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Example constitution

This is a model constitution template for community/voluntary groups. Please adopt it as necessary according to the type and requirement of your organisation. 
NAME

The name of the group/organisation shall be ___________________________________

*The name of the group should be simple and clear, and it should reflect your group’s identity.

AIMS

The aims of the Group shall be to ___________________________________

*This sets out the main purpose of your group (why it exists or what it hopes to achieve), also who will benefit from your group.

POWERS

To further these aims the committee shall have power to:

· Open bank accounts
· Obtain, collect and receive money or funds by way of contributions, donations, grants and any other lawful method towards the aims of the Group.
· Associate local authorities, voluntary organisations and other groups in a common effort to carry out the aims of the Group.
· Do all such lawful things as will further the aims of the Group.


*This clause gives your group powers to do activities in order to reach your aims.

MEMBERSHIP

All voluntary and community groups have a membership structure. In legal terms a member is a person or group who agrees to abide by the constitution in return for rights given in the constitution. Members will be entitled to attend the Annual General Meeting (AGM). The constitution should define who is eligible for membership, categories of membership (i.e. voting and non- voting), how membership is approved, membership subscriptions and members’ meetings. You will need to follow to the Data protection GDPR rules 2018, if you are keeping records of members’ contact details. This means personal data is safeguarded and cannot be used without their consent.

(a) Membership shall be open to ______________________________

(Suggested clause for example: anyone over the age of 18 who supports the aims of the group)

(b)
The Management Committee shall have the power to approve or reject applications for membership or to terminate the membership of any member provided that the member shall have the right to be heard by the committee before a final decision is made.

MANAGEMENT

Your group will need to set up a Management Committee to make decisions about the group. It is also necessary to have Annual General Meeting (AGM) where the Management Committee is elected by the membership.

a) A Management Committee elected annually at the Annual General Meeting (AGM) shall manage the Group.
b) The committee shall consist of a chair, secretary, treasurer, and _______ other members.
c) The committee shall meet at least ______ times each year.
d) At least 3 committee members must be present at a committee meeting to be able to make decisions.
e) A proper record of all transactions and meetings shall be kept.
GENERAL MEETINGS

(a)
An Annual General Meeting shall be held within 12 months of the date of the adoption of this constitution and each year thereafter.

*It is standard practice for a group to have one formal meeting of all members each year.

(b)
Notices of the AGM shall be published two weeks beforehand and a report on the Group’s financial position for the previous year will be made available at the same time.

*You will need to give members as much notice as possible about the AGM. By Notices we mean informing members about the meeting, when and where it will take place as well as the agenda items.

(c)
One third of membership or four members being present, whichever is the greater, shall enable a General Meeting to take place.

*This sets out how many of the members must be present in order to hold any member meetings. This will depend on the number of members that you have.

(e)
Proposals to change the constitution must be given in writing to the secretary at least 28 days before a general meeting and approved by a two thirds majority of those present and voting.

*This clause explains the procedure for making changes to the constitution.

THE DUTIES OF THE OFFICERS
Unincorporated Associations have, as a minimum, a Chair, Secretary and Treasurer who each have specific roles and responsibilities. 

a) The duties of the Chairperson shall be to: 

• Chair meetings of the Committee and the Group 

• Represent the Group and act as the spokesperson of the Group when necessary. 

b) The duties of the Secretary shall be to: 

• Keep a membership list 

• Prepare the agenda for meetings of the Committee and the Group 

• Take and keep minutes of all meetings and collect and circulate any relevant information within the Group. 

c) The duties of the Treasurer shall be to: 

• Supervise the financial affairs of the Group and 

• Keep proper accounts that show all monies received and paid out by the Group. 

ACCOUNTS

The constitution needs to lay down the basic procedures for handling accounts and state that funds raised will only be used for the group.

a) The funds of the group including all donations, contributions and grants, shall be paid into an account operated by the management committee. At least two members of the Management Committee must sign all cheques drawn on the account.
b) The funds belonging to the group shall be applied only to further the aims of the group.
c) A current record of all income, funding and expenditure shall be kept and presented at the annual general meeting.
 DISSOLUTION

*Dissolution simply means what will happen if your group closes down (dissolves).
(a)
The Group may be dissolved by a resolution passed by a simple two-thirds majority of those present and voting at a Special General Meeting.

(b)
If confirmed, the committee shall distribute any assets remaining after the payment of all bills to other charitable group(s) or organisation(s) having aims similar to the Group or some other charitable purpose(s) as the Group may decide.


Signed by Chair.....................................

Date……………………….


Signed by Secretary..........................…..

Date……………………….


Signed by Treasurer...............................

Date……………………….

*The Management Committee needs to sign and date the constitution.
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