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Vision

Student & Staff Welfare Division

Providing a widest service for students and making opportunities to develop the skills and attitudes needed for
the intellectual engagement of the University Community.

Introduction

The main task of the Student & Staff Welfare Division is creating and maintaining physical infrastructure/
environment in order to ease the University life of students and staff.

Our concern is to maintain physical and mental well-being of our main stakeholders to achieve their academic
excellence while entertaining peaceful living style which will enable them to proceed without obstacles.

Identified main processes of Student & Staff Welfare Division are as follows

o A~ W Do

Planning and Organization of student & Staff Welfare activities
Operational activities

Intra and inter communication

Guiding

Coaching, mentoring and counselling

A number of services are provided by the student welfare branch for the students.

Service Provided by the Student Welfare Division...

Administration and maintenance of Hostels, Canteens, Student Centre, Book Shops, Milk Bars, Hair
dressing salon, photocopy service centers.

Registration of students' unions, student committees, students' welfare societies, subject societies etc.
Activities related to Bursary, Mahapola Scholarship, University Grant Commission Scholarships and
other scholarships.

Activities related to issuing of concessional season tickets for bus and railway.

Granting permission for activities such as guest lectures, seminars, films, dramas and meetings which
are organized by students' unions.

Coordinating the fund-raising activities carried out by the students' unions.
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ORGANIZATIONAL PROCEDERE

STUDENT & STAFF WELFARE DIVISION

Trainees

Work Aid

1

Management Assistant

1

1

1
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1. Administration and Maintenance of Student Hostels, Canteens, Common Rooms, and

Photocopying Service

1.1.Tender procedure for canteen and photocopy service

Process

Responsibility

Time Frame

Relevant Rules and
Regulations

1. Approval from the Registrar to call
Tenders.

AR/SAR/DR

3 months prior to
new academic year

2. Procurement procedure will be followed
to receive bids from bidders

AR/SAR/DR

3 months prior to
new academic year

3. Appointment of Technical Evaluation
Committee (TEC)

Vice Chancellor

Within 4 weeks

4. Technical Evaluation Committee (TEC) AR/ SAR /DR from the
recommendation to select suitable bidder. | TEC .
advertisement
5. TEC recommendation will be submitted After received TEC Procurement Guidelines
to Vice Chancellor / Registrar for AR /SAR/DR - (https://shorturl.at/jmuyC)
recommendation
approval
6. Is:sue of Awarding letters to selected AR/ SAR /DR One month prior to
bidders new academic year
7. Signing Service agreement between SAR/SSW 2 weeks prior to
University and Contractor. (Selected SAR /L&D prio
. . new academic year
bidder) Registrar
8. Handing over kitchen utensils/ keys etc.
st
9. Service will be commenced by contractor | Contractor 1% day OT the
Academic year .
Terms Conditions of
o o PHI Signed agreement
10. Close monitoring/ Investigations on AR/SAR/DR When necessary (annexure - 1)
complains Canteen
Committee

1.2. Maintenance of canteen

Process

Responsibility

Time Frame

Relevant Rules and
Regulations)

1.Facilitating with suitable food processing
area, equipment, utensils, and waste
management system to the selected bidder as
required

AR/ SAR /DR

When necessary

Signed agreement
(annexure - 2)

2.Inspection of food sanitation/ Close
monitoring

PHI

Daily

Food Act of Sri Lanka And
relevant Regulations
(https://bit.ly/3geEw3d)
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2.  Administration and Maintenance of Student Hostels and Common Room

2.1. Hostel Allocation

Process

Responsibility

Time Frame

Relevant Rules
and Regulations

3 weeks before

1. Calling application for hostel facilities AR/ SAR / DR commencement
of academic
year

2. Selecting new students for hostels based on Hostel Committee | 1 day

criteria

Hostel
Selection
Policies
(annexure - 3)

3. Allocate new students

Warden

Sub Warden
Director / Student
Affairs

Within 1 weeks

As per reports

Sub Warden of Sub
4. Timely repairs & maintenance AR/SAR/DR Wardens/ PHI
Works Engineer atc
5. Publish selected List of students AR/SAR/DR 1 weelf before
bounding
2.2. Hostel Maintenance
Process Responsibility Time Frame | Relevant Rules
and Regulations
1. Report the relevant maintenance issues .
to office/ Works Department Students / Sub Warden | Immediately
2. Follow up the repair and maintenance
logbook and send the request to AR / Sub warden Immediately
SAR /DR
3. Reql_Jest Wo_rks Engineer to attend such AR/ SAR / DR Immediately
repairs / Maintenance
4. Follow up actions Works Engineer Immediately
AR /SAR/DR
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3. Procedure for organization of Faculty students’ Union / University
Students’ Union election and granting permission for students’ activities

3.1. Organization of the Faculty student’s Union Election

Relevant Rules

Process Responsibility Time Frame and
Regulations
1. Notice will be issued by the Registrar with Registrar 1 month before
date and time for the nomination for the Faculty ARg/ SAR / DR (SSW) end of the
Students’ Union academic year
Within one week
2. Appointment of Election officer Vice Chancellor of the publication
of the first notice By Laws on
3. I\_Iommatlon will be accepted by the Election Dean Same Day Student Union
Officer (https://bit.ly/3EQq
4. Received nominations will be sent to the '
. Deans Same Day Ohm)
Vice Chancellor (annexure - 4)
5. If single nomination received for each post, Vice Chancellor Same Da
they will be appointed. AR/SAR/DR y
; Fourteen working
6. If more than one nomination received for any \[;:ecaenghancellor days from the date
post, election will be held in due course of receipt of
AR/SAR /DR nomination
3.2. Granting permission for students’ activities
Process Responsibility Time Frame Relevant Rules and
Regulations
01 Week before the Student Handbook

1.Receving Request

Students

activity

Instructions
(https://shorturl.at/bnqvG)

