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Welcome!

2 SONB L SIFaSR (2 &aSS GKIFG &2dz KIFIgS GF1Sy 2y (GKS
with societies while at university is a great way to meet new people and try different things and it is well
known that running a society can providewwith a great range of transferable skills.

lw! {GdzRSydiaQ 'yAazy Aa KSNB (2 Syada2NB GKIF G 2dzNJ
and our Student Activities department at the SU is dedicated to supporting our student societies.

The purpose of this handbook is to give you all the information you need to run your society. If you are
unsure of anything however, the Student Activities team is on hand to help you.

This document also includes all of the relevant policies relatedniaing a society. In order to run a
a20AS8S0e8 GAUGKAY !w! {0dRSyGaQ !'yAz2ys O2YYAUGSS Y

The handbook is kept up to date by the Student Activities Department and any proposed changes to
policies are taken t&ociety Forum for approval.
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The Student Activities Team

4 )

Jo Harbrow
Activities and Operations Director
(Cross Campus

j.harbrow@angliastudent.com

(" )

Abi Dickinson
Student Activities Manager
(Cross Campus

\ a.dickinson@angliastudent.com J

4 hY# Y4 )

_ _Ab' Dolan. N GarethThomson Meg De PasqualeCrighton
Societies andActivities Societies and Activities Course Based Societies
Coordinator Coordinator Coordinator
(Cambridgeshirg (Chelmsford (Cambridgeshire)
a.dolan@angliastudent.com

\q.thomson@anqliastudent.comj \ m.de@angliastudent.com )

The Student Activities Team is here to support you in running your society. Help is only a phone call or
email away, so feel free to contact us with any problems or questions you may have.

LT &2dzQR f A s&h, yowrcandrogin td oudsd Offiofs bedeed gepm on weekdays.
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Cambridge Office: Chelmsford Office:

Py 3EAlF wdza Ay {0dzRSyiGaQ!yWwis3ay wdza{Ay {0GdzRSyiaQ
Peter Taylor House Tindal Building

East Road Bishop Hall Lane

Cambridge Chelmsford

CB1 1PT CM1 1SQ

Tel: 01223 460 008 Tel: 01245 258 178
Email:reception@angliastudent.com Email:info@angliastudent.com

What is a Society?

I a20ASdGe G 'y3IAftAlL wdzAlAy {0dzRSyGaQ !'yaizy
relating to a particular interest or course. Our societies are currently split into 8 different
categories;

Faith

Media

Cultural

Peer Support
Coursebased
Recreational Sport
Charities and Fundraising
Political and Campaigning

To To T To Do o Do Io

lye OdzNNByd !'w! &aGdzRSyid OFry aSaG dzLJ I a2 O0OASG
societies must be led by current ARU students and the societies must be open to all ARU student
to join.

Non-ARU students, such as ARU staff or students fstmar universities, can join societies but
must join as Associate Members. The Associate Membership Policy can be found at the end of th
Handbook.

Society Membership

Societies should provide both a semester and annual membership option for members. We ask
societies to do this so that students joining for one semester or later in the academic year can still
participate without having to pay for a full year. Annual memberships run frémugustg 315

StINg
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July. For a semester, the minimum membership fee is £1.80 wialeninimum annual
membership fee is £3.60.

For Sport Societies, the minimum semester fee is £1.50 and the minimum annual membership fee
is £3.

Additionally, Sport Societies must ensure their members have also purchased Activities Insurance
GKNRdzZAK (GKS {(GdzRSyiaQ ! yAz2yd ¢KAA Ayadz2NI yoS
a20AS0ASa (GKS& 22Ay (KNP dzhtans tkabyoy couldRay g5iféar Q !
activities insurance to join the Cheerleading team, but if you then decided to join the Yoga society
later on in the semester, you would not have to purchase the insurance again.

If your society is not a sports societygd have good reason not to charge membership fees, speak
to your relevant Coordinator in the Student Activities team to discuss free membership. Requests
to have free memberships will be reviewed on a case by case basis by a member of the Student
Activities team and must be agreed with the Student Activities team beféutjust. You cannot
change the price of membership once it has been put on sale for the year.

There is no limit to the number of societies a student can join in the year. If argthhds a Books+
card, they can spend up to £100 at the SU, which includes purchasing society memberships.

KEY INFQWlembers are only full members if they have purchased a membership through the
{0dzZRSY(aQ | yA2yd hyOS (K Sheywlih&iStedlaklzaNdemberos R |
@ 2 dzNJ & 2 OA Svine.addliastutte®.SomBogtieties/joirif your society has 100 members in

a group on social media but they have not purchased a membership, they are not considered full
YSYOSNE YR GKSNBT2NBE 62y Qi O2dzyid (261 NRa @&
GKFG @2dz2NJ a20AS8G@8 GKSy OF y Qlndihgldu agtivitle® vwithodt NI y
purchasing a membership (and activities insurance if required), then they are not covered by our
insurance to participate in your activities and your society could be liable for any injuries.
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Committee members mustlso purchase a membership (and activities insurance if required) for
their society. This ensures that it is fair for all members and means that committee members are
also covered under the relevant insurance policies.

If you would like to check howamy members your society has and who has purchased a
membership, you can see your members by doing the following:

Step 1: Visitvww.angliastudent.com/societies/joiand log in using your short university username
and password that you use for\Esion.

A

{GSLI HY /EAO] 2y UKS tAGGES AO2y Ay GKS (2L
2LA2Y 6AGK WERYAY (22faQo

QX
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(0p))
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you a list of your full members.

s

Members

I ydzYoSNJ 2F A 02

OR:
You can see a less detailed membership list for your society ByAigi3d & 2 dzNJ 8 2 OA S G ¢

www.angliastudent.com/societies/[oifCA YR @2 dzNJ a20ASGe& FyR GKSy
will only work for societies who have opted to have their members displayed online.

About Events Committee BT EENS
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Affiliation

2 KSy ¢S GFt1 lFoz2dzi a20ASGASa o0SAYy3I FFFALALIG
has followed the relevant guidelines for becoming a society and will be recognised as an official

a20AS0e GgAGKAY GKS { {dzRS graup i©not rgtaglisedas a dodieky2 dzil
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Societies are not automatically affifiesS R g A 0 K GKS { GdzRSyiaQ ! yAzy
up pack. A proposed society can be denied affiliation by the relevant staff member responsible for
Societies on the following basis:

A ¢KS IANRJzZIQ& FAYa YR 262S0

A ¢KS BNRPJILIQ OAGASA OFyy2d oS5

A ¢KS INRdMzLIQa FAYaXZ 202SOUGAUD
opportunities policy.

A ¢KS IANRMzZLIQA AYA YR 202SO00GAGSa& 2NJ Ada I (
society.

A The group is not run by current ARU students.

If a member of the Student Activities team does not believe the society should be affiliated, they
will inform the society. The society can appeal this decision at the next Societies Forum. If the
Societies Forum denies the group affiliation, the committee can send a final appeal to the
Executive Committee. The decision of the Executive Committawals fi

The full Terms of Affiliation are set out below:

1. Terms of Affiliation

1.1 ¢KS GSN¥Y W/ t dzofQS RIBNISOMES [G(RA 2y01dER S&/1iJ2 NIl & 3 NP dzLJA
other studentled interest groups.

1.2 A Club or Society shall be recommended for affiliation by the Union if it:

1.2.1 has a minimum of 2 founding or elected ARU student committee members, which must
include a President and a Treasurer;

1.2.2 agrees a name;

STUDENTS' & X, INVESTORS ;‘/
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1.3

1.4

15

1.6

1.7
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1.2.3 presents a minimum yearly membership feeE8ffor a Club and £3 plus VAT (£3.60) for a
Society and a minimum semesteased membership fee of £1.50 for a Club and £1.50 plus
VAT (£1.80) for a Society; and

1.2.4 develops a constitution, aims and objectives that:
(@) are lawful;
(b) OFly 06S O2O0SNBR o0& GKS ! yA2yQa AyadzNl yC
(c)  do not contravene the Articles of the Union or equal opportunities policy; and
(d)  donotintrude on, or duplicate activity of any other Club or Society.

A proposed Club or Society can be denied affiliatipnhe relevant SU staff member responsible
for Clubs and Societies.

The committee of the proposed Club or Society can appeal the denial of affiliation at the Club and
Society Forum.

If there is a valid reason why a proposed or existing society daesisb to charge for
membership, they must contact the Union department responsible for societies before the
membership is live. The department will review requests on a case by case basis.

Societies who aim to partner or exist under the trading namenoéxernal organisation (e.g.
charities, churches, businesses etc.) must provide details of the organisation and must be preparec
to answer questions on the terms of partnership

1.6.1 A member of the Activities team within the SU must meet with a reptatige from the
external organisation before the society can be affiliated.

Societies must have 10, fully paig members by the end of their first two months of activity.
Committee members can be included in this figure but must have bought their mesmiper

e,
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Committee Member Roles

Students responsible for running societies are called Society Committee Members. These roles al
voluntary and committee members can log the hours they spend volunteering to run their society
and the skills they gain from their roles online. Logging haatsskills can lead to various rewards
and recognition for the time and effort that committee members put into running societies.

