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Constitution Guide 

Who Should Use the Guide? 

All new student organizations must be reviewed and chartered by the Student Life Committee. 
Chartered student organizations wishing to make changes to the constitution must present 
those changes to the Student Life Committee to be reviewed and approved. Chartered student 
organizations that fall out of good standing must appear before the Student Life Committee for 
charter review. 

Purpose of the Guide 

This document is intended to assist organization leaders in writing, or rewriting, the constitution. 
While it does not address every situation an organization may face, it provides advice on which 
situations need to be addressed by the constitution. Use of the Guide does not permit 
organization leaders to forego any required or recommended trainings, meetings, orientations 
provided by the Student Government Association. 

Format of the Guide 

In bold are section headings and descriptors. Organizations may use the terms provided or use 
other terms. 

In italics are step-by-step instructions intended for the writers. None of this text should appear in 
the final document. 

The non-discrimination policy must be written as it appears in the Guide. 

Other Requirements for Review 

1) Roster. Each organization must submit a list of at least 15 members. 
2) Signatures of Support. Each organization must submit signatures of support. The name, 

position, and signature of student officer(s), if known, as well as faculty/staff advisor(s) 
must be included. 

 

Standardized Constitutions 

Some organizations are required by the national office to adopt a standardized constitution. 
Such constitutions must address the situations included in the Guide. If necessary, organization 
leaders should include an addendum that addresses any situations not covered by the 
standardized constitution. 

 

Submission of Constitution 

Whether new or revised, all constitutions must be submitted electronically (.doc, .docx, or .pdf 
file) to the Assistant Vice President for Student Life/Dean of Students, Paul Kittle, at 
pkittle@highpoint.edu . The roster and signature page should be scanned (.pdf, .jpg, or .bmp 
file) and emailed also. 

 

mailto:ksnyder@highpoint.edu
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High Point University 

 

Organization’s Name 

Constitution 

 

Article I. Name 

Organization’s formal name should be provided. If abbreviated version is used throughout the 
rest of the document, the abbreviation should be stated here. 

REVIEW: 

1. Does the proposed name of the organization clearly identify the group? 

 

Article II. Purpose 

The primary focus, reason for existence, etc., should be listed here. 

REVIEW 

1. Does an existing organization meet the stated purpose? 
2. What is the value-add for HPU students by adding this organization? 

 

Article III. Membership 

REVIEW 

1. The statement in bold below must be included restricting membership to full-time, HPU 
day students. 

2. Are levels of membership defined? i.e. active, inactive? 
3. If a GPA is required to join, why is this criteria stated and how is this verified? 

Section 1. Student Membership 

List the criteria for who can be a member. Depending on the purpose of the organization, 
criteria will vary greatly. Criteria may include majoring in a certain area, having a 
minimum GPA, having an interest in the topic or purpose listed above, attendance at 
meetings, etc. If necessary, differentiate between the criteria for active and inactive 
members. 

Note: Student members must be undergraduate students currently enrolled full-
time in HPU’s day program. 
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Section 2. Sanctions for Members 

REVIEW 

1. Is the process and criteria for the removal of members clearly stated? 

Include the process by which any member can be sanctioned for not meeting the 
organization’s criteria for membership. Note who will decide a member does not meet 
criteria, how the member will be notified, the length of time the member has to correct 
the situation, and the sanction imposed for not making the necessary correction. 

 

Section 3. Non-discrimination 

 REVIEW 

1. The statement boxed below must be included, as written, in the constitution. 
Protected classes may be further defined if the organizations so chooses. 

All HPU organizations must include a non-discrimination policy. The following statement 
must be included as it is written here: 

 

Membership and participation in this organization will not be denied to anyone on 
the basis of race, ethnicity, religion, national origin, age, gender, disability, or 
sexual orientation in the practice of recruiting, membership, organizational 
activities, or opportunities to hold office. 

 

Additional areas of non-discrimination may be included (e.g., political views, personal 
beliefs, socioeconomic status). 

 

Section 4. HPU Faculty/Staff Advisor 

REVIEW 

1. A specific person should not be listed, simply list the requirements 
2. Does the advisor need to be from a specific discipline or field of study? 
3. Are the role and expectations of the advisor clearly stated? 

List the criteria for the HPU Faculty/Staff Advisor (e.g., full-time faculty or staff member, 
has an interest in the organization’s purpose). Do not include the person’s name. 
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Article IV. Officers 

REVIEW 

1. Is an SGA representative clearly identified? 
2. Is the process for elections and appointment clearly outlined? 
3. Are elections held at an appropriate time of the semester to allow for officer transition? 
4. How are position nominations conducted? 
5. Is a percentage of membership stated for nominations and elections? 
6. Are the process and criteria for the removal of officers stated? 
7. Can any member call for the removal of an officer? 

Section 1. Positions and Duties 

 

Include a general statement about the overall role the officers will serve (e.g., providing 
leadership, providing vision for the future, ensuring organization is meeting its stated 
purpose). List each position on a separate line. Include the criteria for that position and 
whether the position is elected or appointed. 

