Graduate College Postgraduate Board Terms of Reference

1. Definitions
1.1	This document shall refer to Lancaster University Students’ Union as ‘LUSU’.
1.2	This document shall refer to the Postgraduate Board Officers as ‘officers’.
1.3	This document shall refer to Graduate College General Meetings as ‘General Meetings’.

2. Status
2.1	Postgraduate Board is a standing committee of LUSU as outlined in Section 46 of the LUSU Articles of Association, with its purposes defined in Section 46.2.
2.2	Postgraduate Board Committee is the autonomous representative of Lancaster University Graduate College students.

3. Rights
3.1	All postgraduate students registered as members of the Graduate College, unless they have opted out of LUSU, shall have the following rights:
3.2	The right to vote and stand in Postgraduate Board elections. 
3.3	The right to speak and vote at General Meetings and Emergency General Meetings, and to propose and second motions at both.
3.4	The right to be represented by the Postgraduate Board.
3.5	The right to join any committee set up by the Postgraduate Board.

4. The Postgraduate Board
4.1	All Postgraduate Board Officers shall take office from the 1st of January following the term in which they are elected into the officer position, or immediately in the case of a co-option or bye-election
4.2	All Postgraduate Board Officers will be elected in Michaelmas term, except in the case of a co-option or bye-election. 
4.3	No college member may simultaneously hold more than one officer position on the Postgraduate Board or simultaneously hold an officer position on the Postgraduate Board and a LUSU Full-Time Officer position. Before starting another position, candidates can nominate for FTO without resigning
4.4	An officer may resign at any time by submitting a written resignation to the President. If the officer resigning is the President, the written resignation must be submitted to the LUSU President. 
4.5	The Postgraduate Board shall have the option to suspend an officer if they are absent, without submitting acceptable apologies, from two consecutive meetings or councils that are included in their remit, which includes Postgraduate Board meetings.
4.6	If an officer is absent from more than two consecutive meetings without a valid reason, they shall be deemed suspended.
4.7	An officer shall not miss more than three meetings within a single month; exceeding this limit will result in suspension.
4.8	Postgraduate officers are expected to uphold their commitments to the Board. Serving on the Board requires a demonstrated level of commitment, and officers are expected to prioritize their responsibilities accordingly.

5. Responsibilities of Officers 
5.1	Each officer shall be expected to support and assist other officers in the performance of their duties for the good of the Postgraduate Board and the wider college. 
5.2	Postgraduate Board shall consist of the following roles, where each role, except for the President and Social Media Officer, shall be held by a maximum of two officers. The President shall remain a singular role , and the Social Media Officer role shall be held by a maximum of three officers. 

5.3	President 
5.3.1	The President shall organise, coordinate, and oversee  the Postgraduate Board and are ultimately responsible for the Postgraduate Board’s running. 
5.3.2	 The President shall be the ultimate representative of the Graduate College membership and will represent the membership at appropriate University and LUSU meetings, such as College Leadership Committee and Union Assembly. 
5.3.3	The President shall maintain positive, collaborative relationships with other College	Presidents, and maintain and strengthen strong liaison with LUSU, Graduate College management and staff. 
5.3.4	The President shall be empowered to delegate tasks and responsibilities to Postgraduate Board officers.
5.3.5	The President shall ensure Postgraduate Board Officers comply with their duties, helping and supporting them to do so.  The President shall ensure compliance by all Postgraduate Board Officers with their duties, providing guidance, support, and oversight as needed.
5.3.6	The ordinary signatories of the Postgraduate Board account with LUSU must include the Treasurer, and the President. 
5.3.7   The President shall have the final decision-making authority in cases of deadlock during Postgraduate Board Committee Meetings, General Meetings, or Emergency General Meetings, ensuring timely resolution of critical issues.
5.3.8   The President shall have the authority to appoint ad-hoc committees or working groups to address specific issues or projects, with the power to assign members and define their terms of reference.


