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Welcome  
  
This guide is a resource for Specialist Group (SG) convenors and officers. It contains 

information about the policies and procedures which govern Specialist Groups, along with 

advice and guidance for the effective operation of SGs.  

 

 

Purpose of Specialist Groups  
  
Specialist Groups are a great asset to individual members of the PSA, the Association itself, 

and the profession as a whole. They were first established to help advance the goals of the 

Association, particularly its objective to encourage the study of Politics. Since then, they 

have evolved into a network of around 60 groups dedicated to the promotion of quality 

research within the profession and covering a vast range of specialties within the discipline. 

Specialist Groups provide an opportunity for groups of academics who share a common 

interest in a particular area of the discipline to organise meetings, coordinate 

communications, and as outlets for research. Specialist Groups also provide PSA members 

with opportunities for developing their academic impact and professional development. 

 

Specialist Groups are led by voluntary officers who are members of the PSA. All SGs receive 

an annual core funding allocation from the PSA to help carry out activities and are also, on 

occasion, able to apply for additional PSA funding.  

 

Specialist Groups are a vital part of the life of the PSA. This includes sponsoring panels at 

the PSA’s Annual Conference; organising Specialist Group conferences and workshops; 

undertaking outreach activities with the public; providing tailored events and resources for 

early career academics; circulating informative newsletters; publishing journals; 

collaborating on research proposals and funding bids; and recognising the scholarly 

achievements of their members through their own prizes.The groups should hold an AGM 

each year to agree on its aims and activities and record these in the End of Year Report.  

 

As components of the Association, Specialist Groups are accountable to its bye-laws and are 

regulated by the PSA’s Executive Committee (EC), with one member of the EC holding a brief 

for this area. In addition, Specialist Groups receive financial and administrative support and 

advice from the PSA National Office. 
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Contacting Us  
 

PSA staff and the EC trustee lead are on-hand to help with any queries you may have 

regarding Specialist Groups. 

  

Your primary point of contact is via the dedicated email: specialistgoups@psa.ac.uk 

 

The Trustee responsible for Specialist Groups is: 

 

 

Dr Aleida Borges 

Trustee 

 

King’s College 

University of London 

Strand 

London, WC2R 2LS 

Tel: 020 7836 5454 

Email: aleida.c.mendes_borges@kcl.ac.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:specialistgoups@psa.ac.uk
mailto:aleida.c.mendes_borges@kcl.ac.uk
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Key Dates  
 

There are a number of key dates for Specialist Groups to take note of throughout the year. 

These dates are subject to change year-on-year, but generally occur as follows.  

 

 

Date Activity Notes 

January What’s Happening…? Public 

event 

What’s Happening…? Is the PSA’s flagship 

Specialist Group event which makes the 

expertise of our SGs on a topical issue of 

the moment accessible to a public 

audience. 

March/April PSA Annual Conference The PSA Annual Conference plays host to 

hundreds of panels and papers. Specialist 

Groups play a key part in proposing their 

own panels for the conference. There is 

also normally a networking event held for 

all the SG convenors too. 

May/June Research & Innovation 

Fund Applications 

SGs can apply to this fund for additional 

activity-specific funding – please see more 

under the ‘funding’ section below. 

October PSA Annual Conference 

paper submission deadline 

Paper submissions for the PSA Annual 

Conference close – SG convenors will be 

notified of their panel allocation in 

advance, are invited to issue their of CfPs, 

and submit panels to the conference 

convenors. 

November/ 

December 

Nomination period for the 

PSA Academic Prizes 

SGs are invited to nominate their members 

for any of the PSA Academic Prizes – or 

nominate themselves for the Specialist 

Group for the Year Award. 

December SG End of Year report and 

Core Funding application 

deadline 

All Specialist Groups are required to 

complete an end of year report detailing 

their activities and expenditure/income. A 

template form will be emailed to the 

groups in November. 
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Establishing a new Specialist Group  
 

The existing network of Specialist Groups already spans many subdisciplines of politics, 

however if you feel as though your area is not sufficiently provided for, it is possible to 

propose a new Specialist Group.  

