LINGNAN UNIVERSITY
Office of Student Affairs
Guidelines for New Student Societies Registration (2027)

1. Introduction

1.1 The University supports student societies in organising university-wide activities
to create a vibrant and dynamic campus life conducive to personal growth and
community building through coaching, advice, financial, venue, and other forms
of assistance.

1.2 These guidelines apply exclusively to all proposed Student Societies under
Lingnan University.

1.3 The proposed cabinet must operate in accordance with the respective student
society’s constitution and fulfil all the regulations set out in “A Must for Student
Societies”.

1.4 Fail to submit a complete set of documents by the deadline will NOT be
considered.

2. Overall Registration Timeline

The following outlines the standard timeline for the registration of new student societies for
the 2027 cohort. The deadline for New Student Societies Registration is 17:00, 2 November
2026.

Date (2026) Action ltems

30 Sept Announcement of the “Student Societies Registration”

30 Sept - 2 Nov Application for “Student Societies Registration” through OSA
Ongoing until 2 Nov | Consultation session(s) arranged by OSA

17:00, 2 Nov Student Societies Registration Deadline

Until mid-Dec, on a Review and approval of applications for registration
rolling basis

By the end of Dec Announcement of registered student societies via the OSA
Website, etc.

Date (2027) Action Items

1Jan Assumption of office of the registered student societies

Jan - May Training programmes for office-bearers of all registered student
societies

30 June Submit a half-year report

At least 4 weeks in Application for Student Activities Fund (SAF) and Integrated

advance of the Learning Programme (ILP) shall be submitted to OSA

activity
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3. Registration Documents

The full set of Student Society Registration documents should be submitted via the online

application form. Only the original hardcopy of the “Endorsement Form” is required to be

submitted separately. Useful forms and templates are available at OSA website, please refer

to the Section 4 for reference.

Online Application Form:
https://lingnan.asia.qualtrics.com/jfe/form/SV_6AnOcsdegxkkasS

Types of Student Societies
Student
Programme / Groups
Required Documents Departmental / Student Hostel Serving Student /
Faculty / School- Associations Special Interest
based Student p . Clubs
e University
Societies .
Functions
3.1 | Online Application Form v v v v
3.2 | Student Leader Charter v v v v
3.3 | List and Student ID Card
Copy of all the Proposed v v 4 v
Office-bearers
3.4 | Year Plan v v v v
3.5 | Budget Plan v v v v
3.6 | Draft Constitution v v v v
3.7 | Seconding on Society v
Establishment
3.8 | Endorsement Form v v v
(Hardcopy)

For an outline of each required document, please see below:

Required Documents | Brief Outline

3.1

Online Application 1. Society Name: (in English)
Form - Details of the | 2. Society Name: (in Chinese)
Proposed Student 3. Email Address: (The Proposed President)
Society 4. Type of Student Society:
o Programme / Departmental / Faculty / School-based
Student Society
o Student Hostel Association
o Student Groups Serving Special University Functions
o Student / Interest Club
5. Membership:
o Open to all undergraduate and postgraduate students
from different levels of study
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o Open to a specific group of students only, please

specify with detailed justifications
6. Does your society have dual registration?

o No, we declare that our proposed student society opts
to register under Lingnan University ONLY for now and
in the future.

o Yes (please specify with detailed justifications)

7. Sponsorship (if applicable):

o No, we will not receive any sponsorship or donation in
the current funding year.

o Yes (please specify with details)

8. Based on your understanding, is there any existing student
society of similar theme or nature?

o No, our proposed student society is new to Lingnan
University.

o Yes (please provide the exist society name and
justifications for the needs of forming your society
and the difference between yours and the existing
one)

9. Please state the positive impact and general benefits to
students, the University, and the community (At least 200
words in English)

3.2

Student Leader
Charter

All proposed office-bearers must sign the Student Leader
Charter, and submit them in one single PDF file via the online
application form.

3.3

List and Student ID
Card Copy of all the
Proposed Office-
bearers

The minimum number of office-bearers of a proposed student
society should be SEVEN (7), including a President, Vice-
President, Treasurer, Secretary, Sustainability Officer,
Ambassador against Bullying and Sexual Harassment, and
Data Protection Officer. In order to sustain the student society
until 31 December, these positions must be held by non-final-
year students and shall NOT be held concurrently by the same
student. The total number of office-bearers should not exceed
FIFTEEN (15), unless with strong justifications and special
approval from the OSA.

