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Welcome to the SU Clubs Constitution template & writing guide. Throughout this document you will see “explanatory notes,” which are designed to help clarify different parts of the constitution and provide guidance on tailoring your constitution to your individual organization’s needs. These explanatory notes will look like this:

Note: Explanatory notes are for your information and guidance only and should not be included in your final constitution draft. Be sure to delete them before submitting your constitution on ClubHub with your registration!

Your constitution (also sometimes called “bylaws”) will be the highest governing document for your organization, and will provide critical information, rules and guidance not only to the club while forming, but also for years to come. While each prospective club is led by passionate student leaders with a vivid image in their mind of what they want their club to be and become, a well-written constitution is essential in providing guidance to future Executives for years to come, even long after your initial Executive team has graduated and moved on!

Some basic information about constitutions:
· A constitution is the highest governing document of an organization. While an organization may have supplementary policies or procedures to expand upon a constitution, nothing may contradict it. All content in the constitution must be understood through the polices outlined in the Registered Clubs Agreement, Clubs Manual, and the Student Union Registered Clubs Policy.

· Constitutions should include only critical information for the governance and core operations of your organization. Niche details and specifics should be omitted, such as executives’ names, event or programming details, etc.

· A constitution is generally organized into three “levels”: articles, sections, and subsections. This helps when you need to reference a specific part of your constitution. An article is essentially a heading and will comprise sections which are the bulk of the constitution’s content. A section may include subsections that expand upon something included in the section. 
· For example, the first article in this template is “Memberships & Fees.” It includes sections 1 – 7. Section 4 includes two subsections, 1 and 2. Sections are numbered continuously throughout the document, so you typically do not need to mention the article number, unless referring to the full article. So, if you needed to tell someone about the duration of their membership for a year, you would be referencing “section 4, subsection 1,” often abbreviated as “s. 4(1).”
· For added readability, we have included subheadings within articles, as well.

How to use this template:
· This template includes all of the required content to ensure your club can be approved, provided the rest of your registration submission meets all other requirements. It can be edited and added to in order to make the constitution work with your club’s specific needs, however, you should avoid removing content as it may be required in order for your club to be approved.

· Highlighted text is designed to be edited/filled in. The highlighted formatting should be removed when you are done.

· If you are adding or removing sections/subsections, verify that the numbering scheme remains accurate, and any sections that might reference other sections within the document still refer to the proper number.
· E.g., if you deleted section 8, make sure that the numbering is updated so it continues to flow properly rather than having it go from section 7 to section 9.

· Read through all of the explanatory notes carefully. They are designed to explain both the content and formatting of the constitution and will help make sure your constitution is well-written and will be approved upon submission!

· If you have any questions or concerns about writing your constitution, you can always reach out to the Clubs Office at: clubsoff@ucalgary.ca for advice, guidance or suggestions! You are also welcome to attend office hours Monday – Friday 10:00am-12:00pm or 2:00pm-4:00pm in Office #279B located in Clubs West. 

· Remember to delete these first two pages and all explanatory notes prior to submission! Extraneous content in your constitution must be removed before it can be approved and leaving it in may result in a delay in the registration approvals process.
· 

Club Name (“Club Acronym”)
Constitution
[Date Last Revised]

[bookmark: _Toc22126491]Preamble

Note: The preamble provides a brief introduction to your organization, including its name, acronym, and some other basic information such as your club’s mandate and a statement regarding SU and University policies.

[bookmark: _Toc22126492]Name
The name of the club shall be Club Name, also referred to as, “Club Acronym”.
[bookmark: _Toc22126493]Acknowledgement
Club Name acknowledges and will abide to the Students’ Union bylaws and policies, unless otherwise approved by the Programs and Services Committee. 

Club Name will not remain a Students’ Union Registered Club if any Union Bylaw or other Students’ Union or University of Calgary policy is contravened without Programs and Services Committee ratification.

