coincide with the alteration of the year
start or end.

A Student Trustee may serve a maximum of two consecutive terms as a
Student Trustee. This does not rule them out for serving as an Officer
Trustee or an External Trustee at a later date.

A Student Trustee may not, for the time being, be a member of Union
Council, lead a side of a Referendum campaign or be a member of the
Student Officer Committee.

External Trustees

47.

Up to four External Trustees shall be appointed by a simple majority vote
of the Appointments Committee provided that the appointment of each
External Trustee is ratified by a simple majority vote of the Trustee Board.
For the avoidance of doubt, such appointment shall not take effect until it
has been ratified by the Trustee Board.

17



48.

49.

Unless their appointment is terminated in accordance with Clauses 50 to
53, External Trustees shall remain in office for a term of up to two years
commencing in accordance with the Bye-Laws.

External Trustees may serve a maximum of four terms which may either
be consecutive or non-consecutive.

Disqualification, Resignation and Removal of Trustees

50.
50.1

50.2

50.3
50.4

50.5

50.6

50.7

The office of a Trustee shall be vacated if:
he or she becomes prohibited by law from being a charity trustee;

in the case of an Officer Trustee, he or she ceases to be a Student Officer
of the Union;

in the case of a Student Trustee, he or she ceases to be a Student;
he or she resigns by notice to the Union;

the Trustees reasonably believe he or she is suffering from mental or
physical disorder and is incapable of acting as a trustee and they resolve
that he or she be removed from office;

he or she fails to attend three consecutive meetings of the Trustees and in
the opinion of the Trustees there are no mitigating circumstances for that
failure and the Trustees therefore resolve that he or she be removed for
this reason; or

he or she is removed from office under Clauses 51 to 52.

Removal of Trustees by the Union Council

51.

51.1

51.2

51.3

The office of a Trustee shall be vacated if:

a motion of no confidence in the Trustee is passed by a simple majority in
a vote of the Union Council (in the case of Student Trustees);

a motion of no confidence in the Trustee is passed by a 75% majority in a
vote of the Union Council (in the case of External Trustees); and

the Trustee is removed from their office as a Student Officer under
clauses 76 to 82 (in the case of Officer Trustees)

Removal of Trustees by the Board

52.

The office of External Trustee shall be vacated if a majority resolution of
no confidence is passed by the Trustees. For the avoidance of doubt, the
Trustee concerned and any Trustee who has a conflict of interest in

18



relation to the matter shall not vote on this resolution and the quorum shall
be adjusted accordingly in accordance with Clause 92.

Rights of Removed Trustee

53.

A resolution to remove a Trustee in accordance with Clause 52 shall not
be passed unless the Trustee concerned has been given at least 7 clear
days’ notice in writing that the resolution is to be proposed, specifying the
circumstances alleged to justify removal from office, and has been
afforded a reasonable opportunity of being heard by or making written
representations to the Trustees.

Replacement of Trustees

54.

55.

56.

If a Full-time Student Officer ceases to hold office their successor shall
have Full-time status provided that they take up office within a period of
one month from the beginning of the first semester of the academic year.
Whether or not the position is Full-time or Part-time, the post-holder shall
be a member of the Trustee Board for the time being.

If a Student Trustee resigns, is disqualified or removed from office, a
Student Trustee may be elected to the vacancy in accordance with Clause
42.

If an External Trustee resigns, is disqualified or removed from office, an
External Trustee shall be appointed to the vacancy in accordance with
Clause 47.

Powers of the Trustees

57.

58.

59.

59.1
59.2
59.3

The Board of Trustees shall be responsible for the management and
administration of the Union and (subject to the Education Act, this
Constitution and the Bye-Laws) may exercise all the powers of the Union.
A meeting of the Trustees at which a quorum is present may exercise all
powers exercisable by the Trustees.

No alteration of this Constitution or the Bye-Laws shall invalidate any prior
act of the Trustees which would have been valid if that alteration had not
been made.

The Board’'s powers under Clause 57 shall include but not be limited to
responsibility for:

the governance of the Union;
the budget of the Union; and

the strategy of the Union.
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60.

60.1

60.2

60.3

60.4

61.

62.

63.

63.1
63.2
63.3
63.4

The Board of Trustees may override any decision and Policy made by the
ordinary members in general meeting or Referendum or by the Union
Council which the Trustees consider (in their absolute discretion):

has or may have financial implications for the Union;

is or may be in breach of, contrary to or otherwise inconsistent with charity
or education law or any other legal requirements (including ultra vires);

is not or may not be in the best interests of the Union or all or any of its
charitable objects; or

will or may otherwise affect the discharge of any or all of the
responsibilities referred to in Clause 59.

The Board of Trustees shall, insofar as it is possible, offer the same terms
and conditions of employment to the Union’s staff as those offered by the
University to its staff.

The continuing Trustees or a sole continuing Trustee may act
notwithstanding any vacancies in their number. However, if and so long
as the number of Trustees is less than the number fixed as the quorum in
Clause 92, the Trustees may only act to increase the number of Trustees
(including by arranging an election) so that there is a quorum.

All acts done by a meeting of Trustees, or of a committee of the Trustees,
shall be valid, even if it is later discovered that any Trustee who
participated in the vote:

was not properly appointed;
was disqualified from holding office;
had vacated office; or

was not entitled to vote.

Delegation of Trustees’ powers

64.

65.

The Trustees may, by power of attorney or otherwise, appoint any person
to be the agent of the Union for such purposes and on such conditions as
they determine.

The Trustees may delegate any of their powers or functions to any
committee or the implementation of any of their resolutions and day-to-
day management of the affairs of the Union to any person or committee in
accordance with the conditions set out in this Constitution.
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Delegation to committees

66.

66.1

66.2

66.3

66.4

66.5

67.

67.1

67.2

In the case of delegation to committees:

the resolution making that delegation shall specify those who shall serve
or be asked to serve on such committee (though the resolution may allow
the committee to make co-options up to a specified number);

subject to Clause 69, the composition of any such committee shall be
entirely in the discretion of the Trustees and may comprise such of their
number (if any) as the resolution may specify;

the deliberations of any such committee shall be reported regularly to the
Trustees and any resolution passed or decision taken by any such
committee shall be reported forthwith to the Trustees and for that purpose
every committee shall appoint a secretary;

all delegations under this Clause shall be revocable at any time; and

the Trustees may make such regulations and impose such terms and
conditions and give such mandates to any such committee or committees
as they may from time to time think fit.

The Trustees shall establish the following committees (which is a non-
exhaustive list) in accordance with their powers under Clauses 65 and 66:

Student Officer Committee (as further described in Clauses 71 to 75);

Appointments Committee;

Delegation of day-to-day management powers to Chief Executive

68.

68.1

68.2

68.3

In the case of delegation of the day-to-day management of the Union to
the Chief Executive:

the delegated power shall be to manage the Union by implementing the
policy and strategy adopted by and within a budget approved by the
Trustees and if applicable to advise the Trustees in relation to such policy,
strategy and budget;

the Trustees shall provide the Chief Executive with a description of his or
her role and the extent of his or her authority;

the Chief Executive shall report regularly to the Trustees on the activities
undertaken in managing the Union and provide them regularly with
management accounts sufficient to explain the financial position of the
Union; and
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68.4 the Trustees shall provide the Chief Executive with a performance
management structure to aid his or her work plan and development.

Bank Account

69. For the avoidance of doubt, the Trustees may (in accordance with

| Clauses 65 and 66) delegate all financial matters to any committee

provided that such committee shall include at least one Trustee. The

Trustees may empower such committee to resolve upon the operation of

any bank account according to such mandate as it shall think fit provided

that the signature of at least one Trustee shall be required for cheques

above a certain amount as set out in Appendix F and provided always that

no committee shall incur expenditure on behalf of the Union except in
accordance with a budget which has been approved by the Trustees.

Proceedings of Committees
70.  The meetings and proceedings of any committee shall be governed by the

provisions of this Constitution regulating the meetings and the standing
orders found in Appendix E.
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The Student Officer Committee

71.

71.1
71.2
71.3

72.

73.

74.

75.

75.1
75.2
75.2.1

75.2.2

75.2.3

75.2.4

75.2.5

75.2.6

Unless the Trustees determine otherwise, the Student Officer Committee
shall include:

the Full-time Student Officers;
the Part-time Student Officers; and
the Chief Executive (as a non-voting member)

The details of the Full-time Student Officers and Part-time Student
Officers can be found in Appendix A. Full-time Student Officers shall hold
office from 1 August in the year in which they are elected to 31 July in the
following year. Part-time Student Officers shall hold office from the
beginning of the Easter break in the year in which they are elected to the
beginning of the Easter break in the following year.

The Student Officer Committee shall meet in accordance with the Bye-
Laws. The Student Officer Committee’s responsibility shall not include the
duties of the Trustees as set out in Clause 57 but shall include
representation and campaigning work and the implementation of Policy
save in so far as these responsibilities have not been delegated to
another committee.

The Union’s senior managers may attend meetings of the Student Officer
Committee at the request of the Student Officer Committee.

The Student Officer Committee shall have the following sub-committees
who can have delegated powers, subject to the approval of the Board of
Trustees:
Management Committee;
Six Equal Opportunities Committees:

LGBT Committee;

Women’s Committee;

Students with Disabilities Committee;

International Students Committee;

Mature Students Committee;

Ethnic Minorities Committee;
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75.3 Sports Committee;
75.4 Societies Committee; and

75.5 The Environmental and Ethical Committee.
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Dismissal/Resignation

76.

7.

78.

79.

80.

81.

82.

The resignation of any member of a committee must be given in writing to
the Chief Executive who will report this to Union Council at the first
opportunity.

In the event of a member of Union Council or the Student Officer
Committee ceasing to hold office the Student Officer Committee will be
responsible for holding elections to appoint a replacement in line with
Appendix D.

A member of the Student Officer Committee shall cease to hold office if
they are subject to a motion of no confidence, submitted by ten or more
members of Union Council, passed by a 75% majority of those members
of the Union Council present and voting at a quorate meeting. The
Postgraduate Officer, however, may only be removed in accordance with
the GSA constitution.

If a Full-time Student Officer ceases to hold office their successor shall
have Full-time status provided that they take up office within a period of
one month from the beginning of the first semester of the academic year.

A Union Council member shall cease to hold office if they are subject to a
motion of no confidence passed by a two-thirds majority of those voting at
either a quorate meeting of Union Council or in a secret ballot of their
constituency requested in writing to the Chief Executive by not less than
one tenth of the members of the constituency.

Any member of the Union Council, including a Student Officer, who is
absent for two meetings of the Union Council in any semester shall cease
to hold all Union offices unless the Union Council, at its sole discretion,
shall decide otherwise.

Any voting member of the Student Officer Committee who is absent for
three meetings of the Student Officer Committee in any semester shall
cease to hold office unless the Student Officer Committee, at its sole
discretion, shall decide otherwise.
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Bye-Laws

83.  The Trustees and the Union Council shall have the power from time to
time to jointly make, repeal or amend Bye-Laws as to the management of
the Union and its working practices provided that such Bye-Laws shall not
be inconsistent with this Constitution or its appendices. Bye-Laws cannot
be created, repealed or amended without the approval of the Registrar
and Secretary of the University. Bye-Laws do not lapse in the manner of
Policy, and shall exist until repealed or amended by the Trustees and the
Union Council.

Transitional Arrangements

84. Where the Bye-Laws are silent, the Constitution approved by University
Council on 21 January 2008 shall hold the status of Bye-Laws.
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Proceedings of Trustees

85.  Subject to the provisions of this Constitution and Appendix E, the Trustees
may regulate their proceedings as they think fit.

Trustees’ meetings

86. The Trustees shall hold a minimum of four meetings in any Academic
Year.

87.  Two Trustees may, and the Chief Executive at the request of two Trustees
shall, call a meeting of the Trustees.

88.  Guests or observers can attend meetings of the Trustees at the discretion
of the Chair.

Length of notice

89. A Trustees’ meeting shall be called by at least seven clear days’ notice
unless either:

89.1 all the Trustees agree to shorter notice; or
89.2 urgent circumstances require shorter notice.
Contents of notice

90. Every notice calling a Trustees’ meeting shall specify the place, day and
time of the meeting and the general particulars of all business to be
considered at such meeting.

Service of notice

91. Notice of Trustees’ meetings shall be sent to each Trustee by post or by
electronic communication.

Quorum

92.  The quorum for Trustees’ meetings shall be half of the postholders on the
Trustee Board and such quorum must include at least two Officer
Trustees. Where the resolution or issue under discussion concerns a
matter in respect of which some or all of the Trustees have a conflict of
interest, the quorum shall be five.

Chair and Deputy Chair

93. The Finance Officer shall be the Chair of the Trustees.
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94.

95.

The Trustees shall appoint an External Trustee to be Deputy Chair of the
Trustees and may at any time remove him or her from office. The role of
the Deputy Chair will be to support the Chair.

In the absence of the Chair and the Deputy Chair, another Trustee
appointed by the Trustees present shall preside as chair of the meeting.

Decision making by Trustees at meetings

96.

Questions arising at a meeting shall be decided by a majority of votes. In
the case of an equality of votes, the Chair shall be entitled to a casting
vote in addition to any other vote he or she may have.

Virtual meetings

97.

