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Hello,  
  
Welcome to your instruction manual on how to start up a society! It’s fantastic to hear that 
you’re wanting to create a new one. First things first, please check out our society A-Z at 
www.dusa.co.uk/societies to make sure it isn’t already in existence. The next thing you want 
to do is check out the list below to make sure it hasn’t previously been in existence either. 
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If the society is listed as ‘inactive’ on the list above, email the Vice President of Student 
Activities (VPSA) at vpsa@dusa.co.uk to talk about how to get it restarted. Not listed on the 
A-Z or as an inactive society? That means it’s definitely a brand new one! 
 

1. Your constitution: 
 
So, first things first, you need to get to work on writing your society constitution. You can 
download an example one by following this link: https://www.dusa.co.uk/get-
involved/societies/start-a-society 
 
Items shown in red are essential and should always be included, but outwith that, you can 
change it as much as you please in partnership with the VPSA. Remember: this document 
will govern the rules of your society – it’s already quite comprehensive, so if you don’t want 
to make any changes to the example one (aside from inputting your society details of 
course), that’s absolutely fine. Once you’ve completed your constitution, email it to 
vpsa@dusa.co.uk. 
 

2. Support signatures:  
 
Once you’ve done this, you will need to start collecting the 20 signatures of fully 
matriculated University of Dundee students who support the idea of such society existing. In 
order to get the signatures, I’ve introduced an online form which can be accessed here: 
Society support signatures – just send this link to anyone who you think will support the 
creation of your society. 
 
The support signatures will go through to the VPSA, who will then email you to let you know 
once you’ve reached 20 signatures. Unfortunately, you will be unable to track the number of 
signatures yourself, but you can always email the VPSA for an update on numbers if you 
want to!  
 

3. Electing in a Committee: 
 
Once you have 20 signatures, it’ll be time to hold your first AGM. This is an Annual General 
meeting, where your new committee members are elected for the academic year. You must 
have four key positions: President, Vice-President, Treasurer and Secretary as a minimum, 
but you can introduce new committee positions too (such as a social secretary etc if you 
please). The AGM needs to be done fairly, where anyone can run for the positions and are 
then subsequently voted in by majority vote.  
 
At the time of writing this, we are still in lockdown, and so AGM’s are being held online. My 
recommendation for online AGM’s is to encourage anyone wishing to run for a position to 
submit a video of their speech (why they want to run for the position) to the committee. 
This video should then be circulated to your members via social media, where members are 
then able to ask questions based on the speeches. If candidates really do not wish to submit 
a video, or you would prefer written speeches submitted via email, that’s fine too.  
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For voting, I recommend using Microsoft Forms – this is a single sign on via your UoD 
credentials. Using this would ensure that people are not casting multiple votes for the same 
person. Google forms is also fine to use as long as you check for multiple votes cast from the 
same person. Because you’re newly creating this society, any University of Dundee Student 
can vote. Once your society is affiliated, this changes to only your members being able to 
vote. To become a member of a society, the committee must charge a minimum of £1 to 
sign up. Once you’ve held your AGM, you will need to send a list of the new committee 
members, their emails, and your completed constitution to vpsa@dusa.co.uk 
 

4. Affiliation: 
 
To become a DUSA affiliated society, you’ll need to have your committee in place prior to 
attending a monthly Societies Council meeting. The Societies Council takes place on the last 
Wednesday of every month during semester time from 17:30-19:00. These meetings are 
currently taking place via Microsoft Teams. The VPSA will send you a joining link! 
 
You’ll be invited along to the next Council to present the aims and the objectives of your 
society if you have your committee, constitution and 20 signatures finalised prior to this 
date. The Council will then take a vote to affiliate the society. Becoming affiliated means 
you’ll have access to all the DUSA perks, such as attending our freshers fairs, applying for 
society funding, being listed on our website and booking rooms within DUSA- to name a 
few!  
 
Make sure your committee members join this facebook group to stay up to date with all the 
latest societies information: https://www.facebook.com/groups/societies20.21 
 
What happens after affiliation? 
 

1. Your society will get added to the DUSA website 
2. You’ll be provided with an official society email  
3. People will be able to purchase memberships for your society online  
4. You will need to register for society banking 
5. Your new committee should complete the online committee training tasks 

 
 
Anything else? 
 
Just a little bit of house-keeping. Head to https://www.dusa.co.uk/get-
involved/societies/start-a-society to download a society privacy policy template. This must 
be amended to suit your society and should be readily available to all members throughout 
the year. If you create social media accounts for your society (Facebook and Instagram are 
recommended), it would be good to post it on there or email it out to your members. You 
should also download ‘GDPR Guidelines for Societies’ - this provides a summary of 
relevant GDPR guidelines relating to how your society should operates. 
  
I understand that this is a lot of information, but I hope this all makes sense to you! If you 
have any questions at all, please email vpsa@dusa.co.uk. 
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