5.4	Vice President 
5.4.1	The Vice President shall assume the role of President in the President’s absence, where they will fully deputise for the President and assume their responsibilities and powers. 
5.4.2	At all other times, the Vice President should effectively assist the President in the completion of their duties and the overall running of Postgraduate Board. This includes calendar compilation, event planning and event execution. 
5.4.3	The Vice President shall ensure that all elections are carried out in accordance with the Democracy and Elections Byelaw. They shall also attend Democracy Committee and ensure all elections are ran in accordance with the decisions that arise from this body. 
5.4.2.3.1	The Vice President can also attend other relevant University and/or LUSU meetings and maintain strong liaison with the President of LUSU. 
5.4.5	Any member of the Board chosen by the President shall be responsible for an event where all candidates for Postgraduate Board elections are able to speak and campaign for the membership’s vote.

5.4.6	Any member delegated by the president is responsible  for calling and chairing General Meetings within Graduate College. In such meetings, the Chairing Officer shall not have a vote unless the vote is tied.

5.5	Treasurer 
5.5.1	The Treasurer shall be responsible for overseeing and administrating all financial business of Postgraduate Board. 
5.5.2	The Treasurer shall liaise with LUSU on all matters of finance. They shall be lead signatory of the Postgraduate Board financial account and shall raise Purchase Orders and Payment Claims on behalf of Postgraduate Board and its individual officers. Further, they shall maintain an up-to-date log of all transactions and check accounts presented by the LUSU Finance Office. 
5.5.3	The Treasurer shall advise Postgraduate Board and its individual officers on the expenditure of budget. 
5.5.4	The Treasurer shall ensure that the expenditure of budget is ethical, environmentally friendly, and complies with LUSU’s Financial Procurement Policy upon its creation.

5.6	International Officer 
5.6.1 The International Officer must be an international student themself. 
5.6.2	The International Officer shall be responsible for promoting the interests of international students within the Graduate College membership and shall promote and celebrate their diversity.  
5.6.3 The International Officer shall create a calendar of international campaigns and/or events in advance of each subsequent term. 
5.6.4	The International Officer shall maintain a strong liaison with the LUSU International Students’ Officer, involving themselves in campaigns and events appropriately.

5.7	Wellbeing Officer 
5.7.1	The Wellbeing Officer shall be responsible for promoting the positive mental wellbeing of the Graduate College membership. 
5.7.1.1	The Wellbeing Officer shall work closely with the International Officer when promoting the positive mental wellbeing of international students within the Graduate College membership. 
5.7.2	The Wellbeing Officer shall create a calendar of international campaigns and/or events in advance of each subsequent term.  
5.7.3	The Wellbeing Officer shall attend relevant University and/or LUSU meetings and maintain strong liaison with the LUSU Wellbeing Officer.

5.8	Events Officer 
5.8.1	The Events Officer shall be responsible for creating a lively, active, and engaging presence through a diverse range of socials and events, both inside and outside of Graduate College spaces. 
5.8.2	The Events Officer shall create a calendar of socials and events in advance of each subsequent term. These socials and events will be lively, engaging and shall as a collective appeal to the broad Graduate College membership, in reflection of the vast diversity of the Graduate College membership of which should always be considered. 
5.8.3 The Events Officer shall maintain a particularly strong liaison with Graduate College’s Community Assistants and collaborate as frequently as appropriate to deliver socials and events. 
5.8.4	The Events Officer shall attend relevant University and/or LUSU meetings.

5.9	Sports Officer 
5.9.1	The Sports Officer shall be responsible for promoting the positive physical wellbeing of the Graduate College membership. 
5.9.2	The Sports Officer shall also be responsible for the promoting of sporting life within Graduate College, encouraging player and spectator participation in intercollegiate sport, and ensuring sport is inclusive and accessible to all. 
5.9.3	The Sports Officer shall create a calendar of sporting events in advance of each subsequent term. 
5.9.4	The Sports Officer shall attend relevant University and/or LUSU meetings and maintain strong liaison with the LUSU Activities Officer.
5.9.5	The Sports Officer shall be responsible for supporting the Graduate College Bar Sports teams and liaising with the wider sport officer groups to arrange and oversee fixture administration. 