2. Recommended by Director/SA and
forwarded to Vice Chancellor for
approval

Director/ SA
Vice Chancellor

within 03 Days

3.3. Registration / Renewal of Subject Societies / Associations

I . Relevant Rules
Process Responsibility | Time Frame and Regulations
: " AR /SAR/
1.Calling applications DR (SSW) 1 Month (annexure - 5)
2. Receiving applications from societies Subject Clerk 4 Weeks
3. Filtering, Recommendation & Registration AR/SAR/DR | 1 Week
4. Recommended by AR/ SAR / DR and forwarded to
. . . AR /SAR /DR
;hccraOE:/I;?ncellor through Director / Student Affairs for Vice 2 Weeks
PP Chancellor
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4. Payment of Bursary and Mahapola

4.1. Bursary
Process Responsibility Time Frame Relevant Rgles and
Regulations
1. Calling application from students AR/ SAR /DR Before .
Academic year

2. Selecting eligible students for Bursary as per the Within first

criteria AR/SAR /DR semester UGC circular 2019/03
3. Publish Selected List AR/SAR/DR | Vithin first (https://bitly/SeMEKIs)

semester

4. Making monthly payment (Maximum ten Subject Clerk Within first two

instalments per an academic year) AR/SAR/DR week

4.2. Mahapola
Process Responsibility Time Frame Relevant RL.“eS and
Regulations

Initiation
1. Application for Mahapola Scholarship by Application

individual students UG 2 Weeks (https://bit.ly/3TTDMz2)
2. Filtration & Preparation of Mahapola list UGC/ MTF
3. Publishing Recipient List MTF Depends on UGC
4. Eligible list sent to universities MTF & MTF
5. Prepare of Certificates MTF

T . . . Within one

6. Distribution of Certificates Each University Month

Allocation of Funds UGC & MTF Depends on UGC
8. Acknowledgement to Universities UGC & MTF & MTF

AR /SAR /DR

9. Receive Recommendations & Approvals (Welfare) Two or Three

Bursar/ Registrar/
Vice-Chancellor

Days

10. Making payment to individual students

MTF

Depends on UGC
& MTF

Routine Process

Depends on UGC

UGC circular 2019/02

individual recipients

1. Receiving Mahapola Eligible list MTF & MTE https:/bit.ly/3Dxnpmo
2. Sent to Deans of Faculties for recommendations | AR/SAR/DR Mahapola Guideline
(Attendance & Academic Progress) (Welfare) Withing Two https://bit.ly/3VYESSu
- - . Deans (Each Weeks
3. Receiving Mahapola Eligible List Faculty)
4. Calculations & Office activities MA/ Welfare Withing Two
Weeks
AR/ SAR /DR
5. Getting certification and approvals from (Welfare) Two or Three
University Officers Bursar/ Registrar Days
Vice-Chancellor
6. Send the list and calculated monthly allocationto | AR/ SAR /DR
UGC & MTF (Welfare) Depends on UGC
7. Making payment (Monthly) instalment to MTE & MTF
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5. Payments of Bills (Newspapers/ Water/ Electricity, etc.)

Relevant Rules

Process Responsibility Time Frame and Regulations
1. Receiving bills MA Monthly
Head of the
2. Obtaining r_ec_o_mmendatlon for payment —From D_ep_artments/ Within 2 — 3 days FlnanC(_a
Relevant Divisions Divisions regulations
MA
. . i Finance
3. Verifying and preparing payment vouchers MA First vv_eek of the regulations
following month
AR /SAR /DR Finance
. i : regulations
4. Getting Approval relevant approval Registrar immediately g
Fi / P Fi k of th Finance
5. Making the relevant payment nance/ Payment Irst week of the regulations

Branch

following month

6. General Supervision of Cleaning Service in Hostels and Canteens

Relevant Rules

Process Responsibility Time Frame and Regulations
Civil Supervisor Cleaning Service
1. Supervision of cleaning and relevant activities Sub wardens Daily Agreement
AR /SAR /DR (annexure — 6)
2. Requesting for Extra cleaning works and Gully Civil Supervisor . .
. services if necessar Sub wardens Within 01 da Cleaning Service
y AR/SAR/DR y Agreement
AR/ GA
7. Leave Management of the Non-academic Staff
Process Responsibility Time Frame Relevant Rules

and Regulations

1. Collecting the leave applications and preparing the

On or before 5

leave reports MA day of every
month.
2. Sending the leave reports to non-academic MA Before 10" day of
establishment division/UoK AR/SAR /DR every month.

Establishment
Code of UGC

8. Over-time of the Non-academic Staff
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Relevant Rules
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Process Responsibility Time Frame and Regulations
. . . Before 5" day of
1. Preparation of prior Approval List AR/SAR /DR every month, In_ternal
- Circulars
2. Approval by the Registrar Registrar Before 5% day of | (annexure —7)
every month.
. . Thursday of the
3. Deployment of staff according to prior SAR/DR week before
Approval i
working weekend
4. Application receiving from individual staff Within 2 — 3 days
members of next month
Thursday of the
5. Approving the weekend OT approval Registrar week before
working weekend
6. OT application checking the arrival and MA (Subject Before 5™ day of
departure times of the OT vouchers Clerk) every month
th
7. Approving the OT vouchers AR /SAR /DR Before 5T day of
every month
DB/ SAB/
8. Sending the OT vouchers to Finance Division | Salaries Within 3 Davs
to make the payment DB/SAB/ y
Payments
9. Maintenance of Inventories
Process Responsibility Time Frame aiﬂe;:glglgt%enss
Relevant Sub When receivin
1. Receiving of inventor items Warden inventory i temg
AR /SAR/DR y
Relevant Sub When receivin
2. Entering inventory items Warden inventor itemg
AR/ SAR /DR y
3. Balancing existing inventory items 31t December S\f levant Sub 31% December of
arden/Inventory
each year each year
Cleark
AR/SAR /DR Depends on the
4. Conducting the board of survey and sending the (Gen. Admin) datg of board of
reports to the General Administration Division Appointed BOS
. survey
committees
5. Taking necessary actions on dispose goods, AR /SAR /DR Depend on the
equipment to remove from the inventories (Gen. Admin) formal notice send
' by the Gen. Admin
10. Issue of concessionary season tickets for students