A Trustees’ meeting may be held by telephone or by televisual or other
electronic or virtual means agreed by resolution of the Trustees in which
all participants may communicate simultaneously with all other
participants.

Trustee decisions without a meeting

98.

The Trustees may take a unanimous decision without a meeting of the
Board of Trustees by indicating to each other by any means, including
without limitation by electronic communication, that they share a common
view on a matter. Such a decision may, but need not, take the form of a
resolution in writing, copies of which have been signed by each Trustee or
to which each Trustee has otherwise indicated agreement in writing.

Conflicts of Interest

99.

99.1

99.2

99.3

99.4

100.

Whenever a matter is to be discussed at a meeting or decided in
accordance with Clause 98 and a Trustee has a Personal Interest in
respect of that matter then he or she must:

declare his or her interest to the Trustees;

remain only for such part of the meeting as in the view of the other
Trustees is necessary to inform the debate;

not be counted in the quorum for that part of the meeting (or decision-
making process); and

withdraw during the vote and have no vote on the matter.

If any question arises as to whether a Trustee has a Personal Interest, the
guestion shall be decided by a majority decision of the other Trustees.
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| 101. In particular, Clause 99 shall apply to any matter that may directly or
indirectly relate to the position of a Full-time Student Officer who is or is to
be remunerated as an employee by the Union.
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Union Council

102.

103.

104.

105.

106.

107.

108.

109.

110.

110.1

110.2

The Union Council shall determine the policy of the Union on any matter
not determined by a Referendum but shall consider the advice of a
General Meeting by receiving and reviewing its minutes. This power is
subject to the approval of the Trustee Board.

The Union Council shall co-ordinate representations made on behalf of
the members through School Boards, Joint Staff/Student Committees,
University Committees and Working Groups.

The Union Council shall appoint, from amongst its membership wherever
possible, representatives to University Committees in accordance with
resolutions of the University Council and/or the University Senate.

The Union Council shall determine the terms and conditions of
employment of Full-time Student Officers.

The Union Council shall review the Appendices to this constitution at such
times as it deems fit and may amend them subject to any proposed
alteration receiving the support of a two thirds majority of the members
present and voting and the approval of the Registrar and Secretary.

The Union Council shall be responsible for approving the constitution of
any new club, society or peer support group or any alteration to the
constitution of an existing club, society or peer support group, on the
recommendation of Sports Committee or Societies Committee.

The Union Council shall receive and consider regular reports from the
Trustee Board and the Student Officer Committee on the general and
financial affairs of the Union and on actions taken by the bodies since the
previous Union Council meeting.

The Union Council shall review this constitution at such times as it deems
fit and may propose amendments to it, for submission to the University
Council, provided that any proposed alteration receives the support of a
two thirds majority of the members present and voting.

The Union Council shall consist of:-

The Chair whose sole duties and powers shall be to chair the Meetings of
Council and General Meetings and prepare, in conjunction with the Chief
Executive the agenda for such meetings. The Chair shall only have a
casting vote.

Members of the Student Officer Committee.
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110.3

a)

110.4

110.5

110.6
110.7
110.8

111.

112.

113.

114.

Five representatives of each School of Study in the University as follows:-

one of the undergraduate students elected to the Board of Study, Staff-
Student Liaison Committee or equivalent elected by and from their
number;

one first year undergraduate student elected by their peers.
one second year undergraduate student elected by their peers.
one other year undergraduate student elected by their peers.
one postgraduate student elected by their peers.

One representative of each ratified club, society or peer support group of
the Union elected by and from members of the club, society or peer
support group.

Up to six members co-opted by resolution of Union Council following their
appointment by the Union Council to membership of a University
Committee or their appointment by the Student Officer Committee to
serve on one of its advisory committees.

The four Faculty Convenors.
One representative from INTO Norwich elected by their peers.
One representative from INTO UEA London elected by their peers.

An ordinary meeting of Union Council shall be held not less than four
times in each semester. The first meeting in each semester to be held
within four weeks of the start of the semester.

A meeting of Union Council may be called by the Trustee Board,
Management Committee, Student Officer Committee or by a petition of
twenty members of the Union Council presented to the Communications
Officer. The meeting must be held within seven working days of receipt of
the petition.

All members of Union Council shall be notified by email, or printed notice
to their school address, of the time, date and place of a meeting not less
than five working days before the meeting and shall be sent an agenda, to
their school address, not less than three working days before a meeting.

At the Annual meeting of Union Council, which shall be held in the first
semester in each academic year, the Trustees shall present:-
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1141

114.2

114.3

114.4

115.

116.

117.

the audited annual accounts for the previous financial year.
the budget for the current financial year for approval.
a resolution to appoint auditors until the next annual meeting.

a list of affiliations to external organisations on behalf of the generality of
students for approval.

No business shall be conducted by the Union Council unless over half of
the membership for the time being is present at a meeting subject to a
minimum attendance of forty members

Union Council shall make, repeal and amend the Bye-Laws jointly with the
Trustees in accordance with Clause 83; and

Policy passed more than two academic years earlier shall be presented to

a meeting of the Union Council during the first semester and shall lapse in
the absence of a decision to renew all or part of the policy.
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External Affiliations

118.

119.

120.

121.

Affiliations to an external organisation on behalf of the generality of
students shall be determined by the Union Council, subject to the
approval of the Trustees.

The notice for a Union Council meeting at which an affiliation to an
external organisation on behalf of the generality of students is to be
discussed is to include details of the proposal including the name of the
organisation and any subscription or donation payable to the organisation.

A policy ballot on whether or not the Union shall continue to affiliate to a
particular external organisation shall be held if a Secure Petition from not
less than one thirtieth of the ordinary members calling for such a ballot is
submitted to the Communications Officer. Such a petition must contain the
names, schools and years of the signatories.

A policy ballot relating to the continued affiliation to any particular external
organisation may only be held once in any academic year.
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Elections

122.

123.

124.

125.

126.

127.

Elections of voting members of the Student Officer Committee and of
delegations to the National Conference of the National Union of Students,
for such a period as the Union remains a member, except for the place
taken by the Communications Officer, who shall be a ex-officio member of
the delegation, shall be conducted in accordance with the regulations for
the system known as the single transferable vote as published by the
Electoral Reform Society. Such elections shall be by secret cross campus
ballot. Union Council members shall be elected by and from their
respective constituencies.

That there shall be four Faculty Convenors, each representing one of the
four faculties of the University of East Anglia. Every ordinary member of
the Union will be eligible to vote, but only for the convenor of the convenor
for his/her faculty. Those wishing to stand for such a position must be an
undergraduate. Those wishing to stand for such a position may not be in
their final year of study at the University of East Anglia or be studying
abroad during the year subsequent to their being elected.

The non-voting members of the Student Officer Committee shall be
elected by ordinary members who self-define as members of the
demographic the Student Officer represents. No ordinary member may
stand to be a non-voting member of the Student Officer Committee without
first self-defining as part of that demographic. Those standing for these
positions must not be in their final year or studying abroad following the
year of their election.

Regulations governing the conduct of these elections can be found in
Appendix D and will be reviewed annually by Union Council. Alterations to
these regulations shall require a two thirds majority of those present and
voting at a quorate meeting of Union Council.

There shall be a Returning Officer who shall be appointed by the
Trustees, subject to the approval of the Registrar and Secretary of the
University of East Anglia.

The Returning Officer shall oversee the actions of the Deputy Returning
Officer appointed for each election. In the event of any ordinary member
of the Union seeking to overturn a ruling or order of the Deputy Returning
Officer they shall submit their objection in writing to the Returning Officer
before the commencement of the count, except where the complaint
relates to the conduct of the count itself, who shall investigate the
objection and determine whether or not the Deputy Returning Officer has
acted in accordance with the election regulations and natural justice. In
the event of the Returning Officer finding misconduct by the Deputy
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128.

129.

130.

130.1

130.2

130.3

131.

Returning Officer the Returning Officer may order the Student Officer
Committee to replace the Deputy Returning Officer or make void the
election and order the re-opening of nominations or take such other action
as seems appropriate to them. The decision of the Returning Officer shall
be final.

The Student Officer Committee shall appoint a Deputy Returning Officer
for each election, who shall normally be a Full-time Student Officer, and
who shall be responsible for ensuring that the election is carried out in
accordance with Appendix D.

Elections to the Full-time Student Officer post of Communications Officer
shall include delegate status to the NUS annual conference. The ballot
form will clearly state that the post being contested is also for ‘Delegate to
the NUS annual conference’.

Ordinary members of the Union shall be accepted as candidates save as
follows:

A member may not be accepted as a candidate for any post if as a result
of election the candidate would hold either more than one post on the
Student Officer Committee, more than one post on Council or more than
one post on the Board of Trustees at the same time.

A member may not be accepted as a candidate for full-time office if they
have previously taken full-time office on two occasions.

A member may not be accepted as a candidate for a full-time post unless
he/she has signed a pro forma contract of employment approved by Union
Council.

In the event of there being a vacancy for any of the posts outlined in
clauses 122 to 124 the Student Officer Committee will hold a by-election
for the post, utilising the same procedures and regulations as for the initial
election.
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Complaints

132.

133.

134.

135.

136.

137.

138.

A member or group of members who are dissatisfied in their dealings with
the Union or who claim to be unfairly disadvantaged by reason of their
having exercised their right not to be an ordinary member shall submit
their complaint in writing to the Communications Officer.

If after five working days from the receipt of a complaint the complainant is
not satisfied with the action taken by the Communications Officer to
remedy their complaint they may appeal in writing to the Student Officer
Committee.

If after five working days from the receipt of an appeal to the Student
Officer Committee the complainant is not satisfied with the action taken by
the Student Officer Committee to remedy their complaint they may appeal
in writing to the next meeting of the Union Council.

If the complainant is not satisfied with the action taken by the Union
Council to remedy their complaint, or more than twenty working days have
elapsed since the complaint was originally received, they may appeal in
writing to the Dean of Students.

If after ten working days the complainant or the Union is not satisfied with
the action taken by the Dean of Students they may appeal in writing to the
Registrar and Secretary requesting that the complaint be determined by
an independent person appointed by the University Council.

The Registrar and Secretary shall consult the Chair of the University
Council who shall, unless the Chair determines the complaint to be
frivolous, appoint an independent person to determine the complaint and
whose decision shall be final.

The Union shall action any remedy determined by the Dean of Students or
the person appointed by the University Council.
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Permanent Treasurer

139.

140.

141.

142.

142.1

142.2

142.3

The Union Council shall designate, subject to acceptance by the Registrar
and Secretary on behalf of the University’s Council, a Permanent
Treasurer who is required to satisfy the University Council that funds
provided to the Union by the University and from other sources are used
in accordance with the powers contained in clauses 4 to 4.30.

The Permanent Treasurer, as the representative of the University, shall be
responsible for advising the Union if, at any time, any action or policy
under consideration by the Union appears to the Permanent Treasurer to
be incompatible with paragraph 139 above. Should the Union decide
nevertheless to proceed, the Permanent Treasurer is required to inform
the Registrar and Secretary in writing. Additionally the Permanent
Treasurer is required to annually review the Union’s procedures for the
allocation of resources to groups, clubs and societies to ensure such
procedures are clear, fair and freely accessible to all students.

The Permanent Treasurer shall be entitled to attend meetings of the
Trustee Board, the Management Committee, the Student Officer
Committee and its sub-committees and Union Council and shall be
entitled to speak but have no vote and shall not override the decision of
any of these bodies, save as otherwise provided in the constitution.

The Union is required to obtain the prior written consent of the Permanent
Treasurer to:

any transaction in excess of such sum as the University Council shall from
time to time specify, not being less than £50,000 involving land, buildings
or equipment.

any expenditure in excess of £25,000 not contained in the budget
approved by the Registrar and Secretary.

the borrowing of any money for a period in excess of 12 months.
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General

Irregularities

143.

The proceedings at any meeting or the passing of a written resolution or
the making of any decision shall not be invalidated by reason of any
accidental informality or irregularity (including any accidental omission to
give or any non-receipt of notice) or by reason of any business being
considered which is not specified in the notice.

Minutes

144.

144.1

144.2

145.

The Trustees shall keep minutes of:

all proceedings at general meetings of the Union and of meetings of the
Trustees, and of committees of Trustees, including the names of the
Trustees present at each such meeting; and

all resolutions of the Members and of the Trustees

and any such minute, if purported to be signed by the chair of the meeting
at which the proceedings were had, or by the chair of the next succeeding
meeting, shall, as against any Member or Trustee of the Union, be
sufficient evidence of the proceedings or the resolution.

The minutes of the meetings referred to in Clause 144 above shall
normally be considered open and shall be available to the Members on
the Union’s website, except where those minutes relate to any reserved or
confidential matters, including without limitation staff-related or disciplinary
matters. Copies of the minutes shall also be kept in the Union’s offices.

Accounts and Reports

146. The Trustees shall comply with the requirements of the Education Act and
the Charities Act 1993 as to keeping financial records, the audit or
examinations of accounts.

147. The Members of the Union have the right to ask the Trustees questions in
writing about the content of any documents referred to in Clause 146.

Notices

148. Subject to Clause 149, any notice to be given to or by any person
pursuant to this Constitution shall be in writing except that a notice calling
a meeting of the Trustees need not be in writing.

149. The Union may give any notice to a Member either:
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149.1

149.2

149.3
149.4
149.5

150.

