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QUEEN’S UNIVERSITY BELFAST

_____________________________

Students’ Union Executive Management Committee
19 November 2008
_____________________________

Review of Protocol for Grant Allocation and Financial Regulations Governing the Activities of Queen’s University Belfast Societies
This protocol was approved by the Executive Management Committee at its meeting of 14 November 2007.  Proposed changes are underlined.
1
In accordance with the Students’ Union’s Constitutional Rules, a society formed by students shall have the right to make applications to the Students’ Union Council (‘the Council’), through the Vice President Clubs and Societies, for the status of a recognised society.  

2
No society, nor any ethnic, racial or religious group, whose aim is prejudicial to the aims and objectives of the Constitution of the Students' Union, shall be recognised.  No religious or political societies may be granted approved status, nor shall such societies be permitted to apply for grant aid from the Union.
3
All societies must ensure that they have provided the Vice President Clubs and Societies with a Business Plan.  This Business Plan should outline the financial regulations that the proposed society intends to enforce, in order to ensure its adherence to the University’s Financial Regulations.

4
Approved status shall be granted to those societies (excluding religious and political societies) that have operated in accordance with the provisions within the Constitution and its Rules for a period of one year.  When a society has been granted approved status, it may then submit an application for grant aid, subject to the following conditions:

4.1
Each society that is entitled to apply for any grant aid from the Students’ Union shall hold an annual general meeting [AGM] at which the officers of the society shall be elected.  The AGM should take place no later than 31 May, so that the society’s Committee is in place for the start of the following academic year.  In exceptional circumstances, permission to hold the AGM later than this date must be sought in writing prior to 31 May from the Vice President Clubs and Societies.

4.2
Only students of Queen’s University shall be eligible to become an Officer of a recognised or approved society.  Students who are enrolled on a course of study at St Mary’s University College, Stranmillis University College, and any and all institutions with which the University has a collaborative agreement, shall be eligible to become members of a recognised or approved society.

4.3
Any approved society shall have the right to make a grant application to the Vice-President Clubs and Societies.


Process for grant application:

4.3.1
A society has the right to apply for a grant after being in operation for one year;

4.3.2
Application shall be made in writing by no later than 1 November to the Vice President Clubs and Societies.

4.4
Each approved society must provide an annual report to the Vice President Clubs and Societies as part of their grant application.


The annual report shall state:


4.4.1
the name of the society;


4.4.2
the total number of Student Members of the society;


4.4.3
the total number of members of the society;


4.4.4
the names and student numbers of the Officers of the society;


4.4.5
the contact address of the society;


4.4.6
the activities of the society since the previous report;

4.4.7
the proposed activities of the society during the period for which the grant application is being submitted.
4.5
Those societies that wish to apply for grants must also provide, as part of their grant application, an updated copy of their Business Plan (see 3 above) and a copy of the minutes of their most recent annual general meeting.

4.6 
A failure to provide any of the documentation or information requested (see 4.4 and 4.5 above) may render the grant application invalid.

Societies should also note that:


5
The Executive Management Committee may suspend any recognised or approved society which has failed to fulfil any of the obligations contained in its Business Plan or stipulated as part of their original recognition, subject to ratification by Council at the next available meeting.

6
The Executive Management Committee shall have the power to impose such penalty or penalties as it deems necessary upon any recognised or approved society which has acted in a manner prejudicial to the interests of the student body, subject to the right of appeal to the Council.

7
Recognised or approved societies must not make any public statement (which shall include any statement on the worldwide web) on behalf of the society, unless such a statement complies with the terms and spirit of the Constitution.


Financial Regulations
8
All clubs and societies have their own unique account (known as a ‘project code’) which is administered by the Clubs and Societies section of the University’s Finance Department.  This is located in the Guidance Centre, adjacent to the University Bookshop.

9
It is not permitted for any financial transactions relating to clubs and societies business to be conducted through externally-held bank or building society accounts (or similar).  The above applies to either a personal account or one held in the name of the club or society, and also applies to online banking arrangements of any kind.
10
It is not permitted for any financial transactions relating to clubs and societies business to be conducted by means of the use of a credit card (or similar).  The above applies to either a personal account or one held in the name of the club or society.

11
There is no overdraft facility available with club or society project codes, so transactions must be carefully monitored by the officers of the club or society, in order to ensure that the account remains in credit at all times.  An updated account balance can be obtained from the Clubs and Societies section of the University’s Finance Department.
12
The proper management of each club or society project code is the responsibility of the elected committee members of that club or society.  Designated officers of a club or society shall act as authorised signatories for financial and other transactions on behalf of that club or society.  These authorised signatories must be agreed and confirmed at the annual general meeting (AGM) of the club and society, and this decision must be recorded in the minutes, which shall be submitted as part of any subsequent grant application.