Particulars of Office-bearers of the Proposed Student Society:

Position
o Full Name in English
o Full Name in Chinese (if any)
o Student ID No.
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Major

Year of Study

HK Mobile No.

Scanned Copy of Student ID Card (consolidated into a
single PDF file.)

o O O O

34

Year Plan

Please propose at least THREE different activities with details.
Your proposed activities should be related to the society’s aim
and objectives, and have a positive impact on students, the
university, and the community.

3.5

Budget Plan

Please propose an annual budget plan including the
anticipated income and expenditure.

3.6

Draft Constitution

Please attach a draft constitution in both English and
Chinese, in Docx format, which should include at least the
following chapters:

Chapter (1): Name of the Student Society
The name of your society should reflect the aim and

objectives.

Chapter (2): Aim and Objectives
The aim should underline the intended purpose of your

society. The objectives should reflect how your committee
intends to achieve the society’s aim.

Chapter (3): Term of Office
The term of office defines the period of time your society is in

service.

Chapter (4): Membership
The membership should state clearly the terms of admission

of your society’s members, and the fundamental rights or
privileges and obligations of different types of members, if
any, among others.

Chapter (5): Organisation Structure

The organisation structure describes how operations and
workflows of a society are directed both horizontally and
vertically. The duties, responsibilities, and authority of each
office-bearer of the society and its sub-committee, if any,
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should be clearly outlined. You should also stipulate the
guorum and procedures of calling for the Annual General
Meeting, Extraordinary General Meeting, and / or General
Meetings.

Chapter (6): Communication

Please describe how your society will maintain close
communication with the University, Office of Student Affairs,
and other stakeholders. You should also list all the social
channels the society intends to wuse for external
communication.

Chapter (7): Financial Overview

The financial overview maps out the anticipated income (e.g.
membership fees) and expenditure (e.g. promotion). You
should state clearly the effective periods, and prepare the
annual financial report and budget.

Chapter (8): Penalty, Resighation, and Dissolution

The official procedures and responses in regard to any
resignation of any office-bearer should be clearly stipulated.
The regulations for dissolution arrangement should also be
formulated. You should also establish the penalties and
procedures concerning any complaint against the
administration of your society.

Chapter (9): Amendments

You should specify clearly the procedures of making
amendments to the constitution. A statement “Should there
be any changes to the constitution, we shall submit the
updated content to the Office of Student Affairs of Lingnan
University for endorsement at least four weeks before the
anticipated implementation date.” should be included.
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3.7 | Seconding on Society
Establishment

The proposed Student / Interest Club should collect at least
50 signatures from LU full-time undergraduate and / or

postgraduate students to support its establishment.

Please submit both:

A. Signed copies of “Seconding on Society Establishment” in
one consolidated PDF file.

B. The list of seconders in an Excel file

3.8 | Endorsement Form

Where applicable, endorsement should be obtained from the
Programme Director, Department Head, Faculty or School
Dean, Hostel Warden, or other relevant University unit
before submitting the application for Student Societies
Registration, as the relevant unit is the custodian of the
proposed society.

Faculty / Department / Office
Name of Society Advisor
Position

Signature of Custodian

Name of Custodian

Position of Custodian

Office Seal

Date

0O O O 0O O O O O

The applicants are responsible for providing the full set of
student society registration documents, i.e., 3.1 - 3.8, for
review. Itis highly recommended that you seek your
custodian's advice starting from the preparation stage rather
than at the last minute.

The hardcopy of the “Endorsement Form” should be
submitted to the Office of Student Affairs before the society
registration deadline.

