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Part ll of the Education Act 1994 requires institutions to ‘take 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’.

The Corporation recognises the City of Sunderland College Students’ Union as a democratically run organisation, committed to serving and representing the students of the College.  The Corporation will endeavour to ensure that the activities of the Students’ Union to do not contravene the College’s equal opportunities policy nor bring the College into disrepute.

The Constitution is a legal document that sets out the activities and procedures of the Students’ Union.

It provides a framework for the operation of the Students’ Union by:

· Defining what the Students’ Union can or cannot do

· Indicating how the Executive Council can act on behalf of the Students’ Union members

· Outlining how members can air their concerns.

The Constitution is made up of three sections:

Section 1 : The Articles

This section defines the aims and objectives of the Students’ Union as well as setting out what can or cannot be done.

Section 2 : The Schedules

This section gives further operational details in relation to how things get done.

Section 3 : The Appendices

This section includes other regulations that the Students’ Union has to follow.
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Glossary
	COLLEGE
	City of Sunderland College
	NUS
	National Union of Students

	SU
	Students’ Union
	SLO
	Student Liaison Officer

	INDEMNITY
	Compensation/reparation
	AFFILATION
	Connection with, or to

	REFERENDUM
	A direct vote on an issue 
	PETITIONER
	Person who organises a petition

	QIA
	Quality Improvement Agency
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	NAME

	
	
	The name of the Union shall be ‘City of Sunderland College (CoSC) Students’ Union’ and for the rest of this document shall be referred to as the ‘SU’.  The SU is an unincorporated association with exempt charitable status. 
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	AIMS AND OBJECTIVES

	
	
	To advance the education of its members, and students of the College, as a whole: 

· By promoting and encouraging membership of various college and centre-based Boards and Committees to ensure compliance with the Student Involvement Strategy.

· To provide support and training to all and any elected students to Board or Committee via an approved QIA package, endorsed by NUS (National Union of Students).  

	
	
	

	
	
	To advance the involvement/participation of students in the decision-making process of the College and the student body:

· To actively promote and encourage representation within the student body through tutorial sessions, Blackboard and other methods. 
· To ensure that students receive appropriate and relevant training from designated staff to support them in their elected roles. 

· To provide opportunities for additional training from suitable agencies, as well as networking and sharing best practice.

· To offer year-round support as required by Student Representatives.

· To comply with direction of the Board of Corporation and Quality and Standards.

	
	
	

	
	
	To encourage corporate life among the students of the College, and to foster social relationships with students of other colleges:
· To facilitate unity between centres by improving channels of communication and providing multiple opportunities for collaborative work.

· To promote and encourage social relationships with other Colleges and external agencies through participation in events, eg NUS, Annual Conference.

	
	
	

	
	
	To assist in the maintenance of good order and the smooth running of the College through student consultation

· To ensure that student representatives are able and capable of providing feedback to College requests for student comment

· To effectively and efficiently facilitate a two-way communication channel between the college and the student body through tutorial sessions, Blackboard Student Council pages and the Students’ Union Blackboard and website.

	
	
	

	
	
	To practice the above aims and objectives independent of any political party or religious organisation.

· These aims and objectives of the SU will be pursued without regards to race, sex sexual orientation, religion or creed, disability or medical condition, nationality or age. 
· Anyone who undermines these aims and objectives shall be ruled to be in breach of the Constitution, and subject to the College’s Disciplinary Policy.
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	MEMBERSHIP OF THE STUDENTS’ UNION

	
	
	All students are automatically members of the Students’ Union and, as such, are entitled to stand for elections, vote in elections, and take part in the policy making and government of the Students’ Union.
Any student who wishes to opt out of membership of the SU, should notify the SLO in writing. They will not be allowed to vote or stand for election, nor can they take part in the policy making and government of the Students’ Union.
All staff are deemed to be associate members of the Students’ Union, and can take part in SU activities but not in the election process, nor policy making and government.