Process

Responsibility

Time Frame

Relevant Rules
and Regulations

Last week of the

1. Requesting for season application from Students Student .
previous month
2. Providing verification receipt to the student to obtain | MA 32?&?8;/”?; UGC/ CGR
the season ticket from the CGR AR/SAR/DR y Regulations
and July)
11. Convening Meetings
Process Responsibility Time Frame Relevant Rules

and Regulations

1. Conveying the schedule for the meetings to

relevant participants

Students and Staff
Welfare
Committee

AR /SAR /DR
(Secretary to the
committee)

One week prior to
the meeting

Meeting minutes

2. Keeping records of minutes and engaging when

taking the administrative decisions

Students and Staff
Welfare
Committee

AR /SAR /DR
(Secretary to the
committee)

Two weeks after
the meeting

3. Getting actions as per the decisions made at the

meeting

AR /SAR /DR
(Secretary to the
committee)

Within two weeks

12. Appointment of Senior Student Counsellor / Student Counsellor / Academic Warden / Part Time

Sub Warden

Process

Responsibility

Time Frame

Relevant Rules
and Regulations)

01 month before

1. Calling Applications from academic Staff AR/SAR /DR the commencement | Council Decisions

(SsSw) .
of Academic Year

2. Filtering and selection of candidates Selection Board One Week Council Decisions
Director/SA

3. Recommendations from Director/ DR/SSW AR/SAR /DR One Week Council Decisions
(Ssw)

4. Appointment Vice-Chancellor Two Week Council Decisions
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annexure - 3

The Selection of Students for Hostels Depends on the Following Policies:

1. The Annual Income and the Distance from University to Residence.

The allocation of hostels based on the annual income and distance from university
to residence will be considered under two categories.

Level 1 - Students whose annual income of the family is below Rs.100, 000.00 and
who reside between 30km and 50km of distance from university to home will be
provided with hostel facilities.

Level 2 - Students whose annual income of the family is below Rs.500, 000.00,
and who reside over 50km of distance from home to university, will be provided
with hostel facilities.

2. Special Requests
Disabled and Medical Category
1) Disabled Category:
According to the recommendations of the University Grants Commission, hostel
facilities will be provided to physically disabled and visually impaired students.
i) Medical Category:

Hostel facilities will be given to students upon considering the medical
recommendation issued by the Chief Medical Officer of the University of Kelaniya.
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Students' Union By-law No. 01 of 2023
University of Kelaniya

Kelaniya

This By-Law made in terms of section 112 (3) read with section 135 of the Universities Act No.
16 of 1978 amended by the Universities (Amendment) Act No. 07 of 1985 and Act No. 26 of 1988
and made based on the recommendations made by the Council of University of Kelaniya held on
No. 507/15/07 of 11.10.2022, No. 508/02/04 of 2022.11.08, and No. 509/19/14 of 2022.12.13,
shall be cited as "Students' Union By-Law" and shall come into operation from the date of approval
by the Council, that is 14.02.2023.

These Students' Union By-Law, No. 01 of 2023 supersede Students' Union By-Law, No. 01 of
2010, and any other related By-Laws or Regulations that may have been issued earlier. However,
this shall not prejudice any decision made by the university formerly under the said by-law No. 01
of 2010.

1. This By-Law shall be cited as the Students' Union By-Law No. 0l of 2023.

I.  The Students' Union of the University of Kelaniya (hereinafter referred to as the University
Students' Union) shall be representative of the entire undergraduate student community of

the University.

ii.  The University Students' Union shall consist of all the office bearers and members of each
Faculty Students' Union.
The members of the University Students' Union shall, in accordance with the provisions of

Section 17 of this By-Law, elect from amongst themselves the following office bearers:

(@) The President

(b) The Vice-President
(c) The Secretary

(d) The Editor, and

(e) The Junior Treasurer



iii.  When considering the student community of the university, since the majority represents
female undergraduate students, optimal representation shall be given to female

undergraduate students in deciding the composition of the University Students’ Union.

I.  There shall be a Faculty Students' Union for each Faculty of the University of Kelaniya.

ii. A Faculty Students' Union shall be representative of all the registered full-time
undergraduate students of such Faculty and office bearers and members of such Faculty

Students' Union shall be elected by the undergraduate students of such Faculty.
iii. A Faculty Students' Union shall consist of;

(a) The President
(b) The Vice-President
(c) The Secretary
(d) The Editor
(e) The Junior Treasurer, and
() Such other numbers of members as follows;
(@) Two members for a Faculty with two hundred or less registered students,

(b) Four members for a Faculty with two hundred and one to four hundred

registered students,

(c) Six members for a Faculty with four hundred and one to six hundred

registered students, and
(d) Eight members for a Faculty with over six hundred registered students.

(e) The Chief Executive Officer of the University shall appoint a Senior Teacher
of the Faculty, nominated by such Union, as Senior Treasurer for each Faculty

Students' Union.



iv.

When considering the student community of the university, since the majority represents
female undergraduate students, optimal representation shall be given to female

undergraduate students in deciding the composition of the Faculty Students' Union.

For the purpose of electing the office bearers and other members to a Faculty Students' Union,

the students of each Faculty of the University shall constitute a constituency.

No student of a Faculty shall be eligible to vote at or stand for an election;

(@) unless he has been duly registered as a full-time student of such Faculty for the academic
year in which the election is held;

(b) if he is under suspension from the Faculty and/or University;

(c) if he owes any money to the University at the time of such voting at or standing for the
election as the case may be, and he has not entered into any-written agreement with the

University to repay such money on a date specified for the payment;

Before the expiry of the last day of the 10" week of the second semester of each
academic year, the Registrar of the University shall publish within the University, a

notice containing,
(a) name of each Faculty Students' Union,

(b) the titles of the office-bearers and the number of other members to be elected to each

such Faculty Students' Union, and

(c) the names of students who are eligible to vote (hereinafter referred to as eligible
students) at an election of office bearers and other members to each such Faculty

Students' Union.