4. Useful Forms and Samples Appendix
Student Leader Charter N/A
List of Seconders Template (for Student / Interest Club only) N/A
Seconding on Society Establishment (for Student / Interest Club only) N/A
Endorsement Form N/A
Budget Plan Template N/A
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Sample Budget Plan 1
Sample Year Plan 2
Sample Constitution 3

For enquiries, please contact:
Student Societies and Amenities Team,
Office of Student Affairs, Lingnan University

Tel: 26167025 / 26168290
Email: osa-booking@LN.edu.hk

The power of interpretation of this set of guidelines shall be vested in the OSA. It possesses
the right to revise and / or introduce any terms and conditions of the guidelines at any time
without prior notice. If any changes are made, the revised guidelines with immediate effect
shall be posted on the OSA’s website.
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Appendix 1
Sample Budget Plan
ABC Society, Lingnan University
Budget Plan
Income
Category No. of Estimated Sub-total
Participants Income
(per head, if
applicable)
Membership Fee 100 HKS 50 HKS 5000
Activity Fee for Farewell Party 50 HKS 50 HKS 2500
Activity Fee for Summer Camp 50 HKS 500 HKS 25000
Activity Fee for Career Development 30 HKS 50 HK$1500
Workshop
Society Welfare Product Sales 40 HKS 50 HKS 2000
Expected Subsidy from Student N/A N/A HKS 800
Activities Fund
Sponsorship / Donation N/A N/A HKS 500
Total Income: HKS$ 37300
Expenditure
Category No. of Estimated Sub-total
Participants Expenses
(per head, if
applicable)
General Administration N/A N/A HKS 1200
Activity Fee for Farewell Party 50 HKS 60 HKS 3000
Activity Fee for Summer Camp 50 HKS 480 HKS 24000
Activity Fee for Career Development 30 HKS 50 HKS 1500
Workshop
Society Welfare Product Cost 40 HKS 45 HKS 1800
NSO Campus Life Carnival N/A N/A HKS 800
Promotion Booth Activities N/A N/A HKS 1000
Welcome Night 50 HKS 20 HKS 1000
Recruitment of Members N/A N/A HKS 3000
Total Expenditure: HKS 37300
Surplus / Deficit (Total Income — Total Expenditure): ’ HKS 0

Page 8




Guidelines for New Student Societies Registration

Appendix 2
Sample Year Plan
Name of the Society: ABC Society, Lingnan University
Month | Name of Activity Brief Description Number of
(2027) Target
Participants
Jan Promotion Booth Set up a promotional booth at Kin Sun Square 50
to promote upcoming events through posters,
social media QR codes, short videos, etc.
Distribute the Society’s welfare products, such
as souvenirs, T-shirts, and bags.
Feb Inauguration Host a networking reception for members, 80
Ceremony advisors, and guests from other student (members,
societies. Introduce the cabinet members and advisors,
present appointment and appreciation and guests)
certificates.
Mar Community Services | Partner with a local elderly centre to organise 20
games, health checks, and distribute care packs;
promote social responsibility among members.
Apr Farewell Party Host a farewell dinner to celebrate the year’s 50
achievements, present awards, and strengthen
ties among members and advisors.
Aug Summer Camp Organise a two-day camp with team-building 50
games, outdoor activities, and reflection
sessions to strengthen member relationships.
Sept NSO Campus Life Welcome new students with ice-breaking 50
Carnival games, and an introduction to the Society’s
mission and activities.
Oct Career Organise CV writing and interview skills 30
Development workshops with advisors; provide one-on-one
Workshop mock interview sessions.
Oct - Recruitment of the | Publicise cabinet vacancies via mass email, 20
Nov Proposed Cabinet social media, and class promotions; collect

applications and conduct interviews to assess
candidates’ motivation, commitment, and
suitability; brief successful candidates on the
Society’s constitution, duties, and year plan.
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Appendix 3
Sample Constitution (Chinese Version)

HERE ABCEEEE

F—E &4

1.1 KEELE 585 K2 ABC Bar | » I 4FE 5 | ABC Society, Lingnan
University | o

1.2 ARg RsEm NEa il 2 24 E - SRANRYIRR R A LHEE -

1.3 KREGLIPI ~ B RAERE S WWPAREEEETARRES - HAT 23 » Hrpo
YA HAZEE » &SRR HE -

$o% RE

21 KEEIEBBBEIEE)
211 HENHRE ARG 0000 Rk
212 fEEE A XXX FEEEH XXXXX FHE
213 EBRETARE > AHEMEHER
214 R EC BRI

B=E EH
31 AEgHHEINEHAESFEIHIHE12 A31H.