All members can purchase an NUS Extra card which provides discount to card-holders. Details at www.nus.org.uk
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	EXECUTIVE COUNCIL  Schedule A – Executive Council

	
	
	The Executive Council of the SU shall comprise of the following:

· Chair and Vice Chair of Student Council from each Centre, or other duly nominated Student Council member (equal voting authority);
· The Student Governors shall be invited to join the Executive Council as co-opted members, if they are not already serving on the Executive.
· Student Liaison Officer, employed by Student Support Directorate, who shall act as Administrator and Staff Treasurer;
· Two further Staff Representatives.
The above members shall have equal voting rights with the exception of the SLO and the Staff Representatives.
The Executive Council shall meet on a termly basis to discuss any cross-college issues, feedback from centres, and funding requests out with of those as disclosed in Section 5 of this Constitution.
The Executive Council shall also be responsible, with the SLO, for the organisation and delivery of the Joint Student Council Conference during Term Three.
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	FINANCE  Schedule B – Finances

	
	
	The SU receives a block grant, as mandated in Bd/2/70, from the Board of Corporation. The allocation is dependent upon compliance by the SU with its requirements as set out in the ‘Corporation Code of Practice with regards to the operation of the Students’ Union’. It is recognised that the SU will not have a privileged position with regard to funding and will be treated in a similar accord to College Departments, Directorates and functional areas. 
The SU draws up budgets for all areas of proposed expenditure and makes provision for the following:
· CoSC Duke of Edinburgh Scheme





10%

· CoSC Human Rights Group






10%

· CoSC Hardship Fund (Student Support Directorate)


10%

· Friends of Birzeit University Scholarship*                                      £1000
* This is an external organisation that the SU has supported since 2006 and this funding is reviewed annually.
In addition to these funding commitments, the SU budgets to allocate 50% of their mandated block grant for equal division between the Student Councils at each College Centre - Student Councils are to be informed by the SLO of their funding allocation at their first meeting of the academic year.  The Student Councils account being returned to ‘nil’ at the end of each academic year. 
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	INDEMNITY

	
	
	Every Officer, appointee or member of staff to (of) the SU shall be entitled to be indemnified against all losses or liability to which he/she may sustain or incur in or about the execution of office or otherwise, in relation thereto.  
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	AFFILIATION TO EXTERNAL ORGANISATIONS

	
	
	Any decision to affiliate the SU to an external organisation must be published as a notice to students and the Board of Corporation. This notice shall include the name of the organisation(s), the cost of the affiliation and the purpose of the affiliation.
Any challenge to the notice of proposed affiliation must be received by the SLO, in writing, within 10 working days of the notice. A referendum can only be activated if the petitioners have the support of 50 ordinary members in writing.
The referendum shall be conducted in accordance with accepted protocol. 
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	DISCIPLINE

	
	
	All members of the SU and the Executive Council are subject to the College’s Disciplinary Policy relevant to each Centre.

In addition any member of the SU (whether student body, Student Council or Executive Council) who it is alleged has, by any action, broken rules and regulations under this Constitution of the SU, may be suspended from any or all of the privileges of membership of the NUS whilst disciplinary proceedings are being undertaken.
Any member of Executive Council who is found guilty of a breach of Constitution, and/or acting in a manner likely to bring the SU into disrepute, may be removed from office subject to a clear majority and the discretion of the Executive Council, with advice taken from staff members and NUS if appropriate.
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	CODE OF CONDUCT

	
	
	The Executive Council shall draw up a Code of Conduct which shall be approved and amended from time to time by the Joint Student Councils.
All members of the SU shall be required to adhere to this code, particularly when on College premises, or attending events organised by the SU, NUS or other organisation. 
The SU and the College shall not be held responsible for any penalties incurred by students as a result of their failing to comply with the Code of Conduct.
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	COMPLAINTS

	
	
	It is anticipated that Student Councils will be dealing with Centre-based complaints in line with their Terms of Reference.

If a student, or Student Council member, wishes to bring forward a complaint for the direct involvement of the SU, a form is available on the SU Blackboard pages.
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	INTERPRETATION

	
	
	In the event of a dispute as to the interpretation of any part of the Constitution, the ruling of the Executive Chair, in consultation with staff members shall be sought. In the event of a challenge to this ruling, the decision of an Extraordinary Joint Student Council Meeting shall be final.
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	PRINCIPAL/CHIEF EXECUTIVE

	
	
	The Principal shall be notified of the composition of the Executive Council during Term One of each academic year.