This document shall serve as the constitution of Club Name, which regulates the activities and affairs of the club. All actions and, if any, additional policies of the club shall adhere to this constitution.
[bookmark: _Toc22126494]Objectives
Note: The objectives (also referred to as your club’s mandate) section must demonstrate how the organization serves a unique purpose from any existing SU clubs or SU and University programs and services. They can be broad but should provide a clear picture of what your club will be doing and how.
The objectives of the club shall be: 
I. Identify the need for your club to exist;
II. Identify who your club will serve (e.g., undergraduate students at the University of Calgary);
III. Outline 3-5 broad ways that your club will address this need.
[bookmark: _Toc22126495]Memberships & Fees
[bookmark: _Toc22126496]Eligibility
1 Any student at the University of Calgary is eligible to become a member of the club.

2 Any eligible person wishing to become a member of the club may do so by contacting the President.
Note: If your club has a specific registration process, or another Executive you want to be in charge of dealing with new members, feel free to edit section 2 as appropriate.
[bookmark: _Toc22126497]Fees 
3 (1 – Option A) Membership shall not require payment of membership fees.

(1 – Option B) Membership shall require payment of an annual fee of $5.00.

(1 – Option C) Membership requires payment of an annual fee, in an amount that shall be determined at the Annual General Meeting of Club Name and approved by a super-majority vote of current members.
Note: Choose one of option A, B or C, depending on your club’s needs. Be sure to delete the other options and remove the “Option A/B/C” text in the subsection number. Subsection 2, below, can be left in your constitution regardless of if your club chooses to have a membership fee.
(2)	Upon termination of membership in the club by resignation or removal, applicable membership fee(s) paid shall not be reimbursed.
[bookmark: _Toc22126498]Membership Terms
4 (1)	The general membership year shall begin on September 1 and conclude on August 31 of the following calendar year.

(2)	Prospective members may join at any time during the general membership year.
Note: You can feel free to customize your membership year in s. 4(1), and whether you have designated recruitment periods or if people can join at any time in s. 4(2). However, you should have these sections included. Sections 5(1)-5(2) are mandatory SU requirements of registration.
5 (1)	The Club shall maintain a minimum of 20 members at all times to retain its standing as a Students’ Union registered club.

(2)	At least two-thirds (2/3) of the minimum 20 members must be registered, current undergraduate students at the University of Calgary.

6 All members in good standing are entitled to:
(a) Receive notice of club meetings and events;
(b) Attend club meetings;
(c) Speak and participate at any club meeting and/or event;
(d) Vote at any general meeting; 
(e) Be eligible to become a club Executive, as long as they are also a current Undergraduate student at the University of Calgary.
Note: Feel free to add other specific rights for your members that make sense for your club. Most of the content in s.6 is standard and should not be removed without good reason. Feel free to contact the Clubs Office for advice.
7 A member wishing to resign from their membership may do so by contacting the President to provide notice of their resignation.
Note: Section 7 may be changed if needed to make sure the resignation of membership process makes sense for your club. However, instructions should be clear and simple.
[bookmark: _Toc22126500]Termination of Memberships and Executives’ Terms
Note: This article should not be edited or removed except for any highlighted text, which may be edited to ensure your document remains consistent (i.e., if you change the name of your club’s Executive body). If you would like to implement an alternative system for the termination of memberships/executives’ terms, please contact the Clubs Office for guidance.
Note: You may choose the ratio of the executive council required to terminate a membership or executive team member. Please do not choose “unanimous vote,” as it is often difficult to have every club member on the same page. Therefore, implementing a 2/3rds vote or a similar ratio can help gauge the group's consensus.  
8 (1)	A member may be removed from the club by a vote of the Executive Council at an Executive Meeting if the member has failed to abide by this constitution. If 2/3rds of the Executive Council decides to vote out an individual, they will be considered terminated from their position.

9 (1)	An Executive may be removed from their position if 2/3rds of the Executive Council decides to vote out an individual. They will then be considered terminated from their position. This vote will occur at an Executive Meeting, from which the Executive in question must abstain, for:
(a) Demonstrably neglecting to perform their executive duties as outlined in this constitution or otherwise failing to abide by any non-conduct related aspects of this constitution in a way that negatively impacts the function of the club;
(b) Demonstrating an ongoing conflict of interest that cannot be resolved; or,
(c) Being absent three or more Executive Meetings without a valid excuse.