151.

personally;

by sending it by post in a prepaid envelope addressed to the Member at
his or her address;

by leaving it at the address of the Member;
by electronic communication to the Member’s address; or
by posting it on the Union’s website.

A Member present at any meeting of the Union shall be deemed to have
received notice of the meeting and, where requisite, of the purpose for
which it was called.

Proof that an envelope containing a notice was properly addressed,
prepaid and posted shall be conclusive evidence that the notice was
given. A notice shall be deemed to be given at the expiration of 48 hours
after the envelope containing it was posted or, in the case of a notice
contained in an electronic communication, at the expiration of 48 hours
after the time it was sent or in the case of a notice posted on the Union’s
website at the expiration of 48 hours after it was posted.

Indemnity

152.

Without prejudice to any indemnity to which a Trustee may otherwise be
entitled, every Trustee shall and every other officer or auditor of the Union
may be indemnified out of the assets of the Union against any liability
incurred by him or her in defending any proceedings, whether civil or
criminal, in which judgment is given in his or her favour or in which he or
she is acquitted or in connection with any application in which relief is
granted to him or her by the court from liability for negligence, default,
breach of duty or breach of trust in relation to the affairs of the Union, and
against all costs, charges, losses, expenses or liabilities incurred by him
or her in the execution and discharge of his or her duties or in relation
thereto.

Trustees’ Indemnity Insurance

153.

The Trustees shall have power to resolve pursuant to Clause 4.29 to
effect trustees’ indemnity insurance, despite their interest in such policy.

Definitions and Interpretations

154.

In this Constitution, the following terms shall have the following meanings:

Term Meaning

39



154.1

154.2

154.3

154.4

154.5

154.6

154.7

154.8

154.9

“Academic Year”

“Appointments
Committee”

“Board of Trustees”
or “Board”

“‘Bye-Laws”

“Chair”

“Chief Executive”

“clear days”

“Code of Practice”

“Connected Person”
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the period between 1 August in one
Year to 31 July in the next Year
determined by the Union as the period
during which Students are required to
be registered with the University of
East Anglia. Each Academic Year is
for the time being divided into two
semesters;

the committee set up in accordance
with the Bye-Laws that will include the
Finance Officer, the Chief Executive,
two Officer Trustees, four members of
Union Council and a person
nominated by the University of East
Anglia;

the board of Trustees of the Union;

the bye-laws setting out the working
practices of the Union made from time
to time in accordance with Clause 83;

the chair of the Board of Trustees,
who shall be the Finance Officer in
accordance with Clause 93;

the chief executive of the union who is
appointed by the Board of Trustees;

in relation to the period of a notice,
that period excluding the day when the
notice is given or deemed to be given
and the day for which it is given or on
which it is to take effect;

the code of practice relating to the
University of East Anglia’s obligations
under Section 22 of the Education Act;

any person falling within one of the
following categories and where
payment to that person might result in
the relevant Trustee obtaining benefit:
(a) any spouse, civil partner, parent,



154.10

154.11

154.12

154.13

154.14

154.15

154.16

154.17

154.18

“Constitution”

“Deputy Chair”

“Education Act”

“Ethnic Minority Students”
“the Student Officer

Committee”

“External Trustee”

“Graduate Students
Association”

“International Students”

“in writing”

41

child, brother, sister, grandparent or
grandchild of a Trustee; or (b) the
spouse or civil partner of any person
in (a); or (c) any other person in a
relationship with a Trustee which may
reasonably be regarded as equivalent
to such a relationship; or (d) any
company or LLP or firm of which a
Trustee is a paid director, member,
partner or employee, or shareholder
holding more than 1% of the capital;

this constitution of the Union;

the deputy chair of the Board of
Trustees, who shall be appointed in
accordance with Clause 94;

the Education Act 1994;

Students that self-define as ethnic
minority students.

means the Full-time Student Officers
and the Part-Time Student Officers;

a Trustee appointed in accordance
with Clause 47 who for the avoidance
of doubt shall not be deemed to be
either a major union office holder or a
sabbatical union office holder for the
purposes of section 22 of the
Education Act;

The Graduate Students Association of
the University of East Anglia;

Students who are not defined by the
University of East Anglia as UK
students;

means written, printed or transmitted
writing  including by electronic
communication;

Students that self-define as lesbian,



154.19

154.20

154.21

154.22
154.23

154.24

154.25

154.26

154.27

154.28

154.29

154.30

“LGBT Students”

“Mature Students”

“Members”

“NUS”
“Office”

“Full-time Student Officer”

“Part-Time Officers”

“Personal Interest”

“Policy”

‘RAG”

“Referendum”

“Secure Petition”
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gay, bisexual or trans students;

Students entering study over the age
of 21;

members of the Union being Students
at the University of East Anglia, as
further defined in Clauses 12 to 17
and the Full-time Student Officers;

National Union of Students;
the head office of the Union;

a Trustee elected in accordance with
Clause 36 and Appendix D;

the Members elected to be officers of
the Union while continuing their
studies at the University of East
Anglia;

a financial interest or an interest that
does not arise in the ordinary course
of being a Member or a Trustee (for
example, being a member of a club,
society or peer support group);

representative and campaigning policy
set by Referenda or the Union Council
in accordance with Clauses 25 and
Clause 102 respectively;

the raise and give society which
develops Students by providing them
with an opportunity to raise funds for
charitable causes;

a ballot in which all ordinary members
of the Union are entitled to cast a vote,
the protocol for which is set out in
Appendix D;

a written request to the Union which
shall be fixed in a pre-arranged place
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“Student”

“Students with
Disabilities”

“Union Council”

“Student Trustee”

“Subsidiary Company”

“Trustee” and “Trustees”

“Union”

“University of East Anglia”

“Women Students”
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or places or held securely on-line;

any individual who is formally
registered as a student at the
University of East Anglia. For the
avoidance of doubt, the University of
East Anglia shall determine whether or
not an individual has student status;

Students that self-define as a student
with a disability;

the Student body elected by and from
Students constituted in accordance
with  this Constitution and the
Appendix D;

a Trustee elected in accordance with
Clause 42 who is a Student and for
the avoidance of doubt shall not, for
the purposes of Section 22 of the
Education Act, be a major union office
holder;

any company in which the Union holds
more than 50% of the shares, controls
more than 50% of the voting rights
attached to the shares or has the right
to appoint a majority of the board of
the company;

the Officer Trustees, the Student
Trustees and the External Trustees;

The Union of UEA Students;

The University of East Anglia,
established on 29 September 1963
and incorporated by Royal Charter on
7 January 1965; and

Students that self-define as women
students.



155.

156.

Words importing the singular shall include the plural and vice versa and
words importing the masculine shall include the feminine and vice versa.

Any reference to a statute, statutory provision or subordinate legislation
(“legislation”) shall (except where the context otherwise requires) be
construed as referring to such legislation as amended and in force from
time to time and to any legislation which (either with or without
modification) re-enacts, consolidates or enacts in rewritten form any such
legislation.
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APPENDIX A

STUDENT OFFICERS’ JOB DESCRIPTIONS

Full-time Student Officers’ Duties and Responsibilities

The Academic Officer shall:

Secure positive change for UEA students in their education and
research.

Be the voice of UEA students on education and research matters to
the University.

Work with members of University staff, through formal meetings and
informal discussions, to achieve improvements in education and
research.

Have overall responsibility for building support for changes in
University and government education policy and practice by collating
existing evidence of student opinions and commissioning new
research.

Have overall responsibility for developing, supporting and training
student representatives from across the University.

Have overall responsibility for the Union’s academic advice services.

Be the Union’s delegate to NUS Higher Education Zone Conference.

The Communications Officer shall:

Improve the democratic legitimacy and relevance of the Union by
organising vibrant and accessible democratic processes and informal
feedback mechanisms that make the Union truly student-led.

Coordinate the Student Officer Committee and be responsible for
producing the Student Officers’ Report for Union Council.

Liaise with the National Union of Students.

Act as Publisher of Concrete, the student newspaper.
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e Have overall responsibility for external Union communications
including those with external and student run media.

e Be responsible for the Union’s communication with students, including
any newsletter, Union House notice boards and the use of new media.

e Have overall responsibility for developing strategies to engage with
groups of students recognised as having low involvement in the Union.

e Have overall responsibility for developing, supporting and training
Union Councillors.

e Have overall responsibility for ensuring compliance with the Union’s
Constitution.

e Be the Union’s delegate to NUS Society and Citizenship Zone
Conference.

The Community and Student Rights Officer shall:

e Extend and defend the rights of students on issues relating to access
to education, equality of opportunity and student welfare.

e Strengthen and develop relationships between students and their local
community.

e Be the voice of UEA students on issues relating to access to
education, equality of opportunity and student welfare.

e Engage with the University and other relevant organisations to achieve
improvements on matters relating to access to education, equality of
opportunity and student welfare.

e Develop support for changes in policy and practice by presenting
evidence of student opinion and commissioning new research.

e Have overall responsibility for the Union’s welfare advice and housing
services.

e Be the Union’s delegate to NUS Welfare Zone Conference

The Finance Officer shall:

e Ensure that the Union is well-developed and well-resourced in order to
enable it to make students’ lives better.
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e Be responsible for the overall allocation of the Union’s resources.

e Ensure that the Union’s commercial and non-commercial services are
planning for the changing needs of the Union’s members.

e Improve the student experience by developing successful clubs,
societies and peer support groups.

e Improve student engagement in the Union’s campaigning activity by
developing networks of students in the Union’s clubs, societies and
peer support groups.

e Be responsible for recommending the allocation of the resources
available, on a fair and equitable basis, between the Union’s clubs,
societies and peer support groups.

e Have overall responsibility for developing, supporting and training
students who sit on the committees of the Union’s clubs, societies and
peer support groups.

e Be responsible for ensuring that the Union operates within agreed
ethical and environmental standards.

e Be the Union’s delegate to NUS Union Development Zone Conference

In addition the four Full-time Student Officers shall:

e Be trustees of the Union (where eligible in charity law) having legal
responsibility for the Union.

e Be directors of the Union’s subsidiary companies (where eligible in

company law) having legal responsibility for the Union’s commercial
services.

Part-time Student Officers’ Duties and Responsibilities

Of the Part-time Student Officers, there shall be six voting members of the
Student Officer Committee and seven non-voting members of the Student Officer
Committee.
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Voting members:
The Environment Officer shall:
e Liaise with the University over internal environmental matters.

e Provide a link between relevant societies and the Student Officer
Committee.

e Improve awareness of environmental issues and be responsible for
relevant campaigns.

e Work on improving internal recycling facilities.
The Ethical Issues Officer shall:
e Liaise with the University over internal ethical matters.

e Provide a link between relevant societies and the Student Officer
Committee.

e Improve awareness of ethical issues and be responsible for relevant
Campaigns.

¢ Work on maintaining and enhancing the ethical status of the Union
and the University.

The Four Non-Portfolio Officers shall:

o Fulfill all the duties as outlined on their manifesto, subject to Union
policy and the strategic plan.

¢ Not undertake any duty that infringes upon or overlaps with the job
descriptions of other officers of the Student Officer Committee.

In addition, two of the Part-time Student Officers that are voting members
of the Student Officer Committee shall be elected from their number to sit
on the Trustee Board. These Student Officers shall:
e Be trustees of the Union (where eligible in charity law) having legal
responsibility for the Union.

Non-voting members:
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The Women'’s Officer shall:

Represent the interests of women students and be their voice on the
issues they face as women students at university.

Engage with the University and other relevant organisations to achieve
improvements for women students on the issues they face as women
at university.

Convene and co-ordinate the Union’s Women’s Committee.

Liaise with the members of the relevant clubs, societies or peer
support groups.

Be the Union’s delegate to the NUS Women’s Conference.

The LGBT Officer shall:

Represent the interests of LGBT students and be their voice on the
issues they face as LGBT students at university.

Engage with the University and other relevant organisations to achieve
improvements for LGBT students on the issues they face as LGBT
students at university.

Convene and co-ordinate the Union’s LGBT Committee.

Liaise with the members of the relevant clubs, societies or peer
support groups.

Be the Union’s delegate to the NUS LGBT Conference.

The Students with Disabilities Officer shall:

Represent the interests of students with disabilities and be their voice
on the issues they face as students with disabilities at university.

Engage with the University and other relevant organisations to achieve
improvements for students with disabilities on the issues they face as
students with disabilities at university.

Convene and co-ordinate the Union’s Students with Disabilities
Committee.

Liaise with the members of the relevant clubs, societies or peer
support groups.

