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1. Welcome!

Welcome to the UPSU Elections 2010, and thank you for putting yourself forward for election.  During the next two weeks you will have the chance to develop a significant number of skills which, whether you win or lose, will undoubtedly be of value to you in whatever you choose to do for a career.  Running an election campaign can involve project management, time management, presentation skills, negotiation skills, leadership, assertiveness, problem solving, creativity, personal discipline, and a whole host of other key skills.  How much you take advantage of this opportunity is up to you. It is fact, however, that no candidate has ever won any election purely by just putting themselves forward, no matter how many friends they might think they have.  Whether you think you are the hot favourite or have no chance, the reality is that at this stage pretty much everyone is even.  It’s all to play for.  Good luck, and may the best man or woman win.

In this pack you will find as much information as we can muster on the elections. However, we still haven’t covered everything.  If you are unsure on anything or need more information then please ask.  It will be assumed by the elections team that you have read all of this before campaigning starts and therefore ignorance of any of the detail will be no excuse if anyone has a complaint against you:  please take the time to read it.

There are a number of paradoxes which it is important to get your head around before you start:-

I. It is the job of those running the campaign to make the playing field as level as possible.

II. Every candidate tries to find a way to get advantage over the other candidates.

III. Playing fields are never level, no matter what you do. 

The Returning Officer will always try to ensure that any rules they make consider whether someone has deliberately tried to get unfair advantage in their actions.  If this is the case then they will normally take action.  This may include anything up to total disqualification from the elections.  If it is the case that someone has a slight advantage due to something like their current position or their membership of a particular club then it is unlikely that this fact alone will be considered an unfair advantage.

The golden rule throughout the elections is that if you are even slightly unsure of anything then please ask.  Every year someone gets disqualified for stupid mistakes which could easily have been avoided.  Don’t let that be you.

Mel Lonsdale
UPSU Retuning Officer and NUS Regional Organiser (South West)

2. Who’s who in the elections

As you all know by now, there are a few different people involved in the elections.  Below are the details just to reiterate the facts.  All these people can be contacted via elections@upsu.com if you have any formal communication to submit, please do so via email rather than by phone as we will then have a record of it, as will you.

a. Returning Officer

The Returning Officer has overall responsibility for the elections.  Their decision is final and only challengeable through the official university complaints procedure.  The Returning Officer is independent from UPSU so as to protect any internal officials from any suspicion of bias.  The Returning Officer this year is Mel Lonsdale who is the NUS Regional Organiser for the South West of England.
b. Lead Officer

The Lead Officer is the elected officer with responsibility for ensuring that the elections happen.  This year it is James Redfearn, assisted by Aleshia Sampson and Chris Rees. James has overall co-ordination responsibility for the elections and will be able to answer most questions. James does not make rulings or interpret the rules, that is the job of the Returning Officer.

c. Deputy Returning Officer

This is the person on site who acts for the Returning Officer in the management of the elections process.  Robert Gofton the UPSU Director of Communications and Social Enterprise is the Deputy Returning Officer.  Although Rob does not make rulings, he advises on consistency and past practice in relation to the elections.  He is also responsible for ensuring that the wishes of the Returning Officer are carried out.

d. Administrators
Tracy Priestman, Campaigns and Democracy Co-ordinator, is the prime contact for all things administrative.

e. Marketing 

Rob Gofton, Director of Marketing and Social Enterprise, leads overall on the marketing of the elections he also liaises with the external provider of the website.  Oliver Horne, Communications Co-ordinator, ensures that all the elections publicity material is produced and works closely with Rob to promote the elections effectively.
3. The positions open

In this election there are the following groups being elected:-

a. The Union Executive Officers- Full Time Positions
UPSU is electing an Executive with a President, a Deputy President and three Vice Presidents. Candidates will need to do as much work to inform voters of this structure as well as to convince people to vote for them as the best candidate.

b. Parliament Chair
The parliament chair oversees the running of student parliament and chairs the monthly meetings. Parliament consists of many student representatives who want their voice to be heard so the chair must be fair and diplomatic but firm. The Chair must remain impartial and run meetings with an agenda of being unbiased and neutral. 
It is important that, as candidates, you are aware of all the elections that are going on and understand why and how they relate to each other.  When you are campaigning you will undoubtedly be asked about other elections and about the Union in general.  It will not look good if you are not aware of all the elections that are going on.