  

If you are interested in forming a new Specialist Group, we recommend that you first read 

this handbook in full to understand the responsibilities required of SGs and convenors.  

  

Proposals for new Specialist Groups must be completed on the appropriate application form, 

which can be requested by emailing specialistgroups@psa.ac.uk. The application form 

requires you to address the following criteria:  

 

• Name of the proposed Specialist Group  

• Proposed convenor/officer roles  

• Support from 10 named PSA members  

• Group mission statement  

• SG’s aims, rationale, context and purpose:  

• Explanation of why the existing network of SGs offers inadequate coverage of the 

research area  

• Proposed activities (e.g. conferences and events, publications, newsletters) ● How 

the SG plans to contribute to the PSA’s Equality & Diversity agenda.  

  

We strongly encourage applicants to seek feedback and advice from the relevant PSA 

Trustees and Staff before submission. Applications to form a new Specialist Groups will be 

considered by the PSA’s Executive Committee, which meets quarterly. Applications to form 

a new Specialist Group must be received at least three weeks prior to the date of the EC 

meeting.  

 

If approved by the EC, a new Specialist Group will be eligible to receive core funding 

effective from the next budgetary and calendar year.  

  

All Specialist Groups must have a minimum of 25 PSA members. New SGs will receive a grace 

period of six months to reach this figure. Any groups that fall below this number will be 

asked if they wish to continue and either offered additional support or closed down.  

 

 

 

 

 

 

 

 

 

 

 

https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
https://www.psa.ac.uk/specialist-groups
mailto:specialistgroups@psa.ac.uk
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Group Administration  
 

Constitution  
  
All SGs are required to have a constitution which must be made available to download on 

their group homepage on the PSA website. A template is available for new groups to adapt 

- please email the Specialist Groups Administration <specialistgroups@psa.ac.uk> if you 

would like this. Constitutions must include the name and objectives of the SG, as well as 

outlining committee/convenor roles, term limits/election protocol, and membership 

criteria including (where applicable) any membership fees.  

  

Specialist Groups are at all times beholden to PSA policies and SG constitutions will not 

supersede any PSA policies.  

 

 

Convenor roles  
  
Note: The terms ‘convenor’ and ‘officer’ are used interchangeably here to mean any 

member of a SG committee. Some individual SGs may choose to use these terms differently 

to refer to their hierarchical governance structures.  

  

All SGs are required to have a minimum of two convenors in post at any one time and at 

least one convenor must normally be based in the UK. Committee structures differ from 

group to group and it is up to SGs to decide on the most appropriate structure for their 

group.  

  

Named committee roles may include (but are not limited to):  

Convenor/chair, treasurer, secretary, events officer, communication officer, 

postgraduate/early career officer, equality and diversity officer, membership officer.  

  

We highly recommend that all groups appoint a specific individual as treasurer (even if this 

role is held jointly with convenor).  

  

The roles of each officer should be clearly defined so every individual understands their role 

within the SG. You should list your full committee and roles on your SG homepage on the 

PSA website. Usually, this is in the ‘Contact Us’ section, though if you have a particularly 

large committee you may prefer to list some committee members in the ‘Description’ 

section and use ‘Contact Us’ for the key points of contact for clarity for current/prospective 

members. One SG representative (from the committee) is expected to attend the PSA’s AGM 

(usually held at the Annual Conference).  

  

Full guidance on editing these details can be found in the SG Website Guide.  

  

Please note: All Specialist Group convenors/officers MUST be members of the PSA.  

Please let the PSA team know if any changes to your group’s convenors or officers.  

 

When a convenor ends their term, they are expected to:  

• Ensure a successor is appointed  

https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
https://docs.google.com/document/d/1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA/edit?usp=sharing
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• Inform the PSA of the change  

• Complete a comprehensive handover to their successor using the handbook and 

website guides.  