49



e Be the Union’s delegate to the NUS Disabled Students Conference.
The Ethnic Minorities Officer shall:

e Represent the interests of ethnic minority students and be their voice
on the issues they face as ethnic minority students at university.

e Engage with the University and other relevant organisations to achieve
improvements for ethnic minority students on the issues they face as
ethnic minority students at university.

e Convene and co-ordinate the Union’s Ethnic Minorities Committee.

e Liaise with the members of the relevant clubs, societies or peer
support groups.

e Be the Union’s delegate to the NUS Black Students Conference.
The Mature Students Officer shall:

e Represent the interests of mature students and be their voice on the
issues they face as mature students at university.

e Engage with the University and other relevant organisations to achieve
improvements for mature students on the issues they face as mature
students at university.

e Convene and co-ordinate the Union’s Mature Students Committee.

e Liaise with the members of the relevant clubs, societies or peer
support groups.

e Be the Union’s delegate to the NUS Mature Students Conference.
The Postgraduate Officer shall:
e Be ex-officio the President of the Graduate Students’ Association.

e Represent the interests of postgraduate students and be their voice on
the issues they face as postgraduate students at university.

e Engage with the University and other relevant organisations to achieve

improvements for postgraduate students on the issues they face as
postgraduate students at university.
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e Liaise with the members of the relevant clubs, societies or peer
support groups.

e Be the Union’s delegate to the NUS Postgraduate Conference.
The International Officer shall:

e Represent the interests of international students and be their voice on
the issues they face as international students at university.

e Engage with the University and other relevant organisations to achieve
improvements for international students on the issues they face as
international students at university.

e Convene and co-ordinate the Union’s International Students
Committee.

e Liaise with the members of the relevant clubs, societies or peer
support groups.

e Be the Union’s delegate to the NUS International Students
Conference.

In addition to the above Student Officers, there shall be four Faculty
Convenors. These Faculty Convenors shall sit on Union Council, but shall
not be members of the Student Officer Committee.

The Faculty Convenors shall:

¢ Represent the academic needs of the students in the relevant faculty

¢ Liaise with the student representatives from all the schools in the
relevant faculty

¢ Provide a link between the school representatives and the Student
Union

e Represent students on faculty level committees

¢ Liaise with the faculty staff on academic issues effecting students.
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APPENDIX B

REGULATIONS FOR UNION CLUBS, SOCIETIES & PEER SUPPORT

GROUPS
Information

The Union produces a handbook for any individual or group of individuals
who wish to form a club, society or peer support group of the Union. Any
member may obtain a copy of this handbook from the Finance Officer.

Definitions

A club can be formed for any sport approved by Sport England that has a
registered national governing body, provided that Union Council approve
their constitution. Clubs for sports not approved by Sport England or for
sports without registered national governing bodies will not normally be
accepted, but can exist with the special permission of Union Council.

A society can be formed around any issue, provided that Union Councll
approve their constitution and that it isn't covered as a club under the
above definition.

A peer support group can be formed by a group of students for the sole
purpose of supporting their peers, provided that Union Council approve
their constitution. Peer support groups shall be exempted from clauses 5.3
and 5.5 below.

Constitution

Below is a pro-forma constitution which contains all the basic sections that
the Union Council will wish to see included in a club, society or peer
support group constitution. You may wish to include other sections. If you
wish to do so please talk to the Finance Officer who will be happy to help
you incorporate your wishes without making the constitution unacceptable
to the Union Council.

If you are seeking to establish a society or a peer support group rather
than a sports club please take the word/s society or peer support group
(respectively) for the word ‘Club’ throughout.

Name and Objects

The Club/Society shall be "The Union of UEA Students
................................. Club/Society', hereinafter termed “the Club'.
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5.2
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6.1

6.1.1

6.1.2

6.1.3

6.1.4

6.2

The objects of the Club shall be:

The Club shall abide by Union policy relating to the operation of clubs,
societies and peer support groups.

Membership

Membership shall be open to all students registered at the University of
East Anglia and to life members of the Union.

Membership shall also be open to associate members of the Union, but
only for the specific Club that they acquire associate membership for.

Members shall be those that have paid the current subscription fee, which
shall be determined by the Committee of the Club. This subscription fee is
subject to a minimum for clubs and a minimum for societies set by Union
Council.
Members shall be entitled to participate in all the activities of the Club, and
shall be entitled to full use of the Club's equipment. All of this is subject to
national governing body regulations for sports clubs and any other
restrictions properly laid out in a Club code of practice presented with this
constitution and accepted by Union Council.
Union Council shall set a minimum number of members for a club and a
minimum number of members for a society. Groups failing to recruit
sufficient members shall not be considered to be a Club.
Committee
The Committee shall consist of:

the President;

the Treasurer;

the Secretary; and

a minimum of two others.

All members of the committee must be ordinary members of the Union
who are members of the Club.
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6.3

6.4

6.4.1

6.4.2

6.4.3

6.4.4

6.5

6.6

6.7

6.8

7.1

8.1

8.2

The Committee members shall be elected annually and shall hold office
for a year, unless they resign of their own accord or are forced to.

The Committee shall:

administer and organise the Club's activities and rules;

allocate specific responsibilities to Committee members; and
decide in conjunction with the Club's members the Club's policies.

appoint an appropriate person from amongst the committee to be
responsible for overseeing each election within the Club (the Election
Returning Officer). This person cannot be a candidate in the election and
must remain impartial throughout the election process.

Decisions at a Committee meeting shall be reached by a simple majority
of those present and voting.

Any decisions made by the Committee can be over-ruled by a simple
majority of those present and voting at a Club Meeting.

Quorum for a Committee meeting shall be one-half plus one of Committee
members.

All or any of the Committee members shall resign if a simple majority of
the Club's members present and voting at a Club Meeting, vote in favour
of a motion presented at that meeting demanding such resignations.

Club Meetings

Each Club Meeting must be advertised three days in advance. The
Meeting shall be held in term-time. A Club Meeting shall be called if one-
guarter of Club members present a petition to the Union’s Finance Officer
requesting a Club Meeting. The Meeting shall take place within three
days. Only ordinary members of the Union who are members of the Club
may vote at Club Meetings. The quorum for the meeting shall be one
guarter of the Club.

Elections

Only ordinary members of the Union who are members of the Club may
stand and vote in elections within the Club.

The Club’s Election Returning Officer (ERO) is responsible for ensuring
that there is a fair process for all elections and that the regulations are
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10.1

publicised at least three days before each election commences. In the
case of a dispute about the process or outcome of a Club election,
decisions of the ERO can be challenged in the same way as any
committee decision (see 6.6 above) or a complaint can be made to the
Finance Officer who can start the election process again if she/he finds
any problems with the process or outcome of any Club election.

Each post shall be voted on separately and the candidates with the most
votes shall win.

Finance

The Club shall abide by all Union Financial regulations. The Club must not
hold a separate bank account and shall place all its funds with the Union
of Students.

All income must be paid into the Club, Society or Peer Support Group
subscriptions account. Expenses must not be deducted from income
before depositing at the Union Finance Office.

Expenditure in excess of £50 should be notified to the Finance Office
before it is spent. The relevant form should be completed and supported
by relevant paperwork and signed by the 3 committee members, or in
cases requiring urgent payment, by 2 committee members and the
Finance Officer.

Any Club, Society or Peer Support Group that incurs expenditure of more
than £50 without first notifying the Union Finance Office may incur a fine of
10% of the total expenditure.

Expenditure of less that £50 may be reimbursed in cash and should be
supported by receipts.

All the Club's equipment shall be the property of the Union of Students.

Should this Club be inactive for two full academic years, its constitution
shall become invalid and its funds shall become the property of the Union.

Constitution
Any change in the Club Constitution shall require a two-thirds majority of
those present and voting at a Club Meeting advertised at least three days

in advance. These changes must be approved by the Union Council, on
the recommendation of the Sports Council or Societies Council.
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214

2.15

APPENDIX C
STAFF PROTOCOL
Basis

The Union is established as a collective self-governing organisation of its
members.

Central to the resources of the Union are the employed staff who provide
for continuity, long-term planning, professional advice, managerial
expertise and day-to-day operation and implementation of policy.

The purpose of this Protocol is to clarify the relationship between the
members, their elected Student Officers and staff.

For the purposes of this Protocol, Full-time Student Officers of the Union
will not be considered to be employed staff.

This Protocol will apply to student employees as staff during the hours at
which they are at work. Additionally, student employees are not permitted
to raise issues relating to their employment in any Union meeting.

Specific Intent
It is the specific intent of this agreement to ensure that the Union shall:

comply with employment legislation at the time being in force and
any future legislation concerning the employment of staff.

empower the Trustee Board to act with the full authority of the
supreme body of the Union, provided that all such activities remain
within the Terms of Reference of the Union's Constitution,
Appendices, and Standing Orders, and as may be modified by this
document.

protect individual employees from breaches of reasonable
confidentiality in respect of personal affairs and ensure that staff
contractual matters are dealt with only by the Union's authorised
agents.

protect the Union from any interference in the conduct of its policy-
making by employees.

strive to be an Equal Opportunities employer.
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maintain sound employment practices and good staff relations.
Trustee Board

The Trustee Board shall have responsibility for staff matters. Its
membership shall be defined in the Union's Constitution.

The Board shall:
determine the agreed staffing establishment.

take into consideration recommendations on staffing matters made
by the Student Officer Committee and Chief Executive.

The Board shall be responsible for:

overseeing and implementing the Union's Terms and Conditions of
Employment.

ensuring that there is an annual review of staff.
negotiating with Trade Unions when appropriate.

processing all other staffing matters for which formal lines are not
laid down either in this or other written documents.

Chief Executive

The Chief Executive, as the lead employee, has a special role in leading
the long-term strategic planning process. As part of this role she/he is
expected to engage and challenge members, their elected Student
Officers and staff in the process of creating the strategic plan. Only in
respect to the strategic plan, the Chief Executive shall be exempt from
points 5.1 and 5.4 below.

Responsibilities of Staff

In order for the Union to remain truly student-led, staff are not allowed to
be involved in the process of government.

Staff may attend meetings of any body of the Union when invited to do so
by the Student Officer Committee.

Staff may be appointed by the Student Officer Committee to service any
Union Committee.
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Staff may advise elected officers on any matters within their area of work
but shall not seek in any other way to influence the policy making process
of the Union.

Staff will not give public expression to views contrary to Union policy that
deliberately bring the Union, its staff or its policy into disrepute.

Staff will not comment to representatives of the media, including student
media, on policy or employment issues.

Responsibilities of the Union

Except as otherwise indicated, Student Officers shall under no
circumstances permit discussion of matters relating to the responsibilities,
Conditions of Employment, performance or conduct of members of staff in:

meetings, informal or formal, with members of the Union or
University.

articles, correspondence or any other publications produced by the
Union.

The confidential discussion of staff responsibilities and conditions of
employment between Human Resources staff of the Union and University,
and the determination of job grading through the University’'s HERA
appeals procedure are exempt from the conditions of paragraph 6.1.

Procedure for Complaints about Staff

Any individual members of the Union having cause for comment on a
matter relating to any individual member or group of staff should raise the
matter in confidence with the Finance Officer, who shall refer it to the
Union’s Chief Executive for investigation and appropriate action under the
staff disciplinary process.

Procedure for Complaints by Staff

Any member of staff having cause for comment on a matter relating to a
member or a group of members’ behaviour shall raise that matter with the
Union’s Chief Executive, who shall refer it to the Finance Officer for
investigation and appropriate action under clause 20 of the constitution.

Any member of staff having cause for comment on a matter relating to a
Student Officer or group of Student Officers’ behaviour shall raise that
matter with the Union’s Chief Executive for investigation. If it is deemed by
the Chief Executive to merit action, she/he shall confidentially refer it to
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8.3

the Trustee Board. The Trustee Board can, at their sole discretion, decide
whether to use their powers under clause 20. They can also decide
whether the matter is severe enough to merit raising the issue with Union
Council. Union Council can then decide whether to take appropriate action
under clause 78 of the Constitution.

Any individual member of staff having cause for comment on a matter
relating to them as an individual member of staff or to another member of
staff shall raise the matter through the management structure in
confidence, and whenever appropriate in confidence with the Union’s
Chief Executive.
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APPENDIX D

ELECTION REGULATIONS PURSUANT TO THE CONSTITUTION

Rules governing the election of Student Officers, Faculty Convenors, Equal
Opportunities Convenors and delegates to the NUS National Conference.

1.0
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1.3

1.4

1.5

2.0

2.1

2.2

221

222

2.2.3

The Returning Officer

The Returning Officer, appointed by the University Council, is required to
satisfy the University Council that any election covered by these
regulations has been fairly and properly conducted.

If the Returning Officer is not satisfied that the election has been fairly and
properly conducted they are required to inform the Registrar and
Secretary of the University.

The Returning Officer shall monitor the actions of the Deputy Returning
Officer appointed for each election, shall advise them where appropriate,
and will determine any complaint relating to the conduct of the election.

The Returning Officer shall undertake any duties necessary to ensure the
fair and proper conduct of the elections.

The Returning Officer shall determine the methods by which votes should
be collected and the regulations of the subsequent count.

The Deputy Returning Officer

The Deputy Returning Officer appointed by the Student Officer Committee
for each election shall ensure that the election is carried out in accordance
with these regulations and those determined by the Returning Officer and
Deputy Returning Officer for that election.

If the Deputy Returning Officer believes that the regulations have been
contravened they shall recommend to the Returning Officer any of the
following actions:-
the disqualification of a candidate or candidates from the election.
that publicity contravening the regulations be removed.
that publicity be displayed at polling stations giving details of an
infringement, where the infringement was considered not to have

had a particularly great effect on the fairness of the election
process.
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a re-election, starting the election process at any stage.

a re-vote, all the election stages which follow completion of
nominations, in which nominations would not be re-opened.

the non-payment of a refund.
The Deputy Returning Officer shall set the level of candidate expenditure
for each election. The Deputy Returning Officer shall also determine the
regulations for candidates regarding publicity and the media.

Timing of Elections

The Student Officer Committee shall determine precise timetables for
elections.

