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How 2 Write a Constitution

•

Will adults be involved and if so to
what extent?

•

How can changes be made to the
constitution?

Introduction
A constitution, known as an organisation’s
governing document, sets out how an
organisation operates and runs, while
containing information on its aims,
structures and procedures. It is also a
useful reference tool to help sort out
problems and disagreements on what the
organisation can or can’t do.
As well as varying in size and length, some
constitutions are written in easy to follow
language whilst others are very legal
documents. As it is a reference document,
it is advisable to write it in language that is
easy to understand by as many people as
possible.
This fact sheet contains some information
and advice on how to produce an effective
and lasting constitution.

In addition to the questions above, a
constitution will always contain the
organisation’s name.
What are the organisation’s aims?
This sets out why the organisation exists
and can range from a number of things
such as:
•
•

•

Writing the Document
It may seem daunting at the start, but
asking the following questions to those
involved in creating the constitution, will
help to produce a document that fits the
needs of your organisation:
•

What are the organisations’ aims?

•

Who will be members and how do
they join?

•

What types of meetings will it hold?

•

Will it have any committees and if
so what will they do?

•

How will such meetings or
committees operate?

•

How will the finances be managed?

Providing a voice for young people
in your local area
Raising issues of concern to local
decision-makers such as Members
of Parliament (MPs), Councillors
and local business leaders
Acting as a forum for local service
providers to engage with young
people to hear their views on the
design and delivery of services.

Who will form the membership and how
will they join?
This sets out whether membership is open
to all young people or based on some
other scheme. If membership is
determined by an election, this section of
the constitution will explain the election
process including:
•
•
•
•

How often elections are held
Who can be nominated
Who can vote
Further details on the election
process.
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What type of meetings will it hold?
All organisations have an Annual General
Meeting, where a report on the year’s
activities is presented, the budget
approved and the accounts received.
Organisations may also have other types
of meetings such as council meetings, or
executive meetings and if this is the case,
they should be listed in this section of the
constitution.
Will it have any committees and if so, what
will they do?
Most organisations have a main committee
(sometimes called a board), with a number
of elected positions that usually include a
Chairperson, Vice-Chairperson, Secretary
and Treasurer. This is sometimes known
as an Executive Committee and may
include other positions where people will
have responsibility for other areas of work.
An organisation may decide to have a
number of smaller committees to look at
individual issues and report back to the
entire organisation, for example, a
committee that focuses on local service
providers.

organisation will have its own bank
account and how financial transactions will
be recorded. This section will also state
where responsibility for finances falls
within the organisation, e.g. the Treasurer.
Will adults be involved and if so to what
extent?
For youth organisations, especially those
run by young people for young people, it is
important to recognise that at times you
will need the advice and support of adults
in the organisation’s running. Having said
this, it does not mean that adults are
automatically involved in the organisation’s
decision-making.
This section of the constitution will lay out
the level to which adults are able to be
involved in the organisation’s decisionmaking process.
How can changes be made to the
constitution?
A constitution is an organic document.
Nothing stays the same, and as
circumstances change, an organisation
may feel that their constitution needs to
change to reflect this.

The constitution should list each
committee, the committee’s powers and
members, in addition to how its members
are selected.

It is important to ensure that a procedure
has been agreed for making any changes
to the constitution and this should be
included in the document itself.

How will youth council meetings operate?

Once all the sections have been written, it
is important that as many people as
possible who are involved in the
organisation have the opportunity to read
the proposed document before it is
approved. This will ensure that people
have the opportunity to check that
important things are not missing.

This section of the constitution sets out
how often each type of meeting is held,
along with their rules and procedures.
How will the finances be managed?
This section of the constitution will contain
information concerning whether the
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Constitutions are time-consuming to write and need to be agreed by a collective rather than
an individual.
Finally, don’t let a constitution restrict your work and keep it as concise as possible. The
constitution can grow, change and evolve with your organisation.

Top Five Tips to Write a Constitution
•

Base your constitution on a set of questions about what you want the organisation to
do and how it will operate

•

Involve as many people as possible in obtaining ideas and writing sections

•

Write it in stages, don’t attempt to complete it in one go

•

Gain approval of the document from a large group rather than a small number of
people

•

Regularly review the constitution to ensure it’s relevant and up-to-date.