To run a society, you need two current ARU students to act as President and Treasurer. You can
have any additional commée roles alongside this, but you must have these two roles filled
GKNRdzZAK2dzi GKS @SIFENJ G2 NBYIFIAYy OGAGS & I &:
descriptions for society committee positions, your society can amend these but committee
members sbuld be aware of what is expected of them in their particular role.

These roles are voluntary and should be elected each year in an online election that the Student
Activities Team will be able to help coordinate. Csiye ARU students can be society committee
members, Associate Members are not able to be society committee members.

Below are the role descriptions we have outlined for theecBresident and Treasurer positions
and a role description for the optional but very much recommended position of Administrator:

Title: President

RolePurpose:To be a positive leader for the group and oversee the overall running of the society.
Bel @A&aA0fS NBLNBaSyiOul dA@S F2NJ &@2dzNJ INRdzZLI 2Y
ARU students and external organisations.

AtNRPROBARS fSIFIRSNEKALI YR Y2YyAG2NI GKS I NP dzLX
aims and objectives ohe group.

A Support the committee and ensure that the society is led democratically and committee
and member voices are heard.

A Attend the relevant compulsory committee training and speak with the Student Activities
team if you would like further training or information.

A Ensure necessary forms are completed on time ahead of planned activities, e.g. Risk
Assessments. If there is &dministrator in post, ensure they complete these forms and
offer your support.

STUDENTS’ I TP g"“g INVESTORS
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Ensure you or another member of your committee attends Society Forum. If no committee
member is able to attend, ensure apologies have been submitted prior to the Forum taking
place.

Attend and chair committee meetings and the AGM (Annual General Meeting).

Participate fully in the committee handover and ensure the AGM and online election take
place.

Ensure activities and events are inclusive and that they are benefitingnyembers.

Ensure a qualified First Aider is available for your activities, with appropriate equipment;
free courses are available.

Report any concerns (e.g. Health and Safety or GDPR) to the Student Activities Team.
Work with all committee members tensure the society operates within its constitution
YR (GKS LRtAOASEa YR NB3IdA FdA2ya 2F GKS
Keep in touch with the Student Activities team and inform your relevant coordinator of any
changes, concerns or events relating e tsociety. The team are here to support you in

your role.

A Ensure the society remains compliant with GDPR and Prevent legislation at all times.

T

o oo Do Do Do Do

Title: Treasurer

Role PurposeTo monitor the finances of the society and ensure the society isdiady sound

YR &adzaildl Ayl oftSd 9yadaNE a20ASGe& LIHzZNOKF&asSa |
representative for the society in all financial matters.

Abide by the rules and regulations pertaining to society finances.

Be aware of the legal implications of financial mismanagement.

Monitor expenditure throughout the year to ensure the accounts are correct.

Ensure that all expenditure is for the society benefit as a whole and not the individual.

Sign for any transactianin or out of accounts.

9y adcaNBE ye R2YyIF0SRX Fdzy RN} A44SR 2NJ alLRyazl
YSYOSNEKALI I O02dzydd G GKS {0dzRSyGaQ ! yaz,y
Be responsible for completing funding applications for the society, e.g. Grants Funding,
Green kind, Course Leader Fund applications.

Ensure all income is declared and paid into the Membership Account.

Be responsible for all petty cash and BACS expenses requests.

Report any potential financial shortfalls as soon as you are aware of them.

To Do o Bo Do Do Do Do Do Do
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Work with all committee members to ensure the society operates within its constitution
YR (GKS LRtAOASE YR NB3IdA FdGA2ya 2F GKS |
Keep in touch with the Student Activities team and inform your relevant coordinator of any

changes, corerns or events relating to the society. The team are here to support you in
your role.

Title: Administrator

Role PurposeTo keep on top of the administrative tasks of the society and maintain the
communications of the society with its members, theél dZRSy G aQ ' yA2y | yR {f
Ensure the society has completed the necessary admin tasks to run successfully, e.g. booking a
stall at Freshers Fair.

A

o oo o o Do Do

Be responsible for maintaining society communications, such as emails, and ensure that
@2dzNJ a20AS0GeQa ¢SoLI3AS 2y GKS {! sSoairds
.S NBaLkRyairoftsS FT2NJ GKS a20ASGeQa az20Alf
legislati/y ' yYR GKS LRfAOASAE 2F GKS {GdRSydaqQ !
support them to maintain communications and ensure they remain compliant with GDPR
and SU policies.

Ensure society events are uploaded onto the SU website and speakWgtafsif you have
additional requirements for your event/activity.

Be responsible for making bookings for the society, e.g. booking a room on campus, bookir
a stall at Freshers Fair.

Attend the relevant compulsory committee training and speak with $tudent Activities

team if you would like further training or information.

Ensure necessary forms are completed on time ahead of planned activities, e.g. Risk
Assessments.

Organise, attend and take minutes at committee meetings and the AGM for yoiatyo

Work with all committee members to ensure the society operates within its constitution
YR GKS LRftAOASE YyR NBIdzZ FdA2ya 2F (GKS |
Keep in touch with the Student Activities team and inform your relevant coordinatamyof a

iIssues or queries you have relating to your role. The team are here to support you in your
role.

These are basic role descriptions for the 3 most common roles within societies, they should give &
clear set of expectations for each role. These descriptions should be acknowledged by the
President, Treasurer and Administrator when they take the rolearahthe role descriptions

should be clearly highlighted to prospective committee members during society elections.

STUDENTS’ I TP g"“g INVESTORS
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Committee members can add sociefgecific content to these descriptions but we would not
recommend removing parts of the role descriptidNew roles and role descriptions can be added
and these descriptions can be used as a starting point when creating new roles. Role descriptions
should be agreed by the society prior to someone taking on the role.

If your society is looking to add nesemmittee member roles, speak with your relevant
Coordinator as they will have guidance and templates for role descriptions that you can use.

KEY INFO: Committee members are ultimately volunteers and being involved in a society should
a positive ad rewarding experience. We would never expect a committee member to put their
role ahead of their own wellbeing or studies. If you are feeling a bit overwhelmed by the role
speak to a member of the Student Activities team who will be able to help.

If a committee member is not fulfilling their role, you can speak with a member of the Student
Activities team in confidence and we will try to resolve all issues informally in the first instance.

"N JSTUDENTS 2% INvEsTORS ™54
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Our Expectations

There are many things that go into making a society successful and a few of these things are

S3aaSYyGAlf

T2NJ e2dzNJ a20AS8Ge

G2 o068

outlined the things your society absolutely must do in order to ausociety at ARU as well as

20KSN) GKAy3Ia GKFG FNByYyQhG O2YLlzZ a2 NBX 06 dzi
sustainable.

Must do: Recommended:

CAff 2dzi I wAal ! &aS|Runastall atthe Freshefsir or Refreshers
activities* Fair

Attend Committee Training

Apply for all the funding you can, e.g. Grants
Green Fund

Have at least 2 committee members (Presidé
and Treasurer)

Attend additional traininge.g. First Aid,
Mental Health First Aid, MiDAS

Attend Societies Forum (or send apologies)

Engage with wider S&ktivities, eg. Global
Week

Work in compliance with GDPR and wider S|
policies*

Run an event in one of the SU venues, e.g. {
Academy or 92

Ensure the safety and weng of members at
society events and activities*

Put yourself and/or the society forward for ar
award

Ensure the committee have purchased their
own society memberships (and activities
insurance if needed)

Have committee members log their
volunteering hours and skills online

Ensure that the society has at least 10 full pa
members

Run a taster session at key times in the year
(September and January) to attract new
members.

If a society fails to follow the guidelines in the must do column, the society will no longer be

F FFAfAIFIGSR gA0K GKS

{GdzRSY (G &Q

being a society, e.g. a free stall at Freshers Fair, room bookings or funding.

F FFAE AL SR
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If your society is struggling to achieve any of the things it needs to do to be affiliated, speak to a
member of the Student Activities team who will beald support you and offer guidance.

If your society would like to do more of the activities we recommend doing, join us at one of our
workshops or contact us to find out more about how you can get involved.
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*The society may also be subject to d@imary action if they fail to complete these actions.

Training and Skills Development

Compulsory Training:

As a committee member, there are a huge number of skills that you will develop in your role anc
GSONB KSNB (2 KSfL) @82dz RSOSt2L) @€2dzNJ alAftfta 1
for you to get involved with as a committee member.

Yau must attend one general committee training session with the Student Activities team, this is
usually at the beginning of the academic year and all committee members should attend. If you
absolutely cannot attend this session or if your society is setftgy this training session, speak
with your relevant Coordinator who will be able to arrange a smaller training session with your
committee.

This training session covers all of the basics for running a society and your society must receive
training from a member of the Student Activities team in order to be a recognised society with the
{0dzRSY(aQ | yAzyo

All of our training sessions are displayed on our website, an example of this is below:

e,
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Additional Training:

Throughout the year the Student Activities team organises a mix of developmental training
sessions for committee members and society members.

We run the following developmental sessions that your committee can attend:
How to apply for Grant Fundingorkshop
We run workshops around the time of funding deadlines to help your society get to grips with

applying for funding. These short, informal sessions will take you through how to fill out the Grant

Fund application form and you can submit your furgdapplication there and then with your
relevant Coordinator.