5.10	Social Media Officer 
5.10.1	The Social Media Officer shall be the primary facilitator of communication between the Postgraduate Board and Graduate College members;
5.10.2	The Social Media Officer shall be responsible for publicising social, sporting, and entertainment events, news, and Postgraduate Board activities to Graduate College members;
5.10.3	The Social Media Officer shall organise awareness campaigns to encourage student participation in college elections, campus elections and broader political activities, and shall assist the Vice President in promoting college elections and co-options.
[bookmark: _heading=h.gjdgxs]5.10.4	The Social Media Officer shall be responsible for responding to messages received on the Graduate College Instagram Page. These messages are to be responded to in a timely manner;

6. Meetings
6.1	Postgraduate Board Committee Meetings are meetings where the Postgraduate Board discuss and make policy on matters relating to Graduate College. 
6.2	General Meetings shall be the self-governing body of Graduate College members and may instruct the Postgraduate Board to follow a mandatory course of action over a particular issue.
6.3 Postgraduate Board Committee Meetings
6.3.1  The Postgraduate Board Committee Meetings may be called by the President or any officer delegated by the President, with the time and location determined by the President or the appointed officer, at a time and location that is convenient for the President and, subsequently, a majority of the officers
6.3.2	Postgraduate Board Committee Meetings will be chaired by a person that can be assigned to any member by the President if necessary; therefore, the charing person shall not have a vote unless the vote is tied, in which case they shall exercise the casting vote.
6.3.3	Minutes must be taken of all meetings. The responsibility for taking minutes is assigned to any Board member but can be delegated by the President as necessary.
6.3.4	Votes will be carried by a simple majority through a private, but not anonymous, vote.
6.3.5	All officers are expected to attend all Postgraduate Board Committee Meetings unless reasonable apologies are submitted to the shared mailbox seen by both the person who hold the meeting and the President.
6.3.5	The President may call for a vote on urgent matters between scheduled meetings via electronic means. All decisions made in this manner must be ratified at the next committee meeting
6.3.6   Any member shall be able to put forward the suggestions to change decisions made by the Postgraduate Board or its officers if they are deemed to conflict with the best interests of the Graduate College or LUSU policies. Such suggestions must be accompanied by a written explanation and submitted for review at the next General Meeting.
make more general
6.4 General Meetings
6.4.1	A General Meeting may be called at any time and an Annual General Meeting must be held once a year with Postgraduate Board Officer Reports on the agenda. 
6.4.2	General Meetings shall be called by the Vice President or the President, at a time and location determined by the President. 
6.4.3	General Meetings shall be chaired by any member of the Board but can be delegated by the President as necessary  or, in their absence, the President. The President has the authority to delegate chairing responsibilities as necessary, but retains final oversight.
6.4.4	Minutes must be taken of all meetings. The responsibility for taking minutes is assigned to a flexible role but can be delegated by the President as necessary. 
6.4.5	All decisions of General Meetings, except on votes of no confidence, suspension, co-option to office, and amendments to this byelaw, shall be by a simple majority. 
6.4.6	Votes of no confidence, suspension, co-option to office, and amendments to this byelaw shall be by a 70% majority of the meeting and must be on the agenda of a General Meeting. 
6.4.7	The quorum for a General Meeting shall be 30 members of Graduate College. 
6.4.8	Matters discussed in ‘any other business’ cannot reverse decisions taken earlier in the meeting.
6.4.9	At least seven days’ notice specifying date, time, and venue of a General Meeting must be given. In case of amendments to this byelaw, suspension of an officer, co-option of a member to a Postgraduate Board position, or a proposed vote of no confidence, details of business must be given with the notice for the General Meeting.
6.4.10	Business or motions for General Meetings should be submitted to a shared document, accessible to both the President and the Vice President, at least two days prior to the meeting.
6.4.11	The agenda for General Meetings must be approved by the President and posted visibly at least 24 hours in advance.

6.5 Emergency General Meetings
6.5.1	Emergency General Meetings can be called by the Vice President, the President, or by petition of 30 members of Graduate College. No less than 24 hours’ notice must be given for such a meeting and it shall be widely publicised around Graduate College, specifying the business to be transacted and the date, time, and location. 
6.5.2	Emergency General Meetings shall be chaired and minutes taken following the same procedure as General Meetings. 
6.5.3	An Emergency General Meeting can only discuss and vote upon the matter for which the meeting has been called. 
6.5.4	The quorum of an Emergency General Meeting shall be 30 Graduate College members.

