
INTRODUCTION

The Students’ Union is an organisation run by students for students. The Students’ Union aims to provide student representation to the University and local community alongside running many services to ensure students have a great time at University e.g. advice centre, student activities and entertainments. Students’ Union Officers are responsible for the direction and management of the Students’ Union to ensure students’ needs are being met as well as ensuring they are well represented within the University.
To be a great organisation UBSU must succeed in representing its student members. To do this, it needs students to run for Sabbatical positions and Student Officer positions.
Becoming a member of the Student Officer Team brings responsibility for getting 15,000 students’ views heard at top levels of the University and also nationally. 

This is not just your chance to have your say, but your chance to shape the Union and the University. This is your chance to make the Students’ Union what you have always thought it should be! If you feel that you could be part of the team that runs the Students’ Union then you should stand for election! Read on to find out more. 

Contacts:

The Returning Officer: Adrian Parry (University Secretary) Adrian.parry@beds.ac.uk
Elections Manager: Becky Heard (Luton) GM16 Campus Centre
 Rebecca.heard@beds.ac.uk  01582 743276

Elections Assistants: Steve Ball (SU Bedford) Steve.ball@beds.ac.uk 

01234 793155 
What is the Student Officer Team?

The full Student Officer Team consists of 37 positions:-

 Sabbatical Officers who are full time and get paid approximately £16,000, they work closely with the permanent members of staff.

20 Student Officers (10 each at Bedford and Luton) who are part time and voluntary. These Student Officers positions feed into the decisions and actions of the Sabbaticals and vice versa.

4 Student Trustee Positions. These are new and take the Union in line with new Charity law legislation. If you are selected and then elected as a student Trustee you will sit on the Trustee Board and shall be responsible for the management and administration of USBU, including the governance, strategy and budget of UBSU. 

5 NUS Delegate positions available to attend the NUS National Conference and help shape the future overarching campaigns.

What are the benefits?

There are many benefits. You will gain great personal satisfaction, knowing that you have improved student life for all those at the University of Bedfordshire. Every day is a new experience, with challenges and rewards at every corner. You will also give yourself and your CV a unique advantage in the job market as employers will look favourably on a candidate who has gained transferable skills.
By becoming an elected officer, you can enhance and develop the following skills:

Assertiveness

Budgeting


Team work

Decision making
Campaigning


Project management

Advocacy

Strategy planning

Problem solving

Public speaking
             Negotiating


Committee work

Chairing meetings
Report writing


Leadership skills

People management
Presentation skills

Communication skills

Will I get any training?

Members of the Executive committee will have:

· Group training from the National Union of Students’ (NUS) Regional Officer

· Support and guidance from the Students’ Union CEO and supporting staff, which includes advice on all areas of the Union
· Full access to the University’s staff development unit during your term of office. This includes courses such as time management and IT training
· Sabbatical Officers and Trustee’s will get Trustee training

The Constitution.

It is important to remember that the Students’ Union is a membership-led organisation and governed by the constitution. As an elected officer you need to remember you will have to uphold the constitution. For a full copy of the constitution, go to www.ubsu.co.uk
In relation to Sabbatical, Student Officer and Trustee roles, pay particular attention to Articles 36-69 and 75-92 and the Bye-laws 2,3,4,6,7,9 and 13 ( 7 contains the election regulations).

What do I need to do?
You don’t need to have been involved in the Union in the past, however, you do need to be enthusiastic, hardworking, willing to talk to people and put in the work necessary to get elected and run such an organisation.

To stand for any of the positions, candidates must comply with the following before 3pm on Tuesday 25th October  2011:
· Be a full member of the Students’ Union and must not be banned from any part of UBSU.
· Certify that your course will not have academically completed before  you start this position.
· Have spoken to the current Officer to discuss the role and its responsibilities (apart from NUS Conference candidates who must speak to the President), and then filled out the nomination form and obtained the current officer’s signature or that of the SU President.

· Be proposed and seconded by two full student members and also to have obtained another 10 full members’ signatures.
· Have written a manifesto no longer than one side of A4 including a passport photo and submitted it in both hardcopy and electronic version.
· Plan to attend the candidates meeting and question time at either the Bedford or Luton campus.

· Have read the constitution, procedures and guidelines sections contained in this pack and online at www.ubsu.co.uk  and agree to abide by them.
· NB: For Trustee applicants there is a slightly different process and you will need to speak to either Becky Heard or John Perkins (President) about this.
Your completed nomination form and manifesto must be given to either the Elections Manager (Becky Heard at Luton SU GM16)HHh, or Elections Assistants (Steve Ball at Bedford Students’ Union building).
By Monday 31st October you must have submitted your campaign team lists and your budget plan.