Event planning workshop

rU STUDENTS’ _ . : ¢ ™ INVESTORS S
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you plan and deliver your events. These short informal sessidhtake you through how to book

a space (including the Academy or 92), how to sell tickets and how to put your event on the
website.

Public speaking workshop

These sessions are designed to help committee members develop their confidence in public
spe&ing and presenting. The sessions are informal and committee members can get involved as
much or as little as they like.

Negotiation and Chairing Workshop

These sessions are designed to give committee members more confidence in negotiating with
others and also to go through some good practice for chairing committee meetings.

First Aid Training

These sessions take place throughout the year on campdisisnexternally accredited. It is a one
day course, open to all committee members and it is free to take part. To sign up, you will need to
put down a £20 deposit but this will be given back to you when you finish the course at the end of
the day. When @ommittee member finishes first aid training, we will provide a first aid kit via the
Grants Funding for your group to use during activities.

Mental Health First Aid Training

MHFA training is an intensive certificated course delivered over two alaysd at those without
specialist mental health training to help themselves and others. We ran this course last year and
feedback indicated it was highly successful.

On completion of this activity delegates will be able to:

Spot the early signs of aantal health problem

Feel confident helping someone experiencing a problem
Provide help on a first aid basis

Help stop a mental illness from getting worse

Guide someone to the right support

Help reduce the stigma of mental ill health

To I To To I Ix

Anglia Ruskin Employability Programme
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The Anglia Ruskin Employability Programme (or AREP) is a free programme that is endorsed by t
UK's largest management body, The Institute of Leadership & Management (ILM), an organisatior
that is recognised by empjers. The programme involves writing about your experiences in
developing the top ten employability skills that employers are looking for. You can draw on paid
or voluntary work for your experiences and as a committee member, you will have a great
number d experiences to draw on. If you have been logging your volunteering hours and skills
2yt AYySsT @2dz Oly RS@GSt2L) 82dzNJ a{1Afta SEI YLX S
82dzQNB |t NBIF Reé Of2aS (G2 FAYyAaKAy3a AdGH

To sign up with the AREP, visit theoyability Servicevebsite

To see what sessions are coming up, check the online Training Calendar. If you you'd like

more information about these sessions or if you'd like to suggest a session, please email us.

KEY INFO:
Logging Your Hours and Skills

As a committee member, you can log the hours and skills you gain volunteering o losite

Our Volunteer Centre website allows you to log the hours you spend volunteering and to keep
track of the skills you are developing. You can log hours and skills for any volunteering role that
@2dz R2Z AU R2SayQi KI ddnard By doirty this, yau Wi lye ablekoS {
download a transcript of your hard work that you can send to employers.

By logging your hours and skills, you will also be eligible for a rarmyesofls
An example Skills Transcript is shown below:

As"“"",

N
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VOLUNTEERING

Skills Record

)\ % Anglia Ruskin
‘ University

Cambridge Chelmsford Peterborough

This skills record is a certification and endorsement of the above named person's volunteering through the Anglia Ruskin

Volunteering Service.

"l am delighted to be able to recognise the contributions made
to many communities through the volunteering efforts of our
students. This is one very important way in which our
university can engage beyond the institution to the great
benefit of the students involved and those they work with."
Professor lain Martin

(Vice Chancellor - Anglia Ruskin University)

"Whether it be for a club or society, representing your peers or
supporting people in the community, no act of kindness,
however small, is ever wasted. Volunteering is also an
investment in your future employability so make the most of
every opportunity”

Leigh Rooney

(ARU Students’ Union President 2016-2017)

Volunteering hours logged during each academic year

Volunteering awards gained

16 hours Sep 2015 to Aug 2016 31 Aug 2016 Bronze Award
Committees
Dates from - to Role Skills Obtained and Details

01 Jun 2016 - 10 Jun 2017 | Wildlife Society - Treasurer

*  Communication and Literacy - Promoting an event - Promoted
our Freshers Give it a Go event in person and via social media.
Handed our marketing material and encouraged people to sign up
to our society’s mailing list.

*  Team Work - Motivating others - Worked as part of a committee
team to plan events and marketing for the coming academic year.

*  Project Management - Setting targets / objectives - Planned a
student impact project - a project dedicated to volunteering. Set
targets for the project over a 1 year period.

*  Numeracy - Financial planning / budgeting - Took budget into
account when planning events.
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Running a Society: Society Finance

This section will outline the basics for looking after your society finances and the relevant policies
linked to society finance. While the Treasurer role is typically the committee member responsible
for society finances, we would recommend all of the coitiree learn the basics to make sure that
SOgSNER2yS ly2sa GKIFEG GKS&@ OFy IFyR OFyQG odz |
Your accounts:

As an SU affiliated club or society you will have access to two accounts and they are:

0 Membership Account
o Grant Account

Your Membership Account houses all of the income your society gets from memberships, ticket
sales, fundraising and donations etc. Your Grant Account is a separate account where any SU Gr
funding you receive is houdeand there are some further restrictions on this funding.

Rules for society finance:

A ALL income and expenditure must be shown through the accounts above. A society MAY
NOT OPERATE AN EXTERNAL BANK OR BUILDING SOCIETY ACCOUNT.

A All accounts helthy a society must stay in credit. Failure to stay in credit will result in the
account being frozen and the loss of benefits attributed to the society. Any accounts that are
overdrawn from the previous year must be cleared before any new grant funding is
allocated.

A No society shall be run for the profit of any member or members.

A The committee and members of a society shall not receive payment either directly or
indirectly for their services.

A All funds MUST BE PLACED INTO YOUR ACCOUNT STRAIGHT AWAY: in no circumstanc
a society hold funds outside of the SU.
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A Do not spend money without making sure you have the funds in your society accounts
beforehand. You can speak to a member of thed8tu Activities team to find out the
oFftlFyOS Ay @2dz2NJ a20AS0GeQa | 002dzyiao

What is the Membership Account?

A This is the account that ALL monies received from your members is paid into; i.e.
membership money, society clothing money, sponsorship mpfawdraising money, ticket
alrftsSa SG40d ¢KAA YzySe OFy o6S aLSyd G GKS
not covered by
SU Grant Funding.

A All monies paid into the Membership account are subject to VAT.

A Membership money will be carried forward to the next academic year, if the society is active
the money will continue to be carried over each year.

A If a society is inactive for up to two years and a new committee restarts the group, the
a2 OA S & «np adcQuit vib be reactivated and the new committee will have access to
lye FdzyRa GKFG ¢6SNB fSTi Ay (KS a20ASieQa

A LT + a20ASte Aa Ayl OGA®S F2NJ GKNBS &SI NaEZX
andany outstanding monies left in the account will be added into the Grants Funding pot.

What is the Grant Account?

A The grant account is an account for any money your society is allocated by the SU as part o
the Grant Funding.

A There are restrictinos on what Grant Funds can be spent on and they are available for a
specified period of time before they are reclaimed.

A Grants funding is not subject to VAT.

As"“"",

N
AW

STUDENTS’ . o , ¢ ™, INVESTORS
UNION www.angliastudent.com | info@angliastudent.com !“A“y IN PEOPLE '%““‘5




e

How do we submit a Grant Request?

A

Fill in the onlingGrant Request Formvith as much detail as you can about what the funds

will be spent on.

You will need to submit the form online before the deadline or your application may not be
considered.

How can | spend money from society accounts?

A

For purchaes under £30, you can handRetty Cash fornat an SU Reception Desk and get
the cash back on the same day. Make sure at least one other committee member has

countersigned the form and that you have attached the relevant receipts to the form. If we are
not able to process the piest for any reason, we will do our best to offer the quickest
solution.

For purchases over £30, you can fill oBACS formnand provide your bank details and the
money will be reimbursed to your bank account. You will also need to make sure the form
has been countersigned by at leasteoother committee member and that you have

attached the relevant receipts to the form. Please note: it can take up to two weeks for the
Y2y Se G2 32 Ayildz2z GKS NBOALASYGQa I O002dzyi¢

You can also ask a member of the Student Activities team to purchase items for your society
on your behalf. We are always happy to help and often have business accounts with
companies, meaning we can pay easily and you do not have to be out of pockeyethile

wait for your expenses.

C2NJ AYy@2A0Saz (GKS {GdzRSyGtaQ ! yAzy Oy LINER
LINRLISNYI @8 | RRNX&aaSR G2 !'y3ItAl wdzalAy {GdzRS
day, please give us a minimum of 10 daystHeasrinformation on paying invoices can be

found here.

If you are not ste how much money your society has in their accouaisail usor visit a
member of the Student Activities team in person and we can check for you.

VAT Guidance for Clubs and Societies

STUDENTS' & ™Y, INVESTORS ;‘/

UN'ON www.angliastudent.com | info@angliastudent.com !‘-\,.“y IN PEOPLE

1
oAY



https://www.angliastudent.com/societies/committeehub/grant/apply/
https://www.angliastudent.com/societies/committeehub/grant/apply/
https://www.angliastudent.com/societies/committeehub/grant/apply/
http://www.angliastudent.com/pageassets/societies/committeehub/grants/CS-Petty-Cash-Request.xls
http://www.angliastudent.com/pageassets/societies/committeehub/grants/CS-Petty-Cash-Request.xls
http://www.angliastudent.com/pageassets/societies/committeehub/grants/CS-BACS-Request.xlsx
http://www.angliastudent.com/pageassets/societies/committeehub/grants/CS-BACS-Request.xlsx
https://www.angliastudent.com/societies/committeehub/finance/expenses/
https://www.angliastudent.com/societies/committeehub/finance/expenses/

e

Value Added Tax (or VAT) is levied on the sale of goods oreseon UK businesses. The current
rate stands at 20% of the cost of these things.