This timetable shall include:
the period during which the nominations are open, which shall be a
minimum of ten days, and from where nomination forms and other
relevant information can be obtained and to where completed
nomination forms should be returned.
the time and date of the close of the nomination period.
the period during which campaigning is permitted, which shall be a
minimum of five days, with a time and date as to when campaigning
can begin.
the times, dates and places for the casting of votes.

the deadline for the submission of election expenses.

the deadline for the submission of complaints except where the
complaint relates to the conduct of the count.

the time, date and place of the count.

The Communications Officer shall be responsible for the dissemination of
the timetable in the most appropriate ways available.

Election Information and Training

The Deputy Returning Officer will publish information relating to the duties
of post-holders for which the election is being held.
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The holders of each Student Officer post shall, wherever possible, hold
seminars for potential candidates for that post before the close of
nominations.

The Deputy Returning Officer shall organise training for candidates after
the close of nominations.

Nominations

All candidates wishing to stand for a post in any Union-run election must
submit a standard nomination form. When completing the form,
candidates should include all relevant contact details. This information will
only be used to contact candidates on matters concerning the election,
and if elected, to provide them with information about training events.
These details will remain confidential to the Deputy Returning Officer and
the Returning Officer.

Nominations for Student Trustee and Full-time Student Officer posts, as
well as those Part-time Student Officer posts that are elected by a cross-
campus ballot of all students shall not be valid unless they are
accompanied by a completed Charity Trustee Declaration. Nominations
for Full-time Student Officer posts shall not be valid unless they are
accompanied by a completed pro-forma contract of employment.

In the event of an invalid nomination being received the Deputy Returning
Officer shall so inform the candidate who shall have up to 48 hours after
the close of nominations to re-submit their nomination after which time
they shall be excluded from the election.

Any candidate may withdraw their nomination by informing the Deputy
Returning Officer or the Returning Officer, in writing, not less than 24
hours before the commencement of voting.

The Media

The Deputy Returning Officer shall be responsible for advising the media
on coverage of the elections, but shall have no editorial control over the
media. Union funded media shall treat coverage of the elections with due
balance and fairness.

No candidate shall play any part in the coverage of elections in Union
funded media.

The Campaign
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No campaign material may be distributed in advance of the deadline for
the start of campaigning. Candidates should abide by the guidelines for
publicity materials determined by the Deputy Returning Officer.

The Deputy Returning Officer shall set the level of candidate expenditure
for all elections. All expenditure, up to the level set by the Deputy
Returning Officer, will be refunded. Any refund of expenditure is subject to
the Deputy Returning Officer or the Returning Officer receiving a
completed and signed schedule of expenditure on the form provided with
the nomination papers (including all receipts) prior to the commencement
of the count. In addition a refund will only be payable to a candidate who
achieves a minimum of one tenth of the first preference votes cast in the
election.

Direct expenditure shall be deemed to include all expenditure incurred on
finished election materials or services and the cost of all supporting
material.

Candidates who have, in the opinion of the Deputy Returning Officer and
the Returning Officer, obtained election materials or services to a value in
excess of that permitted will be disqualified prior to the count.

Whereas candidates may well adopt similar policy stances and use similar
publicity materials to other candidates, no candidate shall use publicity to
promote another candidate, in the same or other election.

No candidate should use publicity to promote commercial activity.
Ballot Paper

Each ballot paper shall carry the title of the post or posts for which the
election is being held and the voting procedure to be followed.

Candidates shall appear on the ballot paper in the order in which they are
drawn from the nomination box. The forename and surname by which the
candidate is commonly known shall be used on the ballot paper
(nicknames cannot be used). In the event of any doubt or dispute the
forename and surname from the Student Register shall be used. The
candidate may use up to an extra six words or initials in brackets after
their name as a description on the ballot paper or publicity.

In any election where there are any nominations the ballot paper shall

include the statement "Re-open Nominations” (RON). RON shall be
treated as a candidate when votes are counted.
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8.4

9.0

9.1

9.2

9.3

9.4

94.1

9.4.2

9.5

In a Referendum, there shall be boxes for "Votes For", "Votes Against”
and "Abstention”. Union Council shall rule on the wording on the paper,
being careful to avoid loaded questions.

Voting

Votes shall be cast by Single Transferrable Vote. A voter may express
preference(s) to vote for a candidate or to re-open nominations. A voter
shall express a first preference by placing the figure "1" on the ballot
paper by their first preference. A voter may express further preferences by
continuing to number preferences 2, 3, 4 etc. Preferences will only be
acceptable where numbers are used, all other methods of denoting a
preference by the voter will be deemed to have spoilt the ballot form
except where such marks indicate a clear first preference, where such
preference may be inferred by the Returning Officer.

The method of the collection of these votes shall be as determined by the
Returning Officer. The Returning Officer will ensure that members away
from the main UEA campus on voting day(s) have a method of voting that
they can use.

Voting will be open for a minimum of ten hours. For a minimum of eight
hours, voting shall be possible within Union House after 8am GMT and
before 11pm GMT. Voting may happen on more than one day.

Where members are required to enter a room to vote:

only the Returning Officer, the Deputy Returning Officer, polling
clerks and voters in the process of voting shall remain in the voting
room.

Candidates and their representatives shall not approach within four
metres of the entrance to the voting room or ballot box, except for
the purpose of voting.

Any list of voters may only be scrutinised by the Returning Officer, the
Deputy Retuning Officer and the polling clerks on duty. This list shall
remain confidential.

10.0 The Count

10.1 The count will be held under regulations determined by the Returning
Officer.

11.0

Complaints and Results
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11.1

11.2

11.3

114

12.0

12.1

12.2

Any complaint on the conduct of the election or of any violation of these
Regulations must be made in writing to the Returning Officer prior to the
count, except where the complaint relates to the conduct of the count
itself.

The count will be suspended until such time as the Returning Officer has
investigated the complaint and made a ruling upon it.

Any complaint about the conduct of the count should be made to the
Returning Officer during the count.

All election results shall be reported, by the Deputy Returning Officer to
the next meeting of Union Council. The Returning Officer shall keep all
papers referring to an election for 1 calendar month or until any legal
dispute arising from the election has been resolved.

Rules governing the election of Union Council representatives

The Communications Officer shall be responsible for the organisation of
this election process and will publish a timetable and details accordingly.

If the number of candidates is less than or equal to the number of

vacancies they shall be declared elected without a ballot being held. If an
election is held it will be by Single Transferable Vote.
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APPENDIX E

STANDING ORDERS GOVERNING THE CONDUCT OF UNION MEETINGS

INTERPRETATION

1.

These Standing Orders are written with the intent of ensuring free and
equal debate, and are to be interpreted in that spirit.

CONDUCT

2.

A member shall always address the Chair, who shall remain impartial.
No-one may speak whilst the Chair is speaking.

A Chair and Deputy Chair for Union Council and General Meetings shall
be elected by Union Council. In their absence the meeting can elect its
own Chair, who must be an Ordinary member of the Union. The Chair for
all committee meetings shall be elected by the Student Officer Committee
or, if such election has not occurred by members of the committee.

Subject only to a challenge, as provided in these Standing Orders, the
Chair's ruling on any question shall be final.

The Chair shall ensure that the meeting is in order and that remarks are
relevant to the question under debate.

If any member causes a disturbance the Chair may record the offender's
name in the minutes. If that member persists they shall be expelled from
that meeting, and may not return until an apology satisfactory to the
meeting has been given in writing.

Any ordinary member, at the discretion of the Chair, which shall not be
unreasonably withheld, may attend any meeting of the Union, except for
reserved business of the Trustee Board and any of its committees, as an
observer and may speak on a particular item of business with the
agreement of the meeting.

RESERVED BUSINESS

8.

In accordance with the staff protocol no meeting of the Union, other than
the Management Committee and the Trustee Board, meeting in
confidential session, shall there be any discussion of the responsibilities,
terms and conditions of employment, performance or conduct of
employees of the Union.
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9. Except when considering complaints raised under the Complaints
Procedure no meeting of the Union, other than the Management
Committee or the Trustee Board, meeting in confidential session to
consider the suspension of a member’s rights, shall discuss the personal
affairs of a member.

PROCEDURE

10.  The order of business for Union Council and General Meetings shall be:
@) approval of minutes of the last meeting.

(b) matters arising.

(© reports from and questions to the Student Officer Committee.
(d) reports and motions from Union Council, or General Meetings.
(e) elections.

() motions appearing on the agenda.

11. The agenda shall close four working days before the meeting and shall be
published three working days before the meeting.

12. Emergency motions shall be accepted if they could not have been put on

the agenda by its close, and the meeting votes by a simple majority to
accept them.

UNION COMMITTEES

12.

14.

15.

16.

With the exception of the Student Officer Committee;
a) a meeting of a committee shall only be called by the Chair.
b) the Chair shall call a meeting at the request of any two members of
the Committee.

Every member of a Committee shall be given at least two working days'
notice of a meeting.

Special meetings shall require 24 hours notice.
In the absence of the Chair, and Deputy Chair if appropriate, the

Communications Officer shall be responsible for making the necessary
arrangements.
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MOTIONS AND AMENDMENTS

17. A motion or amendment shall be ruled out of order if it:

a) seeks to alter or rescind policy of higher bodies.

b) seeks to commit the Trustees, the Student Officer Committee, the
Directors of the Union’s subsidiary companies or the Union’s staff
to an illegal act, or seeks to commit Union resources to an illegal
act.

c) seeks to amend the Constitution or is in contravention of the terms
of the Constitution, unless it is a properly submitted Constitutional
amendment.

18. An amendment shall be ruled out of order if it:

a) seeks to discuss a motion or amendment already defeated in that
meeting.

b) is not on the same subject as the motion it seeks to amend.

19. A motion or amendment may be withdrawn by the proposer, but
it shall then be open to the seconder or other member to propose that
motion, provided that it is done immediately after such withdrawal.

20. The order and maximum duration of speeches on original motions shall
be:

a) proposer of the original motion 5 minutes

b) first speech in opposition 5 minutes

c) seconder 4 minutes

d) second speech in opposition 4 minutes

e) further rounds of speeches up to 3 minutes

f) summing up by proposer 3 minutes

21. No item shall be discussed for more than sixty minutes. After sixty minutes
there shall be a summing up speech by the proposer followed immediately
by a vote.

22. If an amendment is accepted by the proposer of the original motion, it
shall be included in the original motion,

23. If an amendment is not accepted by the proposer of the original motion the
order and maximum duration of speeches on the amendment shall be as
for the original motion.

24. A motion to remove the Chair of the meeting and elect another one shall
be tabled in the same way as any other motion and shall force the
resignation of the Chair on a simple majority of those present and voting.

VOTING
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25.

26.

27.

Each member shall have one vote.
Members shall exercise the right to vote in person only.
If there are an equal number of votes both for and against

the Chair shall exercise the casting vote. The Chair shall
not otherwise vote even if they have temporarily stepped out of the Chair.

PROCEDURAL VOTING

28.

29.

30.

31.

32.

Except during voting a member may raise a point of order, as outlined
below, by raising a hand and calling "order". The Chair shall immediately
hear the point of order and rule on it.

a) call of quorum.

b) challenge of the Chair's ruling.

c) assertion that the matter under question contravenes the
Constitution and to defer a decision until the trustee board
has met to interpret the Constitution.

d) clarification from or through the Chair.

e) procedural motions.

A challenge to the Chair's ruling shall be raised only on the grounds that it
contravenes the Constitution, its Appendices or Standing Orders.

When a challenge is made the Chair shall relinquish the role of Chair. The
proposer of the challenge and the Chair shall have up to one minute state
their cases, and the question shall then be put to the vote. A challenge
shall be carried by a simple majority.

Unless the Chair considers it an infringement of reasonable debate, a
member may move a procedural motion as a point of order. Should there
be any objection, the proposer and objector shall have up to one minute to
state their cases, and the procedural motion shall then be put to the vote.
It shall require a simple majority to be passed.

Procedural motions shall be, in order of precedence, that:
a) the question be now put;
b) the question be taken in parts;
c) the number and duration of speeches be reduced,;
d) At meetings of Union Council and Union General Meetings, the
guestion be submitted to a Policy Ballot;
e) the question be adjourned to a later meeting;
f) the question be referred to a Committee for examination and report;
g) the question be referred back to a Committee for re-examination;
h) the question be not put;
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i) the meeting be adjourned temporarily.

33. If the meeting resolves that the question be now put, the debate must be
balanced, the proposer shall sum up and the question immediately be put
to the vote.

QUORUM

34. The quorum for Union Council meetings shall be as laid down in the
Constitution.

35. The quorum for Committee meetings shall be one-half of the members of
that Committee, plus one.

36. In order for the meeting to take place there must be a quorum within 15
minutes of the time stated on the agenda paper for the meeting to start.

37. As soon as a quorum of members ceases to be present the Chair shall
close the meeting.

AMENDMENTS

38. Amendments to the Constitution, its Appendices or Standing Orders may
only be considered if they appear in full on the properly published agenda,
under the heading "Amendment to the Constitution’, "Amendment to the
Appendices', or 'Amendment to the Standing Orders'.

39. The amendment and section/paragraph to be amended must be stated

explicitly.

POLICY LAPSE

40.

41.

42.

