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It isn’t the most exciting of tasks, but it is to support you

and ensure you are as equipped as possible.

This training is based off real and common experiences,

F&Q’s and common problems!

Welcome!
Opening Notes

Let’s get started!Let’s get started!Let’s get started!



There will be 3 sessions with 3 forms.

Each form for each session must be seperately completed

for you to pass your training and as attendance.

Don’t submit the form until the end of each session!

Interaction throughout the training is expected for you to be

passed as complete.

Welcome!
Today:



What We Are Covering
Understanding Your Role

Documentation

Website and Admin Tools

Policy and Procedure

What’s Available



why do the training?

Gives you the tools, resources and knowledge that you will

need to succeed and efficently run your society.

Prevents potential issues and concerns, avoiding mistakes

and protecting you from problems down the line.

Keeps communication consistent across committee and

ensures everybody is also aware of expectations on others.

It ensures you know what you are doing for the next year.



The handbook
The majority of questions we get asked throughout the

year, could be found in your committee handbook!

It gets updated around twice a year, so please ensure

you always have the most up to date version.



Understanding
Your Role
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what does your role look like this year?
Use this opportunity to go through your role description and work out what

additional responsibilities you might have this year.

What tasks fall under you?

What are the specifics of your role within the setting of your group?

Breakout Interactive:



WHAT IS BEING A
COMMITTEE MEMBER?

A committee member is a voluntary leadership role that

comes with responsibilities and commitments.

You are responsible for the success of your society throughout

the year and will be the person that people look to.

Your role is to work collaboratively with the rest of committee

as well as to keep up to date with all the information you need

to know.



Role Descriptions
Knowing and setting role responsibilities is key. Ensure

you read through and understand your role fully via the

role descriptions document and your constitution. 

You can add responsibilities based on your society, but it

needs to follow the basic expectations in this document

and as set in your constitution.



President
Is managing and overseeing, not dictating.

Lead on the delegation of responsibilities ensuring all

committee have a fair amount of tasks.

Keep track of the groups finances, ensuring the budget is being

kept to and appropriately allocated.

Be a key contact for members to receive appropriate

signposting for issues or support related to, but not limited to,

wellbeing and misconducts.

Ensuring standards are maintained and that members are

encouraged to behave appropriately in line with the senate

regulation and code of conduct.

Frequently monitor the groups development and ensure aims

and goals set at the start of the year are met.



Treasurer
Is not just about doing withdrawal requests!

Oversee any charity fundraising and donation, ensuring it is in

line with guidance and charity law.

Create and keep track of the club/societies budget for the

year, allocating appropriate funds and actively work on

income generation.

Be responsible for coordinating grant funding and other

financial applications.

Keep an accurate record of all expenditures and income. 

Take regular actions to ensure the group is inclusive and that

any barriers are broken down where possible to maximise

diversity and equality within the group.



Events and Socials
Ensure the smooth and efficient running of society events and

socials.

Keep updated with event organisation policy and regulations

to ensure safety and good conduct.

Ensure all event notification forms are submitted on time and

any meetings regarding the event are attended. 

Remain consistent throughout the year, creating multiple

opportunities for the society to host events. 

Take the lead on being the key contacts for members to

receive appropriate signposting for issues or support related

to, but not limited to, wellbeing and misconducts.



website and
admin tools
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https://www.leicesterunion.com/
https://www.leicesterunion.com/


Committee Resources

Committee Handbook

Role Responsibilities

Development Report Template

The most important web page!

Policies and Procedures

https://www.leicesterunion.com/sportsandsocs/hub/resources/


website and admin tools

https://www.leicesterunion.com/


edit details
To update your logo, contact details and webpage.

Make sure you update your webpage before September so

that the information Freshers get is correct and that your

branding is consistent.



events and tickets
Puts your event on the website and ‘What’s On’ page.

Links tickets to the event, making it easy for students to buy

tickets and confirm attendance as well as for you to track it.

Make sure that you have a display end date to avoid it getting

too cluttered.



Finances
Presidents cannot put through requests, only approve them.

Any withdrawals can go through this process, not just

reimbursements .e.g. larger payments or purchases with invoices.

Clear proof of purchases or invoices must be given .e.g.

receipts with the items stated clearly, professional invoices or

proof of payment screenshots.



Documentation
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affiliation documents
Deadline: 30  July at 10am

th



handover
Ensures that you have the necessary information to aid you in your

role this year.

Why Is It Important?

Trasnfers over the links, documents and key information and

esnures that is then accessible for all sides.

Supports you in starting the journey and giving you a foundation for

developing plans. 



Constitution
It is what makes you an affiliated student group, so the conditions

within it can and will effect your affiliation.