¢KS {(dzRSy(GaQ ! yA2ys tA1S SOSNE 20KSNJ dzyAz2y
The result of this is that any transaction that is processed by the Unimt have VAT added to it,
including society transactions.

Where VAT is applicable:

A Society membership fees
A Event tickets sold by the union on your behalf
A Social kit money (For both clubs and societies)

Where VAT is exempt:

A Sports Society memberships (Sports Societies are made VAT exempt by the Govefhment)
52yl dA2ya YIRS (2 lye a20AaSide | FFAL{AIFIGSR

A Fundraising events where you can prove to HMRC (without any doubt) that the event you
held was a fundraiser.

The fee explained:

If your society was selling tickets through the website at £25, there would be a 20% deduction on
each ticket sold. This means that for every £25 ticket sold, the society would receive £20.

Your society shad still sell tickets through the SU website as VAT will still be charged through
other providers and the SU website does not charge for selling tickets on there.

When budgeting for an event, it is important to bear the 20% VAT figure in mind to eywsure
event breaks even. If you are charging tickets at £25 because the cost per head is £25, you will ne
break even as you will have to pay VAT on each ticket.

If you are planning on selling tickets to an event, a member of the Student Activities team can helj
you. We can put the tickets up for you and discuss what you will need to charge to cover costs,

simplyget in touch

What additional funding is available for societies?

STUDENTS' & X, INVESTORS ;‘/
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Green FundThe Green Fund &n initiative that allows societies to gain rewards for ensuring

their activities are environmentally friendly. By working closely with the University Environmental
Team, societies can educate themselves and those around them about how ARU is proud to be a
green UniversityMore information can be foundere.

University Arts Councilhe Uiiversity Arts Council exists to enrich the cultural life of students,
staff and the wider University community by providing financial support for, and encouraging
involvement in, a wide variety of creative activities. More information can be finand

Course Leader Fundhe fund is designed to enable and encourage additional, optional activities
to add value to the student experience. The Course Leadebickor up to £500 per course, or

£750 if the activity is designed to increase student retention. This fund éslmsgour Course

Leader, but societies are encouraged to speak to their course leaders to discuss how the society
and course can collaborate on an event. The more creative the bdéftadil ugo find out more

about the Course Leader Fund.

InclusionFund We believe that all students have a different experience, and we want to ensure
you get the best experience you possibly can in your unique position as a student at Anglia Ruskil
This is why we have created the Inclusion Fund.

Thefund'saimistdl B Y2 @S o F NNASNAR G2 LI NGAOALI GA2Y |y
activities for any students who may incur extra costs in order to take part. This may include but is
not limited to, for example, students who require a facilitator or support workegrable them to
attend our events and activities.

For more information about how you can access the Inclusion Fund, visitehsite

Grants Funding Policy

What is Grants Funding?

Grants funding is a rinfgnced fund available for Unieaffiliated societies. The funding is
separated by campustotwo pots which are then split into a Sports Societies Grant fund and a
Societies Grant fund for each campus.

The funds are ringenced for each campus and the Sports Grant and Societies Grant are kept
ASLI NI OGS FNRBY 2yS | y2ndlKSNJ gAUGKAY SI OK OF YLz

Who can apply for the Grants?

N
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Union-affiliated Societies can apply for Grants Funding. The Treasurer of the Society is usually
responsible for applying for Grants Funding but any committee can submit the application.

Societies must have 15 full members in order to be affiliated with the Union but groups can apply
for grants funding before reaching their 15 members.

If a group has not yet reached 15 full members and there is a reason for this, for example, due to
issues with membership or till software, then the group should cite this reason in their application
and still submit a Grant Application.

If a new group has set up and has not yet reached 15 members, these groups should be aware th
when they set up thgroup, they should receive a sum of £25 from the Grants Fund automatically

that they can use to get their group off the ground.

This new group fund is not reclaimed at the end of the Grant round but groups should use this
fund to begin advertising thel NP dzLJ | YR (G2 KSf LJ Ndzy GKSANJ INP

When are the Grants available?

Grants funding is awarded in two rounds, once per semester. If there is any funding left in the
Grants pot then a third round will be held in the second sstar.

Applications for Grants funding are open for a set period (usually three weeks) and once the
deadline has passed, the Grants Committee will meet to review the applications.

The Grants Committee is made up of the following membership:

A OneFull Time Elected Officer
A The Manager from the Union department responsible for Clubs and Societies
A Coordinators from the Union department responsible for Clubs and Societies

For the Grants Committee to allocate funding, there must be 2 members praséme meeting
and this must include the Manager from the Union department responsible for Societies.

Any committee member or nominee of a Untaffiliated Society may attend the Grants
Committee as an observer.

STUDENTS’ » o ¢ ™Y, INVESTORS
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within a specified period, the money is reclaimed and put back into the relevant Grants pot.

The allocation procedure must also leave money available fpiSarciety that may wish to form in
the future.

What can | use Grants Funding for?

The purpose of the grants is to provide some financial support to Ualfitirated societies looking
to run activities and events to benefit their members.

When conglering applications, the committee considers how active and engaged with the SU the
a20AS0ie KlFa 0SSy IyR (UKS AYLI OO GKFG GKS Lz

In your application, it is a good idea to include as much detail as possiblmkstb any specific
products you are hoping to purchase. If you are asking for money towards running an event, make
sure you include details about what the event entails, who will be attending and when it will take
place.

How does the Grants work?

The Grants funding is split into 8 categories. These categories and an example of what can be
applied for in each section can be seen below:

Affiliation/league feeg e.g. entry fee for competitions, cost of affiliation with professional bodies.

Referees/coaches/guest speakersg. Expenses associated with bringing in external coaches or
guest speakers.

Health and safety e.g. deposit cover for committee attending First Aid Training or covering the
cost of a first aid kit.

Equipmentg e.g. chess boards for the chess society or props for a medieval reenactment group.
Advertisementg e.g. costs for printing posters at the SU or costs for a pull up banner for the club.

Refreshmentg e.g. costs for putting on light refrestents at a social or providing refreshments at
a speaker event.

e,
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Travelg e.g. costs to help subsidise a trip off campus or costs for fuel to take students on a trip
somewhere.

Other¢ This section is for all other costs not covered in any other categ@ryexample, the cost
of decorations for an event.

Funds are allocated into these categories. If you have been allocated £100 in travel but have
realised that you will not use this funding before the deadline and would like to purchase
advertising magrial instead, you can email the relevant SU staff member who can approve moving
the funds from one category to another.

KEY INFO:

A We always advise that you speak to the relevant SU staff member before making a purchase
for your society. We canoftei { S G KS LI @8YSyid 2y @&2dzNJ a2 OA
I OO02dzyia G2 YI1S ada2NB @2dz R2y Qi Sy R dzLJ 2 dz

A If your society is unable to meet the spending deadline for the Grants, a committee member
should contact the relevant SU staff member éguest an extension. Extension requests are
reviewed on a case by case basis.

A Grants funding cannot be spent on alcohol or on things that only benefit the committee of
the group, the funding must benefit all members of the society.

A Any nonperishableitems bought with grants funding by your society ultimately belong to the
SU and should not leave the SU. For example, if your society purchases equipment, this
equipment should be kept each year by the society and logged as inventory. If the society
shutsR2 gy 2NJ R2Say Qi KF@S | O2YYAGGSS NARIKIG
be left with the Student Activities team.

A Committee members cannot keep the equipment themselves, even if the society has shut
down. Where possible, societies should have a society locker and store all society purchases
safely in their locker with an up to date inventory log.

A The allocation pscedure must also leave money available for any society that may wish to
form in the future.

A 52yl GA2yaYy Aa AftftS3art G2 dzasS {GdzRSydaQ 'y
charity or religious organisation.
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A Activities that fall outside theaitn | YR 202SO0A@Sa ALISOAFASR J
{GdzZRSY 14 Q | v A2V )willKit be@riascd bylthg Grant Accofint. & &
Sponsorship

¢tKS {0dzRSYy(aQ ! yAaAz2zy NBOSAGSA | oft201 3INI Yy
therefore we always encourage our groups to seek external funding or sponsorship. The following
information is designed to help youthithis.

What could you ask for?

A Companies may be willing to donate money towards an event in return for their name or logo
on the publicity.

A Companies may be willing to supply you with equipment at a reduced rate if you can promote
that company asqur preferred supplier.

A 1 2YLIyASa YIre 06S gAfttAy3d G2 3IAGS &2dz LINRI
Fair or at fundraising events.

A

Companies may be willing to give your members a discount on their products if you can
guarantee that the Wwole club/society will use that company.

How do we ask for sponsorship?

Write a letter which is short, simple and to the point.

52y Q0 2dzald &aSYyR @2dzNJ f SGGSNI G2 NYyR2Y 0O2Y
In sponsoring the activities you do.