In accordance with clause 117 of the Constitution policy passed more than
two academic years earlier shall be presented to a meeting of the Union
Council during the first semester.

All policy will lapse in the absence of a decision to retain all or part of the
policy.

A member may, at any time, bring policy that is considered to be out of
date to the attention of Union Council. Such policy will be publicised in the
agenda for the meeting at which it is to be discussed and shall lapse in the
absence of a decision to retain all or part of the policy.
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APPENDIX F
STANDING ORDERS GOVERNING FINANCIAL PROCEDURES

The standing orders shall be read in conjunction with the constitution of
the Union and nothing contained in the standing orders may be interpreted
so as to conflict with any provision of the Constitution.

The Trustees, the Student Officer Committee, the Management
Committee and any other committee or officer must conduct the affairs of
the Union in accordance with the approved budget.

Expenditure within the approved budget for an expenditure head

Prior to any order being placed or to any liability in excess of £50 being
incurred, a fully authorised, official Union order must be issued.

Club, society or peer support group committee members wishing to order
goods or services with a value in excess of £50 should complete a
Finance Request Form. Once a request is authorised by the appropriate
club, society or peer support group committee members, an order form will
be issued by the Finance Department. Student Officers and employees
wishing to order goods or services with a value in excess of £50 must do
so on an order form signed by the relevant manager. Order forms are
issued by the following managers

The Chief Executive and the Central Services Manager - for all areas of
the Union and the subsidiary companies

The Bars and Entertainments Manager, the Retail Services Manager, the
Membership Services Manager, the Bars Manager and the Waterfront
Manager for orders pertaining to their individual departments and budgets.

The IT Support Worker for orders pertaining to the IT of the Union, up to
£100.

In order to obtain reimbursement for expenditure under £50 an invoice or
receipt for the goods or services obtained, authorised as above, shall be
submitted to the Finance Office. Reimbursement will be made in cash for
items under £50.

Expenditure in excess of the approved budget for any expenditure head

No order may be issued or liability incurred in excess of the approved
budget for any expenditure head except by an official requisition or order
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5.1

5.2

5.3

5.4

7.1

7.2

form, signed by both the Finance Officer or in his/her absence by the
Communications Officer and the Chief Executive.

Standing Orders 3 and 4 shall apply in all cases EXCEPT:

Where contractual obligation exists which has been properly authorised by
the appropriate signatories.

Where a binding contractual or statutory obligation exists regardless of
initial authorisation.

Where obligations exist in respect of contracts of employment initially
approved by the Union Trustee Board, or a body with this delegated power
from the Trustee Board.

Where goods are purchased for resale or as consumables in the process
of sales by the Union staff with responsibility for such purchases.

The Union shall be under no obligation to meet any liability incurred
outside the provisions of these standing orders.

All income and expenditure of the Union or any body affiliated to or
recognised as part of the Union, in accordance with the Union
Constitution, including its subsidiary companies shall be controlled and
recorded by the Finance Manager or his/her staff.

Any bank or building society account, or any other savings account shall
be open, closed and controlled by the Union cheque signatories in
accordance with the constitution and no other person shall open, close or
control these or any other accounts purporting to be held on behalf of the
Union or any of its constituent parts.

The signatories shall be ex-officio:

The Finance Officer

The Communications Officer

The Academic Officer

The Community and Student Rights Officer

The Chief Executive

The Central Services Manager

The Finance Manager (who shall only act in the absence of two other
signatories)

Any two of the above shall jointly be empowered to open, control and
close appropriate accounts in accordance with the constitution.
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7.3

7.4

7.5

7.6

1.7

7.8

9.1

9.2

9.3

Save during unavoidable absences from the Union, the Finance Officer
will sign all cheques in connection with appropriate accounts.

In the event of any of the posts in section 7.1 being vacant, the Trustees
shall appoint at least one other person as a cheque signatory.

Payment of wages and salaries shall be made by BACS using the
appropriate accounting software to generate, verify and process the
payment file. New employees must be added to the payroll by the HR
department.

Payments to suppliers will be generated at weekly intervals by the
appropriate accounting software according to criteria held in the suppliers’
files. All invoices posted to the purchase ledger must be authorised by the
appropriate manager.

BACS payment files shall be generated and submitted by 2 separate
employees as determined by the permissions set on the BACS software.
No individual may generate and submit a BACS payment file. Payment
files which exceed £100,000 in total shall be submitted by the Chief
Executive, except where the payment is between the Union’s bank
accounts.

In certain circumstances “one-off” payments to suppliers and individuals
may be made using the online banking system of the Union’s bankers. All
paperwork must be authorised by the relevant manager. All payments
over £100 must be authorised by 2 individuals as determined by the
permissions set up on the Online banking system.

No cheque signatory shall sign a cheque or other order for payment to
themselves.

The Finance Manager shall not effect payment in respect of any official
Union order or requisition for expenditure if:-

The official Union’s order or requisition authorising the expenditure is
signed by unauthorised persons.

The expenditure is outside the scope of the account to which it is allocated
on the official Union requisition.

The item of expenditure has been specifically rejected by a committee of

the Trustee Board, the Trustee Board or Union Council, subject only to
such a rejection being overruled by a body competent to do so.
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10.

11.

12.

13.

Expenditure outside the previous scope of any account shall require
authorisation by minute of the Trustee Board, or a body with this
delegated power from the Trustee Board.

In the event of absence or a vacancy for a post which carries spending
authority, and when urgent authorisation is required, the following may
deputise for the authorised signatory.

The Finance Officer or the Communications Officer for Student Officers
The Chief Executive or the Central Services Manager for members of staff
Fixed Assets shall be defined for the purpose of the Union balance sheet
as those items having an anticipated life of at least four years with an
initial purchase price of more than £200.

All such items shall be purchased only with the authority of the Trustee

Board and expenditure capitalised and depreciated according to standard
accounting principles.
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APPENDIX G
EQUAL OPPORTUNITIES REGULATIONS

EQUAL OPPORTUNITIES STATEMENT

The Union of UEA Students is committed to
equality of opportunity for all.

We will campaign against discrimination, promoting a community in which

1.0

1.1

1.11

1.12

1.13

1.14

1.2

1.21

all individuals may contribute without the fear of discrimination.
INTRODUCTION

The Union is committed to treating everyone equally and with respect.
Discrimination (direct or indirect), particularly that based on a person's
age, colour, disability, ethnic origin, gender, HIV status, marital status,
nationality, political beliefs, religion or belief, race, sexual orientation,
spent or irrelevant criminal convictions, or trade union membership will not
be tolerated. This Union promotes equal opportunities as an employer, as
a representative campaigning body and as provider of services.

PRINCIPLES
These regulations exist to:
Ensure that this Union is proactive in promoting equality of opportunity.

Ensure sanctions are in place to deal with those that fail to comply with
the procedures and guidelines.

Commit the Union to monitoring the implementation of these regulations
and the evaluation of their effectiveness.

OBJECTIVES

The Union is a campaigning organisation that needs to represent its
diverse membership. The Union recognises that inequality, oppression
and discrimination exist and aims to work towards elimination of
discrimination and the provision of equality of opportunity for its members
and employees. In recognising this, the Union has the following
objectives:

a) To create and sustain a positive and welcoming environment for all
members, visitors and staff.

b) To increase the patrticipation of all members.
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2.0

2.1

2.2

3.0

3.1

3.11

3.2

3.21

c) To increase the accessibility of information for students and staff.

d) To ensure that activities and events meet the needs of the diverse
membership.

e) To ensure that Student Officers and staff are aware of the diversity of
the Union’s membership

f) To ensure that the decision making bodies of the Union represent the
diverse needs of its members.

g) To address any attitudinal, organisational and physical barriers that
may prevent equality of opportunity.

h) To increase awareness within the organisation of the needs of
disadvantaged groups in order to provide more relevant service and
prevent discrimination from occurring.

i) To ensure that the Union meets and where desirable exceeds legislative
requirements.

CODE OF PRACTICE FOR MEMBERS AND STAFF

There is a code of practice for members and staff covering the detailed
implementation of these regulations. The Union will publish and annually
review the code of practice.

Mechanisms for registering complaints are detailed in the code of
practice.

REGUALTION IMPLEMENTATION
RESPONSIBILITY

The operation and implementation of these regulations is the overall
responsibility of the Trustee Board.

EQUAL OPPORTUNITIES COMMITTEE

There will be an advisory committee of the Trustees, called the Equal
Opportunities Committee. The Trustees, with the advice of the Equal
Opportunities Committee, will monitor the implementation of the
regulations, make recommendations for improvements in the overall
regulations and set procedures for its implementation.
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3.22

4.0

4.1

4.2

4.3

5.0

5.1

6.0

6.01

6.1

6.11

The Equal Opportunities Committee consisting of the Community and
Student Rights Officer, the LGBT Officer, the Students with Disabilities
Officer, the Women’s Officer, the Ethnic Minorities Officer, the
International Officer and the Mature Students Officer along with the
Union’s Central Services Manager will annually review and make
recommendations to update and evaluate the implementation of these
regulations.

PUBLICITY OF THE EQUAL OPPORTUNITIES REGULATIONS

The Equal Opportunities Regulations will be available on the Union’s
website and hard copies will be available from the Union Advice Centre or
the Community and Student Rights Officer.

The Equal Opportunities Statement will be published in the Union
Handbook. In addition, the first sentence of the statement will be printed
on Union entertainment tickets, central Union publications, club and
society membership cards and the entire statement will be displayed on
plaques in Union House.

Responsibility for this will be that of the Community and Student Rights
Officer.

DISCLAIMER

The Union does not imply or accept that it has not sought to apply fair
standards of practice in the past. It does however recognise the need to
constantly examine regulations and practice in the light of changing
standards and expectations.

EQUAL OPPORTUNITIES CODE OF PRACTICE FOR MEMBERS AND
STAFF

This section comprises the detailed implementation of the Equal
Opportunities Regulations. It shall be annually reviewed by the Equal
Opportunities committee and any changes shall be recommended for
approval by the Trustee Board.

SUPPORT SERVICES
The Union’s support services exist for the benefit of all its members and

their provision should not be altered by any factor that contravenes the
Equal Opportunities Regulations.
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6.2

6.21

6.3

6.31

a) Staff working for the Union Advice Centre or providing other support
services should treat all service users with respect and deal with all
gueries in a non-judgemental and confidential manner.

b) Support Service users should, where appropriate, be provided with a
range of options to deal with their queries.

c) Support Service staff should respect an individual's choice of action
regardless of their own personal beliefs.

d) Support Service staff should ensure that those members who may have
difficulty accessing the support information provided by the Advice Centre
and on the Union website are able to do so through other means.

REPRESENTATION

It is an essential part of the Union’s democratic structure that the needs of
all members are represented within its decision making bodies. No
decision taken by any Union body should contravene the Equal
Opportunities Regulations.

a) All elected representatives must ensure that they are accessible to their
constituents and that they take into account the diverse nature of the
Union’s membership when making decisions.

b) All Union meetings should be conducted in a non-discriminatory and
respectful manner.

c) Provision should be made to ensure that all members are able to
access Union election ballots and meetings.

d) Student Officers should ensure that those members who may have
difficulty accessing the minutes and agenda of Union meetings are able to
do so.

UNION COMMUNICATIONS

Leaflets, posters and published documents (both electronic and in paper
form) all play an important part in publicly reinforcing the Union’s
commitment to equal opportunities. It is essential that all Union
communications abide by the Equal Opportunities Regulations and are
proactive in promoting equality of opportunity.

a) Union communications should aim to reflect the diversity of the Union’s

membership and should ensure that they promote a welcoming and
inclusive Union environment.
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6.4

6.41

6.5

6.51

b) All communications — particularly promotional material - should avoid
discriminatory stereotyping.

c) The Union’s website should aim to match or exceed internationally
recognised standards designed to help people with disabilities access
information online.

d) It is the responsibility of the editor or publicist of any Union
communication to ensure that it abides by the Equal Opportunities
Regulations.

CLUBS, SOCIETIES AND PEER SUPPORT GROUPS

The Union requires that all members of the Union are able to join any of
the Union funded clubs, societies and peer support groups. Clubs,
societies and peer support groups must abide by the Equal Opportunities
Regulations and should work to promote an inclusive and welcoming
atmosphere to current and prospective members.

a) The constitutions of all clubs, societies and peer support groups must
reflect a commitment to equal opportunities.

b) The President of each club, society and peer support groups is
responsible for ensuring compliance with the Equal Opportunities
Regulations and should attend training which emphasises the Union’s
commitment to the regulations.

c) Publications (newsletters, websites, leaflets etc) produced by Union
clubs, societies and peer support groups should be non-discriminatory.
They should reflect the interests of their membership, unless otherwise
stated.

COMMERCIAL SERVICES

The Union aims to ensure that its commercial services — shops, bars and
entertainment — reflect the diversity of it membership. Staff working in
these areas should abide by the Equal Opportunities Regulations and
work to provide a welcoming and inclusive atmosphere.

a) Staff working in the Union’s shops, venues and bars should provide an
equal quality of service to all customers, whilst also recognising that some
customers will require additional attention to ensure they can participate to
an equal extent.
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7.0

7.01

7.02

7.03

7.1

b) The Union will endeavour, where commercially practicable, to provide a
wide range of products in its shops that reflect the diversity of the
membership.