You can find all relevant forms at www.ubsu.co.uk   


STUDENT OFFICER POSITIONS

These positions are available at both the Luton and Bedford campuses.

You will find the full job descriptions for these positions on the website, www.ubsu.co.uk/elections 
LUTON:

Campaigns Officer

To run and assist others in running campaigns that currently affect the student body.
Mature Students Officer (minimum age of candidate is 25)
Ensure that mature students are represented within the University and Union and that help is given to break down barriers that affect them accessing education.

Disability Officer

Provide representation for all students with a seen or unseen disability.
Women’s Officer

Ensure that women are represented within the Union and University and ensure that they are free from discrimination.

BEDFORD:
Entertainments Officer
To organise a diverse range of events for students throughout the academic year.

Sports Officer

Involved in running sporting provision with an emphasis on communication and sports development.

Lesbian, Gay, Bisexual and Transsexual (LGBT) Officer 

To look after and promote the interest of lesbian, gay, bisexual and transsexual students.
Mature Students Officer (minimum age of candidate is 25)
Ensure that mature students are represented within the University and Union and that help is given to break down barriers that affect them accessing education.
RAG Officer

To co-ordinate and run RAG activities within the Union, designed to make as much money for charity as possible.
Women’s Officer

Ensure that women are represented within the Union and University and ensure that they are free from discrimination.
Disability Officer

Provide representation for all students with a seen or unseen disability.
Newspaper Editor
To co-edit and ensure student representation in the production of the Unions Newspaper.
Campaigns Officer

To run and assist others in running campaigns that currently affect the student body.

BOTH CAMPUSES:

2 Trustee positions:

 Carry out duties as specified by the board of trustees.
· Sit on the Trustee Board with other Trustees.

· Be part responsible for the management and administration of USBU, including the governance, strategy and budget of UBSU. 
· Ensure UBSU delivers the objectives for which it was established.

Faculty Representatives

What is a faculty representative?

· The voice of fellow students for a whole faculty.

A faculty rep speaks up for students at the faculty level. They sit on the faculty academic boards and help shape the policy and procedures of the faculties. They, like course reps ensure students thoughts and concerns are heard by the University. 

Number of positions: 4 Undergraduate per faculty and 1 Postgraduate per faculty.
BS: Business School, CATS: Creative Arts, Technologies and Science, EST: Education, Sport and Tourism and HSS: Health and Social Sciences

· NB: You can run for both a Student Officer position and a Faculty Rep position
National Annual Conference Delegates
The ideal candidate should have knowledge and a keen interest on the running of NUS nationally, and preferably have a sound understanding of current issues that effect students in higher education. Number of delegate positions: 5
· National conference delegates will be responsible for representing UBSU at the annual conference. DATE TBC
· They must attend all events at National Conference and liaise with the President   about matters related to National Conference.
Current sabbatical officers can also run to be a delegate and must follow the same processes as student candidates.
GUIDELINES FOR CANDIDATES’ ELECTION CAMPAIGNS
Please read these guidelines carefully, they are intended to help you understand the election process and conduct your election campaign within the regulations. 
The Returning Officer is Adrian Parry (University Secretary). He has the authority to impose penalties or disqualify candidates who conduct themselves outside the set regulations. 
The main point of contact for election forms and information will be Becky Heard (Luton) and Steve Ball (Bedford). 

CANDIDATES‛ RESPONSIBILITIES

It is your responsibility to follow ALL regulations and guidelines as stipulated in this handbook and online at www.ubsu.co.uk You need to read the Unions Constitution and By-laws. You are also responsible for your own conduct and the conduct of your campaign team (should you choose to have one) throughout the elections.
Nominations

Open Nominations: Monday 17th October  

Close Nominations: Tuesday 25th October at 3pm

This is the period of time candidates can decide to run in the elections and hand in their manifestos.

Manifesto

The manifesto is a mission statement that consists of a candidate’s intentions and promises and gives reasons why students should vote for them. The Students’ Union will produce a booklet of manifestos for general distribution and display at the polling stations.
The manifesto MUST be no more than one A4 side of paper and must include a photograph. Any manifesto that does not adhere to the regulations will not be accepted. No member of the Executive Committee can assist you in compiling your manifesto and you cannot plagiarise a previous candidates words.
Your manifesto must be submitted in both hard copy and electronically, either via email, or USB stick. (The quality of the reproduction will depend on the quality of the manifesto submitted).

Manifestos MUST be handed in before the close of nominations at 3pm on Tuesday 25th October 2011 to the Elections Manager or Elections Assistants, with your nomination form and supporting signatures.
Candidates‛ Meetings:

You must attend a meeting before the start of the campaign time and one at the close of polling. 