Research the company so you can point out why they would benefit from sponsoring you.
Research who to send your letter to; dani  2dza 0 LJdzi AANXK Yl RIF YD w)
out who is responsible for sponsorship.

Sell the club/society to them; be proud of what you do and shout about your achievements.
Be realistic about how much you ask from them, a company will not give you thousands of
pounds just to put their logo on your posters.

Include exactly what you want and why.

Be explicit about the way in which they can help.

Explain why they should beterested and point out the benefits to them.

Explain how their support would benefit the club/society.

Explain exactly what they will get for their support.

Tell them if they will be your only sponsor; exclusivity would appeal to a company and could
bring in more sponsorship.

Explain how you will be able to prove to the company that their input has been successful.
Outline the duration of sponsorship.

T>o I To I To To I Ix T>o I T>o I To I
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A Ask them to either reply to your letter or arrange a meeting.

What do we do once they have agreedsponsor us?

A Make sure you have the arrangement in writing.
A Produce a contract which outlines your obligations and the company obligatiénstart
and end date.
o Cancellation and termination arrangements.

0 A renewal option for the next year.

A Some companies will already have these for you to sign, but make sure you read the small
print first.

A 5h bh¢ {LDb !'b, ¢l LbD dzyiAft GKS {{GdzRSyiGaQ
you may find yourself in a very binding contract or in legiilcdity, not to mention in the
middle of a disciplinary.

Y9, LbChyY 52yQi aA3dy FyedKAYy3 gAlK2dzi OKSO] .
share any marketing material for another organisation/company with your members without
checking with he SU first. GDPR rules on direct marketing are strict and your members may not
want to receive information about other companies.

oA ™
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Kit & Equipment
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¢tKS {UGdzZRSY(aQ !yAzy 2¢ya |ye Sldza LISyl Lz
To request new equipment you should include this in your Grant Request Form (see the
Finance section).

lff {GdzZRSyGaQ ! yAz2y 2¢6ySR SljdzZA LISyl ySSRa
Student Activities Department. This will be audited once a year during the Handover period.

Maintenance of Kit and Equipment

A
A
A
A

lye f2aa8Sa 2NJ RIFIYF3ISa akKz2dzZ R 6S NBLIZ2NISR
No equipment shall be used beyond thranufacturers recommended lifetime and it should
always be maintained in accordance to the written instructions.

Where specialist equipment is to be used, appropriate training must first be under taken.
Larger equipment and/or facilities supplied by thaiversity must be erected by a University

or qualified staff member. Individuals must adhere to relevant training and safety processes
before using the equipment.

C2NJ KSIFfOK FYyR &l ¥SGe NBFazyasx Sljdza LISy
Union club or society activities. Due to insurance reasons equipment cannot be loaned out fo
other purposes (i.e. namembers using the equipment during the weekend and over the
holidays). If unsure about a situation, please speak to the Student Acti\aaes tio make

sure all health and safety/insurance rules and regulations are adhered to.

Storage of Equipment

A

The Union has society lockers available for affiliated societies to use. These lockers are
allocated on a first come first served basis and the needs of the society are taken into accour
where possible.
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Items should be stored in society lockers,aspible, and locker codes should not be shared
outside of the committee.

Societies should take an inventory of their kit/equipment and this should be done during the
society handover period with the support of the Student Activities Team. If the yduaet

not handed over or if the society is shutting down, the equipment must be handed in to the
SU office.

Personal equipment cannot be stored on Union or University property or in lockers.
Dangerous or perishable items cannot be stored in lockegs,selvents or food.

Social Kit / Clothing

A

| UNION www.angliastudent.com | info@angliastudent.com V‘A‘V IN PEOPLE -J“S
s

All social kit / clothing must be ordered through Anglia Ruskin Students' Union. This is to
protect you financially. Contact the Student Activities team and we will arrange a meeting
with you to discuss youreeds and take you through the process.

Once a quote has been received and it is clear how much each item will cost then the money
for the social kit must be collected by the Kit and Equipment Officer or Treasurer and paid in
G2 GKS a2 OA SacéiBENORE théaxdirAspladed.

lye 2NRSNAR YIRS RANBOGte G2 I O2YLIl ye 2L]

{20A1t (1AGk/ fT20KAY3T Oy 6S LISNER2YIlIftA&ASR |
being funded by the society.
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Running a society: Booking Spaces

As an affiliated SU society, you have the benefit of being able to book SU and University spaces f
your activities. This section outlines what spaces you can book and how to book them. When
booking any space, make sure you do it well in advance to gabelst availability.

Booking a stall

Stalls on campus are a great way to promote your society. If you have an event coming up and yc
want to sell tickets or if you want to run a bake sale, you can book a stall on campus and get
people engaged.

To bodk a stall, fill out our online forrhere. We would advise putting your booking in at least 5
working days before your activity.

Space for stalls on campus is limited so please do submit your booking with plenty of notice to
avoid missing out.

Please bear the following things in mind when bogka stall:

A If you are planning on giving away cold food (e.g. baked goods or cooked food that is not
being reheated), you will need to let a member of the Student Activities team know.

A You must submit a risk assessment for giving food away on youasthfirovide
ingredients lists for items where possible.

A Hot food cannot be given away at your stall.

A Associate members or guests of the society cannot be present on the stall. Only society
committee members or full members can run a stall.

Booking dJniversity room on campus

hyS 2F (KS o6SyST¥Ada 2F o0SAy3 | a0dzRSy(d 3N dz
G2 0221 dzyAO@SNEAGE NR2Ya FT2N) @2dzNJ INRdzLIQa |
a space regularly.

To book rooms, you need to fill out a formnline. There are two forms depending on whether
your booking will be for regular or oraf activities.

STUDENTS' & X, INVESTORS ;‘/

UNION www.angliastudent.com | info@angliastudent.com !“A“y IN PEOPLE

1
oAY



https://www.angliastudent.com/societies/committeehub/stall/
https://www.angliastudent.com/societies/committeehub/stall/
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roombodl Ay3& YlI& SELSNASYyOS |
approval.

Please bear the following things in mind when booking a room:

A Any Guest Speakers or Presenters must be cleared by the SU before the event takes place
Falure to submit a Guest Speaker Form will result in disciplinary action.

A If you have regular attendees who are not current students or members of the group, they
will not be covered by our insurance and so you must make sure that they have a valid
memberdip or a valid Associate membership. If you have issues with individuals not
purchasing their memberships, please contact your relevant coordinator who will support
you.

A You must submit a risk assessment for your room booking. For regular room boakiags,
comprehensive risk assessment will cover you but every one off activity must have its own
risk assessment. Forms can be completed and submaitidide.

Booking an SU space

¢KS {GdzRSYyGaQ | yAz2zy Kla (G662 @SydzSa | g Afl of.
events in. In Cambridge, we have The Academy and in Chetingfe have 92. As the sep of

the space will depend on the type of event your group would like to run, you will need to give at
fSrad I Y2yiGiKQa y2GA0S (2 06221 | @SydzsSo ¢2
coordinator or fill out theonline enquiry form

¢2 dzasS GGKS a20AFf &Ll O0Sa Ay GKS {0dzRSydaQ !
Building,these are not formally bookable spaces but speak to your coordinator if you would like to
run an activity in these spaces.

Booking the Dance Studio (Cambridge Campus)

The Dance Studio is located in COS 010 and is available for use by SU affilistaddlsdicieties
and sports clubs and fitness classes affiliated with Team ARU.

Block bookings can be organised by speaking with your relevant coordinator and your group must
abide by the terms and conditions of the Dance Studio when using the space.

To book the Studio or to find out more information about the space, visinaisite
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Running a society: Guest Speakers

hyS 2F (KS o6SyS¥Aada 2F o6SAy3 | Of dzo 2NJ a2 OA !
entitled to invite Guest speakers to your events, on both the university premises and in other
external venues. As an affiliated club or society, the uniwetsitds the right to reject any speaker
2y Ol YLza yR GKS {GdzRSyia W yAzy K2fR 0(0KS
YSSGAYy3IT AT GKS aLISIF{1SNI A& RSSYSR (2 &aLSH ]

Is rare every requeswill be considered and the club or society will be fully supported through this
process, with transparency.

The Guest Speaker Policy has been created as a result of guidance from Anglia Ruskin University
the Prevent Strategy, as outlined by the @ vernment. For more guidance, please visit the
dzy AGSNEAGEQa AyTF2mMel A2y LI IS 2y t NBOSy

Any Club or Society wishing to bring an external Guest Speaker onto campus must follow the belc
procedure to ensure the correct process is put in place and notice must be given 4 weeks in advan
of said event alongside a completed Risk Assessmerduifgpeaker is a member of staff at the
University or an alumni of ARU, you still need to submit a Guest Speaker Form.

The Guest Speaker Policy can be fohack or on ourwebsite

What should we do before we book a guest speaker?

A Do your research; use the internet and speak to lecturers about who might be an appropriate
guest speaker.