4. Timetable
Key dates
	What
	When
	Where

	Candidates Training
	Mon 8th Feb, 12.30 or Tues 9th Feb, 18:15
	Thurs -  RLB 302, Fri -  the Hive 

	Manifesto Deadline
	Wed 10th Feb,  12:00 noon
	tracy.priestman@su.plymouth.ac.uk 

	Question time
	Tues 16th Feb, 12:00 noon  and Thurs 18th Feb 19:30
	Sub:Lime

	Campaigning
	12:00 noon Fri 12th Feb – 12:00 noon Mon 22nd Feb 
	On campus (details below)

	Voting
	12:00 noon Fri 12th Feb – 12:00 noon Mon 22nd Feb
	24/7 Online at www.upsu.com 

	Results
	Mon 22nd Feb 
Candidates Reception – 18:30 

Results Announced – 19:00
	The Hive

Sub:Lime (followed by Oceana)


Monday 8th Feb to Wednesday 10th Feb
Candidates Training 

1. It is compulsory for all candidates to attend a training session or else they will be deemed to have withdrawn from the election.  Candidates will need to inform the Elections Administrator if they cannot make any of the programmed training and alternative arrangements will be made.
2. Monday 8th Feb, 12:30 Plymouth, Roland Levinsky Building room 302
3. Tuesday 9th Feb, 18:15 Plymouth, The Hive, Students’ Union 
4. UPC and additional training sessions as demand dictates.
5. 12:00 noon, Wednesday 10th Feb, deadline for manifestos to tracy.priestman@su.plymouth.ac.uk 
Friday 12th February to Monday 22nd February 

Candidates’ Question time, campaign and voting weeks

Any activity ruled to be campaigning by the Returning Officer prior to 12 noon 12th Feb may result in your exclusion from the elections.

1. There will be two Question Time events taking place during the campaign week, on Tuesday 16th February at 12 noon and Thursday 18th February at 19:30, both in Sub:Lime, Plymouth Students’ Union for full-time and part-time positions

2. Friday 12th February, 12 noon, campaigning begins. Manifestos appear on website.

3. Polling will begin at 12 noon on Friday 12th Feb and finish at 12 noon Monday 22nd Feb

Friday 12th to Monday 22nd February

Voting

1. Polling will be available 24 hours at www.upsu.com 

2. Voters only need their university login details to vote, you do not need to have an NUS card. Voting status is being checked through the university registration system not by upsu.com usernames. Voter logon details will not be seen, held or used by UPSU at any time. 

Polling will close at 12 noon on Monday 22nd February.

3. Receipts must be with the Elections Administrator by 12 noon Monday 22nd Feb, you or your campaign leader must be contactable at this time. 

4. Any disputes or problems will be sorted prior to declaring the result.

5. Results will be announced on Monday 22nd Feb. Results will be declared from 19:00 and will be announced from Sub:Lime in UPSU. Candidates, plus one guest, will be invited to a reception at 18:30 where we will celebrate everyone’s achievement.
5. The Voting system

a. Online voting

We are using a tried and tested company for our online voting.  The company is BAM who have experience of online students’ unions elections.  It is important for you to know as candidates that none of the officials in the election have any access at any time to the voting records.  The only information we have passed to us is the total number of votes cast at any one time.  

b. Single Transferable Vote (STV)