Pre-campaign meeting: To inform all candidates about election procedures, rules and regulations.
Friday 28th October at Bedford Students’ Union at 11am
Friday 28th at Luton Students’ Union café area at 2pm  
Candidates need only to attend one of these meetings. 
Any candidate who is unable to attend this meeting you must inform the Returning Officer, (via the Elections Manager/Assistant), at least 24 hours in advance. They must arrange a time to discuss the election regulations with the Returning Officer.
End of polling meeting: at Luton Students’ Union café area at 3pm/ Bedford TBC These meeting are for all candidates but especially for those who may have submitted complaints in writing to the Returning Officer. These meetings also allow the count to commence when the Returning Officer is satisfied all complaints have been dealt with.
You must submit the receipts for your election material by the end of these meetings, although polling will have been completed, if it is found you have exceeded your budget you still stand the chance of being disqualified. 

Question Time
The opportunity for the student body to ask the candidates questions and listen to their aims and plans.
Friday 4th November at tbc time in Bedford and tbc time in Luton.
Student Officer candidates need only attend their relevant campus.
 If a candidate has exceptional reasons not to attend they will be required to inform the Returning Officer (via the Elections Manager/Assistant), at least 24 hours before Question Time commences. Failure to do this is could lead to disqualification. If you can not attend you must submit a written statement to be read out. 
Lengths of statements are 2 minutes per uncontested candidate and up to 5 minutes for contested candidate. 
Campaigning and Campaign Materials

You need to submit a budget plan before the start of campaigning which is the end of the day on Monday 31st October. This budget plan has to follow the price structure of the reprographics department in Luton, but you can get your publicity produced elsewhere if you wish.  
Campaigns are self funded and £50 is the limit candidates. You must submit your receipts by the end of the candidates meeting on Thursday 10th November.
If you choose to have a campaign team (max 10 people) their names must be submitted to the Elections Manager or Elections Assistant by Monday 1st November. All campaign team members MUST be made identifiable in some way, e.g. T-Shirt, badge. NO other student/person may hand out campaign material. All identifiable symbols will come out of the campaign member/team’s budget.

All campaign material must be approved by the Election Manager/Assistant. The UBSU or University logo must not be used in any candidate’s publicity. Any publicity which contradicts the Unions Equal Opportunity Policy will not be approved and final decisions in case of dispute will be made by The Returning Officer.
The use of “social networking” (ie facebook, bebo etc) sites will be allowed as soon as the official campaign time starts which is the close of the last Question Time held. Campaign pages must focus solely on the candidate for which that site has been made; any negative campaigning will be dealt with by the Returning Officer.
No candidate can start campaigning until both Question Times are finished. All candidates are required to remove all publicity material from the Students’ Union building and University property before the announcement of the election results.

Voting

Bedford and Luton only: 10am-5pm Monday 7th, Tuesday 8th, Wednesday 9th November and 10am-2pm Thursday 10th November in the campus centre Students’ Union café in Luton and The Hub area in Bedford.
During the voting no candidate can encroach within three metres of the ballot box.  Under no circumstances must candidates or members of their campaign team approach someone who is in the process of voting at any ballot box. The breaking of these rules will be considered a grave offence.
Ballot clerks will be appointed after advertisement of the positions. No member of a campaign team or any nominee of a candidate may become a ballot clerk.
Voting: The Ballot Form

The Single Transferable Vote System (STV)

The University of Bedfordshire Students’ Union is constitutionally bound to use the STV system. 

The difference between this and the “first past the post system” is that it allows the voter to express a descending order of preference for candidates in the order in which they “like” them by placing a 1/2/3 and so on, against the candidates of their choice. Any ballot that marks a candidate with a tick or cross, is defaced, or is unclear to read may be deemed spoilt and not counted.

On the ballot sheet there is “Re-open Nominations”, otherwise known as RON. RON is always counted as a valid candidate, therefore if RON achieves over 50% of total votes then the Students’ Union would have to re-open nominations for that position and run the elections for that position again.
Close of Elections

Elections close at 2pm Thursday 10th November. 
The Count

The Returning Officer will allow positions to be counted once he is satisfied all complaints are dealt with. 
Counters will be appointed after advertisement of the positions. No member of a campaign team may become a counter.

Each candidate can attend or nominate an observer to ensure counting procedures are adhered to. This person will not take part in the count itself and will not be allowed to leave until the whole count is completed. Phones are not permitted in the count room.
COMPLAINTS.
· Grounds for complaint:

· Failure in the good conduct of the election;

· The behaviour and activities of candidates or their campaign group;

· The administration of the election;

· Breaches to regulations.