¢) The Union, where commercially practicable, will seek to promote a wide
range of entertainment events that reflect and appeal to the diversity of its
membership.

d) Members of the Union should not be excluded from union events on the
basis of any reason that contravenes the Equal Opportunities
Regulations.

e) Members of the Union shall not be denied the opportunity to book
space within the Union on the basis of anything that might contravene the
Equal Opportunities Regulations.

f) All artists and bands appearing at Union events must be non-
discriminatory. Acts that are deemed likely to contravene the Equal
Opportunities Regulations must not be engaged.

UNION EMPLOYMENT

The Union is an Equal Opportunities employer and is committed to the
development of its staff. The aim of these regulations is to ensure that all
job applicants and employees are treated equally.

Selection criteria and procedures will be frequently reviewed to ensure
that individuals are selected and promoted on the basis of merit and
ability.

The Union of UEA Students aims to:

a) Ensure that it has access to the widest labour markets and secures the
best employees for its needs.

b) Ensure that all employees receive equal treatment, and that, wherever
possible, they are given the help needed to attain their full potential to the
benefit of the individual and the Union.

c) Achieve an ability-based student workforce that is in line with the
student population of UEA and an ability-based permanent staff workforce
that is in line with the working population demographic of Norfolk.

IMPLEMENTATION
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7.11

7.12

7.2

7.21

7.22

7.23

7.24

7.25

7.26

7.3

7.31

7.32

7.33

7.34

Managers have a particular responsibility for ensuring that no form of
discrimination occurs in the recruitment, selection, promotion, training or
disciplining of staff for whom they are responsible.

To ensure that these regulations are operating effectively the Union shall
maintain a confidential record of employees' and applicants’ ethnic origin,
disability (as defined by disability law) and gender status.

VACANCY ADVERTISING

All vacancies will be advertised simultaneously internally and externally. Any
exceptions to this, for example because of redundancy or restructuring, will
be specifically authorised by Trustee Board or a body delegated this power by
the Trustee Board.

All vacancies for short-term and ‘casual’ work that are normally filled by UEA
students will be advertised through EmployAbility.

All external posts as a minimum will be advertised in the Evening News
and/or the Eastern Daily Press as well as the Job Centre.

Job advertisements will not be worded in such a way that directly or indirectly
discriminates against any group.

All vacancy advertisements will include the wording "The Union of UEA
Students is committed to the equality of opportunity for all”.

Applications will only be accepted if they are received on the Union’s standard
job application form.

SELECTION AND RECRUITMENT

The selection of all staff with contracts for three months or more will be based
on a job description and person specification. The job description and person
specification will be drawn up in advance of advertising the post, using clear
and justifiable job criteria.

Selection criteria i.e. job description, personal specification, work duties, will
be reviewed whenever a vacancy occurs to ensure compliance with the equal
opportunities regulations.

There will be no preferential treatment for internal candidates for a vacant
post except when there is a staff restructure.

Wherever possible recruitment panels should consist of men and women. As

a minimum, the chair of the panel should receive training on Equal
Opportunities interviewing.
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7.35

7.36

7.4

7.41

7.5

7.51

8.0

8.01

8.1

8.11

8.12

8.13

8.14

All information given in reference to Equal Opportunities will be kept
confidential.

Reasons for selection and rejection of applicants for vacancies must be
recorded by the chair of the panel or interviewer(s).

TRAINING AND CONDITIONS OF SERVICE

All permanent employees and student employees on three-month or more
contracts will receive customer care training incorporating equal opportunities
as part of the induction process.

PERSONAL RECORDS

To ensure the effective operation of the Equal Opportunities Regulations,
evaluation of personal data will be used to promote equality of opportunity
and improve non-discriminatory practice. The following actions will be taken:

a) Monitoring records of applicants and appointments of staff will be
maintained.

b) All monitoring of data shall be kept separate from any recruitment process.

REGISTERING COMPLAINTS: WHAT MEMBERS SHOULD DO IN THE
CASE OF DISCRIMINATION.

Any member, who suffers from unfair discrimination whether from other
members, Union or University staff, or the public, will have the support of the
Union in making a complaint. An individual can deal with discrimination by
taking it up informally with the person concerned or by making a formal
complaint. The decision to take further action will be that of the complainant.
TAKING INFORMAL ADVICE

The complainant can take advice from the following sources:

a) The Union's Community and Student Rights Officer or another Student
Officer

b) The Union Advice Workers

Discussions will be private and confidential, complainants may be
accompanied by someone of their choice.

With the complainant's permission, the adviser can make informal
approaches to the alleged perpetrator, to ensure the issue is resolved.

The complainant should always keep detailed notes of any incidents causing

distress, including information of the ways in which the incidents caused a
change in the pattern of work or social life and witnesses of the incident.
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8.2

8.21

9.0

9.01

9.1

9.11

9.12

FORMAL PROCESS

It is advisable to take the informal route first, with the support from those
suggested above. This may help the complainant to decide whether to make
a formal complaint. Where the complaint is of a more serious nature, an
individual may decide to make a formal complaint without taking the informal
route first.

a) A member or group of members, who are dissatisfied in their dealings with
the Union and wish to make a complaint about any issue other than about a
member of Union staff, may do so by submitting their complaint in writing to
the Communications Officer.

b) Any individual member of the Union having cause for comment on a matter
relating to any individual member or group of staff should raise the matter in
confidence with the Communications Officer. The Communications Officer will
refer it to the Union's Chief Executive for investigation and appropriate action
under the staff disciplinary process.

c) If after the complaint has been determined, further discrimination is alleged,
then an additional complaint should be made.

d) Allegations of criminal conduct should be reported to the police.

REGISTERING COMPLAINTS: WHAT STAFF SHOULD DO IN THE EVENT
OF DISCRIMINATION.

Any member of staff, who suffers from unfair discrimination whether by
individual students, Union or University staff or public, will be assisted by the
Union in making the complaint. An individual can deal with discrimination in
various ways; this ranges from taking the complaint up with the person
concerned to making a formal complaint. People are also available to provide
advice, although the decision must be left to the individual(s) concerned.
TAKING INFORMAL ADVICE

Aside from external agencies, the complainant can take advice from the
following sources:

a) Line managers

b) The Union's Chief Executive

¢) The Union's Personnel Administrator
d) The Union’s Advice Workers

Discussions will be private and confidential, complainants may be
accompanied by someone of their choice.
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9.14

9.15

9.2

9.21

9.22

9.23

9.24

9.25

9.26

With the complainant's permission, the adviser can make informal
approaches to the alleged perpetrator, to ensure the issue is resolved.

The complainant should always keep detailed notes of any incidents causing
distress, including information of the ways in which the incidents caused a
change in the pattern of work or social life and witnesses of the incident.

Unfair discrimination by a member of staff will be matter for discipline under
the disciplinary procedures.

FORMAL PROCESS

It is advisable to take the informal route first, with the support from those
suggested above. This may make the complainant decide whether to make a
formal complaint. Where a complaint is of a more serious nature, an individual
may decide to make a formal complaint without taking the informal route first.

Any member of staff who believes they have suffered discrimination through
the actions or attitude of a member or group of members should raise the
matter with the Union's Chief Executive.

Any member of staff who believes that they have suffered discrimination
through the actions or attitude of another member of staff should raise the
matter through the management structure in confidence, and whenever
appropriate in confidence with the Union’s Chief Executive or Central
Services Manager.

Members of staff who wish to register a formal complaint may do so under the
staff Grievance Procedure.

If after the complaint has been determined, further discrimination is alleged,
then an additional complaint should be made.

Allegations of criminal conduct should be reported to the police.
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APPENDIX H

COMPOSITION AND POWERS OF THE SUB-COMMITTEES OF THE STUDENT

1.0

11

111
1.1.2
1.2

1.3

1.4

15

1.6

2.0

2.1

2.2

2.3

24

2.5

OFFICER COMMITTEE

The Management Committee

Unless the Trustees determine otherwise, the Management Committee shall
include:

the Full-time Student Officers; and
the Chief Executive (as a non-voting member).
The details of the Full-time Student Officers can be found in Appendix A.

The Management Committee shall meet in accordance with the Bye-Laws.
The Management Committee’s responsibility shall not include the duties of
the Trustees as set out in Clause 57 but the committee shall otherwise
conduct the day to day administration and management of the financial and
general affairs of the Union save in so far as these responsibilities have not
been delegated to another committee.

The Management Committee shall prepare a draft budget to be approved by
the Registrar & Secretary prior to the start of the financial year. The Union
shall operate with this budget until it submits its final proposal as approved by
Union Council under clause 114.2.

The Management Committee shall receive all applications for capital grants
for clubs, societies and peer support groups and decide whether or not to
approve them based on the recommendation of the Finance Officer; and

The Union’s senior managers may attend meetings of the Management
Committee at the request of the Management Committee.

LGBT Committee

Meetings of the LGBT Committee will be convened and co-ordinated by the
LGBT Officer.

The LGBT Committee will support the LGBT Officer in their representation
and campaigning duties.

Members of the LGBT Committee will be elected from open meetings held for
LGBT students.

The open meeting will be convened by the LGBT Officer with the support of
the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.
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2.6

3.0

3.1

3.2

3.3

3.4

3.5

3.6

4.0

4.1

4.2

4.3

4.4

4.5

4.6

5.0

5.1

5.2

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

Women’'s Committee

Meetings of the Women’s Committee will be convened and co-ordinated by
the Women'’s Officer.

The Women’s Committee will support the Women'’s Officer in their
representation and campaigning duties.

Members of the Women’s Committee will be elected from open meetings held
for Women students.

The open meeting will be convened by the Women’s Officer with the support
of the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

Students with Disabilities Committee

Meetings of the Students with Disabilities Committee will be convened and co-
ordinated by the Students with Disabilities Officer.

The Students with Disabilities Committee will support the Students with
Disabilities Officer in their representation and campaigning duties.

Members of the Students with Disabilities Committee will be elected from
open meetings held for Students with Disabilities.

The open meeting will be convened by the Students with Disabilities Officer
with the support of the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

International Committee

Meetings of the International Committee will be convened and co-ordinated by
the International Officer.

The International Committee will support the International Officer in their
representation and campaigning duties.
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5.3

5.4

5.5

5.6

6.0

6.1

6.2

6.3

6.4

6.5

6.6

7.0

7.1

7.2

7.3

7.4

7.5

7.6

8.0

Members of the International Committee will be elected from open meetings
held for International students.

The open meeting will be convened by the International Officer with the
support of the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

Mature Students Committee

Meetings of the Mature Students Committee will be convened and co-
ordinated by the Mature Students Officer.

The Mature Students Committee will support the Mature Students Officer in
their representation and campaigning duties.

Members of the Mature Students Committee will be elected from open
meetings held for Mature students.

The open meeting will be convened by the Mature Students Officer with the
support of the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

Ethnic Minorities Committee

Meetings of the Ethnic Minorities Committee will be convened and co-
ordinated by the Ethnic Minorities Officer.

The Ethnic Minorities Committee will support the Ethnic Minorities Officer in
their representation and campaigning duties.

Members of the Ethnic Minorities Committee will be elected from open
meetings held for Ethnic Minority students.

The open meeting will be convened by the Ethnic Minorities Officer with the
support of the Communications Officer.

An open meeting shall be called by at least 7 clear days’ written notice.

Every notice calling an open meeting shall specify the place, day and time of
the meeting.

Sports Committee
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8.1  Meetings of the Sports Committee will be convened and co-ordinated by the
Finance Officer.

8.2  The members of the Sports Committee shall be the presidents of the active
clubs of the Union and the Finance Officer.

8.3  The Sports Committee shall:

8.3.1 Receive all constitutions for new clubs and recommend to Union
Council whether they are accepted or not;

8.3.2 Receive, subject to clause 8.4, all applications for revenue grants for
clubs and decide whether or not to approve them based on the
recommendation of the Finance Officer; and

8.3.3 Receive reports on the work of the Finance Officer.

8.4  In cases where clubs require revenue grants sooner than Sports Committee
can meet, the Management Committee may decide on grant applications
based on the recommendation of the Finance Officer. In these cases, the
decisions of the Management Committee shall be reported to the Sports
Committee.

9.0 Societies Committee

9.1 Meetings of the Societies Committee will be convened and co-ordinated by
the Finance Officer.

9.2  The members of the Societies Committee shall be the presidents of the active
societies of the Union and the Finance Officer.

9.3 The Societies Committee shall:

9.3.1 Receive all constitutions for new societies and recommend to Union
Council whether they are accepted or not;

9.3.2 Receive, subject to clause 9.4, all applications for revenue grants for
societies and decide whether or not to approve them based on the
recommendation of the Finance Officer; and

9.3.3 Receive reports on the work of the Finance Officer.

9.4 In cases where societies require revenue grants sooner than Societies
Committee can meet, the Management Committee may decide on grant
applications based on the recommendation of the Finance Officer. In these
cases, the decisions of the Management Committee shall be reported to the
Societies Committee.

10. Environmental and Ethical Committee
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10.1 Meetings of the Environmental and Ethical Committee will be convened and
co-ordinated by the Environment Officer.