At UPSU we use a voting system called the Single Transferable Vote system (STV). You will probably be more used to the “first past the post system” - where everyone puts a tick or a cross against their one preferred candidate and the person with the most votes on this first count wins.  In STV voters are allowed to number their preferences, so if there are 6 candidates, they may fill in the ballot paper from 1 to 6.  When the first votes are counted, if no one has received enough to be the clear winner (50% for elections with only one vacancy) then the person with the least votes is eliminated and the second preferences of all their ballot papers are transferred to the other candidates.  This continues until either there is only one candidate left, or someone exceeds the number of votes needed to be deemed elected.  All this means that as a candidate you have the opportunity to get people to vote for you by putting you second, third or even fourth or fifth preference.  These votes could be the difference between winning or losing, this will be covered in more detail at the training session.  If you don’t understand any of this, please ask and we can go though it with you individually.  It’s very important for positions where more than two people are standing. 

c. Random order of names

The system we are using randomly selects the order each time a paper is generated and even tracks the order such that no candidate appears at the top more than others. 

d. Re-open Nominations (RON)

In all UPSU elections we give the voter the choice to vote for Re-Open Nominations (RON).  This means that even positions that only have one real person going for them could still lose to RON, this has happened before!

6. www.upsu.com
All voting for these elections will be online. 

It is important that you regularly check the website, familiarise yourself with the election pages, and constantly check your emails for updates from us. 

In terms of what you will need to send to us for the website, you must send all or some of the following documents to tracy.priestman@su.plymouth.ac.uk by 12 noon on Wednesday 10th February.

i.  A statement from you (500 words for full-time, 300 for part-time), This must be a word document written in unformatted text only. Images, formatting table etc. cannot be accepted.

ii.  A photo, ideally just a head shot to go alongside your statement. 100 x 100 px. Your picture will be re-sized automatically if it is not this size. This must be a jpeg
iii.  An A4 size electronic manifesto which may include pictures or imagery.  Any text must be in Arial with a minimum of 12pt size. This must be jpeg or Microsoft Word Document (.doc) only, PowerPoint slides, Publisher etc will not be accepted.

iv.  One electronic poster from your campaign. A4 sized portrait or landscape jpeg format.  

v.  One URL link to an external website – UPSU will provide one page from the UPSU website for each candidate where their manifesto can be viewed

vi.  If you are known by something other than your given name i.e. if you have a nickname everyone knows you by or you shorten your name this can be used on the ballot paper. Please send this information with your manifesto.
All of these are optional, but they will affect your image on the website if you do not submit any of them, as we will need to post “nothing submitted” against your name.

PROOF OF SENDING YOUR DOCUMENT IS NOT PROOF OF DELIVERY.  

When your document has been received we will acknowledge this by return email, if you do not get an email assume that we do not have your documents.

It is the candidate’s complete and sole responsibility to ensure that all required documentation is delivered in the appropriate format by the appropriate deadline. 

DO NOT ASSUME THAT JUST BECAUSE YOU HAVE EMAILED US THAT WE HAVE RECEIVED IT. EMAIL REGULARLY FAILS AND IS NOT A GUARANTEE OF DELIVERY BY A CERTAIN TIME.

Any documentation received after the deadline will be refused. The deadline is a deadline, not a target.

Please note that we will only accept the first submission from each candidate, please send all your documents in one email.

7. Rules for current officers and student staff 

a. Current officers

Whilst campaigning it is not permitted to wear t-shirts, badges or any other UPSU identification that might appear to show endorsement by UPSU of you as a candidate.  The main reason for this is that, as current officers, you will all need to continue your normal duties whilst your campaign is running and it will be impossible to tell when you are doing your officer duties and when you are campaigning if you don’t remove your identification.  Current sabbaticals will need to take time off in blocks of no less than half a day at a time, they must inform the Elections Administrator prior to the time being taken.
In addition to this, it is not permitted to use any resources of UPSU for the purposes of your campaign.  That means you cannot store campaign material in the Union, or use rooms for your personal campaign use, or use any devices provided to you by the Union including, but not limited to, laptop, printer or phone. Sabbatical Officers are also prohibited from using their work email to send any campaign related material or send any campaign related email to any email address gained for work purposes.  In essence, it is not permitted to use any privilege you might have by virtue of your office to benefit your campaign.