To log a complaint you need to fill in a complaint form (www.ubsu.co.uk) and hand it to The Returning Officer via the Elections Manger/Assistant. Any action taken will be put in writing.

Any complaints relating to the conduct of elections, campaigns or the polling, must be handed in prior to the end of polling i.e. 2pm Thursday 10th November. 
Deadline for complaints about the count must be handed in writing to the Returning Officer prior to the declaration of results.  

After reviewing all the appropriate evidence, the returning officer may decide the following:

· Not to uphold the complaint

· Halt elections for specified posts pending investigation

· Disqualify candidate(s)

· Re-run the election

· Impose penalties

The elections will follow a 3 strike rule with disqualification on the third strike. There are grave offences which will be classed as 2 strikes. A grave offence can take the form of the following being in/or talking to people in the ballot area, negative campaigning and campaigning which contravenes the equal opportunity policy, in a physical, sexist, ageist, homophobic way etc

Please note The Returning Officer’s decision is final.
DEADLINES AND TIMETABLE (Luton)
	Day
	Date
	Task
	Venue
	Time

	Monday
	17th October
	Open Nominations
	UBSU-GM16
	10 am

	Wednesday
	25th October
	Close Nominations (fully completed nomination form and manifesto).
	UBSU-GM16
	3 pm

	Friday
	28th October
	Meeting for candidates
	UBSU Café area
	3pm

	Monday
	31st Oct
	Close of campaign team names and budget plan.
	GM16
	5pm

	Friday
	4th Nov
	Question Time 
	tbc
	tbc

	Monday 
	7th Nov
	Voting
	UBSU Café area
	10am-5pm

	Tuesday
	8th Nov
	Voting
	UBSU Café area
	10am-5pm

	Wednesday
	9th Nov
	Voting
	UBSU Café area
	10am-5pm

	Thursday
	10th Nov
	Voting
	UBSU Café area
	10am-2pm

	Thursday
	10th Nov
	All complaints regarding conduct of election, and polling to be handed in
	UBSU

GM16
	By 2pm

	Thursday
	10th Nov
	Candidates Meeting
Hand in budget receipts.
	UBSU Café area
	3pm

	Thursday
	10th Nov
	Vote Counting TBC
	UBSU Luton
	tbc

	Thursday
	10th Nov
	All complaints regarding counting to be handed in
	Count Room
	tbc


DEADLINES AND TIMETABLE (Bedford)

	Day
	Date
	Task
	Venue
	Time

	Monday
	17th October
	Open Nominations
	UBSU
	10 am

	Wednesday
	25th October
	Close Nominations (fully completed nomination form and manifesto).
	UBSU
	3 pm

	Friday
	28th October
	Meeting for candidates
	UBSU
	11am

	Monday
	31st Oct
	Close of campaign team names and budget plan.
	UBSU
	5pm

	Friday
	4th Nov
	Question Time 
	tbc
	tbc

	Monday 
	7th Nov
	Voting
	The Hub
	10am-5pm

	Tuesday
	8th Nov
	Voting
	The Hub
	10am-5pm

	Wednesday
	9th Nov
	Voting
	The Hub
	10am-5pm

	Thursday
	10th Nov
	Voting
	The Hub
	10 am-2pm

	Thursday
	10th Nov
	All complaints regarding conduct of election, and polling to be handed in
	UBSU
	By 2 pm

	Thursday
	10th Nov
	Candidates Meeting
Hand in budget receipts
	tbc
	tbc

	Thursday
	10th Nov
	Vote Counting TBC
	UBSU Luton
	tbc

	Thursday
	10th Nov
	All complaints regarding counting to be handed in
	Count Room
	tbc


Please note, results are to be announced as soon as they have been signed off by the Returning Officer which may not be Thursday 10th Nov
A WORD FROM THE RETURNING OFFICER.
Election time is an important part of your life as a student, whether you’re standing as a candidate or being asked to vote. You choose who runs the Students’ Union and provides all those services students just couldn’t live without, such as a safe venue, an Advice Centre or an NUS card for all those discounts – to name just a few!!

If you have chosen to stand as a candidate, make sure you refer to the timetable and deadlines in this handbook and the regulations and Constitution that can be found on the website. www.ubsu.co.uk  

Please do be aware that breaking the election regulations will not be taken lightly and could result in you being disqualified. Ignorance of the regulations is not an excuse.

If you do need any help or guidance, please approach the Elections Manager in Luton, Becky Heard or the Elections Assistants in Bedford Steve Ball.
 I look forward to working with the successful candidates.

My best wishes to all of you!

Adrian Parry
University Secretary
University Of Bedfordshire
adrian.parry@beds.ac.uk 
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