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	Employee Clubs Template – September 2022



constitution

Name: The (INSERT NAME) Club (hereinafter referred to as “the Club”)
Aims & Objectives: The objectives of the Club are to:
· Help develop and strengthen our university community by providing a supportive environment in which employees, current & former, can grow and achieve their potential
· Provide opportunities for employees to interact in a social environment
· INSERT MORE (optional)
Membership

Membership of the Club is limited to UCD employees (current & retired) and membership shall cease if the member resigns or otherwise ceases to work for the university prior to their contractual end date.

New members may apply to join by contacting the Club Secretary and may be required to produce their staff identity card to demonstrate they are a current employee of the university.

Acceptance of membership of the Club implies acceptance of this Constitution, the policies and procedures of the University and any standing rules of the Club that may be passed by the Committee from time to time.

Membership may be terminated voluntarily by the member themselves or by a vote of the Management Committee. Grounds for termination by the Management Committee might include breach of the rules of the Constitution or any acts which in the reasonable opinion of a majority of the Management Committee make the person unfit to be a member of the club. The member can appeal a decision to terminate their membership to the Management Committee via the Secretary. UCD does not have a role in appeals. 
Management Committee

The functions of the Management Committee are to:

· Develop and instigate an annual programme of activities in line with the aims & objectives of the Club.
· Source resources and funding opportunities.
· Review and approve funding ensuring the principal of “best value for money” is applied.
· Distribute any monies allocated by UCD or sponsors in an efficient manner.
· To provide all its services in a way that is equal, inclusive, fair and ethical to everyone.

· Communicate with the university community on an ongoing basis about activities of the Club.

Membership of the Management Committee:
The Club shall have a Management Committee consisting, at a minimum, of the following (separate) positions:

1. Chairperson

2. Secretary / Registrar
3. Treasurer
The Club shall have other portfolios such as “Financial Auditor” that are deemed necessary and may add ordinary members to the Committee. All of the aforementioned shall be appointed from Club members.
No Executive Member shall be appointed to any office of the Club paid by salary or fees, or receive any remuneration or other benefit in money or money’s worth from the Club.  

Election and Term of the Management Committee:

Committee members shall be elected at the Annual General Meeting (AGM) each year by secret ballot. All members are entitled to vote and all members have a single vote. The term of office of each Committee shall be for one year. 
Insert further limits on terms here if necessary or desirable.

The Committee, at its first meeting after the Annual General Meeting each year, shall elect from its members such officers as it sees fit. Officers so elected shall hold office until the first meeting of Committee held after the succeeding Annual General Meeting.

The Committee shall hold periodic meetings to transact the business of the Committee. A quorum shall be a half plus one of the full Committee.
At all meetings of the Committee in the event of difference of opinion, the question shall be decided by simple majority. In the event of an equality of votes, the Chairperson shall have a second or casting vote.

Minutes should be kept and signed by the Chairperson of the Committee. All Club members have the right to view minutes of meetings in their place of keeping at any time given a weeks’ notice.
The Committee shall have the power to appoint a member to fill any casual vacancy among the ordinary members of the Committee.

The Committee may from time to time appoint from amongst its members such sub-committee as it may deem necessary or expedient to conduct its business.
Subscriptions

In the event that subscriptions are introduced, all members shall be required to pay the same fee. Clubs shall keep basic accounts showing income and expenditure.
Property and assets

Clubs shall not engage in a commercial relationship covering the renting, leasing or purchase of equipment or property. Equipment purchased should be stored securely and in an appropriate manner. 
Holding of meetings
The Annual General Meeting (AGM) of the Club shall be held in the month of (INSERT MONTH) and advertised at least one week in advance. The Agenda shall include Minutes, Chairperson's Report and Financial Report. The Constitution may only be changed at the AGM and a two-thirds majority vote is required.

A quorum for meetings shall be (INSERT NUMBER).
An Extraordinary General Meeting (EGM) shall be called by the Chairperson at the request of the Committee or (INSERT %) of the members of the Committee. (X) members shall be necessary to form a quorum and no resolution, other than a motion for adjournment, shall be adopted at such Meeting without the sanction of a majority of two-thirds of the number of members present. 

A decision of the Committee may be nullified by an EGM. 

Financial Reporting
Financial records shall be kept, showing the financial affairs and receipts and disbursements of the Club. Clubs may be required to present their records for inspection by the club Auditor and relevant UCD authority. 
The financial year of the Club will run from the 1st of October to the 30th of September. The accounts of the Club shall be balanced by the 30th of September each year.
The issuing of cheques or withdrawing funds, making bank lodgements, cash handling, keeping up to date accounts, producing annual accounts are the responsibility of the Club Treasurer. 

Expenditure on social or other activities is subject to the approval of the Treasurer and one other Committee member. 

Entry in sponsorship agreements is subject to the approval of the Committee, must be consistent with UCD policy and must not include arrangements with tobacco, alcohol, gambling companies or political bodies. 
Equality & Diversity: 
All club members should conduct themselves in a manner that is consistent with UCD’s policies on Dignity & Respect. Any rules adopted by the Club should encourage an atmosphere of equality, diversity and inclusion at all times. 
Managing Member information
As a data controller, the Club has certain key responsibilities in relation to the information they keep on computer or in a structured manual file about individuals. These are summarised in terms of eight "Rules" which data controllers must follow, and which are listed below.
· Obtain and process the information fairly

· Keep it only for one or more specified and lawful purposes

· Process it only in ways compatible with the purposes for which it was given to you initially

· Keep it safe and secure

· Keep it accurate and up-to-date

· Ensure that it is adequate, relevant and not excessive

· Retain it no longer than is necessary for the specified purpose or purposes

· Give a copy of his/her personal data to any individual, on request.

These provisions are binding on every data controller. All Clubs are bound by UCD policies, procedures and practices in relation to GDPR.