b. Student staff

You should have already been told by your department manager, but it is very important that you do not campaign for any candidate whilst on duty.  This includes wearing any campaign t-shirts, badges or any other promotional material.  You may be required to wear upsu:elections promotional wear as part of your job. This is different as it will just be promoting the overall elections and not any particular candidate.

This is an extract from the UPSU Staff/Student protocol regarding student staff and elections:-

1.1 Whilst on duty for the Union, student staff should comply with all clauses above in relation to elections, policy and public comment in relation to the Union, i.e. publicity for specific candidates in elections should not be displayed.   Statements contrary to Union policy should not be publicly aired.

1.2 When off duty as a student staff member, students will be able to take a full part in all elections and other procedures of the Union.

8. Candidate Question Time
The format will vary depending on which position you are standing for.  Candidates for full-time positions will be required to attend the Question Time at Plymouth, it is recommended that part-time candidates should attend also. 


Each candidate will be required to make a 2 minute speech, which will be followed by questions from the floor. The event will be Chaired either by the UPSU President or Lead Officer for Elections.

At the Tuesday Question Time event UPSU will film your speech which will then be uploaded to your manifesto page on the UPSU website.  

If you are not able to attend any of the sessions, any full-time or part-time candidate will be able to submit a statement of no more than 300 words which the Chair of the Question Time will read out on your behalf.  It is not permitted for you to send anyone else in your place.

9 .Rules for the campaign

Towards the back of this document you will find a copy of the standing rules of the elections.  If you do not have a copy, then please contact us for a copy. Email tracy.priestman@su.plymouth.ac.uk or see the Candidate Toolbox on upsu.com.  

The following sections are for additional clarification and answer many of the FAQs from the candidates training.  As always the golden rule is, if you’re not sure, ask.

a. Where can I campaign?

The legitimate areas for campaigning are those areas within the students’ union which will be identified in the candidates training sessions.  If you wish to campaign in any other University of Plymouth building, halls of residence or Partner College you must seek prior permission from the relevant parties.

What this means is that any publicity or perceived campaigning on the high street, or in bars or shops off campus will be deemed unacceptable.  It is unacceptable to campaign anywhere off campus, this includes partner nightclubs or other bars and clubs
Remember, just because UPSU recognises that these areas are legitimate areas does not mean that you can automatically poster and flyer everywhere.  You must seek the express permission of anyone that controls any areas that you wish to campaign in.  Please remember that you are representing UPSU in this campaign.  Please do not disrespect our reputation. Any complaint received by the Returning Officer by any external agency will be viewed as extremely serious. 
b. Publicity

The Union invests a lot of time, effort and resources into promoting these elections.  The onus is now on you to promote yourself and encourage people to vote.

The publicity you can use is entirely up to you as long as it stays within all rules and regulations, but you may not use any UPSU branding.  You are responsible for any publicity associated with your campaign.  This includes cleaning up at the end of the election period.  It is not acceptable for you to leave all your publicity up after the ballot closes.  Please be responsible and just spend some time after 12 noon on Monday 22nd February, before the results are announced, just clearing up your publicity.

c. Emails, texting, phone calls, website forums and general use of personal data

In previous years we have had a lot of trouble with the University over the misuse of emails which ultimately led to the disqualification of candidates.  

Legally, you are not permitted to use any personal data you might have access to for any use other than that for which it was originally intended. 

If just one person complains to the Returning Officer that you or any member of your campaign team have abused their personal data then the Returning Officer will have to act.  This could well lead to your disqualification.