It should be borne in mind that the activities of the Students’ Union will be associated with the name of City of Sunderland College. In this context, consultation with regard to potentially contentious actions should not be regarded as a restriction of SU activities, but as a sensible precaution for both the College and the SU.
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	AMENDMENTS

	
	
	Consultation shall take place between Director of Student Support, the SLO, NUS and Student Councils from each Centre with regard to any proposed amendments.

It is permissible for the Students’ Union to work to a pilot Constitution for a period of no more than 12 months. This provides time and opportunity for working practices to be refined and embedded accordingly. Following approval by the Joint Student Council Committee meeting, the proposed amendments to the Constitution shall be submitted to the Governing Body for approval.
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	AVAILABILITY

	
	
	The Constitution, agendas and minutes are available to any member of the SU on the Students’ Union BlackBoard page.
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	EFFECT

	
	
	This Constitution will take effect from April 5th 2010, and is supported by a Corporation Code of Practice with regards to the operation of the City of Sunderland College Students’ Union.
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	SCHEDULE AND OPERATIONAL GUIDELINES FOR EXECUTIVE COUNCIL

	
	
	

	
	
	EXECUTIVE COUNCIL MEMBERSHIP AND RESPONSIBILITIES
The Executive Council shall comprise of the following members:

· Chair and Vice Chair of each Student Council from across the College (or other duly nominated representatives from Student Councils);
· Student Liaison Officer;

· Two further Staff Representatives.

From within this Executive Council there shall be two Senior Officers elected who shall act as Executive Chair and Executive Vice-Chair. Their responsibilities shall be as follows:

· To be the prime representative(s) of the Students’ Union at all Centres;

· To be the Chair(s) of the Joint Student Council Conference Committee;

· To head up delegations to NUS Annual Conference and other external regional and national events;

· To ensure that all Student Councils submit a report to the Executive Council of their activities, issues raised and expenditure for the academic year from the SU funding;
· To attend validated training during Term One, and to maintain a log of all Student Council members, training undertaken and external events attended on behalf of the SU;

· To maintain an awareness of topics raised on the “StARs Talk” area of the Students’ Union Blackboard page, and bring them to the attention of Executive Council as appropriate;

· The Executive Chair and Executive Vice-Chair shall assist the SLO in the preparation of the Annual Report to the Board of Corporation for the Students’ Union.

	
	
	

	
	
	MEETINGS
The Executive Council shall meet once per term, unless otherwise required by the needs of the student body or the College.

The SLO, together with the Executive Chair and Vice Chair shall draw up the Agenda with standard items as follows:

· Apologies for absence

· Approval of Minutes from previous meeting

· Matters arising from Minutes of previous meeting

· Termly update from each Student Council

· Common Themes

· Financial overview from SLO for Students’ Union and for each Student Council from their SU budget

· Any other business

· Date, time and venue of next meeting.

The Agenda will be circulated to all Student Councils for inclusion and discussion at their own meetings, and shall also be posted on to the SU Blackboard page.

Any apologies for absence must be submitted to the SLO no later than 2 days before the meeting is due to take place, and every effort should be made for another Student Council member to attend.

Draft minutes will be prepared and circulated by the SLO to all Executive Council members within three working days of the meeting. Following approval by members, the minutes shall then be posted onto the SU and Student Council Blackboard pages.

An Executive Council meeting shall be deemed quorate when at least 50% +1 of the membership is present.

	
	
	

	
	
	EXTRAORDINARY JOINT STUDENT COUNCIL MEETING

The Extraordinary Joint Student Council Meeting shall take place when there is a challenge to the ruling of the Executive Council in relation to Constitutional issues. All members of all Student Councils across College will be invited to attend this meeting, and their decision shall be final. 

Such a meeting shall discuss only that business for which it was called, which must be specified in the written request.

	
	
	

	
	
	REFERENDUM
The Executive Chair shall call a referendum if they are handed a petition detailing the issue and containing the name, course and signature of at least 200 students who are members.

The SLO shall be responsible for deciding the wording of the question on the referendum ballot paper.

The referendum shall be supervised by the SLO. Voting will take place over 5 working days. 
The result of a referendum will take priority over any existing SU policy on the same issue. 