   

 

Website and Group Homepage  
 

Information about amending SG homepages on the website, posting events, and accessing 

group data to send mailings and newsletters will be shared with convenors shortly. 

 

Communications  
  

Social Media  

 
Specialist Groups are encouraged to use social media to keep in touch with members and to 
publicise events and news. The PSA’s main channel is Bluesky, and we have a presence on 
Facebook and LinkedIn 

  

The PSA is active on Bluesky, X, Facebook and Instagram.  

  

We are also happy to promote the work of our SGs through our social media channels - get 

in touch via social media or email (comms@psa.ac.uk) if you have any content, you would 

like us to share. Don’t forget to tag @PolStudiesAssoc in your tweets so we can retweet you! 

Make sure you liaise with the PSA Office in good time before your events so we can help 

promote them as effectively as possible.  

 

 

Guidance on setting up a social media account for your SG:  

 

- Your SG’s username should be concise and include ‘PSA’ - for example, some of our 

SGs tweet under @PSAEnvironment (Environmental Politics SG), @PSA_PolPsy 

(Political Psychology SG) and @PSARace (Race, Migration and Intersectionality SG) 

- Your bio should briefly explain the purpose of your SG and link to the 

@PolStudiesAssoc account  

- Your profile picture should be your SG logo (please email Specialist Groups 

Administration specialistgroups@psa.ac.uk if you do not have this on file)  

- Your banner image can either be an image that sums up your group (such as the 

banner used on your SG homepage on the PSA Website) or a generic PSA background 

(link)  

- Don’t forget to use (and publicise!) hashtags at your SG events - these should be 

short and straightforward  

  

If you would like any further advice on managing your SG’s social media, please get in touch 

with comms@psa.ac.uk.  

  

 

 

  

https://bsky.app/profile/polstudiesassoc.bsky.social
https://twitter.com/polstudiesassoc/
https://twitter.com/polstudiesassoc/
https://twitter.com/polstudiesassoc/
https://www.facebook.com/polstudiesassoc/
https://www.facebook.com/polstudiesassoc/
https://www.facebook.com/polstudiesassoc/
https://www.instagram.com/polstudiesassoc/
https://www.instagram.com/polstudiesassoc/
https://www.psa.ac.uk/sites/default/files/news/Default%20Picture%202_0.jpg
https://www.psa.ac.uk/sites/default/files/news/Default%20Picture%202_0.jpg
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Newsletters  

  
The PSA sends out an e-newsletter to all members every month, as well as publishing PSA 

News, our members’ magazine (three times a year).  

  

Specialist Group news and content for these publications are warmly welcomed by the PSA. 

Items for the e-newsletter are generally calls to action (for example, if you wanted to 

advertise one of your events) but we are also pleased to be able to tell members more about 

your group in the ‘spotlight’ section. PSA News welcomes write-ups of events or other group 

achievements.  

  

Articles for inclusion in these publications can be sent to the PSA’s Events & Marketing Officer 

(comms@psa.ac.uk). 

 

 

Group Activity  
 

Members  
  
All Specialist Groups are required to maintain a minimum membership of 25 PSA members  

(non-PSA members of the Specialist Group will not count towards the required level). New 

SGs (and any SGs who drop below this level) will receive a grace period of six months to 

reach this figure.  

 

The PSA may make exceptions to this on a case-by-case basis (especially for 

underrepresented or marginalised areas) which is reviewed annually.  

  

  

Minimum Activity  
 

All SGs are expected to carry out the following activities at a minimum (in addition to the 

minimum membership levels required):  

- Organise panel(s) at the PSA Annual Conference  

- Submit an End of Year report  

  

Failure to meet any of the above criteria for two consecutive years may result in an SG being 

assumed as dormant.  

 

It is recommended that each group agrees its aims and activities for the year ahead at its 

AGM and include details of them in its End of Year Report. The PSA would particularly 

encourage groups to consider collaboration with other SGs both within and outside the PSA 

to build reach, profile and diversity.  

