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TIMELINE FOR SPRING REFERENDUM 2010
	WEEK
	DATE
	DAY
	TIMELINE

	2
	22-Jan
	Friday
	Notice of Referendum

	3
	25-Jan
	Monday
	

	4
	05-Feb
	Friday
	Motions Deadline via Union Meetings

	5
	08-Feb
	Monday
	· Motions Deadline via Petition – 
                   12 noon

· Motions Displayed - 5.00pm

	5
	12-Feb
	Friday
	

	6
	15-Feb
	Monday
	Appointment of members to Composite Group via Union Council

	6
	19-Feb
	Friday
	Amendment Deadline – 12 noon

	7
	22-Feb
	Monday
	

	7
	23-Feb
	Tuesday
	Composite Meeting 2.30 pm MR5

	7
	24-Feb
	Wednesday
	· Final Motions Displayed

· Allocation of Referendum Expenses

	8
	03-Mar
	Wednesday
	· Group Registration Campaigning and Publicity begins  – 9.00am

· Deadline for Referendum Arguments, paper and online - 12 noon

	8
	05-Mar
	Friday
	

	9
	08-Mar
	Monday
	Public Debate Monday
12 noon in the The Atrium

	9
	09-Mar
	Tuesday
	Polling Opens – 9.00am

	9
	10-Mar
	Wednesday
	Polling

	9
	11-Mar
	Thursday
	Polling

	9
	12-Mar
	Friday
	Polling Closes -  9.00pm

	9
	13-Mar
	Saturday
	Count

Results Displayed

	10
	15-Mar
	Monday
	Removal of Publicity - 12 noon

	10
	18-Mar
	Thursday
	· Complaints Deadline – 12 noon

· Expense Form Deadline – 12 noon


THE PURPOSE OF THIS GUIDE

This handbook is intended to act as a reader’s guide to the Referendum Regulations of the Students’ Union’s Constitution and attempts to explain the process in a clear and informal way.

It is not intended to be a substitute for careful reading of the Referendum Regulations. Therefore the Referendum Regulations should be read and understood by all members of all Referendum Campaigning Groups.
Any queries concerning the full Referendum Regulations or any of the material in this guide should be addressed to the Elections Group Chair, or the Democratic Services Office in SUHQ, who will be happy to clarify any points.

GENERAL CAMPAIGNING RULES
Obviously you will want to promote your campaign so here are some general rules for doing so:

· If you wish to campaign ‘for’ or ‘against’ any of the motions being voted on at Referendum, you must register with the Democratic Services Office on Level 2 in SUHQ.
· Each campaigning group will be required to put a deposit in the form of a cheque of £20. 
· This deposit will only be cashed if Elections Group deems any of the referendum regulations to be broken and you are fined as a penalty.  Otherwise, the cheque will be destroyed after the complaints deadline.
· Do not exceed your expenses limit, or use money other than that allowed by your expenses limit to run your campaign (the Elections Group will advise each campaign how much they have to spend).

· No publicity, such as flyers or posters may be displayed or lecture tours conducted until 9am, Wednesday 3rd March 2010 (Week 8).

· Anybody caught breaking the embargos on publicity will be penalised.

· The leaders of campaigning groups are responsible for the actions of anyone helping with their campaign.  If members of campaigning groups break the rules then it is the leaders who will be held ultimately responsible for those actions.

· Your publicity must be in accordance with the Students’ Union’s Constitution and its policies (please see the Democratic Services Office for further information).

· Referendum Campaigns cannot be endorsed by clubs and societies so make sure you do not claim in your publicity that any club or society is supporting you.  You can say that you are a member of a club and any position you have had in it but not claim their support.
· Do not send unsolicited emails about your campaign.

· Do not give out phone numbers in connection with your campaign.

· If you are already an officer, it is important that you do not use ANY facilities which your position gives you special access to for your campaign.

· You will be responsible for the cost of cleaning or repair of any damage to Union or University property caused as a result of your campaign.  This includes the use of chalk, except on blackboards.

· You may only publicise email and website addresses that are freely obtainable to everyone and free of charge (unless it is declared as an expense).  This includes Warwick Blogs and Facebook.
· Members of referendum campaigning groups may continue any normal activities, provided that in doing so they do not promote their campaign.  For example, candidates writing for the Boar or broadcasting on RAW may continue to use their real name, provided its use is consistent with normal practice.  Members of campaigning groups are advised to speak to the Chair of the Elections Group if they are unsure as to whether an activity is permissible.