A Fillin a Guest Speaker foimre2 y (G KS { (dzRSYyGaQ | yA2y 2Soaiisé
TALK.
This form is then received by the Student Activities Team who will process it.
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The details needed on the form a@:Name of
speaker
o The name of the organisation the speaker is coming foom
The contact details for the speaker
0 Your society name The fitle of the talko The content of
the talk
0 The precise times for when the speaker will arrive and leave
o The proposed location of the event

A The University/Union will approve the guest speaker as stated in the Rules, Regulations and
Procedures for Students; therefotBere are no exceptions to the 4 week rudad their entry
onto campus or off campus. Failure to meet the 4 week deadline wdimyeur guest speaker will
not be able to come to the club/society event.
A If your guest speaker is approved there may be some conditions that may have to be meet in
order for the event to happen, such asA requirement to issue tickets for the event beg¢hand.
0 Making sure there are enough stewards available.
Consulting the police about the arrangemerdsThe
club/society will be responsible for meeting the cost of any of
the requirements and for fulfilling them.

A This procedure is added to the @hconditions of having a guest speaker at an event such as
writing a risk assessment. This can be submitted online here and must also be received 4 weeks
advance of the talk.

A Wait for a response from a member of the Student Activities team BEFQRIBIyfirm
arrangements with your speaker or publicise the event.

KEY INFO: If you are planning on having a guest speaker come in please plan it and send us the detalils &
in advance as possible to reduce any problems arising.
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Running a society: Health and Safety

As a Unioraffiliated club or society, you are responsible for ensuring the safety of your members
gKSY (GKSe& (GF1S LINI Ay @2dzNJ INRdzLIQa S@Syia
risk assess your activities.

Risk Assessments

Risk assessing an event or activity is the process of highlighting what risks there might be for an
event and outlining what measures you will put in place to reduce that risk. For example, a risk
might be that there could be a fire but a measure wouldlwet there will be fire exits and these
exits will be kept free from obstruction.

What does my club or society have to risk assess?

A Regular club or society meetings or training sessgymsu can submit one blanket risk
Fa3aSaayYSyid (G2 O20SNJ @2dzNJ INR dzLJQAa NB I dzf | NJ
same place each week. For example, if you regularly meet once a week tep@adance
routine, you would submit one risk assessment that would cover you for all of those
sessions.

A One off events and activitiasif your group is planning on doing something different, you
need to put in an additional risk assessment to coverabivity or event. For example, if
you regularly meet to practice a dance routine but then want to do a one off bakesale or
social, this needs its own risk assessment.

A If something changesif you change venue for your regular sessions or if sometHsey e
changes, e.g. you get a new instructor, you need to let us know so that your risk
assessment can be amended.

Risk assessments can all be submittetine or if you would prefer, you can completehard copy
form and email it over to the department.

If you have any queries about risk assessments, please contact your relevant coordiretailor
us. You can also visit a drop in session with a member of Student Activities/etatan go
through risk assessments and any additional queries you have. More information on drop in
sessions can be four@hline.
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An example risk assessment can be seen below:

hazard or relate to an individugfOOD AND
DRINK INTOLERANCES

Subject of risk assessment (May be an acti

Event Date, Time and
Location

Risk Assessment
conducted by.
Terry Hope

Date.

23 July 2012

anaphylaxis
A Risk of cross contamination

Type of reaction to food intolerance;

\Wheezing and shortness of breath

List the risk/s involved or describe the hazard

A Type of food which causes intolerance

Dry, itchy throat and tongue Swelling of the lips and throat
Itchy skin or rash Coughing

Nausea and feeling bloated Runny or blocked nose
Diarrhoea and/or vomiting Sore, red and itchy eyes

A Inthe most serious cases, a person has a severe allergic rean@ph/laxiy which can be lif¢hreatening. If
you suspect that somebody is experiencing the symptoms of anaphylaxis, such as breathing difficulties a
swollen lips, immediately ca8899 for an ambulance and tell the operator that you think the person has

http://rmd.anglia.ac.uk

List the current control measures in placBlease check the RM website for help and advice available at;

A Notice to be displayed at point of service advising customers to ask if they have any allergies.
A Prepacked food must display clear labelling of ingredients

List the actions required to reduce the risk.

guidelines.

STUDENTS’
rU U N |ON www.angliastudent.com

The foods that most commonly cause an allergic reaciictioned by

A All students involved in food service to be mddiy aware of food intolerance

A Special diet food may need to be stored separately and clearly labelled.

info@angliastudent.com
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actioned

Milk Eggs

Wheat Peanuts

Sesame Tree nuts (almonds, walnuts, cashews, brazils, pistachios)
Fish Shellfish

Dairy productsNatural latex

Revised risk level. High / Medium / Low

(See risk matrix) (Delete as appropriate)

RA verifiedby (Usually Dean/Head of support unit/Line manager) Date.

Risk assessment issued to the following; Date.
Risk assessment review date.

(Usually annually)
Risk assessment reviewed by.

Accident Forms

LF I YSYOSNI 2F &2dzNJ Of dzo 2NJ a20ASéGeé& Aa Ayedz
submit an accident form as soon as possible after the accident has taken place.

Accident forms can be found online and a hard copy is avaitaske This form should be filled out
andemailedto the Student Activities team within 24 hours of the incident.

If your group fails to complete an accident form then you may be subject ¢egotiisary action.
Your club or society has a duty of care to its members and reporting accidents is essential to
ensuring that members are kept safe and that future accidents are prevented.

Activities Insurance

Activities insurance provides you wiBUCS Platinum Elite Personal Injury Insurance. This is
compulsory for all Students' Union sport's club members who take part in training or competitions
at Anglia Ruskin. This insurance comes with a range of benefits listed below and costs £5 in
Cambridgeand £5 in Chelmsford per academic year.

Once purchased, this insurance covers the individual for the full academic year and covers all
sports clubs they may wish to join that year. For example, if an individual joins the Cheer team,
they would purchaséheir membership and their activities insurance in one go. If they then
wanted to join the Dance team later in the semester, they would not have to purchase the

As"“"",
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activities insurance again, they would just need to buy the Dance membership. The insut@nce is
one off fee for the year that covers access to all of our sports clubs.

What is covered under the policy:

Loss of Earnings
WLF 02RAf & AyedzZNBE LINB@Syla e2dz FNRY FUGGSYRA
weekly benefit (up to £65 per week) based on a 7 day week for up to 26 weeks.

Examination Rsit Expenses

wLF &2dz  NB dzyl 6t S Uadboddyinjiry, &he idsherSvillcover any S84 dza |
incurred to resit. The payment could be anywhere between £50 and £2500 dependent on the
type of injury.

Hospital Confinement
WLF 02RAT & Ayaedz2NE NIadzZ ( apatent, yobeyldirdcgive MpSo/E40 (i 2
per day for each day in hospital up to a maximum of 120 days.

Temporary Total Disablement
WLFT 02RAft & Ayedz2NE NBadzZ 6a Ay GKS AyadzZNSR LIS
benefit of up to £40 per week for up 52 weeks (excluding the first seven days).

Dental Injury

wtKAa LRftAOE AyadaNBa RIYF3IS G2 G4SSGKe® LT R

(0p))

Accidental Death
w!LJ 2 MHpnano®

Permanent Disabling Injuries
we¢ KA a LINE @A R Sities s0ch @65akalyEi2 INds 6f Aight; ledrihg, organs and others. This
could result in a £1,000 to £50,000 claim.

Physiotherapy Cover
wC2tft2gAy3 ONRB|1SY 02ySa 2NJ LINAYIFINE RA&f 20 0,

Covering Th€ost Of Medical Certificates
w! LJ 62 mMmon LISNJI OSNIAFAOIGS

How do | access my Activities Insurance?

A‘.,w«,,’
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Activities Insurance can ONLY be purchased online or at an SU Reception desk. To activate your
insurance, you must complete the health questionnaire which is sent in yoaikconfirmation
when you pay for your insurance.

No membership to any club ivbe permitted without the purchase of the Activities Insurance. It is
the responsibility of the committee members of the club to ensure that all members have

purchased valid Activities Insurance.

How do | make a claim?

To make a claim using your Adtiles Insurance, please fill out tHisrm and send it to
societies@angliastudent.comf 2y 3 gAGK F R200G2NRNa& y20So

First Aid

¢KS {(dzRSy(GaQ ! yAz2y LINRPOARSA 2 LI Nlodeflayi A S a
accredited first aid course. By completing this course, individuals can act as a designated first aids
at group activities and a first aid kit will be provided to the group. Visitthbsite to sign up.

If your society does not have a first aider available but your activities are on campus, the Security
offices at the University will have a first aider. They can be contacted vil{hé ¥ ST 2y SQ |
smartphone or via 01223 363271 (Cambridge) or 01245 493131 (Chelmsford). For in person
enquiries, visit Helmore Reception or MAB Reception.

Please note: each time an item from a first aid kit is used, you must complete an adoigent

Running a Society: Organising Trips

How do we organise a trip? (Within the UK)

There are so many possibilities when organising a trip that it is difficult to include everything here that you
may need to consider. That is why you MUST speak to your relevant Coordinator before you book anythir
so that they can help you to organiseafesand successful trip.

You must also;

A Complete a Group Travel Checklist and submit it to your relevant coordinator.

STUDENTS’ &" \.% INVESTORS  °™
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A Complete a Group Travel Questionnaire and submit it to your relevant coordinator.
A Complete a Risk Assessment (can be done online).

A Complete an Equality Impact Assessment Form and submit it to your relevant coordinator.