Provided that for the purpose of election of the office bearers and other members to the
first Union, the above notice shall be published before such date as may be prescribed

by the Chief Executive Officer of the University.



Any question as to whether the number of other members to be elected to a Faculty
Students' Union has been duly determined or not, or whether a student is eligible to vote
or not, or to seek election or not shall be referred to the Chief Executive Officer of the

University. The decision of the Chief Executive Officer on such a question shall be final.

7. The Chief Executive Officer shall, within one week of the publication of the notice referred to

in Section 6 (i), nominate the Dean of each Faculty as the Election Officer for the purpose of

conducting the election of office bearers and other members of such Faculty Students' Union.

8.

The Chief Executive Officer shall fix in respect of each Faculty Students' Union, a date,
a time period and venue for the receipt of nomination by the Election Officer for the
election of office bearers and other members of the Faculty Students' Union. Such date
shall be a date after the expiry of seven days but prior to the expiry of fourteen days

from the date of publication of the notice referred to in section 6 (i).

The Registrar of the University shall, without delay, publish within the University, the
date, the time period and venue so fixed for the receipt of nominations of candidates for
election in aspect of each Faculty Students' Union.

The Election Officer shall receive nominations on the day during the time period and

the place, fixed for such purpose in terms of the preceding paragraph.

Every registered undergraduate student of a Faculty is eligible to be nominated as a
candidate for election of office bearer or member of the Faculty Students' Union except
for the undergraduate students registered for the final year.

Any registered undergraduate student of a Faculty may be nominated as a candidate for
election as an office bearer or member of that Faculty Students’ Union by means of
nomination paper, signed by two registered undergraduate students of the faculty as

proposer and seconder.



10.

Such nomination paper shall be substantially in the form set out in the First Schedule
and bear the student registration number and signature of the candidate, proposer and

seconder.

Each registered undergraduate student who is nominated as a candidate for election shall

affix his signature on the nomination paper in token of agreement to stand for election.

No student shall stand nominated as a candidate for election to more than one office or

membership.

Every nomination paper (together with a true copy thereof) of a candidate for election
as an office bearer or member of a Faculty Students' Union must be delivered by the
candidate or by his proposer or seconder to the Election Officer nominated under
Section 7, in respect of such election on the day, during the time period and at the place

fixed for such purpose under Section 8.

The Election Officer shall forthwith, upon receiving a nomination paper, cause a copy

thereof to be posted outside the place of nomination.

Objection may be lodged with the Election Officer against a nomination paper of a

candidate on any or all of the following grounds;
(a) that the candidate lacks eligibility in terms of the provisions contained in Section 5;

(b) that the proposer or the seconder is not a registered undergraduate student of the
Faculty;

(c) the proposer or the seconder has not affixed his signature to the nomination paper;
(d) that the candidate is under suspension from the Faculty or the University;

(e) that the nomination paper does not comply with the provisions of this By-Law;



11.

12.

Vi.

Vil.

No objection to a nomination paper of a candidate shall be entertained by the Election
Officer unless it is lodged during the time period fixed for the receipt of nominations

and the half hour succeeding that period.

Every objection to a nomination paper of a candidate shall be in writing signed by the

objector and specify the ground of the objection.

The Election Officer may make a record of and deal with any objector which he may

himself find it necessary to take against a nomination paper of a candidate

The Election Officer shall, with the least possible delay, decide on the validity of every
objection to a nomination paper of a candidate and inform the candidate of his decision.
Where objection is upheld, of the grounds of his decision, the decision of the Election

Officer shall be final and conclusive.

Where in the case of election of office bearers, not more than one candidate has been
duly nominated for election to any office, the Election Officer shall declare such

candidate elected as the office bearer.

Where, in the case of election of members, not more than such number of candidates as
specified in the notice referred to in Section 6 (i) have been duly nominated, the Election
Officer shall declare such candidates elected as members.

Where in respect of the post of any office bearer of a Faculty Students' Union, no
nomination paper has been duly received or all the nomination papers received have
been rejected, and also in the case of election of members, nomination papers of less
than such number of candidates as specified in the notice referred to in Section 6 (i),
have been received, the Election Officer shall bring this fact to the notice of the Chief
Executive Officer who shall fix, in respect of such Faculty Students' Union, a fresh date,
time period and venue before the expiry of the 11" week of the second semester for the

receipt of nominations for election of such office bearer or member as the case may be.



13.

14.

Where, in respect of the election of an office bearer, two or more than two valid nomination
papers have been received, and where, in respect of the election of members, valid
nomination papers of more than such number of candidate as is equivalent to the number of
members referred to in Section 6 (i) have been received, the Election Officer shall cause to
be published within the University the name of each candidate for the election of such office

bearer, and members whose nomination papers have been accepted.

The Chief Executive Officer of the University shall fix in respect of each Faculty
Students' Union a date and a time period for the election of such office bearers and other
members to such Faculty Students' Union. Such a date and time period shall fall within
fourteen working days of the date on which nominations were received in respect of that
Faculty Students' Union, and the date and time period fixed for each Faculty Students'
Union shall be the same, unless the Chief Executive Officer makes a decision to the

contrary because of the exigencies of any prevailing situation.

The Registrar of the University, shall publish within the University the date, duration
and venue fixed for the election of the relevant office bearers and other members in

respect of each Faculty Students’ Union.

The Election Officer shall conduct the election by secret ballot. He may co-opt any

person or persons to assist him in the task.

Each candidate contesting the election of a Faculty Students' Union may appoint two
students who are eligible to vote as polling agents to represent him at the venue of
election during the taking of the poll and the count. Notice in writing of every such

appointment stating the names of and the registration numbers of the students appointed

shall be given by the candidate to the Election Officer before the opening of the poll.

