Leeds University Union.

Qesoufce
Student Activities formation form sntre

Student Activities offer a brilliant way to getinvolved in the Union, meet new
people, improve your CV and organise the events that you want to go to.

Group name: L.U.U.

Why do you want to set up this group as part of LUU and what do you aim to do?

What benefits and opportunities will you provide to members which they would not
otherwise have?

How do you see the society developing in the next twelve months?

Are you sure your aims and objectives are not in conflict with any existing group or
union policy?
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Committee Members

Each group is led by a President/Captain/Chair, Secretary and Treasurer. They are
responsible for the management of the group and are the main contact for the
students and the LUU.

Complete in block capitals

President/Captain/Chair

Forenames Surname

Address (Leeds) Mobile
Telephone
Department

Post Code Student No

Email

Secretary

Forenames Surname

Address (Leeds) Mobile
Telephone
Department

Post Code Student No

Email
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Treasurer

Forenames Surname
Address (Leeds) Mobile
Telephone
Department
Post Code Student No
Email

President/Captain/Chair

| am responsible for overseeing the running of the group and will be the main
contact for the ARC and the rest of the LUU.

Signed: Print Name:

Secretary

| am responsible for keeping all committee contact details up-to-date with the
ARC and being the 2nd point of contact for the ARC and the rest of the LUU.

Signed: Print Name:

Treasurer
| am responsible for the group bank accounts and all group transactions.

Signed: Print Name:

Date:

N:\OthenLUU\LUU2\Design\WEBSITE FILES 2009\Documents\socigtyformationform.docx



We propose to set up the above society & run it in line with the above aims & the
attached constitution.

Petition
We are in favour of the formation of, and we will join

L.U.U.

Signature Name and ISS Username Student No.
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ACTIVITY GROUPS SAMPLE CONSTITUTION

Terminology
Activities Executive (The Activities Sub-committee of Union Council)
Activities Assembly (The sub-committees of the Activities Executive)

1 Name, Aim and Objectives

1.1 The name of the Activity Group shall be Leeds University Union <Name of Activity>, hereafter referred to as the
Activity Group.

1.2 The aims and objectives of the Activity Group shall be:-
1.2.1 <Aims and Objectives of Activity Group — 1>
1.2.2 <Aims and Objectives of Activity Group - 2 etc>

2 Membership

2.1 All members shall be required to pay a group membership fee decided by the Activity Group committee.
2.2 All members shall be entitled to the relevant Membership Privileges.

2.3 Any member may be suspended or expelled from any or all of the privileges of the Activity Group, including
membership of it, for any period by a decision of the Activity Group Committee.

2.4 Full Membership may be granted to current students at the University of Leeds who are members of Leeds
University Union (LUU), and they shall be entitled to privileges 2.9.1 to 2.9.5 inclusive.

2.5 Associate Membership may be granted to other students, subject to the approval of the Activity Group’s committee
and they shall be entitled to privilege 2.9.1 only.

2.6 Honorary Life Membership may be granted to a person that the Activity Group wishes to honour for services to the
Activity Group and they shall be entitled to privilege 2.9.1 only.

2.7 The Activities Officer shall be ex officio a Full Member of the Activity Group and shall act as signatory to the
Activity Group’s cash office mandate.

2.8 The Activities Executive Chair and the Activities Executive Representative shall be ex officio Associate Members
of the Activity Group.

2.9 Membership Privileges

2.9.1 To attend all meetings.

2.9.2 To vote on all questions of policy within the Activity Group.

2.9.3 To propose or second candidates for election to the Activity Group committee.
2.9.4 To vote for such officers as are nominated for election.

2.9.5 To hold office on and stand for election to the Activity Group committee.

2.10 Expulsion and Suspension
2.10.1 The committee of the activity group can expel or suspend any member of the group so long as there is good
reason.

2.10.2 The Activity Group committee shall notify the Activities Executive of any expulsions or suspensions.

2.10.3 Expelled or Suspended members may submit a written appeal to the Activities Executive.

2.10.4 The Activity Group committee shall be notified of the appeal and may submit a written explanation of their
decision within ten working days.

2.10.5 If no explanation is received within ten working days of notification, the appeal shall proceed.

2.10.6 A simple majority vote by the Activities Executive shall decide the appeal and, in the event of a tie, the Chair
shall have the casting vote.

3 Committee
3.1 The committee shall consist of three Core Officers, and any Additional Officers required.
3.2 Officers must be full Activity Group members who are also Student Ordinary Members of LUU.

3.3 Committee Duties
N:\OthenLUU\LUU2\Design\WEBSITE FILES 2009\Documents\socigtyformationform.docx



3.3.1 To attend Committee Meetings.

3.3.2 To ensure the Activity Group’s LUU webpage, notice board and, if applicable, own website, are maintained.
3.3.3 To ensure the good running and proper financial running of the Activity Group.