A far as social networking forums i.e. facebook and myspace are concerned; the Returning Officer has ruled that the group name/website must be registered with the Elections Administrator. All groups must be open and accessible to all i.e. no closed discussions. In the case of any complaints the Returning Officers decision is final.

All online campaigning is deemed to be official and done with the permission of the candidate concerned. This includes posts made by campaign teams even if it is not endorsed by the candidate, it is therefore the candidates responsibility to ensure that their campaign team are aware of all the rules.
d. Expenses

The election rules quite clearly state how much each candidate has for their election. Even if you are using your own money in the election you must provide receipts in a sealed envelope with the name and position you are running for to the Elections Administrator by 12 noon on Monday 22nd February.  Without these receipts you may not be able to be allowed to complete the election and could be disqualified.
You must account for all materials you use.  You may not accept donations or sponsorship which might be termed a gift.  Anything you use must be a true cost value to your expenses.

e. Campaign team leaders and campaign teams

Most of you will have your friends helping you in this election.  Anyone helping you in your campaign will be deemed to be a part of your team and will be bound by the same rules as you.  They act for you and you will be accountable for their actions.  It is essential therefore that you fully brief your campaign team on what they can and cannot do.  If they are caught campaigning against the rules then you will be penalised.  If any of your friends send mass email or block texts then you will be liable.  Take your time to brief everyone.

In order to help us contact you, we need the name and contact details of someone who you are prepared to call your Campaign Team Leader.  This needs to be someone you trust as we will take their word in your place as being your word.  We need their details emailed to tracy.priestman@su.plymouth.ac.uk by 12 noon on Thursday 11th February.

Anyone who campaigns on your behalf must be a current student of the University of Plymouth.  Please do not try to use lecturers, other University staff, students from other institutions or external associates in your campaign. 

f. Use of upsu: logos and strap lines

It is not permitted for you to use any of the UPSU corporate imagery in your campaign as this could lead to the perception that UPSU was endorsing your candidature.  This means you can’t use the logo or our strap lines - your voice, your choice, your union, more than just a bar and transforming lives through experience.
UPSU will provide you with some standard text about us and the elections which you may use un-altered in your publicity if you wish
You may use www.upsu.com in your publicity and we would encourage you to advertise this website as widely as possible. 

10. Signing off eligibility to be a Charity Trustee plus compliance with SU Constitution and election rules

Every candidate for a full-time position should have signed an “eligibility to be a Charity Trustee” form.  If you have not, then please contact the Elections Administrator. More information about the role of a UPSU Trustee will be given in Candidate Training. 

All candidates, by submitting their application, have agreed to abide by the UPSU Constitution, Equal Opportunities Policy and Elections Rules.  Not being aware of this fact will be no defence if you break any of the rules, if in doubt ask
11. What happens if you have an issue?
If you have an issue or a question at any time then please let the Returning Officer know. Do not contact her directly, do so via the Lead Officer or Election Team, as quickly as possible. The Lead officer, James Redfearn will then contact the Returning Officer on your behalf. In all matters relating to the election the Returning Officer’s decision is final.  

When voting closes, the Returning Officer will need to ensure that every candidate has had every dispute resolved prior to the announcement of the result, UPSU will check with each candidate that they have no outstanding issues as soon as the ballot closes, no results will be declared until all issues are resolved.  Once the result has been announced no new issues will be heard unless they are in relation to the counting of the vote.

Any issue raised with the Returning Officer will need to be filed with the Lead Officer on the Elections Complaints form; this will be forwarded to the Returning Officer for her response. All complete complaint forms will be available to view on the notice board in the Students’ Union foyer. Formal complaints cannot be submitted anonymously although candidates may informally discuss any issues with the Lead Officer who may seek the advice of the Returning Officer or her deputy.
12. Additional needs

If you feel that any of the campaigning rules may cause you to be unfairly disadvantaged please discuss this with the Lead Officer or Elections Administrator by emailing elections@upsu.com. The Lead Officer or the Elections Administrator will need to be made aware of your potential additional needs prior to the start of campaigning on 12th February.  
13. Speech writing and delivering – a few tips

There are a thousand different way to write and deliver effective speeches.  However, if you have never done one before then what follows is a simple yet effective way of constructing and delivering a speech.  If you are feeling nervous about writing your speech then just follow this basic formula and you will not go far wrong…

The “threes” speech writing approach.