Provided however, only one polling agent of a candidate can be present at the venue of

election at any time during the taking of the poll or count.



15.

Every eligible student at an election of a Faculty Students' Union shall be entitled to
vote for one candidate for each office contested and for such number of candidates for
membership as is equivalent to the number of other members to be elected to such
Faculty Students' Union as specified in the Notice under Section 6 (i).

(However, such student shall not exercise such entitlement to a maximum)

The Election Officer shall declare elected candidate who polls the highest number of

votes for each office.

The Election Officer shall declare elected as members, the candidates who poll the
most number of votes. (the candidate polling the highest number of votes being
declared elected first, the candidate polling the next highest number of votes being

declared elected next and so on.)

However, the number of candidates declared elected as members shall be equivalent
to the number of members to be elected to such Faculty Students’ Union as specified

in the Notice under section 6 (i).

Where an equality is found to exist between the votes polled by two or more candidates
for election of an office bearer or other member and the addition of a vote would entitle
one candidate to be elected as the office bearer or member, as the case may be, the
determination of the candidate to whom such additional vote shall be deemed to have

been given shall be made by a draw of lots.

If any candidate gets no votes, the number of votes obtained by him for the purposes
of this section shall be taken as zero.



16.

Vi.

Each office bearer of a Faculty Students’ Union shall cease to hold office at the end of
the academic year in which he was elected.

No student shall hold the same office for more than one academic year.

If any office bearer or member;

(a) ceases to be a student, or;

(b) resigns office or membership as the case may be by writing under his hand

addressed to the Senior Treasurer; or

(c) has been suspended or dismissed from the University, his office, or membership as

the case may be shall be deemed to be vacated.

Where an office or membership of a Faculty Students' Union falls vacant, the students
of such Faculty shall as soon as possible elect a suitable person to fill that vacancy.
The person so elected shall be entitled to hold office or membership as the case may

be for the unexpired portion of the term of office of his predecessor.

The Chief Executive Officer shall, in accordance with the earlier provisions of this By-
Law relating to the nominations and elections as far as they are applicable, take steps

for the holding of such election.

Nevertheless, in the event that a Students' Union for a certain academic year has not
been established in accordance with section 6 (1) of this By-Law at due time, no action
shall be taken to establish such a Faculty Students' Union after the commencement of
the relevant academic year.

The duties and functions of the President of the Faculty Students' Union shall be;

(@) to preside at all meetings of the Faculty Students' Union;
(b) to carry out the decisions of the Faculty Students' Union; and

(c) to call meetings of the Faculty Students' Union

The duties and functions of the Vice-President of the Faculty Students' Union shall be;

9



(a) to preside at any meeting of the Faculty Students' Union in the absence of the

President;
(b) to assist the President in the discharge of his duties; and

(c) to carry out any other duty or function assigned to him by the Faculty Students'

Union

The duties and functions of the Secretary of the Faculty Students' Union shall be;
(a) to keep records of all proceedings of the Faculty Students' Union;

(b) summon meetings of the Faculty Students' Union on the instructions of the
President or upon the receipt by the Secretary of a written requisition from not less

than one-third of the total membership of the Faculty Students' Union; and

(c) to ensure that minutes of the proceedings are available for inspection by any student

of the Faculty

The duties and functions of the Junior Treasurer of the Faculty Students’ Union shall
be;

(a) to have custody of the funds of the Faculty Students' Union;

(b) to ensure that all income and expenditure are properly recorded and accounted for
in the book kept for this purpose subject to any rules pertaining to the maintenance of

such accounts;

(c) to inform the Senior Treasurer within one week of the receipt of any money by the

Faculty Students' Union;

(d) to make payments out of the funds of the Faculty Students’ Union with the approval

of the Senior Treasurer;

(e) to prepare a budget for the academic year after consultation with the office-bearers
of the Faculty Students' Union within one month from the date of the election of its

office-bearers;

10



17.

(F) when necessary, to prepare supplementary estimates;

(9) to submit to the Faculty Students' Union a report on its financial position as at the

last day of each term with one month of the end of that term; and

(h) to submit to the Auditor appointed by the Chief Executive Officer through the
Senior Treasurer, a statement of income and expenditure, and the balance sheet of the
Faculty Students' Union for the academic year within two weeks of the end of the

academic year in which the Faculty Students' Union was elected.

The duties and functions of the Senior Treasurer of the Faculty Students' Union shall
be;

(a) to check the estimates prepared by the Faculty Students' Union and make necessary

recommendations;

(b) to keep proper supervision and check the transparency of the transactions of the

Faculty Students' Union;

(c) Pre-observe the accounts and financial statements and make relevant

recommendations; and

(d) Submission of certified documents to the Chief Executive Officer prior to the audit

The Chief Executive Officer shall fix a date for the holding of the first meeting of the
University Students’ Union wherein the members shall elect the office bearers. Such
date shall be a date falling within two weeks of the election of office bearers and other

members of the Faculty Students' Unions in terms of Section 4 of this By-Law.

For the purpose of this meeting, the Chief Executive Officer shall nominate a Senior
member of the University as the Returning Officer to conduct the election of office
bearers by secret ballot. He shall preside over the meeting and take all necessary action

to maintain decorum and for the smooth conduct of the election.

11



18.

19.

At the conclusion of the election of office bearers, the University Students' Union shall
nominate a Senior teacher to be appointed by the Chief Executive Officer of the
University as the Senior Treasurer of the University Students' Union.

The Returning Officer shall submit a report on the above election to the Chief

Executive Officer.

Each office bearer of the University Students' Union shall cease to hold office at the

end of the academic year in which he was elected.

No member shall hold the same office for more than one academic year.

If any office bearer or member;
(a) ceases to be an office bearer or a member of a Faculty Students' Union; or
(b) resigns office by writing under his hand addressed to the Senior Treasurer;

his office or membership in the University Students' Union as the case may be shall

be deemed to be vacated.