EIUE g8
4.1 FrEEmRANEEAMTHRENBAGES -
4.2 GFEIVHER
421  SMIAARGEHHESR) © K&
422  EZHARGHREEATEF] -
43 FENEF
431 HEFRAGYE:
432 @ BTaE e

FOE HEEE
51 AGHHEGmETEHTER -
5.2 FREEHIIGEE |
521  RAGHITEREEL > BIMURAE -
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522  [WRAEBRIEC TIFETE RVEFHE > WAL REE S TOE Y

Bl -

523  BlZEp REERE R K AP TERTGE - RV TEEHES |
EBYREES -

RS DL NI AL SH R -

531  FRE

53.1.1 HfifrEggss -
53.1.2 ¥IMFEARE  BHARERET -
53.1.3 HEHREREI2FEEE) -
532  BIFEE
5.3.2.1  H43 Ry NESEI L RAMEEI TR -
5.3.2.2 1B EEEEITECE B L e S T RS -
53.23 EHEFEAEEPTHBER - BB ZEALT -
5.3.2.4 E TIREHEERES > TSR T R A T o
533  fE
5.3.3.1 REAG DN > R R Rt -
5.3.3.2 CEfFFEE G
5333 WEITEEEFHEBHRS -
534 WL
5.3.4.1 HERGUHLH BEFEAGNULAE TS -
53.42 WMERGHEPREVFEIRT -
5.3.4.3 EHMBUEE KB HRE -
53.5  [HRZE R MEEEVEOR(H
5.3.5.1 (e ERTEGIRENMEEENER  EEZSMEEN 8RR
;E% o
53.5.2 ({FRyzioz/ SR 2 HEWOE/ BIEGTE BV E RS A » 24t
BN ERKEERES -
5.3.5.3 EEEZEpH SRS o Ao KIS -
536 (HAERMLEREE
5.3.6.1 % ({EANERFLBMRED) EEAGIVER - MERAEFTUIENEA
B2 ERE R o
53.6.2 FAAGHUEERME ((EAERUGEER) » TTEEE ANERMES L&
FEIHIHREE A -
5.3.6.3 i HHTE 2441
537  OIREREERE
5.3.7.1 AR RHESE B R S KRR A RS R ECR AR
W AEEN I T RS R TR -
5.3.7.2  EEIAG TR EESEE T RIER RIS R HEE -
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53.7.3 EZEREARGHIVE -

53.8  H{EHE®RE
53.8.1 E{EAGHARINARKAN—TIZEE -
5.3.8.2 EFEWHMMEMEHEENRGTRHBER -
5.3.83 EEEHAGHAEREIRS -

53.9  HMEK : EFEESREEAE o nHEEARRAL -

54 ERPEREGEEK
541 EEABANDR 2RSS FE mMEAESFEULEREERT IR
37 e
542  QUERHREN - HEREETEREITNFELAE -

5.5 BRG]
551  HEESFEGHEE NEWREG - A5 KR4 E B IR R
FE o
552  (REAFERVERAI B EES - EEREERA REAEHE -

BARE BEAN,

6.1 AEIHATEAGIRE - B Instagram - EINE EAGHTES) -
6.2 Agga L HIFEEHEEAH (5140 WhatsApp » Bl B (REFEHIHYE -
6.3 g LAREES RIS  HHEE S R

BLE M
7.1 MBUEE
PR G EgEHAERE -
7.2 WU
FHA S S e E T SE R -
7.3 KB
731 UL A
7311 HIEEHECESNER > SHEEREERE -
7312 GEAGER  SEHBEZNE -
732 &)
7.3.2.1  EREEIR] [SER KR A SRR R A R B RS 0 WS
Bseshte—{E A N5ERk SRS -
7.4 KREWMHEICT - TERBEES EE T BUEIHE R R EFE » W MEREE
R -
7.5 WAGEBIEENET  BFHEATZERETLBREEE -
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FN\E @‘A‘ﬁ BPIRE B2 RN

8.1 A
8.1.1 %%Eﬁ%ﬂﬁﬂ@zi%ﬁﬁ%  EPER R - (SRR
8.1.2  HEEGHNAMEECF AR AR N ER R - raHEHE K
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8.2 ik
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822  HHEEWMEAETA  HAFEREHPEMAE  HHERFZ 12 A 31
Hik -
8.3 fHY
83.1 (FHEgTHRABRIISENEET  AFJTAfEEL -
8.3.2 **ZIK—E%%& EAANMFINDEHEE » TR EE R R
EH R
FNEEIEE
9.1 HEEL:
9.1.1 FENABLEZEZ  BEirEE ] R F BRI B -
9.1.2  AGZAENARH RV IUE 2 AR R R B TR G & T2 RS A