  

  

mailto:comms@psa.ac.uk


Updated June 2026 

9 
 

 

 

End of Year Report  
 

At the end of each calendar year, the PSA requests an End of Year report from each group. 

This should provide information about the group’s activities during the previous year and its 

planned activities for the coming year.  

 

The End of Year Report must be accompanied by clear and detailed evidence of the group’s 

financial situation, income and expenditure, including copies of invoices, receipts, account 

statements, etc.  

 

The End of Year report must be submitted by the deadline set by the PSA office and late 

submissions will be ineligible for funding for the subsequent year.  

 

 

Code of Conduct  
 

All Specialist Groups must adhere to the Code of Conduct which is available at the end of 

this handbook. The PSA takes its commitment to equality & diversity very seriously and 

expects all groups operating under the PSA umbrella to do so too.  

 

 

Specialist Group of the Year Prize  
 

Recognising excellence in the profession is an important activity of the Association. In 

keeping with this, the prestigious title of “Specialist Group of The Year” will be awarded to 

the group whose activities within their specialism have raised awareness of the study of 

politics and increased the ‘impact’ of the discipline as a whole during the previous calendar 

year.  

  

Nominators will be asked to provide a one-page statement by summarising the achievements 

of the specialist group in relation to the prize. The winning group is generally announced as 

part of the PSA Annual Conference.   
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Finance  
 

Core Funding  
  
The primary financial support offered to Specialist Groups by the PSA is in the form of core 

funding. All SGs are entitled to receive an annual core funding allocation, provided they 

have abided by the code of conduct and met the minimum requirements asked of SGs.  

  

Core funding is calculated using the following funding formula:  

  

£100 fixed base contribution  

+ £5 per PSA SG member  

+ £1 per non-PSA SG member  

 

e.g. A Specialist Group with 25 PSA members and 25 non-PSA members would receive 

£250 in core funding (£100 + £125 + £25)  

  

This figure is calculated at the end of each year (generally on the day of the End of Year 

report deadline) using membership figures for each SG from the “Manage Members” 

database on the PSA website. It is therefore important to ensure you keep this list up-to- 

date, even if your SG holds a separate mailing list/membership list. Instructions on 

administering your SG homepage and members are available in the SG Website Guide.  

  

Specialist Groups will be informed of their annual core funding allocation by email in late 

December/early January.  

  

 

 

 

 

 

 

Please note: 

All PSA funding is valid only for the calendar year and does not roll over if unspent. 
 

We may occasionally make exceptions this, but normally only for activities taking place at the start of a new 

calendar year, where the majority of planning has already taken place and invoices can be raised and 

processed during this time – please contact the Specialist Groups Administrations 

<specialistgroups@psa.ac.uk> to seek approval for this in good time before the end of the year. 

 

All PSA SG funding is held in-house – we do not transfer lump sums to external bank 

accounts or university cost-codes. Expenditure can be reimbursed (proof of expenditure 

is required) or invoices from third-party suppliers can be paid directly (see ‘Accessing SG 

Funds’ section below). 
 

SGs should not normally hold an additional external bank account or institutional cost code, except where 

express permission has been granted by the PSA Office. In such cases, SGs are required to submit full annual 

account statements to the PSA with their End of Year Report. 

https://drive.google.com/open?id=1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA
https://drive.google.com/open?id=1JLNrhYdqfsEnypCic5OGDg6mKJ8cGAbJFknagmzDEQA
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2026 Excellence and Impact Fund 
  
The fund is available to PSA Specialist Groups for initiatives which can demonstrate 

excellence, impact, or both. In alignment with one of our key strategic goals to strive for 

excellence and impact in research and teaching – we are particularly keen on supporting 

projects with innovative and tangible outputs such as research, events, films, digital 

resources, or products. 

 

The 2026 Excellence & Impact Fund can also be used for collaborative projects and match-

funding, and you can find full details and the application form here. 