(2)	An Executive whose membership is terminated under sections 8(1) and/or 8(2) shall immediately and automatically vacate their Executive position upon the termination of their membership.
Structure & Governance
[bookmark: _Toc22126501]Executive Council
10 (1)	The club shall be governed by an Executive Council, which shall be responsible for managing the affairs of the club.
Note: If you would like to have a custom name for your club’s Executive Council, feel free to change it. Make sure the term remains consistent throughout the document! In s.10(2), you may add club-specific rights or responsibilities for the whole Executive Council as needed, but the template content is standard and should not be removed. Position-specific rights/responsibilities are detailed below in the template.
(2)	The rights and responsibilities of the Executive Council shall include:
(a) Promoting the objectives of the club;
(b) Promoting membership in the club;
(c) Creating and approving an annual budget for the club;
(d) Maintaining all accounts and financial records of the club;
(e) Paying all expenses for and managing the club;
(f) Creating policies, rules and procedures to aid in the management and operation of the club; and,
(g) Strategic planning for the longevity of the club.

11 (1)	The Executive Council shall be composed of 4 officers (“Executives”), who shall be selected at the Annual General Meeting of the club.

(2)	All members of the Executive Council shall be:
(a) Active Members of the Students’ Union (i.e., current undergraduate students of the University of Calgary); and,
(b) Members in good standing of the club.

(3)	Notwithstanding section 11(2)(a), community members, faculty advisors, graduate students, or other individuals (i.e., other non-Active Members of the Students’ Union) may participate as non-voting consultants on club Executive matters.
Note: Each club must have at least four executives, who must be undergraduate students at U of C. You may have more than four. Only undergraduate students may hold voting positions within the club, both as Executives and as general members when voting at General Meetings. S.9(3) allows others (grad students, alumni, non-students, etc.) to provide advice; however, undergraduate students must remain fully in charge of the club at all times. 
12 Notwithstanding section 11(1), in the event of a vacancy on the Executive Council during the duration of the standard term of office for Executives, the other Executives may appoint a member in good standing to fill the vacancy for the remainder of the term.
Note: You can feel free to change what happens in the event of a vacancy in your Executive Council within s.10. Some clubs choose to host by-elections to fill the positions rather than appointing. Whatever you decide, you should be sure that the process is fully fleshed out and detailed so people know what the rules are. This includes who makes the decision, how, whether people can appeal it, and so on.

13 (1)	The term of office for the Executive Council shall be from September 1 to August 31.

(2)	No member may retain the same position on the Executive Council for more than two consecutive years.

(3)	Pursuant to subsection 11(2)(b), members of the Executive Council must retain membership of good standing in the club through the duration of their term or will automatically vacate their position.

[bookmark: _Toc19528741]Selection of Executives (Option A - Elections)
Note: We have included two options for the selection of Executives: Elections (option A), or Appointments (option B). Please choose either option, and delete the other from your constitution.
14 (1)	Pursuant to section 11(1), the members of the club’s Executive Council shall be selected at the Annual General Meeting by election of the club members.

(2)	Nominations of club members seeking Executive office must be received in writing at least one week in advance of the Annual General Meeting;

(3)	A Chief Returning Officer (CRO) will be appointed by the outgoing president to oversee all duties involved with elections. The CRO may not be a current executive and may not run in the election.

(4)	Unchallenged positions will be acclaimed without a vote.

(5)	Contested positions will be determined by an anonymous written ballot with winners being elected if they receive a majority of votes; and,

(6)	Written election appeals will be reviewed by the CRO within one week at which time a special meeting may be called to re-do the ballot for the contested position only if evidence of vote tampering is found.

Selection of Executives (Option B - Appointments)
14 (1)	Pursuant to section 11(1), the Executives of the club’s Executive Council shall be selected at the Annual General Meeting by appointment from the incumbent executives.

(2)	The incumbent Executive Council shall vote at the Annual General 	Meeting to appoint the successor(s) for the following year.

(3)	Incumbent Executives seeking to retain their position for a further term must abstain from the vote for their position.