	
	
	

	
	
	JOINT STUDENT COUNCIL CONFERENCE
The Joint Student Council Conference shall be held during the final week of term prior to the Easter break.
The Executive Council, together with the SLO, shall draw up a schedule for the event which will begin with a formal meeting. Items to be discussed shall be as follows:

· Apologies for absence

· Students’ Union financial review and funding commitments for next academic year

· Student Councils financial reviews

· Review of Terms of Reference for Student Council

· Review of partnership between SU and Student Councils

· Format for the rest of the Conference

· Any other business

· Close of meeting

The format for the day shall generally be as follows:

· Registration and badging of delegates

· Formal meeting

· Break

· Networking tables

· Buffet lunch and show-case of Student Councils’ work

· Networking tables

· Feedback from networking facilitators 

· Question and Answer session to senior managers from networking tables

· Presentation of certificates and award for best showcase.
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	SCHEDULE AND OPERATIONAL GUIDELINES FOR FINANCES

	
	
	The SU receives, by way of a mandated block grant from the Board of Corporation, an amount which is decided upon no later than October each year.

Funds are paid directly into the “City of Sunderland College Students’ Union” bank account, which is currently held by The Co-operative Bank, Fawcett Street, Sunderland, Tyne & Wear.

The financial year shall run from August 1st to July 31st.

Accounts are to be kept on a monthly basis, including reconciliation statements, and circulated to SU Executive Council members for their attention and comment, prior to their Termly Meeting with the SLO.

The SLO is responsible to the SU for ensuring that records of all financial transactions are kept and maintained.

Accepted accounting practices and procedures must be adhered to at all times.

	
	
	

	
	
	AUDITING OF ACCOUNTS

The accounts of the SU shall be audited by an auditor nominated by the Board of Corporation to carry out an annual audit before the end of October each year. 
The auditors shall have access to all records and accounts at such times as they deem necessary.

The auditors shall be required to certify that the accounts represent a true and fair view of the financial affairs of the SU.
The auditors will prepare, for approval by the SU Executive Council and the Board of Corporation, a report on the accounts of the Students’ Union to be presented no later than March each year.

	
	
	

	
	
	CHEQUE SIGNATORIES

Cheques are to be signed by two of the designated staff signatories*:

· John Austin - Director of Student Support

· Rachel Wiles - Student Services Manager

· Joe Leggett - Director of Learning Support
* Please note that signatories may change between Constitutional Reviews, and the Principal and the Board of Corporation shall be notified of any such changes.

	
	
	

	
	
	BUDGETS
The SU makes the following financial commitments from their annual budget within College:

	
	
	· Duke of Edinburgh Scheme

· Hardship Fund – managed through Student Support Directorate

· Human Rights Group

· Contribution to each Student Council
	10%

10%                                                                                               

10%

10%

	
	
	The remainder of the budget is to be used for consideration of any other applications for funding from the student body, in addition to covering office costs, ie reprographics, hospitality for meetings, stationary, etc. 

	
	
	

	
	
	RAISING PAYMENTS

	
	
	Duke of Edinburgh & Human Rights Group
The lead member of staff for each group completes an Application for Funding form (AFF) and submits it to the SLO for processing during October.

The SLO completes a Payment Request Form (PRF) with the appropriate details, and the form and cheque are then signed by two of the designated signatories. Cheques are collected in person by the staff members.

	
	
	Hardship Fund (Student Support Directorate)
Payments are split into two instalments to comply with the insurance requirements of the College in relation to the retention of monies on site.

The Student Services Manager completes an AFF and the SLO completes the PRF and raises a cheque for “Cash” which is then countersigned by two of the designated signatories (not the Student Services Manager).

The cheque is cashed by the SLO who is accompanied by another staff member, and then given to the Student Services Manager for distribution to Welfare Officers at each Centre. 

The Welfare Officers maintain records for the financial transactions.

	
	
	Payment to College
Certain costs are attributed to the Students’ Union expenditure code that is held by Finance – this includes stationary, reprographics costs, hospitality, etc.