 

The deadline to apply for this funding is 31 July 2026. 
   

 

Non-PSA Funding  
 

Though most SGs rely on PSA funding, some also make use of other income sources, e.g.:  

  

• Membership fees 

• Conference/event profit  

• Grants from external organisations and institutions  

• Journal revenue  

  

We are generally very supportive of SGs seeking additional external funding - please get in 

touch with the PSA Office to discuss this, especially where any partnership agreements are 

being made.  

  

Funds of this nature can be held in-house at the PSA for SGs in their own budget lines. Any 

additional income must be declared in the End of Year Report form.  

 

 

Accessing SG funds  
  
Any groups who have generated their own income or funding are expected to spend this 

ahead of claiming against their core funding allocation. Likewise applications for 

additional PSA grants can only be done if income and core funding has been exhausted 

or is otherwise accounted for. All expenditure plans to benefit your group’s members 

need to be given in your End of Year Report.  

  

In the course of your duties as a convenor, you will likely need to cover the cost of your 

events, such as venue hire, catering, travel, and accommodation.  

 

Please use this form to claim SG expenditure against your annual allocation within three 

months of expenses being incurred. 

  

Expense claims must be approved by SG convenors - therefore if an expense claim is being 

submitted directly by a member, please email specialistgroups@psa.ac.uk and 

finance@psa.ac.uk to confirm the name of any claimants and the maximum sum you have 

https://www.psa.ac.uk/sites/default/files/PSA%20Strategic%20Plan%202025_2028_0.pdf
https://www.psa.ac.uk/advocacy-impact/advocacy-and-impact/
https://www.psa.ac.uk/sites/default/files/PSA%20Specialist%20Groups%20Expences%20Form%202025.docx
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approved them to reclaim. This will ensure that claims are processed without any 

unnecessary delay.  

  

The PSA does not organise travel or accommodation bookings for SGs. We normally expect 

the individual to book and pay for their own expenses upfront and reclaim it using the 

expenses form.  

  

However, we appreciate that incurring upfront financial costs can sometimes be difficult so 

if this is the case, please do not hesitate to get in touch to discuss this with the Specialist 

Groups Administration <specialistgroups@psa.ac.uk> and we will do our best to 

accommodate these needs.  

  

Completed expense forms should be sent (with receipts) to specialistgroups@psa.ac.uk for 

approval cc’ing finance@psa.ac.uk. Please ensure all expense forms for your SG reference 

your Specialist Group name and the name of the event/activity. Chasing up forms that do 

not include this information wastes valuable staff time and resources, and slows down the 

reimbursement process.  

  

The PSA can also directly pay invoices for services rendered from third-party suppliers  

(e.g. venue hire, event catering). Please contact the Specialist Groups Administration 

<specialistgroups@psa.ac.uk> and Finance Officer to organise processing of these payments.  

 

  

Conditions of funding  
  
Please note that we will only reimburse expenditure/pay invoices that meet the necessary 

conditions of funding. All claims must be submitted within three months of the date the 

expenditure was incurred.  

  

As a registered charity and membership organisation, it is paramount that we ensure funding 

is being used as effectively as possible. All claims must abide by the PSA’s Expenses Policy 

(available to download here), along with the following SG-specific conditions:  

 

 

Grants  
  
Where SGs wish to offer their members grants (e.g. assisting early career members with 

event travel costs) using PSA funding, they must note the following:  

• All grant recipients must be current members of the PSA, as well as the SG - please 

get in touch if you need to confirm membership status for grants  

• The application and decision-making processes must be transparent and accessible 

to all SG members  

• The PSA is entitled to request an explanation of what measures have been taken to 

ensure a transparent process  

• SGs should avoid duplicating any of the PSA’s existing grant programmes  

 

 

https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
https://www.psa.ac.uk/our-grants
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Prizes  
  
Groups may use PSA funding to offer prize money for competitions they have run (such as 

book/essay/dissertation competitions) for members, but must abide by the following 

guidelines:  

• Prize money (often given as book tokens) recipients must normally be members of 

both the SG and the PSA  

• Competitions must be run in a fair and transparent manner and promoted to the SG 

membership  

• Competitions should normally be open to the whole of the SG membership or a 

specific underrepresented subsection (e.g. early career members)  

  

  

 

 

Equality, Diversity and Accessibility  
 

The PSA has a number of policies outlining our approach to equality and diversity, which SGs 

must be aware of and abide by, including our Anti-harassment and Discrimination Policy 

(Code of Conduct) which can be read here.  