The principle of this approach is that you only ever construct your speech in threes.  Therefore the basic structure of the speech should include:-

1. The beginning!

2. The middle!

3. The end!

Fairly obvious you might think, but you’d be amazed how many people miss this.  So what do you put in each bit?  Well, the principle of speech writing is different from writing a document.  Listeners do not have the luxury of going at their own speed, or going back over something they didn’t understand first time.  Therefore the three sections above should cover:-

1. The beginning – say what you are going to say.

2. The middle – say it

3. The end – say it again 

Repetition is the key to success in effectively getting your message across in a speech.  If you follow the above structure you will have repeated your message three times and people will be very clear on what you stand for.  This might feel weird when you write and read it but remember your audience will only hear it once, and will not read it.

K.I.S.S. - Keep It Short and Simple

Your message will not benefit from using long words that only half your audience will understand.  It will not benefit from using jargon and ‘in’ jokes that only 3 people understand.  You will not look big or clever by appearing to be a smart arse!  Remember that elections are about appealing to most of the people most of the time.  You can appear knowledgeable, genuine and electable without being complicated.

Here’s a good test – try reading your speech to someone who has nothing to do with the University. If they don’t understand any of it then it is too complicated.  If they think you sound pompous then so will students. Keep it Short and Simple.

So let’s look at each section in more detail…

1. The beginning

Always start by telling the audience who you are and what you are standing for, even if you have been introduced before.  If you have a slogan that you are using for your campaign use it right at the start.

After introducing yourself, you must then hook your audience.  There are a number of ways to do this:-

a. A famous quote (“Democracy is too good to be shared with just anybody “ Nigel Rees)

b. A shocking fact (“1 in 4 people between 18 and 30 have mental health issues”)

c. An anecdote (“a funny thing happened to me on the way here today…”)

d. “Let me tell you story…”

…or a million other quick statements.  The important thing is to get the audience attention as quickly as possible, and to ensure that this hook is relevant to your total message.  They will want you to do well and will relax if you start well.

After this “scene setting” tell the audience what 3 things you are going to talk about.  This three thing is very important. It has been proven that by grouping things in threes people find it easier to undertand and relate to. Two is too few. Four is too many. Then go onto …

2. The middle 

Talk in a little more detail about each of your three points, and, guess what, talk about three things for each!  Simple isn’t it?

3. The end

The most important part of the speech.  This is the lasting impression you will leave people with.  Deep breath!

Say your three main points again and complete the circle by referring back to your original hook.  If you used a fact, repeat it again.  If you used a quote, refer to it again.

It even works to almost do your entire beginning in reverse if you want to.

The big finish is always to repeat your name, the position you are standing for and your slogan for the campaign again.

And 10 top tips for the delivery…

1. Practice, practice, practice.  But you know that already.

2. Write your notes on cards rather than an A4 sheet, cards do not shake as much when you do!

3. Do not get drunk before you speak! It might seem like a great idea but you will come across terribly.

4. If you can, go and stand in the spot where you will be delivering the speech before the event happens.  Stand a while and survey the room when it is empty.  This will stop that “I’ve never been here before” feeling when you do the speech. If you can, practice the speech where you will be doing it.

5. Always have a bottle of water with you in case your mouth dries up just before you speak.

6. Before you start your speech, take a few slow deep breaths and physically think about dropping your shoulders.  You will be surprised how much tension disappears.