3.3.4 To inform any suspended or expelled member of their rights of appeal through LUU structures.

3.4 Committee Powers

3.4.1 To manage the Activity Group on behalf of its members and in accordance with its stated aims and objectives.
3.4.2 To suspend or expel any member from any or all privileges of the Activity, including membership of it, for any
period, subject to appeal.

3.5 Core Officers

3.5.1 Core Officer Duties

3.5.1.a To attend the Annual General Meeting.

3.5.1.b To be a signatory of the Activity Group’s Cash Office account.

3.5.1.c To attend the relevant Activities Assembly.

3.5.1.d To attend committee training.

3.5.1.e Failure to fulfil these duties may result in a motion of no-confidence and removal of office by an EGM or the
Activities Executive.

The Core Officers shall be:-

3.5.a President/Captain/Chair

3.5.a.1 The President/Captain/Chair should organise and oversee the running of the Activity Group.

3.5.a.2 The President/Captain/Chair should chair Committee Meetings.

3.5.a.3 The President/Captain/Chair should produce an annual report.

3.5.a.4 The President/Captain/Chair should provide an entry for inclusion on the Activity Group’s LUU webpage.

3.5.b Secretary

3.5.b.1 The Secretary should maintain membership records containing at least the name and Student card number, if
applicable, of all the Activity Group’s members.

3.5.b.2 The Secretary should produce agenda documents for all meetings.

3.5.b.3 The Secretary should maintain a written record of all meetings.

3.5.b.4 The Secretary should maintain an up-to-date copy of the Activity Group constitution.

3.5.c Treasurer

3.5.c.1 The Treasurer should be responsible for the finances of the Activity Group.

3.5.c.2 The Treasurer should maintain up-to-date accounts with the LUU Cash Office only.

3.5.¢.3 The Treasurer should submit subsidy applications to Activities Executive.

3.5.c.4 The Treasurer should produce a termly report and yearly budget.

3.5.c.5 The Treasurer should submit a detailed statement of accounts for the year to the Activity Group’s Annual
General Meeting.

3.6 Additional Officers

<The Sample Additional Officers section is an example. Activity Groups may add or remove as many Additional
Officers as required.>

The Additional Officers shall be:-

3.6.a Events Officer

3.6.a.1 The Events Officer should organise events for the Activity Group.

3.6.a.2 The Events Officer should publicise all Activity Group events.

3.6.b Equal Opportunities Officer
3.6.b.1 The Equal Opportunities Officer should be the contact point and representative for minority groups.
3.6.b.2 The Equal Opportunities Officer should assist with the recruitment of minority group members.

3.7 Elections

3.7.1 Elections shall take place at the AGM or the EGM.

3.7.2 Candidates for positions on the Activity Group committee shall be proposed and seconded by full members of the
Activity Group.

3.7.3 Candidates may neither propose nor second themselves.

3.7.4 Members may only propose or second one candidate for each committee position.

3.7.5 Notification of opening of nominations shall be at least ten working days before the date of the AGM or EGM.
3.7.6 Nominations shall open at least five working days before the date of the AGM or EGM.

3.7.7 Newly elected Activity Group Committee members must assume their responsibilities within ten working days of
their election.

4 Meetings
4.1 The Activities Executive may, at its discretion, send an observer to any Meetings.

4.2 If any member moves no confidence in the Chair, a vote shall be taken immediately.
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4.3 If a motion of no confidence in the Chair is passed, a new temporary Chair will be elected by the meeting.

4.4 Voting shall be by show of hands unless a secret ballot has previously been requested, and decisions will be made
by simple majority.

4.5 No member shall have more than one vote.

4.6 Committee Meetings

4.6.1 The time, date and location of Committee Meetings must be posted on the Activity Group LUU webpage or a
member accessible web source, at least two working days in advance.

4.6.2 Committee Meetings shall be open to all members of the Activity Group.

4.6.3 The agenda for Committee Meetings should be made available at the start of the meeting.

4.6.4 The quorum for all Committee Meetings shall be two thirds of all officers, or three officers, whichever is greater.
4.6.5 The minutes of any decisions made at the meetings must be displayed on the LUU webpage or a member
accessible web source, once ratified as a true and accurate record of the meeting.

4.6.6 Minutes may additionally be posted on the Activity Group’s LUU notice board.

4.7 Annual General Meeting

4.7.1 The Annual General Meeting (AGM) shall be held within 395 days of the previous AGM.

4.7.2 Notice of the AGM must be posted on the Activity Group LUU webpage or a member accessible web source, at
least ten working days in advance.

4.7.3 The agenda for the AGM must be posted on the Activity Group LUU webpage or a member accessible web source
at least five working days in advance.

4.7.4 The order of business shall be:-
4.7.4.a President’s/Captain’s/Chair’s report
4.7.4.b Financial report

4.7.4.c Constitutional Amendments

4.7.4.d Elections

4.7.4.e Any other business

4.7.5 The quorum for the AGM shall be either one third of all the full members or 20 full members, whichever is the
lesser.