  

Specialist Groups are also encouraged to think and act on accessibility requirements when 

planning SG activities. There are many resources available to learn more about accessibility, 

please find our recommendations below:  

  

Guidelines for Accessible Conferences (British Philosophical Association and the Society for 

Women in Philosophy UK)  

  

Engaging with disabled people: An event planning guide (Equality and Human Rights 

Commission)  

  

Accessible Events: A good practice guide for staff organising events in Higher Education 

(National Disability Team and TechDis)  

  

What we mean when we talk about accessibility (Government Digital Service)  

  

Consider the range of people that will use your product or service (Government Digital 

Service)  

  

Ensuring your venues and events are open to all (Luminate Scotland)  

Aimed at the arts, but includes a lot of useful general advice 

Please note: 

All rules relating to the management of expenditure relate only to the management of 

funds received from the PSA. Specialist Groups are, of course, free to use funds received 

from other bodies according to the terms set by those third parties, while at all times 

recognising the general restrictions and responsibilities that arise from being affiliated to 

a charitable organisation. 

https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.equalityhumanrights.com/sites/default/files/housing-and-disabled-people-engaging-with-disabled-people-event-planning-guide.pdf
https://www.tcd.ie/disability/assets/doc/pdf/Accessible_Events.pdf
https://www.tcd.ie/disability/assets/doc/pdf/Accessible_Events.pdf
https://www.tcd.ie/disability/assets/doc/pdf/Accessible_Events.pdf
https://www.tcd.ie/disability/assets/doc/pdf/Accessible_Events.pdf
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SG Code of Conduct  
 

All Specialist Groups are required to abide by the rules in this document. While Specialist 

Groups operate under a certain level of autonomy, they are legally part of the PSA. SG 

convenors and members are also expected to conduct themselves in a professional and 

respectful manner at all times towards their colleagues and the trustees and staff of the 

PSA - both in person, online and on social media.  

  

Specialist Groups should note that they are expected to abide by the PSA Expenses Policy 

and any claims must meet the rules set out in the policy.  

  

 

The following guidelines were created to assist officers in the administration of their  

Specialist Group. Specialist Groups are affiliated to the PSA. They do not represent the PSA 

as a whole, and all communications with outside bodies should make that clear.  

 

All rules relating to the management of expenditure relate only to the management of 

funds received from the PSA. Specialist Groups are free to use funds received from other 

bodies according to the terms set by those third parties, while at all times recognising the 

general restrictions that arise from being affiliated to a charitable organisation.  

 

 

Constitutions:  

  

1. All groups should have a constitution which must be posted on the PSA Specialist 

Group webpage, and an electronic copy of which should be forwarded to the 

National Office (copies to be sent to specialistgroups@psa.ac.uk).  

 

2. This constitution must include two named officers who must be PSA Members.  

 

3. Groups do not have to charge membership fees but if they do, the non-PSA members 

must be charged at least 50% more than PSA members. This is also applicable for 

any workshops/conferences organised by the Specialist Group where there is a 

charge.  

  

  

Financial:  

  

1. Specialist group finances are normally managed in-house by the PSA. Any groups 

that have by exception a university bank account or a high street bank account 

should have this in the name of the Specialist Group.  

https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
https://www.psa.ac.uk/legal-and-governance-documents
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2. If a group holds a high street bank account, all expenditure over £200 will need 

either a second signature or a written memo from a named officer authorising the 

expenditure.  