· Do not defame the character of any member of a campaigning group.  You may criticise another campaigning group’s arguments, but attacks must NEVER be of a personal nature.  Comments should be based on fact.  
IF IN DOUBT, ASK THE CHAIR OF ELECTIONS GROUP BEFORE TAKING ANY ACTION
EXPENSES
· Every referendum campaigning group will receive some expenses to publicise their campaign.
· The expense limit will be confirmed by the Elections Group when the final motions are published.
· You must not spend more than your expenses limit.  If you do you will be penalised.
· The expense limit is to be spent for materials and equipment for publicising your campaign.

· All expenses must be recorded on the official ‘Expenses Form’ available to download from the Students’ Union website.

· Expenses forms must be submitted by the deadline of 12 noon Thursday 18th March 2010 (Week 10).
PUBLICITY 
All referendum campaigning group members can use the Union Resources Room to produce referendum publicity. There is a special account set up to give access to the computers. The username is ‘cand1’ and the password is the same.
Free Publicity

Elections Group provides all Referendum Campaigning Groups with free publicity.

· A Referendum Booklet that will be distributed in Week 9 (Leaders of Campaigning  Groups will be given the relevant information on this).

· The Online Cases For and Against:  www.warwicksu.com 

Required Formats for Free Publicity
The Online Argument
The leader of each referendum campaigning group will be given permission to upload an argument online.  Simply, follow the instructions provided to build a case online.  
PRODUCING OTHER PUBLICITY

You will probably want to produce additional publicity for your campaign.  Here are the guidelines to what you can and can’t use.

Things you must declare
· All paper publicity produced by the Warwick SU Print Shop, even if you can produce it more cheaply by printing it yourself, or if it is handmade.  This is to make sure that both sides of the referendum argument have access to identical amounts of publicity and to make the referendum fair.
· Costumes must be declared, the value is at the discretion of the Elections Group.
· Other materials or equipment are to be declared at the price they are available to everybody.  (In the past a stereo, toilet roll, plastic cups, clothes pegs have all been used!).  A receipt or other proof will be required to show the price.
· If you are unsure about anything, PLEASE ASK.  Don’t risk getting into trouble.
Things you don’t need to declare:

· Materials used to affix publicity.
· Transport for the purpose of moving items or people.
· Pens, pencils, paint and drawing materials.
· Any materials used that were free of charge to obtain, and are freely available to the opposing candidates (including cardboard).
Things you can’t use:
· You must not use a vehicle to promote your campaign.

· You must not spend money on alcohol, drugs or tobacco to promote your campaign.

Do:

· Try something a bit more personal to attract voters.  How about kitchen tours?  Visiting lectures?
· Make your campaign interesting – think up a theme that will attract people’s attention.
· You can use publicity for your campaign from 9.00am Wednesday 3rd March 2010 (Week 8)

Publicity in the Union Buildings  
You can put publicity: -
Publicity in Warwick SU and Warwick SU HQ may only be placed on designated notice boards.  The exact positioning of these will be decided by Elections Group, in consultation with Facilities and Safety Staff and the Democratic Services Office before the Elections Period and then publicised to candidates.
You cannot put publicity: -  

(a) Internal Walls of the Union buildings
(b) External Walls of the Union buildings
(c) The floor and ceiling of the Union buildings
(d) Internal and External Doors and hatchets

(e) Fixed Notice boards in the Union Buildings
(f) Above or on vending or arcade machines

(g) Cash machines

(h) Bar Areas or frontage

(i) Stairwells

(j) Toilets

(k) Pillars

(l) Windows

(m) SUHQ
(n) Over existing signage

Outside the Students’ Union

Aside from these areas listed below, the Elections Group will not remove your publicity simply for being in that area. 

a) Arden, Radcliffe and Scarman Houses

b) University House

c) Laundrettes

d) Ramphal Building

e) Sports Pavilion

f) Bars

g) Stairwells

h) Toilets

i) Retail Outlets

j) Front of the Humanities Building

k) Any area not open to all students (i.e. staff rooms or offices)

The placement of publicity, including chalk, onto floors, walkways, pathways and roads is prohibited.
Any publicity found infringing any of these regulations will be removed without refund and any infringement may result in a fine for the Referendum campaigning group involved.