How Do We Organise A Trip? (Outside The UK)

For trips abroad you must also obtain additional insurance cover as you will not be covered by the
{0dzRSYy1aQ | yA2Yy AyadaNIyOS IyR &2dz fa2 ySSR (2

A Complete a Group Travel Checklist and submit it to your relevant coordinator.

A Complete a Groupravel Questionnaire and submit it to your relevant coordinator.

A Complete a Risk Assessment (can be done online).

A Complete an Equality Impact Assessment Form and submit it to your relevant coordinator.

A If travelling with a company get a copy ofThe contract with the companyDO NOT SIGN IT! We
will sign it on your behalf.
o Copy of their risk assessment.
Their public liability insurance.

Running a society: Providing Refreshments

Food and Drink

Everyone who prepares food needs to make sure they follow good food hygiene guidelines to
ensure that the food they serve is safe to eat. This is important to your student group as you have
a Duty of Care for your members and others who may be consumenfpdd that you prepare. It
should be noted that if you give or sell food that causes people to become ill, you could be
personally liable. It is a good idea to organise a meeting with your relevant coordinator whenever
you are planning an event, especgyatine that involves food. You can do this by emailing
societies@angliastudent.caom

qu,une’
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The information in this section is relevant to any student group wishing to provide food at an
event. It is important to note the following when you intend to serve food at an event:

Cake Sales/Low Risk Foods

Lots of societies like to organise satd€akes and biscuits to raise fund for their group or as part
of a group meeting. This is generally fine for groups to do, however we ask that you adhere to the
following procedure:

A If you are planning on giving away cold food (e.g. baked goods or céméedhat is not
being reheated), you will need to submit a risk assessment online to the SU prior to the
activity taking place.

A If you are using pr@ackaged food, keep the packaging and clearly display it so that those
with allergies can easily viewgredients.

A Display ougllergies posteand ensure you are aware of what has gone into the food and
how it has been prepared. If it is ppackaged, keep all packaging.

Hot Food

If your group is planning on giving away hot food, you MUST speak to your relevant coordinator
before the event takes place. There are checks that must be done in order to bring hot food on to
campus and so you should always make a member of the Studéwitids team aware before

you provide hot food. We would recommend notifying your relevant coordinator a month in
advance so that they can ensure the relevant paperwork is completed and checks are carried out.
It is a good idea to organise a meeting wheaeyou are planning an event, especially one that
involves food.

Alcohol

la | {ddzRSy(GaQ ! yAz2y ¢S LINRY2GS NBalLkRyaAiofsS
activities that student groups organise also promote responsible drinkingk@hpoints to
remember are:

w Where alcohol is being served, water and soft drinks must also be available.

w Events should not be advertised or promoted around the availability of alcohol.

oA ™
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Appropriate stewarding and security should be in place. The SU can support with this
if contacted prior to the event.

w All you can drink events or events with an open bar will not be approved.

w Grants Funding cannot be spent on alcohol.

w Initiations, hazaig ceremonies or similar events are not considered acceptable by the

KEY INFO:

{GdzZRSy 0aQ ! yA2y YR AT Iy { ! FTFFAEAFGS
these types of events will be subject to disciplinary measures and will be disaffiliated.

Club andsociety events involving alcohol should take place in a licensed venue that
operates a valid ID policy, such@sallenge 21

For all events, with or without food and drink, you must submit a valid risk assessment. Risk
assessments show that your group has actively thought about the risks associated with that event
and have put measures in place to reduce these risks. Risk ass#gssan be submittednline or

via ahard copy form

Providing RefreshmentsPromotion

STUDENTS’ 7Yy o
rU UN'ON www.angliastudent.com | info@angliastudent.com { ::\é’EEsg(IgEg V $

4

-


https://www.angliastudent.com/social/safernights/
https://www.angliastudent.com/social/safernights/
https://www.angliastudent.com/societies/committeehub/riskassessment/
https://www.angliastudent.com/societies/committeehub/riskassessment/
file://///Anglia.local/fs/StaffData/SU/Share/Student%20Activities/Clubs%20&%20Societies/Handbook%20and%20Policies/Risk-Assessment-Form-2018-19.docx
file://///Anglia.local/fs/StaffData/SU/Share/Student%20Activities/Clubs%20&%20Societies/Handbook%20and%20Policies/Risk-Assessment-Form-2018-19.docx

e

t F NG 2F NMzyyAy3a | NBlLffteé &adz00Saaftdz Of dzo 2 NJ
to as a group and there are a few ways that you can go about this.

As a Unioraffiliated club or society, you have access to the following resources:

A Discounted printing for club and society materials at SU Reception dgs&spop in and let
dzd 1y2¢ 6KIFG &2dz ySSR IyR ¢SQftft OKINBS Al
expenses.

A An accessible and secure email system, meaning you can email your members directly
through your page on the SU website.

A Access to poster boards on campugour group can display posters and promotional
material on the various poster boards on campysu just need to make sure that your
poster is clear, has an English translation and has the recycling logo and the SU logo on it. If
@2dzNJ L2aidSN) R2Sa y2i4 KI@S GKS {! ft232 2y
desk, otherwise it will geaken down by Security. These logos can all be faumiche.

A Infoscreeng; there are infoscreens 2 2 {1 SR | FUSNJ o6& GKS {! Ay @
campus and university owned infoscreens all over campus. Share your posters with us and w
can get them displayed on these infoscreens.

A The SU has various social media accounts and we can retwgd® a K NS @& 2 dzNJ 3
You can find, follow and tag the SU leamcebookTwitter and Instagram

A The SU also has an active websitevw.angliastudent.comYour group can post events
online to our¥ K |_{i &caléngaand you can have articles about what your group is up to
posted on to the b S gedtion of our website.

When using these resources, it is important to be mindful of the following guidelines:
Email Guidance:

A Emailing your members should be administered through the SU website to ensure all paid
members receive ragar emails.
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A Make sure that the content of your emails is appropriate antiia with SU policies.-mail
has the same legal status as other forms of written communication and is subject to the same
laws, regulations and rules e.g. harassment, racial or sexual atissgmination, libel,
breach of copyright, infringement of data protection, defamation, inadvertent contracts,
accidental breaches of confidence, etc.

A If you consider an email message that you have received to be threatening, intimidating or
discriminatory then you should seek guidance from a member of the Student Activities team
in the first instance.

A The email system must not be regarded as a medmsngterm storage of information.
Please use email folders sensibly and ensure these are cleared regularly to avoid unnecessa
use of disk space. It is recommended thanail is cleared at least once every three months.

A If you consider an email toe suspicious do not open it and contact |.T. support at the
university immediately.

Promotions Guidance:

A 1 it LJzofAOAGE YFGSNRAIEf Ydzad 06S &adoYAGGSR
put up.

A Every poster must be stamped by thed®R Sy GaQ ! yA2y hFFAOS 2N K
on it. If they are not displayed on your poster, the university will take your posters down.

A All posters must have the recycling logo on.

A Posters cannot be randomly placed around campus; they must be on the student notice
boards only.

A You are responsible for removing posters when your event has finished.

A Flyers cannot be left lying around; they need to be given to people directlyuomyst seek
permission from individual departments if you want to leave some on tables. You may not
FEESNIKIffa 2F NBAARSYOS dzyRSNJ I yé OANDdzy
logo on them.)

A ¢KS {GdzRSy(iaQ ! yheey 232 Oy 06S F2dzyR
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A Under no circumstances may you use the university crest on any promotional materials.

KEY INFO:

You must have postsrapproved by the Student Activities team before any promotional material is
publicised. An easy way to do this is to email it over to us for approval and ask for us to get it
printed at front desk at the same time. This way, your poster is approved amiggrand you

know that the posters are all paid for and ready to go up on campus in one go.

Running a Society: Social Media and Your Role

Club and Society Social Media Accounts

All club and society social media accounts should be open groups for any to join.

Accounts should allow access to all SU Accounts, including the union or Activities Officer
accounts, so that information may be shared.

Social media accounts run by clubs and societies should adhere to Union policies and the
Terms of Affiliation.

Clubs®NJ a2 0ASGASE Olyy2i dzaS GKSANI INRJzLIQ& 2
advertise services, this does not comply with Data Protection guidelines.

o o To P>

Personal and Group Responsibilities on Social Media

As a Committee member for your club or society (and also as an individual student) you must be
aware of how easily you can get yourself and your group into trouble by posting something onto a
social media page.

Derogatory comments about the Universistaff, other students or members of the public, made

on social media can easily lead to you facing disciplinary proceedings, or if you are training on a
professional course it could lead to you being assessed to see if you are fit to practice as a memb
of that profession; which ultimately means you could be discontinued from your course.

The Terms of Affiliation for Students which you must abide by makes clear that you will be in
breach of the Rules and Regulations if you do anything which damagéemihersity name or
damages its reputation.

Every year we see students who have got themselves into situations because they did not realise
that there is no such thing as a true privacy setting on social media. As soon as you post anything

STUDENTS’ ¢ X, INVESTORS 3
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and someoney @ 2dzNJ TNASYRa fAadG afA1Saégd AGX AG Aa
go viral.

This does not mean that you cannot raise concerns, but you are expected to raise any issues you
may have in an appropriate waythis does NOT mean by gting it on Facebook or tweeting

about the problem. The University expects you to talk to them if there are problems so they have :
chance to put things right. We can help you do this through our Representation structure.