 

3. All groups with finances not managed in-house by the PSA should keep receipts of 

their expenditure to be submitted via expense claims throughout the year or with 

the End of Year Report.  

4. All groups with finances not managed by the PSA should submit a current bank 

statement or university account statement to the PSA each year, as well as 

completing the end of year form.  

 

5. All groups must submit a report of their activities, including a financial report to 

the PSA each calendar year whether or not they received funding the previous year, 

or are applying for funding for the current year.  

 

6. Groups must secure two written quotes for new ‘contracted services’ costing more 

than £200 before commissioning such services. These services must not be 

commissioned from committee members or their immediate family.  

 

7. If the plans of the group change from what was specified in the annual funding 

application, they must inform the PSA beforehand for approval. Likewise, if the 

group decides to spend over £200 on items that were not listed in the original 

application, authorisation must be secured from the PSA in advance of the payment 

being made.  

 

8. All funding is valid for the calendar year and cannot be carried forward. Funding is 

not dependent on spend but based on the funding formula which is related to the 

level of PSA members within their overall membership.  

 

9. Income generated outside of core funding is not restricted to be spent within the 

earnt calendar year and can be carried forward to the following year. However, this 

reserve must be spent first before core funding can be accessed.  

 

10. PSA funds cannot normally be used to create a new website. Any new website must 

be built using the Specialist Group web space facility on the PSA website (see 

guidance above).  

 

11. Postgraduate prizes (e.g. for best paper) shall normally not exceed £150.  

  

  

Travel Expenses:  

  

1. Travel should be by the most economical means of transport which is consistent with 

the business objective of the trip. In line with the PSA’s sustainability objectives, 

flights should only be considered and funded on a highly exceptional basis. 

 

2. When using trains, claimants should book early and take advantage of cheaper 

advance tickets to travel on specific trains.  
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3. Ferry, Bus, Coach and Underground costs incurred whilst travelling on PSA business 

can be reimbursed on the submission of supporting receipts.  

 

4. Taxis may only be used for journeys:  

• Where an individual has difficulty because of restricted mobility or other 

disability  

• Where public transport is unavailable e.g. either early in the morning or late 

in the evening or where no service is available  

  

  

Conference Activity:  

 

1. Specialist Groups must not pay conference fees, conference accommodation or the 

costs of travel to their committee members.  

 

2. Specialist Groups must not use their funds to pay committee members to attend the 

PSA Annual Conference.  

 

3. Specialist groups must not generally use their funds to cover the costs of members 

or other panellists to attend the PSA Annual Conference. However, grants for early 

career members of the Group (and the PSA) could be considered i.e. to help them 

with the cost of travel or subsistence (if not provided by their institution).  

 

4. No more than 20% (in monetary terms) of PSA grants for conference attendance 

should be paid to graduate students who are based at an overseas institution, unless 

for attendance at the PSA Annual Conference.  

 

5. Specialist Groups can normally only use their funds to fund up to 50 percent of the 

cost of event registration if held outside of the UK.  

 

6. If a Specialist Group organises a conference/workshop it is normally expected that 

the cost of catering should be covered by conference fees rather than subsidised by 

the Specialist Group.  

 

7. All groups should liaise in good time with the National Office when organising an 

event, for publicity purposes.  

  

 

Equality and Diversity:  

  

1. The Political Studies Association, recognising the value of sustaining an inclusive 

decision-making environment in which all members are able to contribute, affirms 

its commitment to the equal treatment of all people. 

 

2. Specialist Groups are required to abide by the PSA's Code of Practice on Diversity 

and Equality which is outlined online here.  

 

https://www.psa.ac.uk/psa/about-us/legal-documents
https://www.psa.ac.uk/psa/about-us/legal-documents
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3. More specifically, groups must pay attention to diversity of panelists at events and 

on promotional literature and also through the timing and location of events as well 

as the provision of childcare, where possible.  