7. Speak to an imaginary person at the back of the room. Some people like to put a friend at the back of the room that they can focus on and ignore everyone else.  If you are confident in your speaking ability, then use a scanning technique on the audience.  Start in the middle and imagine a Union Jack flag over the audience.  Let your eyes follow the stripes from one side of the flag to the other and then up and down and then corner to corner.  This will give the audience the feeling that at some point you looked them in the eye.  This is very important for them to feel trust in you.

8. Smile.  It will make you feel better and make your audience feel better.

9. Speak slower than you would normally, your message needs time to get across.

10. Try to enjoy it!  It’s a great life experience.

Top tips for candidates who want to improve their chances of success:-
1. It is always the case that the candidates who run the most positive elections get the best results. Conversely, it is always the case that those candidates who spend their time picking holes in other people’s campaigns do not do well. That is not to say you shouldn’t complain or ask questions if you feel you need to, but try not to be a constant complainer.
2. Get a campaign team together and lead them.  After all, you are asking students to vote for you as a leader so why not start with your friends? Be clear and concise with your team as to what your message is and make sure they stick to it.  Remember, they are selling you, not them. A good campaign team should mean that you do not feel the pressure to do everything yourself.

3. No one ever won an election at UPSU by only campaigning in the union.  In fact it is the exact opposite.  Winners quite regularly come from those who are rarely seen in the union throughout the campaign process.  This is because they are out talking to students elsewhere.

4. There are approximately 30,000+ eligible voters in these elections. We know from experience that they are more likely to vote after someone has spoken to them directly. Aim to speak to as many people as you can as early as you can. If there is one thing in common with all election winners it is the fact that they are the ones who have spoken to more people than anyone else

5. Don’t just rely on your course mates, your club or your friends to vote you in.  No one has ever won an election at UPSU that way. You need to talk to people that you don’t know.

6. The university campus is huge and there are plenty of spaces that you will not have visited before.  Voters can be found everywhere, so go everywhere.

7. Never, ever be rude or forceful to anyone no matter how rude they are to you.

8. Smile, constantly.  People like to vote for happy people.  And it makes the other candidates nervous as well!

9. Research what is possible before you promise anything on your manifesto. There is a wealth of knowledge and experience in UPSU that you can tap into for advice.  Don’t promise unrealistic things.  People are not stupid; they know what is realistic. Plus, if you get in, you could look stupid if you then can’t deliver on your promise.

10. Be creative. If you really put your mind to it there are countless things that the rules allow you to do.  The elections team will happily advise you confidentially on any idea you have. Don’t just follow the crowd.  A bunch of posters and flyers never won an election.

11. Think about a strap line or logo for your campaign it is easier to remember punchy sound bites than a whole manifesto.

12. If you are in a contested election, remember to ask people to vote for you at number 2 if not number 1.  Most contested elections are decided by the second preferences.  In 2008, the VP Sports post was decided by some ballot papers having their fourth votes considered, so fight for every preference.
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Campaigning and Publicity Rules

The following rules have been determined by the Returning Officer. They should be regarded as equivalent to the Election rules in the Union constitution.
The success of the elections are dependent upon you the candidates. It is your ability to successfully promote yourself and convince students to vote that will get them to the ballot box. 

We would like to create an atmosphere where you can have a contest which is exciting and good-natured, leading to a high turnout at the polls. The following rules are designed to help you achieve this;

Campaign Teams
The nature of election campaigns are intensive. In addition to preparing your manifesto you will be actively campaigning for a week. For these reasons it is useful to put together a team. However, you should bear the following in mind: 
1. You will be held responsible for the actions of any member of your team even if they acted without your knowledge.
2. The name and contact details of a key campaigner on your team should be given to the Elections Administrator. This is in case you cannot be contacted and we need to pass on information urgently.

Manifesto
The Manifesto is the official statement from the candidate that sets out your experience, skills and goals and the reasons why the electorate should vote for you. 