10.2 The members of the Environmental and Ethical Committee shall be those
present at its meetings.

10.3 The Environmental and Ethical Committee shall:

10.3.1 Advise the Student Officer Committee on its work to improve the
environmental performance of the Union and University of East Anglia;
and

10.3.2 Receive reports on the work of the Environment Officer, the Ethical

Issues Officer and other relevant Student Officers.
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APPENDIX |

Code of Practice Relating to Students’ Unions approved by the Council of the

1.0

11

1.2

1.3

1.4

15

1.6

2.0

2.1

University of East Anglia

Preamble
Section 22 of the Education Act 1994 (the Act) lays a duty on the governing
body of the University to:

a) take such steps as are reasonably practicable to secure that any students’
union for students at the establishment operates in a fair and democratic
manner and is accountable for its finances;

b) in particular take such steps as are reasonably practicable to secure that
certain requirements are observed by or in relation to any student union at the
establishment; and

c) prepare and issue a code of practice as to the manner in which the
requirements are to be carried into effect and setting out details of the
arrangements made to secure the observance of each requirement.

In pursuance of its duties under the Act, the Council of the University (the
Council) has approved this Code of Practice Relating to Students’ Unions.

This Code will be reviewed from time to time and revised as necessary. It will
be published annually and copies will be made available to staff and students.

The Council has determined that this Code applies to:
a) the Union of UEA Students (the Union); and
b) the Graduate Students’ Association (the GSA).

Unless explicitly stated, all references to the Union shall also apply to the
GSA, mutatis mutandis.

In this Code the Union includes all members, officers and staff of that
organisation.

Union Constitution

The Union is required to have a written Constitution, which must incorporate,
inter alia, the following provisions:

a) Appointment to major Union Offices (defined by the Council as Officer

Trustees of the Union) to be by election in a secret ballot in which all Union
members are entitled to vote;
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2.2

2.3

b) Prohibition on any one individual of being a Full-time Student Officer for the
Union for more than two years in total at the University;

c) The stated availability at identified locations within the Union and the
University of notices and Minutes of all Union meetings at which Union policy
and/or action is or may be determined; and

d) Arrangements regarding the holding of referendum on external affiliations.
(See clause 6.1d) below).

For the purposes of the Act and in this Code the Constitution of the Union of
UEA Students is defined as:

a) a document entitled “The Constitution of the Union of UEA Students”;
b) Appendix A entitled “Student Officer Job Descriptions”;

c) Appendix B entitled “Regulations for Union Clubs, Societies and Peer
Support Groups”;

d) Appendix C entitled “Staff Protocol”;
e) Appendix D entitled “Election Regulations”;

f) Appendix E entitled “Standing Orders Governing the Conduct of Union
Meetings”;

g) Appendix F entitled “Standing Orders Governing Financial Procedures”;
h) Appendix G entitled “Equal Opportunities Regulations”;

i) Appendix H entitled “Composition and Powers of the sub-committees of the
Student Officer Committee”; and

J) Appendix | entitled “Code of Practice relating to Students’ Unions approved
by the Council of the University of East Anglia” (and consisting of this Code).

For the purposes of the Act and in the Code the Constitution of the Graduate
Students’ Association is defined as:

a) a document entitled “University of East Anglia Graduate Students’
Association Constitution”;

b) Appendix A entitled “Standing Orders”;
c) Appendix B entitled “Financial Standing Orders”;

d) Appendix C entitled “Graduate Students’ Association Graduate Society
Constitution”;
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2.4

2.5

3.0

3.1

3.2

3.3

4.0

4.1

e) Appendix D entitled “Code of Practice Relating to Students’ Unions at UEA
Norwich (and consisting of this Code)”; and

f) Appendix E entitled “Rules of the Graduate Student Club”.

Proposals made to the University by the Union for amendments to its
Constitution as approved by the Council shall be:

a) approved by the Union in accordance with its Constitution; and

b) considered by the Council or any body the Council decides to devolve
these powers to from time to time.

In considering recommendations regarding the Union’s constitution, the
bodies referred to in clause 2.4 shall have regard to the provisions of this
Code.

Union Elections

The Union is responsible for ensuring that its elections are fairly and properly
conducted in accordance with:

a) the Education Act 1994;
b) this Code; and
c) the Union’s Constitution as approved by the Council.

In accordance with its Constitution, the Union shall designate, subject to
acceptance by the Registrar and Secretary on behalf of the Council, a
Returning Officer who is required to satisfy the Council that the requirements
specified in clause 3.1 are complied with. (Unless otherwise approved by the
Registrar and Secretary, Returning Officer of the Union of UEA Students shall
be the relevant member of National Union of Students staff).

The Returning Officer shall be responsible for advising the Union if, at any
time, any action, policy or decision taken or under consideration by the Union,
or any action taken by any candidates in Union elections or by their
supporters, appears to the Returning Officer to be incompatible with any part
of clause 3.1 above. Should the position not be resolved by the Union to the
Returning Officer’s satisfaction, the Returning Officer is required to inform the
Registrar and Secretary in writing.

Non-Membership of the Union
A student has the right:

a) not to be a member of the Union; and
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4.3

4.4

4.5

5.0

5.1

b) if exercising that right, not to be unfairly disadvantaged with regard to the
provisions of services or otherwise by reason of having done so.

A student who wishes to exercise the right conferred in clause 4.1a) should
inform in writing the Chief Executive of the Union and/or the Permanent
Treasurer of the GSA, who shall provide a written acknowledgement. The
student may reverse the decision (on one occasion only within an academic
year) by writing to the Chief Executive and/or the Permanent Treasurer of the
GSA stating a wish to resume membership, which will be acknowledged in
writing. Otherwise, any decision to opt-out of Union membership shall hold
good for the remainder of the academic year in question.

A student who opts out of their membership shall be able to:

a) use all commercial services and facilities provided by the Union;

b) be a non-voting member of Union Clubs and Societies (see clause 4.4
below);

c) use the Union’s Advice Centre; and

d) be eligible for readmission to Associate Membership of the Graduate
Students’ Club.

The rights and restrictions of being a non-voting member of Union Societies
shall be set out in the Union’s Constitution and shall be stated in writing by the
Chief Executive of the Union and/or the Permanent Treasurer of the GSA to
any student who opts out of Union membership.

A student who opts out of Union membership shall not be able to:

a) nominate, stand or vote in any Union, or Union club, society or peer
support group election or in any National Union of Students (NUS) election
organised by the Union;

b) attend any Union meeting referred to in the Union’s Constitution and/or any
committee meeting of any Union club, society or peer support group; and

c) participate in the NUS via the Union.

Financial Affairs

The Union is responsible for ensuring that all funds available to it are used in
accordance with:

a) the Education Act 1994;

b) this Code;

93



5.2

5.3

5.4

c) the Union’s Constitution as approved by the Council;

d) advice on Students’ Union expenditure as may be issued from time to time
by the relevant government department or the Charity Commission; and

e) any restrictions imposed on the activities of the Union by law relating to
charities.

The Union shall designate, subject to acceptance by the Registrar and
Secretary on behalf of the Council, a Permanent Treasurer who is required to
satisfy the Council the requirements specified in clause 5.1 are complied with.

The Permanent Treasurer shall be responsible for advising the Union if, at
any time, any action, policy or decision taken under consideration by the
Union appears to the Permanent Treasurer to be incompatible with any part of
para 5.1 above. Should the position not be resolved by the Students’ Union to
the Permanent Treasurer’'s satisfaction, the Permanent Treasurer is required
to inform the Registrar and Secretary in writing.

The Union is required in respect of all funds available to it (including those
attaching to any subsidiary companies which it owns) to:

a) ensure that accounts and accounting records are kept in accordance with
normal professional accounting principles;

b) maintain a sound system of internal financial management and control;

c¢) plan and conduct its financial affairs so as to ensure that its total income is
at least sufficient, taking one year with another, to meet its total expenditure
and that its financial solvency is maintained;

d) obtain the prior written consent of the Permanent Treasurer (who shall
consult the Registrar and Secretary on behalf of the Council before providing
such approval) to any transaction in excess of such sum as the Council shall
from time to time specify, not being less than £50,000, involving land,
buildings or equipment obtain the prior written consent of the Permanent
Treasurer (who shall consult the Registrar and Secretary on behalf of the
Council before providing such approval) to the borrowing of any money for a
period in excess of 12 months;

e) refrain from giving any guarantees or indemnities incurring contingent
liabilities other than in the normal course of business; and

f) maintain adequate insurance cover as specified in a Memorandum of
Agreement on Property and Financial Arrangements between the University
and the Union.

g) prepare provisional budgets for the following financial year
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6.0

6.1

h) obtain the approval of the Union to such budgets in accordance with the
provisions of its Constitution and submit them for scrutiny and approval by the
Registrar and Secretary at such times as the University may from time to time
reasonably determine.

i) obtain the prior written consent of the Permanent Treasurer (who shall
consult with the Registrar and Secretary on behalf of the Council before
providing such consent) to any expenditure not contained in a budget
approved by the Registrar and Secretary in excess of such sum as the
Council shall from time to time specify not being less than £25,000.

]) prepare audited accounts and financial reports normally within four months
of the end of the financial year or by such other dates as the University may
from time to time reasonably determine

k) obtain the approval of the Union to such accounts in accordance with the
provisions of its Constitution, notify their availability at identified locations to all
students and submit them to the Planning and Resources Committee at such
times as the University may from time to time reasonably determine

[) provide reports of income and expenditure against budget for consideration
by the Union and the University annually, and at such other times and for
such periods as the University may from time to time reasonably determine,
and notify their, availability at identified locations to all students

m) publish within annual accounts and financial reports

e a list of currently affiliated external organisations relevant to the
generality of students

e details of subscriptions or similar fees paid to such external affiliated
organisations in the past year on behalf of the generality of students

e details of any donations made to external organisations, whether
affiliated or not; and

n) establish in accordance with the provisions of its Constitution written
procedures for the allocations of resources to clubs, societies and peer
support groups which must be clear, fair and freely accessible to all students.
The procedures are to be reviewed annually by the Permanent Treasurer and
shall be provided the Union to the Dean of Students upon request.

External Affiliations

The Union is required to:

a) publish notice of any decisions to affiliate, on behalf of the generality of
students, to an external organisation stating the name of each such
organisation and details of any subscription, fee or donation paid or proposed
to be paid;

95



6.2

7.0

7.1

7.2

7.3

7.4

b) publish lists of such affiliations, payments and donations as specified in
clause 5.4n) above.

c) submit the current list of such affiliations on behalf of the generality of
students for approval by the annual meeting of Union Council, in accordance
with the provisions of its Constitution.

d) hold a referendum in accordance with the provisions of its Constitution on
the question of continued affiliation to any particular organisation.

e if a motion to that effect is made and carried by a minimum of one
thirtieth of the ordinary members; and

e provided that no other referendum relating to affiliation to that particular
organisation has been held in the preceding twelve month period.

For the purposes of clauses 5.4n) and 6.1 above, references to affiliation to
an external organisation, on behalf of the generality of students, include any
form of membership of, or formal association with, an organisation whose
purposes are not confined to purposes connected with the University of East
Anglia.

Complaints Procedure
Any student or group of students who is
a) dissatisfied with their dealing with the Union or

b) claims to be unfairly disadvantaged by reason of their having exercised the
right referred to in clause 4.1 above;

may make a complaint, which should be dealt with promptly and fairly with an
effective remedy if upheld.

A student or group of students making a complaint under para 7.1 shall state
it in writing to the postholder specified in the Union’s Constitution.

On receipt of a complaint under clause 7.1, the Union shall investigate and
respond to the complaint(s) in accordance with the provisions of its
Constitution and shall notify the complainant(s) in writing of the outcome
(including specification of any remedy if upheld) within twenty working days of
the date of receipt of the complaint.

If dissatisfied with the action taken by the Union, the complainant(s) may
within ten working days of the date of its notification appeal directly to the
Dean of Students who shall investigate the matter and issue a written report
of findings to the complainant(s) and to the Union (including specification of
any remedy if upheld) within ten working days of the date of receipt of the
appeal.
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7.6

7.7

7.8

7.9

8.0

8.1

8.2

If dissatisfied with the action taken by the Dean of Students, either the
complainant(s) and/or the Union may within ten working days of the date of its
notification request the Dean of Students to refer the report to the Registrar &
Secretary with a recommendation that the Council appoint an independent
person to investigate and report on the complaint.

On receipt of such a recommendation, the Registrar & Secretary shall consult
the Chairman of the Council who shall, unless the Chairman determines the
complaint to be frivolous, make the appointment referred to in clause 7.5
above on behalf of the Council.

At the Chairman’s sole discretion and depending upon the nature of the case,
the independent person appointed so may be asked to:

a) determine the matter on behalf of the Council; or

b) make recommendations to the Council for its determination.

The independent person shall as soon as practicable prepare a written report
on the complaint (including specification of any remedy if upheld) and send it

to the Registrar & Secretary who shall:

a) inform the complainant(s), the Union and the Dean of Students of the
contents of the report

b) submit the report to the Council at the next available opportunity:
e for information if clause 7.7a) applies
e for determination if clause 7.7b) applies

The decision made under clauses 7.7 and 7.8 above on the outcome of the
complaint and upon any remedy if upheld shall be final.

Sanctions

Failure to comply with this Code or any statutory requirements may require
the repayment in whole or in part of funds paid by the University to the Union,
together with interest in respect of any period during which a sum due to the
University under this or any other condition remains unpaid.

Breaches of this Code may lead to disciplinary procedures within the

University and may also be dealt with in the Courts if they involve breaches of
the law.
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