 

Every organization should have the equivalent of: president, at least one vice president 
to act in the president’s absence, secretary to record organization’s activities and 
meetings, treasurer to maintain financial records, and SGA representative to attend SGA 
meetings. The organization is encouraged to have more than one SGA representative. 
Include the starting and ending dates of each officer position. 

 

If some or all officers are referred to as an executive committee or council, the makeup 
of the group should be defined here. 

 

If a member can hold more than one officer position, state it here. If a member can only 
hold one officer position, state it here. If the organization does not have an opinion on 
this matter, a statement is not necessary. 

 

Section 2. Nominations, Elections, and Appointments 

 

If positions are filled by election, include how and when nominations are made, how and 
when elections will be held. Note the percentage of the membership that must vote to 
make the election valid (called quorum). If positions are appointed, include how and 
when appointments are made and who makes the appointments. 
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If a vacancy occurs during a time other than at the end of the position’s term, include 
how the vacancy will be filled. 

 

Section 3. Removal of Officers 

 

Include the process by which any officer (including the president) can be removed from a 
position. Note what is required to call for removal. Note the percentage of membership 
that must vote to make the removal valid and by what margin the removal is carried out. 

 

Article V. Dues 

REVIEW 

1. A specific amount for dues should not be stated 
2. “No dues” should not be stated 
3. The process, including when, how and who, decides dues should be stated 
4. The process and criteria for deciding dues should be stated 

 

The decision to impose dues should be made by the organization. State whether dues will be 
collected, generally describe how the dues will be used, and when they will be collected (e.g., 
one-time dues, annual dues). If an organization does not choose to collect dues, state it here. 

 

Article VI. Meetings and Business 

REVIEW 

1. The frequency of meetings should be stated but not specific dates 
2. The type of business to be addressed during meeting must be stated 
3. Are the criteria for special meetings listed? 
4. Is it clear who can call for a special meeting? Should allow for all members to call for a 

special meeting. 
5. Quorum must be clearly defined. 
6. Procedures for voting must be stated: how to vote, how break a tie, how are votes 

tracked (ballot) 

 

Section 1. General Meetings 

 

In general describe the organization’s meeting schedule (e.g., regularly, ad hoc, 
monthly, once per semester, during the summer term, etc.). List who can call a general 
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meeting. If meetings can be scheduled on an ad hoc basis, note how far in advance a 
meeting must be called and how members will be notified. 

 

Section 2. Special Meetings 

 

List who can call a special meeting, and note how far in advance a meeting must be 
called and how members will be notified. If a special meeting can be called only for a 
specific purpose, state it here. Members must have the means to call a meeting without 
input or approval from officers. 

 

Section 3. Business 

 

List the percentage of membership that must be present to call a binding vote 
(i.e., do business) and any other rules regarding voting (e.g., who may vote, who 
may not vote, whether those voting must be present or can vote by absentee 
ballot or proxy, how votes will be cast, how a majority is determined, how ties are 
handled) 

 

Article VII. Amendments 

REVIEW 

1. All amended constitutions must be sent to the Student Life Committee for review and 
approval 

On occasion this constitution may require major or minor modifications. Describe the 
process by which the constitution can be amended. Include who can propose the 
amendment, how the membership will be notified of the proposal, how the membership 
can offer feedback, the method by which the decision is made to accept or reject the 
proposed amendment (i.e., what percentage of the membership must vote, what 
percentage must favor the proposed amendment for it to be accepted), and when the 
proposed amendment would go into effect. 
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Organization’s Name 

 

Roster of Members 

 

Include a numbered list of names, contact information, status at the time of review (freshman, 
sophomore, etc.). Also include name, position, and signature of officers (if known) and 
faculty/staff advisor. The following is offered as an example: 

 

1) Geri Bower  student@highpoint.edu   Sophomore 
2) Tracy Burgess  student@highpoint.edu   Sophomore 
3) Francis Culp  student@highpoint.edu   Freshman 
4) Joan Duncan  student@highpoint.edu   Junior 
5) Chris Hollins  student@highpoint.edu   Senior 
6) Peter James  student@highpoint.edu   Sophomore 
7) Howard Jones  student@highpoint.edu   Senior 
8) Chrissy Joseph student@highpoint.edu   Junior 
9) Christian Lane  student@highpoint.edu   Junior 
10) Beth Parker  student@highpoint.edu   Freshman 
11) David Rafferd  student@highpoint.edu   Junior 
12) Juan Starr  student@highpoint.edu   Sophomore 
13) Bill Thompkins  student@highpoint.edu   Freshman 
14) Anna Toni  student@highpoint.edu   Junior 
15) Mike Volten  student@highpoint.edu   Freshman 

 

Signatures of Support 

Include a statement similar to the one below. If officers are not known, the student leader(s) who 
are proposing the organization should sign. 

By signing below, I acknowledge that I have reviewed the attached constitution and agree to 
serve this organization in the position shown. 

            

Christian Lane  Date   Beth Parker   Date 

President     Vice President 

 

            

Joan Duncan   Date  Rick Easton   Date 

Vice President     Assistant Professor of Criminology 

Faculty Advisor 