1. Your manifesto and additional material must be provided in the correct format or it will not be included on the UPSU website
Full-time Campaign allowance
1. For this election you will receive £30 allowance to spend on your campaign. You will be reimbursed on the production of receipts. You must keep receipts of what you have spent and submit them to the Election Administrator before the close of voting.
2. You may spend up to £20 of your own money. You must keep receipts of what you have spent and submit them to the Elections Administrator before the count.
3. If the returning officer has evidence that amounts being spent are higher then you may be disqualified from the election.
4. All campaign material must be funded by the above allowances. No donations, freebies or previous purchases can be used. This is in the interests of all candidates, if you are unsure ask the Lead Officer.

Part- time Campaign Allowance.

For this election there will be no campaign allowance
1. You may spend up to £20 of your own money. You must keep receipts of what you have spent and submit them to the Elections Administrator before the close of voting.
2. If the returning officer has evidence that amounts being spent are higher then you may be disqualified from the election.
3. All campaign material must be funded by the above allowance. No donations, freebies or previous purchases can be used. This is in the interests of all candidates, if in doubt ask the Lead Officer for clarification.

Publicity and Campaigning rules for all candidates

1. Posters should be placed on walls and notice boards and should not be placed over any other notice, poster or publication. Cleaners will usually remove posters, which are placed on walls of the University. You will need to bear this mind when you place them there.
2. Posters placed on Fire doors and any windows on doors will be removed. University staff will remove these and they will probably be destroyed.
3. No posters and publicity may be displayed or circulated anywhere off campus. Halls and other University accommodation count as on campus this includes 'campaign clothing'. You may only use these areas with prior permission from the relevant people.

4. No stickers may be used.
5. No posters may be displayed in University or Union buildings except in designated areas and general notice boards.
6. Posters should be placed on notice boards with drawing pins or Blue-​tack. Do not use sticky tape or staples.
7. The content of the materials displayed or circulated is the responsibility of the candidate. Material that breaches the Union Constitution, Election Rules and Equal Opportunity Policy will be removed and action may be taken by the Returning Officer in accordance with the election rules.
8. Material which makes allegations against individuals or which could render the Union open to legal action needs to be checked by the Returning officer. The Returning Officer can instruct that such material is removed until they have taken professional advice.
9. Leaflets, flyers and other similar materials should be distributed to individual students by hand. Mass leafleting of tables in University refectory areas is not allowed.
10. Candidates and their campaign teams should not block doorways and entrances.
11. Candidates and their campaign teams should not display campaign material, canvass individual students within 'voting areas'. 'voting Areas' will be clearly designated. If you have doubts please check with the Elections Administrator.

12. Any doubts about anything, check before not after you do it.
13. All publicity must be removed as soon as possible after the close of voting.

charity trustee declaration

The Students’ Union is a charity with exempt status.

There is a substantial body of government legislation and case law concerned with our activities and with the conduct of the Executive Committee, who are our trustees.

Below are a list of circumstances which may prevent you from becoming a trustee.

You are not allowed to be a trustee if you:-

· Are under 18 years of age.

· Have been convicted at any time of any offence involving deception or dishonesty, unless the conviction is legally regarded as spent; or

· Are an undischarged bankrupt; or

· Have made compositions with your creditors and have not been discharged; or

· Have at any time been removed by the Commissioners or by the Court in England, Wales or Scotland from being a trustee because of misconduct; or

· Are disqualified from being a company director; or

· Have failed to make payments under the county court administrators’ orders.

You may not be employed as student staff during your term of office.

If you are in any doubt about your eligibility to act as a trustee you should either seek your own legal advice or contact the Charity Commissioners.

I have read and understood the criteria (above) for being a trustee and confirm that I am eligible to become a trustee in the event that I am elected.

	Name:

	Date of birth:

	Address:

	

	

	Position standing for:

	Signature:

	Date:
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