Note: Alternatively in s. 12(3), you can choose to allow incumbent executives to retain their position without it going to a vote, provided it does not exceed their maximum number of terms in the position outlined in s. 11(2).
[bookmark: _Toc22126503]Officers and Duties
15 Pursuant to section 11(1), the Executive Council shall be composed of 4 Executives, including:
(a) The President;
(b) The Vice-President;
(c) The Treasurer; and,
(d) The Secretary.
Note: You are free to customize the names and duties of each position, within certain limitations. Your club must have at least 4 executives, and the duties listed below must be included. However, you can add additional executive positions (remember: they must be undergraduate students in order to be an executive, except in a non-voting, advisory capacity). You can also add additional duties as appropriate for your club’s activities; and you may reassign the below duties to other executives as you see fit, but you may not remove them as they are requirements.

15 The President shall be responsible for:
(a) Supervising the affairs of the Executive Council;
(b) Presiding over all club meetings;
(c) Completing annual reporting requirements;
(d) Acting as a spokesperson for the club;
(e) Ensuring that the club is compliant with its own rules and the rules of relevant third-party organizations, including the Students’ Union and the University of Calgary;
(f) Being a co-signing authority for all club financial matters;
(g) Transitioning their successor; and,
(h) Carrying out all other duties as assigned by the Executive Council.


16  The Vice President shall be responsible for:
(a) Presiding over meetings in the President’s absence;
(b) Planning and organizing the club’s activities and events;
(c) Fulfilling insurance and other requirements for holding events, as necessary;
(d) Transitioning their successor; and,
(e) Carrying out other duties as assigned by the Executive Council.

17 The Secretary shall be responsible for:
(a) Taking minutes at all club meetings, or assigning a designate to do so in their absence;
(b) Preparing agendas and sending out meetings notices;
(c) Communicating with members;
(d) Maintaining a membership list;
(e) Transitioning their successor; and,
(f) Carrying out other duties as assigned by the Executive Council.

18 The Treasurer shall be responsible for:
(a) Maintaining club financial records, including a detailed account of revenues and expenditures;
(b) Ensuring all monies paid to the club are deposited into the club’s bank account;
(c) Fundraising activities for the club;
(d) Being a co-signing authority for all club financial matters;
(e) Transitioning their successor; and,
(f) Carrying out other duties as assigned by the Executive Council.

19 (1)	Executive transitions shall begin immediately following the Annual General Meeting.

(2)	The transition period will span one calendar month.

(3)	Outgoing Executives are responsible for ensuring incoming Executives have: 
(a) A solid understanding of the requirements and duties of their position, including relevant policies, obligations, partnerships, upcoming events or activities, etc.;
(b) ClubHub accounts, with administrative privileges on the club’s ClubHub portal; 
(c) Access to club email and/or social media account(s);
(d) Access to and authority over club bank accounts; and,
(e) Access to any and 	all relevant club documents and records.

(4)	Outgoing Executives are responsible for all end-of-year responsibilities to the Students’ Union, including but not limited to annual reporting.

Note: Feel free to add to s. 19 to improve your executive transitions – each club runs differently in the end, so if there are specific things you think your successors should be prepared for in addition to the above, add it! The longevity of your club and its success year-over-year depends on the preparedness of its leaders, so be sure to set them up for success!

[bookmark: _Toc22126504]Meetings
[bookmark: _Toc22126505]Executive Meetings
20 (1)	The Executive Council shall meet for the purpose of managing operations and affairs of the club detailed in this constitution.

(2)	The Executive Council shall meet at least monthly, as called by the President.

(3)	Five business days’ notice shall be required for all Executive Meetings unless the Executive Council unanimously agrees to waive this requirement.

(4) The Secretary shall be responsible for taking minutes at all Executive Meetings.
Note: Feel free to adjust the frequency of your Executive Meetings to suit your needs in s. 20(2). In s. 20(3), we aim to ensure each executive member has time to accommodate their school work and other obligations around club duties – you should aim to provide as much notice as you can for meetings! 

21 (1)	Quorum for Executive Meetings shall be a majority (50%) of Executives.