If you are unsure about how tapproach a problem on behalf of your Club or Society please come
YR GFE1 G2 F YSYOSNI 2F (GKS {GdzRSyd ! OGAGAG.
individual or personal issue, then please contact a member of tliedzZRSy 44 Q ! vy A2y |
who can provide you with independent and confidential advice.

We can help you to deal with the problem and get it resolved. If you dga@eself or your club or
society into trouble, then please tell us so that we can make sure it does not get worse.

KEY INFO: You must not use your club or society social media account to express personal belief
or opinions or to share any potentiallyfensive material. E.g. If you as an individual do not agree
with a certain person or viewpoint, you cannot use your platform as a committee member to share
your opinion.

Sustainability and the Environment

¢tKS {0dzRSydaQ ! yAazy FSSta aaNepy3ate Fo2dzi GKS ad
the Environment Team at Anglia Ruskin University. We have many sustainable practices that we encoura
clubs and societies to follow too. These include:

A When printing posters or flyers, consider using Robrook, a printing company that the Union uses
because of its sustainability ethic.

A If printing in house, use recycled or paper made from NAPM (National Association of Paper
Merchants) accredited @ycled paper, or that is made from pulp from certified sustainable sources
and ensure that all publications include the recycle logo. Only print as many copies as you will be
able to use.

A When purchasing items for your club or society, consider puingatems that can be used again
e.g. a pull up banner or branded tablecloth.
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A Wherever possible avoid the use of pagesend emails or use social media instead.

A When travelling to events/competitions/ organised trips car share or use public tranapere
possible.

A Order Social kit through the National Union of Students (MNipBjoved supplier

A If providing refreshments, use materials such as plates and cups that are biodegradable or can be
recycled.

A Create a development plan for your club or socie2 Yy a A RS NJ & 2 dzNJ I NP dzLJQ &
plans into place to make sure it will still run when you finish your committee role. E.g. If your
committee are all in their final year of their studies, toyinvolve members from earlier years who
may then want to get involved as a committee member.

For more information go to:

ARU Environment Tearnttp://web.anglia.ac.uk/estates/enviroment/

Running a society: Using the SU website

la Fy {!' FTFFAECAFGSR 3INRdzLIE &2dz gAftt KIS |
Union website. This webpage is where new members will sign up, where your saaetyg will be
shown and where prospective members can find out more about your group and what you get uj
to.

The website also gives you the ability to display who is in your committee and how members can
get in touch with the society and has a direesessaging service so you can email members
through the website, meaning you do not have to collect personal data from your members.

| SNB Aa |y SEIFYLXS 2F | &a20A8GeQa LI3AS 2y Gl
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ACHIEVEMENT UNLOCKED -

CAMBRIDGE

m Events Committee

'“‘ © 50-WELCOMETOTHESQUAD
Our Aim:To encompass the different aspects that come from gaming and technology. Students can then express what

games they enjoy, and share that with other members. In addition there will be opportunities to try out new gaming
experiences that they may not have tried before. The casual co-op/split-screen gaming will also be a part of this society.
Lastly, E-Sports advice from someone in the industry can be given to those interested.

Join
Some of the benefits that you will receive other than awesome events include: members only discord and a weekly podcast
on our YoutTube channel that is geared towards students. Achievement Unlocked - Cambridge

If any of that sounds interesting to you. Then don't hesitate to give us a like on our Facebook page; where you can see the Standard Membership:£5.00

latest updates for our Society. We look forward to meeting you!
P Y 2 Add to Basket

Any questions? don't be afraid to drop us an email.

@ www_youtube.com/channel/UCLk
pHw9swmzPmpc7yaMMeng?

- u@gmail

com

Every club and society set up within the SU is given a dedicated page on the Societies section of
www.angliastudent.comThese pages give individual groupsogportunity to promote their

events and their group in general, there is a tab for committee members so members can see wh
runs the group and there are options for connecting with the group via social media, email and a
link to purchase a membership tbe group.

This page is for the club or society to edit and the Student Activities team is here to help you make
the most of it.

Using your page on the website:

¢2 | 00Saa GKS (22ta 2y @&2dzNJ Of dzo 2 baZdn@iked ( & |
member on the system. To become a committee member on the system, this will be done by
Student Activities staff when you are elected or if you are starting as a new committee member,
@2dzQft ySSR G2 S0 &2dz2NJ NBf S@lyid O22NRAYLF G2

Please note: You cannot become a committee member and have access to the website if you hav
not already purchased your membership to your club or society.
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How to use the tools on the website:

Step 1: Go t¢

{GSLI HY /EAO0] 2y UKS RNRLI R2¢y 2LIA2y GKFO
Step 3: You will then be greeted by this section:

Admin tools

Go to home page

® &

8 & & ¢

i =
Edit Details News Events Messages Members Groups Signups
&
Sales Reports Resources Fundraising

The main sections your club or society will use are:

-ORAG 5SidlIAfa 0¢KAA SRAGA GKS O2yidaSyd 2y GKS

-bSsa o0¢KAa |ff2pga &2dz G2 LlRad ySsa G2 @&2dzNJ

- Events (This allows you to put events on the SU website and links to the main events calendar)

- Members (This gives you an up to date list of who your paid members are)

- Messages (This gives youogp the ability to directly email your members through the website)

- Sales Reports (This gives you a list of people who have purchased tickets or products on your
page)

What happens when you use each section:

Edit details:
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Email address
l ] This is your public email address for general contact.
Web address
’ ‘ If you have an external website, enter the URL here.
Twitter username
‘ ‘ Enter your Twitter username here.
Facebook URL
l v e I If you have a Facebook page, enter the URL here.
Instagram username
g ‘ Enter your Instagram username here.
Listing Description
~
v
126/200
This text appears on organisation listings.
Description
| @ Source @@ QL= ™QO@EMEFPm -|l=z=2=2=;;:8BIJIUQ

Your club or society should try to keep this page as up to date as possible. This is where new and
LINPALISOUAQPS aiddzRSyita gAatft O02YS G2 FAYR 2dz
opportunity to shout out about all the great things you do as a gtddver September and
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page up to date during these busy periods.

News:

Level Up! Gaming Society (change)

News

Back to admin tools ] View current news | Add new article

Show: ¥ Current [] Expired [] Future [] Deleted
Apply Clear filter

This section of the website allows societies to submit articles around whatdhei2 dzLJ A a dzL
a good idea to write your article in another document, e.g. a Word Document to that you have a
copy that you can spellcheck and keep as a draft if something goes wrong!

Make sure you have good quality photos and that you know wkiseehotos have come from. If
82dzQNB dzaAy3 AYlF3ASa GF1Sy 2FF GKS AyuSNySia:z
@2dzNJ LIK2024a KIS GKS FLILINZPLNAIFGS ftAOSyaSo D
can be found on these popularabsites;UnsplastandPexels

Members:

rU STUDENTS’ ‘ . _ "™\ INVESTORS ip""%,;
UNION www.angliastudent.com | info@angliastudent.com *‘j IN PEOPLE -¢ 2

-


https://unsplash.com/
https://unsplash.com/
https://www.pexels.com/
https://www.pexels.com/

—

m Events Committee

Level Up! Gaming Society (change)

Members

Back to admin tools | List Members bv Group

Search Members Search

Clear

Enter all or part of a person's name

Showing all members Display members per page

Name Card Number

The members function gives you the ability to see who has bought memberships to your club or
society. You can also list members by group, meaning that you can see who is a committee
member, associate member or who has a standard membership. This is f@hiaseful during
Freshers when Mailing List options are available and will help sports clubs who have competitive
and standard memberships available.

You can use this list to check off who is attending your events and for sports clubs, this is
particularly valuable as individuals should not be attending training sessions without having

purchased memberships and activities insurance.

Events:

N
oA ™
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Add Event

Back to event list

Event name *

|

Date and time *

| [ Jm-| [

Show on all days

[0 If checked, the event will be included on lists and calendars for each day it's running. Applies to multi-day events
only. By default the event will only be included once, on the first day of the event.

Tagline / short description

0/250
Location
External URL
’ I If specified, event list entries will link to this
URL.
Event types
[0 Alcohol-free Events [ Family Friendly [0 Meet Ups
[0 Cambridge [0 Free Events [0 Night Time Events
O Chelmsford O Freshers O Not Mobile
[0 Club and Society Even{] Give It AGo O Nus
O Daytime O Global Week O Peterborough
[0 De-stress 0 International Orientatid] Reps
[0 DontShow O LGBT O Tickets
[0 Elections O London [0 Volunteering

Check the event types that correspond to this event.

Image

| P

¢tKS S@Syia aSO0GA2Yy LI NL 2F @2dzNJ ANRdzLIQa LI 3!
you post events on your page, they should link to the main calendar fbarel

2 KSy LRaldAy3a S@Sydas YIS &adz2NB @&2dzNJ RSa ONR LI
good quality photos. If your event needs tickets, speak to your relevant coordinator who can do
this for you. This cannot b#one on the society part of the website, it needs to be done by a
member of SU staff so please speak to a member of the Student Activities team if you need your
event ticketed. It does not take long for us to do this so please do come and speak to us!
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