Where an office of the University Students' Union falls vacant, the University Students'
Union shall as soon as possible elect a suitable person from among its members to fill
the vacancy. The person so elected shall be entitled to hold office for the unexpired

portion of the term of office of his predecessor.

Provided however that when an office of the University Students' Union falls vacant as
a result of a vacancy arising in a Faculty Students' Union in terms of Section 15 (iii),
the election to fill the vacancy in the University Students' Union shall be held after the

filling of the vacancy in the Faculty Students' Union.

The duties and functions of the President of the University Students' Union shall be;

12



(a) to preside at all meetings of the Union;
(b) to carry out the decisions of the Union; and

(c) to call meetings of the Union

The duties and functions of the Vice-President of the University Students' Union shall
be;

(a) to preside at any meeting of the Union in the absence of the President;

(b) to assist the President in the discharge of his duties; and

(c) to carry out any other duty or function assigned to him by the union

The duties and functions of the Secretary of the University Students' Union shall be;
(a) to keep records of all proceedings of the Union;

(b) to summon meetings of the Union on the instructions of the President or upon receipt
by the Secretary of a written requisition not less than one-third of the total number of

the union; and

(c) to ensure that minutes of the proceedings are available for inspection by any

registered student of the University

The duties and functions of the Junior Treasurer of the University Students' Union shall
be;

(a) to have custody of the funds of the Union;

(b) to ensure that all income and expenditure are properly recorded and accounted for
in the books kept for this purpose, subject to any rules pertaining to the maintenance of

such accounts;

(c) to inform the Senior Treasurer within one week of the receipt of any money by the

Union;

(d) to make payments out of the funds of the Union with the approval of the Senior

Treasurer;

13



20.

(e) to prepare a budget estimate for the academic year and submit it to the Union within
one month from the date of election of its office-bearers. (for this purpose he can consult

the office bearers and any standing committee of the union, if any);
(F) when necessary, to prepare supplementary estimates;

(9) to submit to the Union, and the Senior Treasurer a brief report on its financial

position at the end of each month; and

(h) to submit to the Auditor appointed by the Chief Executive Officer through the Senior
Treasurer a statement of income and expenditure and the balance sheet of the Union for
the academic year within two weeks of the end of the academic year in which the union

was elected.

The duties and functions of the Senior Treasurer of the University Students' Union
shall be;

() to check the estimates prepared by the University Students' Union and make

necessary recommendations;

(b) to keep proper supervision and check the transparency of the transactions of the

University Students' Union;

(c) pre-observe the accounts and financial statements and make relevant

recommendations; and

(d) submission of certified documents to the Chief Executive Officer prior to the audit

Responsibilities of University Students' Union;

(@) The student welfare affairs of all the Faculties of the University shall be
investigated and reported in writing to the Chief Student Counsellor/ Director, Student
Affairs/ Chief Executive Officer.

14



(b) Also, if there are obstacles or difficulties in carrying out the academic work in the
University, they shall report in writing to the Chief Student Counsellor/ Director,
Student Affairs/ Chief Executive Officer.

(c) Funds received by the University Students' Union (provisions received from the
University or from any other means) shall be transparently and systematically kept
accounts in accordance with the existing rules and regulations and shall be spent in the

interest of the students with good management and records shall be kept.

(d) No activity shall be done which damages the reputation of the University or the
Faculty or Executive Officers or Academic Assistants or Non-academic Staff

community.

(e) The instructions and orders given by the Chief Executive Officer or Deputy Chief
Executive Officer or Director of Student Affairs or Dean or Chief Student Counsellor

shall be followed.

(f) In addition, the financial affairs of the University Students' Union shall be carried
out as mentioned under No. 21.

(9) If incidents related to the Prohibition of Ragging and Other Forms of Violence in
Educational Institutions Act No. 20 of 1998 occur in the University, such incidents
shall be reported to the Chief Executive Officer or the Deputy Chief Executive Officer

or the Director of Student Affairs and measures shall be taken to prevent them.

Responsibilities of a Faculty Students' Union;

(@) The student welfare affairs of the students of the concerned Faculty shall be

investigated and reported to the Dean in writing.

(b) Also, if there are obstacles or difficulties in carrying out academic work in the

faculty, they shall also report in writing to the Dean.

15



(c) Funds received by the Faculty Students' Union (provisions received from the
University or from any other means) shall be transparently and systematically kept
accounts in accordance with the existing rules and regulations and shall be spent in the
interest of the students with good management and records shall be kept.

(d) No activity shall be done which damages the reputation of the Faculty or the
University or the academic staff or the Executive Officers or Academic Assistants or

Non-academic Staff community.

(e) The instructions and orders given by the Director of Student Affairs or Dean or

Chief Student Counsellor shall be followed.

() In addition, the financial affairs of the Faculty Students' Union shall be carried out

as mentioned under No. 21.

(9) If incidents related to the Prohibition of Ragging and Other Forms of Violence in
Educational Institutions Act No. 20 of 1998 occur in the Faculty, such incidents shall
be reported to the Dean or the Chief Student Counsellor or the Director of Student

Affairs and measures shall be taken to prevent them.

21. Functioning and financial affairs of University Students' Union and Faculty Students' Unions;

The Senior Treasurer of the University Students' Union shall also be a Senior
Academic Staff Member of the University (above the grade Il of Senior Lecturer) and

he/she shall be appointed by the Chief Executive Officer of the University.

The Senior Treasurer of a Faculty Students' Union shall be a Senior Academic Staff
Member (above the grade Il of Senior Lecturer) of the relevant Faculty, nominated by
the office bearers and elected members of the respective Union and shall be appointed

by the Chief Executive Officer of the University.

After the establishment of every Students' Union, the first meeting of the Union shall

be held within one week.

All funds received by the Unions (provisions given by the University and money
received/obtained by any other means) shall be credited to the official bank account of

16



Vi.

Vii.

viii.

Xi.

Xili.

the respective Students' Union and all payments made on behalf of the Union shall be

made from that account.