Note: Quorum means the minimum number of voting members who must be present at a meeting for the business of the meeting to be valid. This provides an additional level of accountability and transparency by ensuring that at a single person or a small group cannot define the club’s activities without input from other members. You may adjust it if you feel it is necessary, but a simple majority of 50% is standard for clubs. 

22 (1)	Each Executive member has one vote.

(2)	The President does not have a second vote in the event of a tie, and a tie means the motion is defeated.

(3)	Executives must be present at the meeting (in person or by teleconferencing) to vote and may not vote by proxy.

23 (1)	Meetings of the Executive Council shall be open to club members.

(2)	Only Executive Council members may vote at Executive Meetings.

(3)	Members may only participate in discussion when invited to do so by the Executive Council.
Note: In sections 22 and 23, more specifics of how executive meetings will run are laid out. Again, you can customize these sections to suit your needs; but, you should ensure you have clear voting procedures including who can vote, what happens if there’s a tie-vote, and whether or not voting by proxy (instructing a fellow executive how you intend to vote and allowing them to cast your vote on your behalf if you are absent). Additionally, you should explain whether non-executive members are free to attend or contribute to discussion.

[bookmark: _Toc22126506]Annual General Meeting
24 The Executive Council shall call an Annual General Meeting no later than March 30 of each year for the purposes of:
(a) 	Selecting new Executive Council members;
(b) 	Providing a report of the club’s activities of the past year;
(c) 	Reviewing the club’s financial statements for the past year;
(d) 	Approving any proposed amendments to this Constitution; and,
(e) 	Considering other matters specified in the meeting notice.
Note: If you have other specific things you think should be included in your club’s Annual General Meeting (AGM), feel free to add them to this list. The included content in s. 24 should not be removed; only added to, if necessary.

25 Notice for the Annual General Meeting shall be provided to all club members at least 21 days before the Annual General Meeting. This notice shall:
(a) 	State the time, date and location of the meeting; and,
(b) 	Provide an agenda of business that will be conducted at the 	meeting.

26 Quorum for the Annual General Meeting shall be 10% of club members.

Note: The quorum for your AGM should make sense for the size of your club. For example, if your club has a smaller, more close-knit membership, a LARGER quorum (50%+) makes sense. If your club has hundreds of members, you should set a smaller quorum (like 10-20%), otherwise it may be difficult to ensure you meet the quorum for your meeting!

27 (1)	Every undergraduate student member of the club has one vote. Members who are not undergraduate students may attend and participate in discussion but may not vote.
Note: In order to be an SU Registered Club, undergraduate students must retain full authority over the club. That means that only undergraduate students may vote – both as Executives, and in general meetings. Non-students are welcome to participate and provide advice.

(2)	The President does not have a second vote in case of a tie, and a tie means the motion is defeated.

(3)	Votes by proxy are not permitted.

(4) The Secretary shall be responsible for taking minutes at the Annual General Meeting.

28 A simple majority (50% plus 1) of members present shall decide each issue, with the exception of constitutional amendments, which shall require a super-majority (two-thirds) approval.

[bookmark: _Toc22126507]Constitutional Amendments
29 This Constitution may be amended or repealed at any Executive Council Meeting.

30 The 21 days’ notice for the Executive Council Meeting must include details of the proposed resolution to change the Constitution.

31 Changes to this constitution shall require approval by two-thirds of members present at an Executive Council Meeting.

32 The amended Constitution shall take effect:
(a) After the approval at the Executive Council Meeting; and,
(b) After submission and approval of the amended Constitution to the Students’ Union.

33 The amended Constitution must be uploaded to the club’s ClubHub Documents portal after approval at the Executive Council Meeting.

[bookmark: _Toc22126508]Dissolution
34 The club shall not at any time pay any dividends or distribute its property to or amongst its members.

35 (1)	If the club is dissolved, any funds or assets remaining after paying debts are to be paid to a not-for-profit organization with objectives similar to those of the club.

(2)	Members shall select the recipient organization by a two-thirds majority vote at an Executive Council Meeting.

Note: In order to be a registered club, these dissolution sections must be included and may not be edited or removed. Please contact the Clubs Office with any questions.
