
 
All about 

Constitutions 



 
If a group is to be run by a Committee which is elected by members of 
the group, it is necessary to set up a constitution or set of rules by 
which the group will be run. 
 
Why do you need one? 
 To open a bank account, establish procedures for finance and     

dissolution. 
 To apply for charitable status. 
 To safeguard the assets of the group and ensure continuity from 

year to year. 
 
What needs to be included? 
 
Name  
A constitution should start with the name of the group. 
“The name of the group shall be known as ………… hereafter known as 
the group” 
 
Aims & Objectives 
Stating the purpose of the group 
 
Powers 
This must cover everything which the group intends to do in order to 
achieve it’s aims & objectives such as employ staff, raise money, own 
resources. 
 
Membership 
This sets out who are eligible to be members. If you wish to achieve 
charitable status the membership should be open, it should state how 
to apply for membership and perhaps include a clause on how to      
terminate membership. 
 
Committee 
The maximum and minimum no. of committee members should be stat-
ed, office bearers, the length of time they can serve on the         com-
mittee and whether they are eligible for re-election after this time.  
 
There should also be a clause on co-opted members who need not be 
members of the group. This should include the number of co-opted 
members permitted at one time and whether they are eligible to vote. 
 
 



 
Committee (contd.) 
A voting member of the committee cannot be appointed to a salaried 
position and can only receive expenses for work carried out on behalf 
of the group. 
 
The minimum number of committee meetings to take place per annum 
should be set down and details of what comprises a quorum.  
 
A Quorum states the minimum number of committee members who  
require to be present for a meeting to take place e.g. Not less than half 
the committee, including 2 office bearers shall comprise a quorum. 
 
Committee members should always represent the group in a positive 
way, respecting confidentiality at all times. 
 
There should be a clause stating what the procedure will be in the 
event that a committee member is deemed to have acted in an          
unsatisfactory manner and also if a committee member wishes to  
resign. 
 
Finance 
This clause should state that all monies raised will only be used for the 
group. It should state the period over which the financial year will run, 
that there will be 2 signatories for all cheques and how the accounts will 
be audited at the end of the financial year. 
 
The committee should be aware of the group’s financial position at all 
times by inspecting the accounts prepared by the Treasurer at         
Committee meetings. 
 
Financial accounts must be preserved for at least six complete years. 
 
Annual General Meeting 
Every group should have one formal meeting a year for all members 
and interested public. The constitution should state what time of year 
this takes place, how much public notice there will be and the quorum 
required for the meeting to proceed. At the AGM office bearers give a 
report of work during the previous year. The election of a new             
committee takes place and alterations to the constitution are voted  on. 
 
New additions or changes to the constitution should be submitted to the 
Office of the Scottish Charity Regulator (OSCR) 
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EGM 
An Extraordinary General meeting can be called by the Committee or 
the membership to address any specific matters of urgency. A clause 
which states the procedure for this should be included in the              
constitution. 
 
Dissolution 
A clause which states what the procedure will be should the group     
disband. 
 
The constitution should be signed and dated each year to show it 
has been formally adopted. 
 
Model constitutions are available from the Scottish Pre-School Play   
Association and there are many websites where model constitutions 
can be viewed. 