Finance provides the SLO with a bi-monthly expenditure statement for payments made accrued within that period. It is the responsibility of the SLO to check the statement against completed PRFs. If the records are correct, the SLO completes an AFF and processes the PRF and cheque for signing by two of the designated signatories. The cheque is then delivered to Finance by the SLO.

	
	
	Budget allocation to Student Councils
Records of all transactions should be kept by the Treasurer for each Student Council and the SLO.

It is the responsibility of the Treasurer to provide students with an Application for Funding Form, which should then be completed and submitted to the Student Council for consideration.  Student Council may wish to consult the SLO to ensure that the aims and objectives of the Students’ Union have not been compromised.

Once approval has been granted, the Enrichment Officer with responsibility for the Student Council, should check to see if the prospective supplier is already logged with Finance. If this is the case, then a Purchase Requisition Order can be completed with the Centre’s Admin Department. This form should then be forwarded to the SLO for signature by either the Student Services Manager or the Director for Student Services. The signed original will be sent on to Purchasing for processing.

The SLO should retain a copy of the Purchase Requisition Order and return the carbon copy of the order to the Student Council Treasurer.

If the prospective supplier is not already logged with Finance, then details of the order, the supplier and the AFF should be forwarded to the SLO for completion. Copies will be sent to the Student Council Treasurer for their records.

See flowchart.

	
	
	

	
	
	PAYMENT OF SUBSISTENCE AND TRAVEL

	
	
	No Executive Council member, nor Student Council member, shall be out of pocket as a result of undertaking business on behalf of the Students’ Union, eg attendance at a regional training event.

The SLO shall be responsible for ensuring that members/delegates receive their subsistence in advance where possible. This will ensure that only reasonable and appropriate expenses are incurred

	
	
	Public Transport
The SU will cover the travel costs of delegates to events, using the most economical and timely means of transport. Should this mean that an overnight stay either before or after the event is require, the cost of this shall also be met by the SU – payment will also be made to cover subsistence requirements as necessary.

	
	
	Private Vehicles

The insurance policy for any vehicle used for SU business must have the appropriate cover; to be insured for business use; the document must clearly state for “use by the policy holder or named driver in connection with his or her business”. The SLO must have sight and a copy of this document before agreeing to this means of transport.

Car mileage may only be claimed for approved journeys, by the shortest practical route, and will be paid in retrospect.

Reasonable car parking fees will be reimbursed on production of receipts, but neither the College nor the SU will be liable for any car parking, speeding or other penalties incurred by users.

	
	
	Mileage

Per mile
	20p
	Per Passenger per mile

	2p

	
	
	Subsistence Expenses

The SU will cover the costs for overnight stays for NUS organised events, where they are not funded by the NUS or part of the event package.

Where a member/delegate attends a regional training event, or similar, for a day or more, an overnight ‘out of pocket’ allowance is payable.

Where a member/delegate has to leave home or College before 7am in order to be present at the start of a meeting, or event, OR where breakfast is not provided, a breakfast allowance is payable.
Where a member/delegate has to leave home/College before 12 noon in order to be present at the start of a meeting, or event, OR where lunch is not provided, a lunch allowance is payable.

Where a member/delegate cannot reach home until after 9pm OR where dinner is not provided at a meeting, or event, a dinner allowance is payable.

Subsistence payments are made in advance and will be provided as cash to the member/delegate.

	
	
	Subsistence

Overnight stay

Lunch
	£12.00

£6.00
	Breakfast

Dinner/Evening Meal
	£5.00

£12.00



* AFF - Application for Funding Form





YES





YES





NO





Student Council   meeting held. Was    application successful?





Admin to complete Purchase Requisition Order. Forward this and AFF to SLO 





Enrichment Officer to check if supplier is     already logged with    Finance? 





SLO returns paperwork to Student Council Treasurer, retaining a copy for SU records, and payment when required.





NO





Student(s) review    application and        resubmit?


Or withdraw.





Student(s) complete AFF1 and submit to    Student Council for consideration.





SLO to complete       Payment Request Form, get all paperwork     countersigned by budget-holder and     forward to Purchasing.





SLO to complete New Supplier form and   Purchase Requisition Order.





Student Council      Treasurer provide AFF, supplier & order details to SLO for completion of paperwork.
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