4.7.6 If an AGM is declared inquorate, it must adjourn to be reconvened within ten working days.

4.7.7 If a reconvened AGM is declared inquorate, the Activity Group shall report this to the Activities Executive.
4.7.8 The Activity Group must submit the full agenda and minutes of their AGM to the Activities Executive, if
requested by the Activities Executive.

4.7.9 Ratified minutes shall also be provided at a later date if there are any amendments.

4.8 Extraordinary General Meetings

4.8.1 An Extraordinary General Meeting (EGM) may be called by either one third of all the full members or 20 full
members, whichever is the lesser.

4.8.2 Notice of the EGM, together with their agenda, shall be posted on the Activity Group LUU webpage or a member
accessible web source within two working days of the meeting being called.

4.8.3 The agenda for the EGM shall be restricted to the motion or business for which the meeting was called.

4.8.4 The quorum for the EGM shall be either one third of all the full members or 20 full members, whichever is the
lesser.

4.8.5 If an EGM is declared inquorate it may not proceed.

4.8.6 The Activity Group must submit the full agenda and minutes of their EGM to the Activities Executive, if
requested by the Activities Executive.

4.8.7 Ratified minutes shall also be provided at a later date if there are any amendments.

5 Miscellaneous Provisions

5.1 Constitution

5.1.1 The interpretation of this constitution is the responsibility of the Activity Group committee.

5.1.2 In case of dispute over a particular interpretation of this constitution, the Activities Executive shall be the final
arbiter.

5.1.3 The assets or liabilities of the Activity Group shall remain with the Activity Group regardless of any changes to
committee, group structure or constitution.

5.1.4 The Activity Group shall be a constituent part of LUU and thus subject to the rulings of Union Council.

5.1.5 In the event of dissolution or abolition of the Activity Group its assets will revert to LUU.

5.1.6 Constitutional Amendments

5.1.6.1 Constitutional amendments may be approved either by an Annual General Meeting or Extraordinary General
Meeting of the Activity Group.

5.1.6.2 Constitutional amendments contravening or significantly altering the Activity Group Sample Constitution must
be submitted to the Activities Executive for approval.
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5.1.6.3 If constitutional amendments contravening or significantly altering the Activity Group Sample Constitution are
not submitted to the Activities Executive, such amendments shall be invalid.

5.1.6.4 Proposed constitutional amendments must be published in the agenda for the appropriate General Meeting and
cannot be moved under ‘Any other business’.

5.1.6.5 Constitutional amendments shall come into effect immediately unless otherwise stated in the motion.

5.2 Administration and Finance

5.2.1 The Activity Group finances and accounts shall be under the ultimate control of Union Council.

5.2.2 The Activity Group must produce within 24 hours, a detailed statement of accounts to the Activities Executive if
requested by the Activities Executive.

5.2.3 The Core Officers shall accept full administrative and financial responsibility for the Activity Group.

5.2.4 Committee members may not receive financial payment or profit as a result of their position on the committee.
5.2.5 Committee members may be reimbursed for any expenditure on behalf of the Activity Group only after submitting
a receipt to the Treasurer.

5.3 Cash Office

5.3.1 The Activity Group shall have bank account(s) with the LUU Cash Office only.

5.3.2 At least two Core Officers’ signatures shall be required to make payments from the Activity Group account.
5.3.3 The Activity Group shall keep full, up-to-date accounts of its finances through the LUU Cash Office.

5.3.4 LUU Subsidies allocated to the Activity Group may not be spent on perishable goods such as food, drink or
tobacco.

5.3.5 The Activity Group Subsidy account shall be zeroed at the end of each academic year and Activity Group Union
account shall not.

So what happens nexi?
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Once you've completed the form submit it to the Activities Officer in the Student
Exec Office, 15t floor of the Union. Make sure you have 20 signatures and student
numbers of current students who want to join your group.

In submitting your form we will then ask you to meet with the Activities Officer and
the Development Coordinator for your group’s category. This meeting will just be a
chance to talk through your ideas and for you to ask any questions. We then ask
you do a taster session of your activity. This will be to gauge interest from potential
members, see how you work together as a committee and raise the profile of the
group. You can contact the Development Co-ordinator in the ARC for help setting
up this session. This will not only be good experience for you and your group in the
long term and member wise, but will look good when it comes to looking at
pPAssing your group.

Following your taster session, you must provide feedback and pictures to the
Activities Officer who will then take your application to the Activities Exec. The
Activities Exec is a group of 10 elected student representatives from all areas of
activities. They make the final decision on all applications.

If successful your group will fall into one of the following ten specialized categories:

1. Political and Campaigning 5. Martial Arts and Dance
2. Faith and Cultural 6. Outdoor Activities

3. Performing 7. General Interest

4. Sports 8. Volunteering

5. Martial Arts and Dance 9. Media

6. Outdoor Activities 10. Departmental

Each Category has a specific Staff member (Development Co-ordinator) and
Student Rep (on Activities Exec) who represents and supports groups throughout
the year.

If you have any problems during the Formation Process feel free to contact the
Activities Officer, Josh Landy, on j.b.landy@luu.leeds.ac.uk.
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