Roles and Responsibilities of the Leeds University Dental Society (LUDS) Committee
The President shall: 
a) Be a fourth (4th) year dental student

b) Represent the society and act as its official spokesperson 

c) Chair committee meetings
d) Lead and supervise the overall activities of the society
e) Fill committee positions in the absence of committee members

f) Attend LDI meetings 
g) Chair Annual AGM

h) Produce an annual report 

i) Ensure a complete handover for continued development of the committee

j) Delegate appropriately, lead and supervise committee activities 

k) The president should be involved in all final decisions

The Vice-President shall 
a) Be a third (3rd) year dental student

b) Assist the president in organising and supervising all activities of the society 

c) Assist with the co-ordination of the affairs and duties of committee members 
d) Assume the duties of the President in the event of his/her absence

e) Assume the duties of any committee member, excluding the treasurer, in their absence

f) Support the president in producing an annual report for the AGM
g) Liaise with the learning and teaching office concerning leave of absence for events

The Treasurer shall 
a) Be a fourth (4th) year dental students

b) Take charge of all acquisitions, collections and distribution of funds for the society
c) Keep records of all financial transactions of the society 

d) Have the power to sign cheques for withdrawal from the society’s account in financial institutions in conjunction with the President 
e) Keep records of all financial members.

f) Submit funding applications to the LUU society executive

g) Produce annual report

h) Produce detailed statement of accounts at AGM

i) Oversee fundraising activities for the society


The Secretary shall 
a) Be a fourth (4th) year dental student

b) Take charge of the administration and correspondence of the society

c) Keep all the records of the society, including the record of all existing members
d) Organise and summon committee meetings
e) Prepare an agenda for meetings 

f) Prepare and keep the minutes of the meetings and all meeting notices
g) Address concerns and queries of existing and potential members, or any persons expressing interest in the society
h) Maintain an up to date copy of the committee’s constitution


Education representative

Senior

a) Be a fourth (4th) year dental student

b) Liaise with year representatives concerning ongoing course discussions

c) First point of contact for any year rep with educational concerns

d) Liaise with course coordinators concerning course alterations

e) Address concerns of students by liaising with staff

f) Attend Staff-Student and Learning and Teaching committee meetings

Junior

g) Be a second year (2nd) or third (3rd) year dental student

h) Responsibilities B - F, reporting to senior education representative.
The Communications officer shall 
a) Be a third (3rd) year dental student

b) Responsible for duties regarding the production of promotional materials 
c) Maintenance and regular update of the website 
d) Maintenance of the notice board in the student common room
Provide assistance to various members within the committee as necessary

e) Is responsible for the committees email account

f) Support social secretary with publicity of events

g) Design and implement policies affecting communication

h) Assist the secretary in maintaining and updating a copy of the constitution

i) Produce an annual report 

j) Support all other committee members in distributing information about events

The Sponsorship and Charity officer shall 
a) Be a third (3rd) or fourth (4th) year dental student

b) Be responsible for investigating sponsors for the benefit of the society 

c) Keep an up to date contact list of sponsors.

d) Be responsible for liaising with existing sponsors
Provide assistance to various members of the committee as necessary. 

e) Ensure all sponsors receive their agreed return

f) Organise and support charity events

g) Arrange at least one event to raise money for DentAid per term.
The Social Secretaries shall 
a) Be a third (3rd) or fourth (4th) year dental students
b) Co-ordinate an active and varied social calendar for the society; 
c) Organise discounts for members

d) Provide assistance with various duties within the committee as necessary. 

e) Liaise with the staff-student social club

f) Support the treasurer in fundraising events

g) Produce a report for each event  if deemed necessary by the committee

Ball Chairs (x2)
a) Be a fourth (4th) year dental student

b) Organise the annual dental ball
c) Arrange sponsorship and finance for the ball, with support of the treasurer 

d) Assist the committee in other events as deemed necessary

BDSA (British Dental Students Association) Representative (x2)
a) The junior rep shall be either a second (2nd) or (3rd) year 
b) The Senior rep shall be a (4th)
c) Attend all BDSA events and conferences when possible
d) Encourage BDSA participation in Leeds

e) Encourage BDSA events to be held in Leeds

f) Attend all BDSA meetings at the headquarters in London (expenses are paid).  If attendance is not possible (e.g. exam commitment), arrangements must be made to find a representative.

g) Collaborate with the BDA regional office to improve the standard of BDA events locally and encourage attendance of regional BDA events by students.

h) Inform about the roles and positions on the BDSA Executive.   

i) Liase with the BDA to attract guest speakers such as the Chief Executive. 

j) Have regular contact with the staff BDA representative to strengthen the university’s relationship with the BDA.

EDSA (European Dental Students Association) Representative

a) Should be a one dental student from either second (2nd), third (3rd), fourth (4th) or fifth (5th) year 
b) Maintain contact with the EDSA 
c) Encourage participation in the EDSA events
d) Seek sponsorship from the university for student involvement.
Sports Representative (male and female)
a) Be a third (3rd) year dental student  x2
b) Organise Leeds participation in the annual northern sports day
c) Support BDSA rep in participation of BDSA sports day
d) Organise and support intra-dental sports events and leagues
e) Organise staff student sports events
f) Liaise with learning and teaching office concerning leave of absence for sports days.
Honouree Staff Member

a) Shall attend committee meetings where deemed appropriate

b) Be a first point of contact to staff members
c) Inform staff of upcoming events
d) Shall be nominated by the society 

PCD’s (Professions complementary to dentistry)
a) One representative from Nurses, Therapists, and Technicians
b) Attend committee meetings
c) Raise points to the committee relevant to their individual course 
d) Keep members of their body informed of social and academic events
The Year Representatives shall 
a) Represent the year level student body, raise and address any concerns to the committee

b) Convey and promote the developments and future events organised to their year level;
Liaise with education secretary  to ensure student support is available with regards to student timetables, lectures etc
Provide assistance to various duties within the club as necessary
c) Attend Staff student committee meetings

d) Deal with membership issues directly (e.g. membership card replacement) and forward issues/concerns to secretary.)  