No Payments can be made from the Students' Union account unless mentioned in an

estimate or in the budget approved by the Senior Treasurer of the Students' Union.

In exceptional cases, payments may be made subject to the approval of the Senior
Treasurer, and the Junior Treasurer shall report such payment to the Union and

properly account it at the first meeting held after making the payment.

All the account books of each Students' Union shall be made available for inspection
by the Senior Treasurer or by a student of the concerned Faculty on demand.

All Student Unions must obtain prior approval from the University through Student

Welfare Division at least one week in advance for all fundraising activities.

The accounts, transactions and financial statements of the University Students’
Union and each Faculty Students’ Union shall be audited in the relevant academic

year.

Accordingly, the President, Secretary and Junior Treasurer of the University
Students’ Union and each Faculty Students' Union shall audit the accounts of
their Student Unions and submit them for the approval of the Chief Executive
Officer with the certificate of the Senior Treasurer one week before the end of

their term of office.

The University Students’ Union or each Faculty Students' Union whose accounts
are not audited and the approval of the Chief Executive Officer is not duly

obtained shall not be established for the coming year.

In any case, after the audit of the accounts, if it is found that there has been misuse
of funds of the University Students’ Union or the Faculty Students’ Unions, a
disciplinary inquiry shall be conducted against the office bearers of the respective
Student Union and the punishment recommended by the Senate shall be given by

the Council.
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xiii. ~ The accounts and financial statements of the University Students' Union as well
as Faculty Students' Unions shall be audited by the Deputy Internal Auditor or
Senior Assistant Internal Auditor or Assistant Internal Auditor of the University
of Kelaniya.

22. On the grounds of the office bearers of the University Students’ Union or the Faculty Students'
Unions act outside the objectives of establishing the University Students' Union or the Faculty
Students’ Unions or act in a manner that damages the reputation of the University or non-
acceptance of the instructions/orders given by the Executive Officer, the Dean and a teacher or
officer authorized by the Executive Officer or act in a manner that disrespects and persecutes the
Academic Staff and the University staff, the Executive Officer shall dissolve the Concerned
Students' Union before the expiry of its term of office.

23. Any question regarding the interpretation of this By-Law shall be referred to the Council whose
decision thereon shall be final.

24. In this by-law;

"Academic year" means the period commencing on I* day of October of one year and ending

on 30" day of September of the following year, unless the Senate decides otherwise.
"Act" means the Universities Act No. 16 of 1978 as amended subsequently.

"Auditor" means any Auditor appointed by the Chief Executive Officer to audit the accounts

of the University Students' Union or any Faculty Students' Union.
"Council™ means the Council of the University of Kelaniya.

"Dean" means the Dean of each Faculty or any other person acting for the Dean for the time

being.

"Faculty” means any Faculty established by the University of Kelaniya under the Act.

18



"Chief Executive Officer” shall mean the Vice-Chancellor of the University of Kelaniya or
any other person performing the duties of the office of the Vice-Chancellor for the time

being.

"Registrar" means the Registrar of the University of Kelaniya or any other person acting for

the Registrar for the time being.
"Senate™ means the Senate of the University of Kelaniya.

"Student” means a "male student” or a "female student” who is validly registered for a
Bachelor's Degree Programme at the University of Kelaniya.

"Chief Student Counsellor" means a member of the Academic Staff, appointed by the Vice-
Chancellor or the Council of the University of Kelaniya.

"Director of Student Affairs” means a member of the Academic Staff, appointed by the

Vice-Chancellor or the Council of the University of Kelaniya.

"Deputy Chief Executive Officer" means the Deputy Vice-Chancellor appointed by the

Council of the University of Kelaniya.
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Section 09
Schedule 01
A Sample Nomination Paper
To Election Officer,
Board of Election - Faculty
Nomination Paper
We, who are the Proposer and the Seconder hereby nominate
(Name of the candidate)
as the
(state the officer. For example, the President, Secretary or Member)
of the
(Name of the Faculty Students’ Union).
We hereby certify that,
(a) the candidate is a qualified student of the above-mentioned Board of Election, and
(b) they have affixed their signatures to this nomination paper as a sign of their agreement to
stand for election.
Full name of the candidate:
Student registration number of the candidate:

Signature of the candidate:

Full name of the Proposer:

Student registration number of the Proposer:

Full name of the Seconder:

Student registration number of the Seconder:

Signature of the Seconder
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Schedule 02

Sample Ballot Paper

President

Duplicate Number

Note: The duplicate
Vice-President

shall have a number

corresponding to the

number on the back of
the ballot paper. Secretary

Editor

Junior Treasurer

Members

*  State the names of

the candidates
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Rules of Students' Union No. 01 of 2023

Rules made by the Council of the University of Kelaniya under Section 137 and Sections 4 (2) and

5 of the Schedule to the Universities Act No. 16 of 1978, as subsequently amended.

1.

2.

These rules shall be cited as "Students' Union Rules No. 01 of 2023."

Vi.

Vii.

viil.

A meeting of the University Students' Union shall be held at least once in a term.

A meeting of the University Students' Union shall be convened by the Secretary, as per
the instructions of the President or if requisitioned by one-third of the total membership.
An agenda of every meeting shall be prepared by the Secretary in consultation with the
President and distributed among the members of the Union. A notice shall be given to
the members at least three days prior to each meeting.

The quorum for a meeting of the University Students' Union shall be one-third of its
total membership. (If one-third is a whole number and a fractional number, the next
whole number is considered as quorum)

If both the President and the Vice-President are unable to preside over a university
meeting due to absence or for any other reason, the members present shall elect a
member from among themselves to preside over such meeting.

The President shall conduct meetings as fit and proper and decisions shall be taken
unanimously or by a majority vote obtained by show of hands or by secret ballot.

The President or Vice-President or any other member of a meeting of the University
Students' Union shall have a primary vote and, in case of a similar number of votes
acquired, shall also have a casting vote.

The Secretary shall keep records of all the activities of the University Students' Union
and the report of the activities of a meeting shall be presented at the next meeting and

approved by the members of the Union.