13
Prior to the beginning of each academic year, full contact details and sample signatures of the authorised signatories of each club and society must be supplied to the Clubs and Societies section of the University’s Finance Department.  As stated above, this is located in the Guidance Centre, adjacent to the University Bookshop.  No financial transactions may be completed by the club or society until this information has been provided, along with any other information that may be requested by the Clubs and Societies section of the University’s Finance Department or by the Students’ Union’s Vice President Clubs and Societies.
14
Any changes to the authorised signatories must be agreed by the committee of that club or society and shall be notified to the Clubs and Societies section of the University’s Finance Department and to the Students’ Union’s Vice President Clubs and Societies.  This notification shall take the form of a signed set of minutes of the committee meeting at which the changes were agreed.
15
Any allegations of financial mismanagement or fraud will be investigated in full under the University’s Regulations.  Where necessary, court action may be initiated. 
16
All money raised by clubs and societies must be paid into the University-held project code.  This includes any external sponsorship money, surpluses from fundraising events, membership fees and funds that are collected in order to pay for clothing, social events, trips or accommodation.  You should note that the above list is not exhaustive.
17
All orders for goods and services required by a club or society must be transacted through the Clubs and Societies section of the University’s Finance Department, using the University’s purchase order form system.  The University’s Financial Regulations must be adhered to at all times, otherwise committee members of a club or society may be exposing themselves to the sanctions outlined within 15 above.

18
Any agreement made with an external individual, company or service provider which will incur a cost payable by a club or society cannot be confirmed by any means other than the supply of an authorised official purchase order form.  The officers of the club or society are responsible for ensuring that this stipulation is communicated to the external individual, company or service provider.  Further details regarding the procedures for making purchases on behalf of clubs and societies are available from the Clubs and Societies section of the University’s Finance Department or the Students’ Union’s Vice President Clubs and Societies.  In exceptional circumstances, the University may authorise the use of an official Purchasing Card.
19
Authorisation for purchase order forms should only be given where the request is:

19.1 to attain the aims and objectives of the club or society;

19.2 beneficial to all of the members of the club or society;

19.3 reasonable in terms of the charge being applied by the external individual, company or service provider;

19.4 submitted using the correct documentation;

19.5 submitted with all of the required authorised signatures;

19.6 being drawn against sufficient funds within the account of the club or society.

20
Once an official purchase order form has been authorised and sent to the external individual, company or service provider, payment to same shall be processed by the Clubs and Societies section of the University’s Finance Department according to the terms stated on the invoice.  All invoices received by the club or society should be passed immediately to the Clubs and Societies section of the University’s Finance Department in order to ensure prompt payment.


Criteria for Allocation of Grants to Societies
21
A series of criteria in order to determine the level of grant aid (if any) that shall be awarded has been identified and shall include:

21.1 previous grant allocation(s), if any;

21.2 number of active Student Members;

21.3 whether or not representatives of the club have attended officers’ training events;

21.4 whether or not all of the documentation requested under 4.4 and 4.5 has been supplied within the required timeframe;

21.5 standard of annual report (advice regarding this criterion is available from the Vice President Clubs and Societies);

21.6 evidence of robust financial management within the club or society;

21.7 supply of a plan of activities for the forthcoming academic year;

21.8 whether or not a club or society is hosting an inter-college event(s) during the period for which grant aid is being requested;

21.9 level of interaction with the Students’ Union (examples of this shall include number of members on the Students’ Union Council, staging of successful social events in the Union bars, participation in clubs and societies’ quizzes in the Union etc);

21.10 level of interaction with other clubs and societies, in order to foster partnerships;

21.11 charitable works and activities that the club or society may be involved in;

21.12 community-based activities (such as clean-ups etc);

21.13 participation in the Freshers’ Bazaar.

The above list is not exhaustive.

22 Those clubs and societies who meet the criteria listed above will be best placed when their grant application is being considered, although there is no guaranteed level of funding as a result of constrained resources.
23 The Vice President Clubs and Societies shall submit a list of proposed allocations to the Executive Management Committee for approval, and shall inform clubs and societies of their allocation (if any) at the earliest opportunity.
Recommendation
The Vice President Clubs and Societies and the Deputy General Manager (Membership and Democratic Services) have reviewed this protocol, and recommend that it be approved in the above format, to be reviewed again in November 2009.
PAUL COURTNEY


DOMINIC DOHERTY

Vice President Clubs and Societies

DGM (Membership & Democratic Services)