FH N - AR IEEE -

9.2 TERRE:

9.2.1

B2 RAR BN T g R R AR R
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Sample Constitution (English Version)
Constitution of ABC Society, Lingnan University

Chapter 1: General Provisions

1.1 The Society shall be named “2gFg§ AE2 ABC Z&” in Chinese and “ABC Society,
Lingnan University” in English, hereafter “the Society” .

1.2 The Society is a registered student society at Lingnan University and a non-profit
student organization within the university.

1.3 Chinese and English shall be the official languages of the Society, with both languages
used as working languages. In case of discrepancies between the Chinese and English

versions of any document, the Chinese version shall prevail.

Chapter 2: Objectives
2.1 The Society aims to organise various activities to:
2.1.1 Raise Lingnan University students’ awareness of XXXXXXXX;
2.1.2 Increase members’ interest in XXXXXX and XXXXX;
2.13 Contribute to community needs through organising volunteer services;
2.14 Provide opportunities for fellowship among members;

Chapter 3: Term of Office

3.1 The term of office of the Executive Committee shall be from 1 January to 31 December
each year.

Chapter 4: Membership
4.1 All Lingnan University students are eligible to apply for membership.
4.2 Rights of Members:
4.2.1 To participate in activities organised by the Society; and
4.2.2 To enjoy the welfare and services provided by the Society.
4.3 Obligations of Members:
43.1 To comply with the Constitution of the Society; and
43.2 To pay the membership fee.

Chapter 5: Organisational Structure
5.1 The administration and daily operations are handled by the Executive Committee.
5.2 Functions of the Executive Committee:

5.2.1 To serve as the administrative body of the Society and to represent the

Society externally.
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5.2.2 To submit work plans and financial budgets to the Office of Student Affairs,
and to submit work and financial reports upon completion of the term.
5.2.3 To communicate and collaborate with the Office of Student Affairs and other
departments of Lingnan University, and to organise activities in accordance
with the University’s guidelines for student activities.
5.3 The Executive Committee shall comprise the following positions:
5.3.1 President
5.3.1.1 To convene meetings of the Executive Committee.
5.3.1.2 To represent the Society externally and the Executive Committee
internally.
5.3.1.3 To lead the Executive Committee in planning activities for the year.
5.3.2 Vice President(s)
5.3.2.1 May be divided into Internal Vice President and External Vice President.
5.3.2.2 To assist the President in administrative matters and to coordinate the
work and communication among Executive Committee members.
5.3.2.3 When the President is unable to perform his/her duties, the Internal
Vice President shall act on his/her behalf.
5.3.2.4 If the President resigns, the Internal Vice President shall succeed to the
position of President.
5.3.3 Secretary
5.3.3.1 To handle all internal documents of the Society, including minutes of
Executive Committee meetings.
5.3.3.2 To prepare meeting documents.
5.3.3.3 To assist the President in preparing the Society’s reports.
534 Treasurer
5.3.4.1 To be responsible for the Society’s financial records and to oversee the
Society’s income and expenditure.
5.3.4.2 To report the financial status at each meeting.
5.3.4.3 To prepare budgets and financial reports.
5.3.5 Ambassador against Bullying and Sexual Harassment
5.3.5.1 To raise members’ awareness of the prevention of bullying and sexual
harassment, and to promote a safe and inclusive activity environment.
5.3.5.2 To serve as the first point of contact for members affected by or
witnessing bullying and/or harassment, providing support and reporting
incidents to the University.
5.3.5.3 To monitor activities organized by the Executive Committee to prevent
incidents of bullying and sexual harassment.
5.3.6 Data Protection Officer
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5.3.6.1 To manage the Society’s data in accordance with the Personal Data
(Privacy) Ordinance, ensuring proper custody and handling of personal
data collected by the Society.
5.3.6.2 To provide a “Personal Information Collection Statement” for the
Society’s activities and to serve as the contact person for personal data
correction and access requests.
5.3.6.3 To manage and update the membership database.
5.3.7 Sustainability Officer
5.3.7.1 Toincorporate elements of sustainable development into the Society’s
activities in line with the United Nations Sustainable Development
Goals and Lingnan University’s sustainability policy.
5.3.7.2 To promote the concept and goals of sustainable development in
activities organised by the Society.
5.3.7.3 To properly safeguard the Society’s materials and assets.
5.3.8 Publicity Officer
5.3.8.1 To publicise all matters of the Society both on and off campus.
5.3.8.2 To be responsible for the design and printing of posters and leaflets.
5.3.8.3 To be responsible for managing the Society’s social media accounts.