The University Students' Union shall control its affairs and shall not delegate its

functions to any person or body unless otherwise provided in these rules.
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The University Students’ Union may appoint Standing Committees within one week
after electing its office bearers for the proper management of the affairs of the Union.
(a) Each Standing Committee shall consist of not less than five members and not more
than ten members.

(b) The members elected to each Standing Committee shall, as far as possible, represent
each Faculty of the University Students' Union.

The University Students' Union may appoint a special committee to examine and report
on any matter involving the duties and functions of the Students' Union.

The University Students' Union Fund (hereinafter referred to as the University Students'
Union Fund) shall be established for the general financial affairs of the Union.

All money received by the University Students' Union shall be credited to the University
Students' Union Fund and all payments made for and on behalf of the Union shall be
made from the University Students' Union Fund.

All money received by the University Students' Union Fund shall bear the name of the
Union. Money shall be deposited in the Bank of Ceylon or People's Bank in order to be
credited to an account.

Every check drawn from the account referred to in the above Section shall be signed by
the Senior Treasurer appointed by the Chief Executive Officer. In addition to the Senior
Treasurer, the President or Junior Treasurer must also affix his signature.

No payment shall be made from the University Students' Union Fund unless provision
is made for such payment in the budget document or additional estimate and approved

by the Senior Treasurer.

In a special case, a payment may be made with the authority of the Senior Treasurer and the Junior

Treasurer shall report the said payment to the Union in the first meeting held after making such

payment.

Vi.

The account books of the Union shall be made available for inspection by the Senior

Treasurer or any registered student of the University by the Junior Treasurer.
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Vi.

Vil.

viii.

An auditor shall be appointed by the Chief Executive Officer of the University to audit
the accounts of the University Students' Union.

Within two weeks prior to the end of the academic year in which the Junior Treasurer
was elected, the Senior Treasurer shall submit to the Auditor a statement of the income
and expenditure of the Union for the academic year and the balance sheet.

The Auditor shall submit his report to the Chief Executive Officer of the University
within one month of receiving the statement of income and expenditure and the balance

sheet from the Senior Treasurer and he shall publish the said report in the University.

A meeting of the Faculty Students’ Union shall be held at least twice in a term.

A meeting of the Faculty Students' Union shall be convened by the Secretary, as per the
instructions of the President or if requisitioned by one-third of the total membership.
An agenda of every meeting shall be prepared by the secretary in consultation with the
President and distributed among the members of the society. A notice shall be given to
the members at least three days prior to each meeting.

The quorum for a meeting of the Faculty Students' Union shall be one-third of its total
membership. (If one-third is a whole number and a fractional number, the next whole
number is considered as quorum)

If both the President and the Vice-President are unable to preside over a university
meeting due to absence or for any other reason, the members present shall elect a
member from among themselves to preside over such meeting.

The President shall conduct meetings as fit and proper and decisions shall be taken
unanimously or by a majority vote obtained by show of hands or by secret ballot.

The President or Vice-President or any other member of a meeting of the Faculty
Students' Union shall have a primary vote and, in case of a similar number of votes
acquired, shall also have a casting vote.

The Secretary shall keep records of all the activities of the Faculty Students' Union and
the report of the activities of a meeting shall be presented at the next meeting and

approved by the members of the Union.
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Vi.

The Faculty Students' Union Fund (hereinafter referred to as the Faculty Students' Union
Fund) shall be established for the general financial affairs of each Faculty Students'
Union.

All money received by the Faculty Students' Union shall be credited to the Faculty
Students' Union Fund and all payments made for and on behalf of the Union shall be
made from the Faculty Students' Union Fund.

All money received by the Faculty Students' Union Fund shall bear the name of the
Union. Money shall be deposited in the Bank of Ceylon or People's Bank in order to be
credited to an account.

Every check drawn from the account referred to in the above section shall be signed by
the Senior Treasurer appointed by the Chief Executive Officer. In addition to the Senior
Treasurer, the President or Junior Treasurer must also affix his signature.

No payment shall be made from the Faculty Students' Union Fund unless provision is
made for such payment in the budget document or additional estimate and approved by
the Senior Treasurer.

In a special case, a payment can be made with the authority of the Senior Treasurer and
the Junior Treasurer shall report the said payment to the Union in the first meeting held
after making such payment.

The account books of the Union shall be made available for inspection by the Senior

Treasurer or any registered student of the University by the Junior Treasurer.

An auditor shall be appointed by the Chief Executive Officer of the University to audit
the accounts of each Faculty Students’ Union.

Within two weeks prior to the end of the academic year in which the Junior Treasurer
was elected, the Senior Treasurer shall submit to the auditor a statement of the income
and expenditure of the Union for the academic year and the balance sheet.

The auditor shall submit his report to the Chief Executive Officer of the University
within one month of receiving the statement of income and expenditure and the balance

sheet from the Senior Treasurer and he shall publish the said report in the University.
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9. Any question regarding the interpretation of this By-Law shall be referred to the Council

whose decision thereon shall be final.
10.  Inthis by-law;

"Chief Executive Officer” shall mean the Vice-Chancellor of the University of Kelaniya or
any other person performing the duties of the office of the Vice-Chancellor for the time

being.
"Council” means the Council of the University of Kelaniya.

"Academic Year" means the period commencing on It day of October of one year and

ending on 30™" day of September of the following year unless the Senate decides otherwise.
As mentioned in the Student Union By-Law

9.

i.  Every registered undergraduate student of a Faculty is eligible to be nominated as a
candidate for election as an office bearer or member of the Faculty Students' Union.
How it shall be amended;
9.
i.  Every registered undergraduate student of a Faculty is eligible to be nominated as a
candidate for election of office bearer or member of the Faculty Students' Union except

for the undergraduate students registered for the final year.
21. Inthis By-Law;

"Student” means a "male student" or a "female student" who is validly registered for a

Bachelor's Degree Programme at the University of Kelaniya.
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