Other General Publicity Rules

· Do not place publicity in areas that you are not allowed.
· Make sure you do not cover up another campaign’s publicity.
· Do not remove another campaign’s publicity.
· Do not deface another campaign’s publicity.
CAMPAIGNING GROUPS WILL RECEIVE FINES FROM THEIR DEPOSIT FOR EACH INFRINGEMENT OF THESE RULES
(in the past groups have lost 50p from their deposit for each infringement of the rules – i.e. 50p per poster).
· Make sure that you remove all of your publicity by 12 noon, Monday 15th March 2010 (Week 10)
RESULTS

· The count will take place on Saturday, 13th March 2010 (Week 9) and the results will be announced as soon as possible after the count.
· After the results have been announced they will be displayed on the Democratic Hub notice board, SUHQ, and on the Students’ Union website.

COMPLAINTS
· Elections Group is asked every year to decide what to do about campaigning groups who may have broken the rules.
· Sadly some people do try to do something that is against the rules and get caught out.
· Sometimes this is deliberate and sometimes accidental.  There is however no distinction, if you break the rules we will take action against you.  Campaigning should ALWAYS be in the spirit of fair play.
· If in doubt, ask the Chair of Elections Group before you act.
How to make a complaint:

If a campaigning group breaks any of the rules as outlined in the Referenda Regulations then the Elections Group will become actively involved. If you believe that someone is not playing fair, then you are entitled to submit a complaint.   To do so:
1. Go to the Democratic Services Office and complete an Elections Complain form and submit it as soon as possible.  All complaints regarding the referenda must be received by 12 noon Thursday  18th March (Week 10).  Complaints received after this time will not be considered.  Complaints submitted by email will not be considered.
2. On receipt of a complaint the Elections Group Chair may refer the complaint to the Elections Group or may dismiss the complaint.
Reasons your complaint may be dismissed are:
· Lack of evidence (accusations based on no evidence)

· Because it is clear cut (i.e. motions or amendments submitted after close of deadline)
3. If your case is dismissed, you will be emailed by the Chair to explain why, or the reasons behind it. You can then consider if you think this is unfair and it deserves more consideration.  If you believe the complaint has been unfairly dismissed, you will then have 24 hours to re-submit the complaint in which case it automatically goes to a quorate Elections Group meeting for further consideration.
4. If the complaint goes to an Elections Group meeting for further consideration, the Chair will call a meeting with at least 24 hours notice, inviting all interested parties, usually including campaign groups.  At this meeting Elections Group will hear evidence put forward by all parties. They will then go into closed session and come to a decision.

5. Elections Group may take any one of the following courses of action:

· Dismiss the complaint

· Verbal warning
· Fine up to the value of the deposit cheque

· Disqualification of a candidate or slate of candidates

· Order a re-poll if it is felt that the democratic process has been undermined.

· Other actions that maintain and ensure that elections are free and fair

6. If the complainant disagrees with the action that the Elections Group takes against them they have 24 hours to appeal to the Arbiter, an impartial observer who makes a decision on the case. The decision of the Arbiter is final. Details of this process will be given to candidates when they are informed of the Group's decision against them. 
Some advice on complaining: -

· We process all the complaints we receive. However, think before you make a complaint. 

· We receive a large number of complaints every referenda period and these are often tiring and frustrating to deal with. This is usually because participants often get caught up in the emotion of the campaigning process. 

· We understand that standing campaigning is stressful, but we urge you to think carefully about any complaint beforehand.

· We want you to complain if you have a genuine reason but we are not interested in bitching and whinging.

· We will not take action in the event of complaints that have no basis. So for example if you come to us with a complaint such as - “Lots of my posters have been removed, but none of campaign X’s have, they must be them doing it,” this is an accusation with no grounds and we are unlikely to be able to do anything but dismiss this complaint. If you come to us and say something like - “At 3:30pm on Monday I saw a member of campaign X’s team remove one of our campaigns posters”, we may be able to take action. 

· Wild accusations and silly complaints are likely to be viewed dimly by Elections Group at such a busy time!

ONE FINAL WORD…

· Polling takes place online from 9.00am Tuesday 9th March 2010 until 9.00pm Friday, 12th March 2010
· There will also be an electronic polling station in the Democracy Hub, Level 2, SUHQ. 

· The results are only final after the deadline for complaints has passed, notice will be posted to this effect. 

· Remember, we are here to help you, not to make your life difficult. Make sure you understand the rules and act in the spirit of fair play and you will have a trouble-free, exciting and rewarding referendum period. If you need anything clarifying then please let us know.  

If at any time you need further explanation or help then please contact the Elections Group Chair at elections@warwicksu.com , or the Democratic Services Office in SU HQ, who will be happy to clarify any points.
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