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1. Committee Roles 
 
President/Society Chair 
The President must think over the big picture, he/she is the figure head, in 
charge of the image the group creates and the direction the society will take. 
 
In leading their society the President must: 

-make sure the Society runs in line with its constitution 
-make sure the Society runs in line with it’s the DUSA constitution 

and Bye-laws 
-represent the Society at Society Council 
-behave in a manor befitting a President 
-in conjunction with Secretary be the voice of the Society to the 

press/external contacts 
-chair Society meetings 
-co-ordinate the Society, ensuring everyone is doing their job 
-keep morale high, provide good leadership and direction 
-be a cheque signatory (one of a minimum of two, three is 

preferred) 
 
Secretary/Vice Chair 
The role is to run the Society effectively, be in charge of the paperwork and 
keep in touch regularly with DUSA and take charge of general communication 
with the members. 
This includes website upkeep, emails and written documents. (Many Societies 
elect at least a website admin or some support for the Secretary on the 
Committee). 
 
The Secretary must: 

- in conjunction with the President, be the voice of the Society to the 
press/external contacts  

-keep VPSA/DUSA up-to-date on the Society and its activities (even 
if not on campus or in DUSA) 

-keep Members informed of the Society’s progress and events 
-ensure the contact details for re-affiliation have been completed 
-inform Members and VPSA of the Annual General Meeting (AGM) 
-consult with VPSA regarding any constitutional changes and 

ensure they comply with the DUSA constitution 
-create and distribute the agendas and minutes 
-ensure transparency in the Society (administer internal elections 

and proposed motions) 
-keep the membership list up-to-date 

 
Treasurer 
In charge of the income and expenditure of the society, the Treasurer is 
responsible for ensuring the books balance and he/she can be held 
responsible for any financial misconduct. The Treasurer is key in applying for 
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funds and must present the accounts at the end of May to DUSA and 
whenever a formal request by DUSA to view them is made. 
 
The Treasurer must: 
-attend Treasurer training at DUSA 
-keep accurate and current accounts: including receipts and other supporting 
documents 
-set the budget for the year 
-deal with the bank 
-ensure the account is in the society name and delivered to DUSA at the 
pigeon holes 
-be a cheque signatory (one of a minimum of two, three is preferred) 
-create the funding proposal for the Society Funding Committee 
-attend the Funding Committee meeting 
-create and maintain an inventory of Society possessions 
-have ownership of the Society receipt book for petty cash and cash tin 
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2. Committee elections 
 

Electing your Committee is probably the most important thing you will ever do, so 
you need to make sure it is run properly and truly reflects your Society’s 
democratic choices.  
The best way to go about it is at your AGM, all positions should be announced in 
advance and role descriptions circulated to give any candidates a chance to 
prepare for an election. 
Once you’re at your AGM the Chair should announce the elections, with the 
Chair/President role going last. 
Each candidate should prepare a three-four minute speech about why they want 
the position. The order of speeches should be alphabetical and, once the 
candidates have spoken, the floor should be open for questions. 
The vote should then take place via a secret ballot or show of hands and noted in 
the minutes and the winner announced. 
When it is the turn of the Chair/President and he/she is re-standing then they 
should hand over the meeting to the Secretary while that election takes place, 
then resume the Chair after the result. 
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3. Promoting your Society 
 

Not only you should be looking to promoting events, but also promoting your 
Society in general. At DUSA, we encourage you to take part in some out-of-the-
box thinking. 
We can print posters and help organise a media campaign utilising our magazine 
The Magdalen; radio station Discover Radio; TV channel DUSA TV and our 
website dusa.co.uk. 
We've provided a guide below with some basic tips on how to promote your 
society. 
 
Come to Freshers' Fayre 
The Freshers' Fayre will be held on the last Saturday of Freshers’ Week and is 
the best place for Societies to recruit new members. The Fayre attracts 
thousands of new students every year and is an excellent place for Societies to 
kick-start their year.  
 
Book a stall at the Union 
Holding a stall at DUSA provides your society with the best opportunity to 
publicise itself/any events to the student body. We can facilitate a stall on Floor 4 
outside our offices, outside level 2 reception or even outside the association 
building. All we ask if that you come and see us well in advance to ensure you 
have a well-equipped and well-attended stall. For further information, contact the 
VPSA. 
 
Posters around campus 
Postering around campus is a tried-and-tested method of promoting your event. It 
is important to have an eye-catching design which contains all the necessary and 
relevant information about your event. More importantly, please ensure you 
receive permission from either DUSA or the University before you plague campus 
with your posters! If you would like help or advice about designing or printing your 
materials, ask your VPSA for more info. 
 
Flyering on campus 
Simple and tedious but also very effective. If you want to order large quantities of 
flyers or if you want to be put in touch with the best printers in town, then come to 
DUSA and we can get you the best deals and cheapest prices. 
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4. Documents for Affiliation Pack 
 
 

1. Petition of 20 signatures and matriculation numbers of 
students who support your Society for affiliation to DUSA. 
       

2. A Society Constitution for your Society  
 

3. Hold your first Annual General Meeting (AGM) where 
you will elect your Society Committee (a President, 
Secretary and Treasurer). You can create more positions; 
however the three positions mentioned are compulsory. 
You will need to submit the minutes of this AGM to the 
VPSA in order to be affiliated.  

 
Additionally, it may be helpful to start setting up a bank account while 
you are trying to get affiliated. 
 
Once you have all this, submit it to the VPSA and attend the next Society 
Council meeting where you will give a short presentation on what your 
society is and the council will then decide whether to affiliate your 
society or not. 
 
 