7. Finance
7.1. Financial matters of Postgraduate Board shall be dealt with as set out in the LUSU Financial Regulations. 
7.2. The Postgraduate Board financial budget shall be initially prepared by the Lead Treasurer but must be approved by the President before submission for final approval at the Postgraduate Board Committee Meeting. Additionally, any amendments to the budget must also receive preliminary approval from the President before being presented to the committee.
7.3. The ordinary signatories of the Postgraduate Board account with LUSU must include, but are not necessarily limited to, the Treasurer, the President.
7.4. Financial Oversight
7.4.1. Regulatory Compliance: Financial matters of the Postgraduate Board shall be overseen by the President in accordance with the LUSU Financial Regulations, ensuring compliance and strategic alignment.
7.4.2. Budget Preparation and Approval: The financial budget shall be initially prepared by the Lead Treasurer, requiring approval from the President before submission for final approval at the Postgraduate Board Committee Meeting. Amendments to the budget also require preliminary approval from the President.
7.5. Signature Authority
7.5.1. Primary Signatories: The designated signatories for the Postgraduate Board's account with LUSU are the Treasurer, and the President ensuring comprehensive oversight and continuity in financial transactions.
7.6. Protocol for Disagreements
7.6.1. In the event of a disagreement between the President and the Treasurer, the Vice Treasurer will intervene to mediate and resolve the conflict, ensuring effective resolution and continuity of board operations.
7.6.2. If the Vice Treasurer is unavailable, the Lead Vice President assumes signature responsibilities, maintaining impartiality by not chairing meetings during this period.
7.7. Operational Guidelines
7.7.1. Both the Treasurer and Vice Treasurer are mandated to be aware of and review all receipts, fostering transparency and accountability in financial management.
7.7.2. In the absence of the Lead Finance Officer, the Vice Finance Officer will assume decision-making powers, ensuring no interruption in financial management.
7.7.3. Should the primary financial officers (President, Treasurer, Vice Treasurer) be unavailable, the Events team is authorized to manage necessary financial signatures, guaranteeing that financial operations persist without delays. 

8. Elections
8.1. The President shall have overall responsibility for overseeing all elections, ensuring they are conducted fairly and in strict accordance with the LUSU Elections Byelaw. The Returning Officer (RO) for Graduate College will be appointed by the President from among the members (inlcuding the President) of the Postgraduate Board. This appointment ensures that the election process is managed effectively and transparently. Outside of elections, this member shall also organise, promote, and oversee co-options for any vacant positions. (proposal for cooptions must hold a meeting, quorem must contain 50% of members, must be approved by the President)
8.2. Election procedures for all elections shall be strictly observed and adhere to the LUSU Elections Byelaw.

9. Disciplinary and Complaints
9.1. Disciplinary Procedures
9.1.1. Gross misconduct or failure of officers to carry out responsibilities conferred on them by this byelaw or by resolutions of Postgraduate Board Committee Meetings or General Meetings, without reasonable excuse, is sufficient grounds for suspension or vote of no confidence of the officer concerned.
9.1.2. The President has the power to take disciplinary action against another officer on the grounds defined in 8.1.1. In the first instance a written warning must be given. If no reasonable response is received or the officer persists in their actions, then the officer shall be suspended. If the officer concerned is the President, then disciplinary procedures shall be carried out by a Vice President with four other officers.
9.1.3. Suspension shall mean that an officer is prevented from carrying out their duties, sitting at the Postgraduate Board Committee Meetings, having access to the Postgraduate Board funds, or the Postgraduate Board Office. Suspension prevents an officer from performing their duties and accessing Postgraduate Board resources.
9.1.4. The suspension of an officer will remain until the next General Meeting where it can either be upheld or removed. If the suspension is removed then the officer will be returned to normal duties. If the officer in question fails to attend the General Meeting without reasonable excuse, they shall be deemed to have resigned.
9.2. Complaints Procedures
9.2.1. Complaints about the running of the Postgraduate Board or the actions of its officers should be made in writing to the President or if about the President then to a Vice President and the LUSU President. 
9.2.2. All complaints should be dealt with following the procedures outlined in the LUSU Constitution.

10. Byelaw Amendments and Review
10.1	Amendments to this byelaw shall be made following the motion being carried at a Graduate College General Meeting and ratification by Union Assembly. Changes will not come into operation until ratified by Union Assembly.
10.2	A review of this byelaw shall be carried out at least once every year by the President, who shall consider comments and additions from the entire Postgraduate Board and any Graduate College members. Any changes made will be approved and ratified as above.