  

  

 

 

 

Publicity, websites and mailing lists:  

  

  

1. All groups must use their page on the PSA website and keep this regularly updated. 

All associated webpages or communications should include the PSA logo (available 

on request) and link back to the PSA main website.  

 

2. Specialist Groups are required to use the ‘Manage Members’ pages on the PSA 

website to be eligible for funding each year and this page should be updated on a 

regular basis.  

 

3. Specialist Groups must include the PSA logo on all publicity literature and marketing 

materials.  

 

4. Specialist Groups should liaise with the National Office on the promotion of their 

activities via the PSA’s numerous communication channels: PSA News, Twitter, 

Facebook, PSA Blog and e-Newsletter. For live tweeting at or promoting SG event or 

activities, include the PSA handle “@PolStudiesAssoc”.  

  

  

  

Journals:  

  

1. Those groups with an existing journal are expected to furnish the National Office 

with a copy of the contract.  

 

2. Those groups proposing to set up a journal, or renewing their contracts, are 

expected to send a copy of the proposed contract to the National Office for 

discussion so that best terms are secured and liability minimised.  

  

  

  

Closure of Specialist Groups:  

  

1. Groups who do not wish to continue to be affiliated to the PSA should notify the 

National Office in writing of their intention to leave.  

 

2. Those groups leaving the PSA are required to remit the balance of any grant paid by 

the PSA to the PSA and also to return any funds generated by that SG. 

 



Updated June 2026 

18 
 

3. If the account is in the name of a PSA Specialist Group, then the account should be 

closed, and the closing statement should be forwarded to the PSA.  

  

  

  

 

 

 

 

Dissolving Specialist Groups:  

  

1. The Executive Committee and Specialist Groups Trustee monitor the activities of all 

Specialist Groups and reserves the right to dissolve any Specialist Groups that are 

deemed dormant.  

 

2. Convenors of such Groups will be notified, in writing, of the fact that they are 

deemed to be dormant. The following measures can constitute a “dormant Group”: 

 

a. Failure to submit an End of Year report for two consecutive years  

b. Failure to organise panels at two successive conferences  

c. Fewer than 25 PSA members in the group  

d. A combination of the above  

 

3. The Group will be given time to formally respond and will face several options: 

advertising for new officers, merging with another Specialist Group, or ceasing to 

function. The PSA will always in the first instance advertise for new officers.  

 

4. If the Association is not successful after three months, in finding people to take on 

the Specialist Group, the Group will be formally dissolved at the next meeting of 

the Executive Committee.  

 

5. If a Specialist Group which is dissolved wishes to return, it may re-apply through 

the necessary due process as a new Specialist Group.  
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FAQs  
 

How much money does my Specialist Group have left?  

  

Specialist Group Convenors should keep a record of accounts including all expense claims 

made against PSA funding. If you are unsure, you can email specialistgroups@psa.ac.uk to 

check your balance.  

 

 

How do I access my Specialist Group’s funds?  

 

We generally require Specialist Groups to pay for costs and reclaim them using the PSA 

Expenses Form. All expenses claims must be submitted with receipts documenting 

expenditure (including VAT receipts, wherever possible).  

 

 

How do I view/ manage my group membership list/edit my SG homepage on the PSA 

website?  

  

A full guide on using the PSA website can be found here. If you have any issues after 

consulting this guide, please feel free to email <specialistgroups@psa.ac.uk>. 

  

  

I have another question, who should I contact?  

  

The first port of call will usually be the dedicated Specialist Group inbox reached by 

emailing specialistgroups@psa.ac.uk.  
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Resources, Templates, Logos, etc.  

• SG Website Guide for Convenors  

• SG Website Guide Webinar  

• New SG Application Form  

• SG Constitution Template  

• Blank End of Year Report (note: this is for reference only as an updated version will 

be circulated by the Specialist Groups Administration specialistgroups@psa.ac.uk 

when relevant)  

• PSA and SG Logos - Link to Google Drive  
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