5.3.9 Other Positions: Additional positions may be created as determined by the

incumbent Executive Committee.
5.4 Executive Committee Meetings:

5.4.1 The quorum shall be not less than half of the total number of Executive
Committee members. Motions shall be passed by a majority vote of those
present.

5.4.2 In special circumstances, the President shall consult Executive Committee
members to make a decision.

5.5 Executive Committee Cabinet:

5.5.1 The incumbent Executive Committee shall recruit the next Executive
Committee and submit the list of the incoming cabinet to the Office of
Student Affairs of Lingnan University.

5.5.2 Positions of the incoming cabinet shall be filled through mutual election, with

the incumbent Executive Committee holding the final decision-making power.

Chapter 6: Communication Channels
6.1 The Society shall establish social media accounts, such as Instagram, for external
promotion of the Society’s activities.

6.2 The Society shall establish instant messaging groups, such as WhatsApp, to maintain
close contact with the members.
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The Society shall submit reports, application documents, and correspondence to the

University via email.

Chapter 7: Finance

7.1

7.2

7.3

7.4

7.5

Financial Year:

The same as the term of office of the Executive Committee.

Financial Reports:

To be completed by the outgoing Executive Committee at the end of its term.

Funds:
7.3.1 Income
7.3.1.1 Participation fees may be set for various activities, with amounts
determined by the Executive Committee.
7.3.1.2 Membership fees, with amounts determined by the Executive

Committee.
7.3.2 Sponsorship:

7.3.2.1 The Executive Committee may submit applications for the Student
Activities Fund to the Office of Student Affairs of Lingnan University and
complete and submit the report within one month after the activity
concludes.

The Society’s financial income and expenditure shall be reviewed and confirmed
periodically by the President and Treasurer of the Executive Committee, and relevant
documents shall be handed over to the next Executive Committee.

Should the Society incur any debts or liabilities, all members of the incumbent

Executive Committee shall be held jointly responsible.

Chapter 8: Disciplinary Actions, Resignation, and Dissolution

8.1

8.2

Disciplinary Actions:

8.1.1 Any Executive Committee member who fails in his/her duties or violates the
Constitution may be dismissed upon approval by a meeting of the Executive
Committee.

8.1.2 The Executive Committee shall notify the Office of Student Affairs of Lingnan
University before announcing the dismissal decision to discuss relevant
matters and arrangements.

Resignation:

8.2.1 The resignation of an individual Executive Committee member and

subsequent replacement shall be approved by the Executive Committee, and
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the Office of Student Affairs of Lingnan University shall be notified in advance.

All new Executive Committee members must sign the Student Leader Charter
before assuming office.

8.2.2 If the number of Executive Committee members falls below seven,
replacement(s) shall be arranged as soon as possible, with the term ending on
31 December of the same year.
8.3 Dissolution:
8.3.1 The Society may be dissolved only with the approval of the Committee
Meeting and with the consent of Lingnan University.
8.3.2 In the event of dissolution, no person shall distribute the Society’s assets,

which shall be handed over to the Office of Student Affairs of Lingnan
University.

Chapter 9: Amendments to the Constitution
9.1 Amendment of the Constitution:

9.1.1 The incumbent Executive Committee may propose amendments to the
Constitution to the Office of Student Affairs of Lingnan University.

9.1.2 The Society shall submit the latest amended version of the Constitution to the
Office of Student Affairs of Lingnan University for approval at least four weeks
before the effective date; it shall become effective only after approval.

9.2 Interpretation of the Constitution:

9.2.1 The final authority for interpreting the Constitution rests with the Executive

Committee and the Office of Student Affairs of Lingnan University.
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