Why Are You Doing It?

You will be held to your role expectations and objectives should

issues arise or responsibilities not met.

Your are agreeing to the code of conduct and the conditions within that.



Master Risk assessment
Helps you to form plans and control measures for the health and

safety of your society, protecting your members and yourselves.

Why Are You Doing It?

Is needed to run any events or activities. Is needed for you to be covered by insurance.



Master Risk assessment

The declaration must be

completed for us to

approve the document,

showing signatures and

key information.



Master Risk assessment
You will also need to compelte your activities overview.

This gives us a list of the different activities covered in the assessment and what tabs they are covered by.

Each tab must be labelled. You can do tabs that cover lots of similar activities or you may also need to do tabs for specific

activities depending on additional requirements.



Master Risk assessment
You will need to detail a minimum of 3 hazards per event/tab. For large events or activities regarding physical

activity, there must be a minimum of 8 hazards. 



policy and procedure
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policy and procedures
A crucial part of running a society is hosting events, meet ups and

general activities. These must be done safely and through the correct

procedures for the success of the event and reputation of the society.

Why is this important?

The majority of situations when things go wrong, come from events and

socials and often a lack of planning/knowledge of the correct processes.

Policies and procedures come from experience and prevention,

not restriction.



activities requirement
All groups* are required to hold at least 3 activities a term in order to

remain affiliated. These activities must all be different activities in

line with the aims of the group. 

*Tier 1-3 Team Leicester clubs are exempt due to fixed training, fixtures and competitions through the Team Leicester department.

Each activity has to be different to another. Recurring bookings will

only count as 1 activity .e.g. weekly sessions or training. 

Any activities focused around going to a pub/bar or club night, do not

count as a suitable activity unless it is a set organised event by

committee with a focus that is not drinking .e.g. an awards night at a

venue or committee organised quiz night at a bar. 

Any activities that are committee only, do not count either .e.g.

committee meetings/lunch/outing.



how do we track it?
Activities will be tracked via the event notification form and your

development reports.

At the end of each term, you must submit your development report with

evidence to back up each event that has happened as per the event

notification forms, to remain affiliated.

If you do not have evidence of putting on at least 3 activities in a

term, you will be suspended pending either proof of the events

happening within a set period of time or no proof which will result

in disaffiliation. 



Development Report

Is where you will need to evidence your 3 activities per term.

Why Is It Important?

Acts as a way for your group to keep the SU updated on your

development and keep committee on track.

Needed to support grant funding applications, SU Awards nominations

and next years handover.



Event notification form

2 weeks for standard bookings.

4 weeks for bookings with external visitors/speakers or over 100 attendees.

6 weeks for O2 Academy bookings or large events (over 2̀00 attendance).

All bookings are done on a first come, first serve basis.

Key Details:

Not all spaces on campus are available. Please consult the

room directory.

All events or activities, must go through the form, even if they

are online or off campus.



room usage
Spaces must be treated with respect. If you cause a mess, clean it up.

If you move the furniture, put it back where you found it.

The Key Details:

Only the spaces you have a confirmed booking for can be used.

Failure to abide by the terms and conditions of use, could lead to

suspension of bookings or even being able to book on campus

being revoked.



event plans
An event plan is compulsory when your event has

a large attendance (over 100) or is considered

high-risk by the Activities Team.

However, it is always useful to use a consistent

and cohesive documentation when planning any

activity.



recap: what is needed?
Event Notification Form

Risk Assessment

Event Plan (For large one off events, or those with over 100 attendees)

Might Be Needed: Trip Registration, External Visitor Form, Food

Provision Training, Bar Crawl Form



alcohol and socials
White lies or similar socials involving writing on each other are

not permitted.

Key Points:

At least two committee members must remain completely sober

throughout the event and be responsible for the welfare of all Student

Group members.

Initiation, hazing or any activities involving humiliation rituals, are

not permitted under any circumstance. 

Ensure that non-alcoholic options are always made available and that

there is no peer pressure for those to drink if they don’t want to.



social media

Unauthorised use of third-party logos, including the logo of the University of

Leicester or connected companies, should be avoided. 

Inclusivity should always be considered, and avoid the use of

potentially abusive or discriminative language or images.

Key Details:

You should not be sharing any committee, members or student

disputes, conflict or personal issues.

Avoid posting excessive drinking on social media platforms.



what is available
to you?
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what’s available
Post and Parcels

There are some committee perks that you might not know about:

AV Loans

Card Reader and Hot Water Urns

Grant Funding

Participation Opportunities



freshers week
22nd and 23  September

rd

Sign ups open in August. 

Start planning now! How can you ensure your group

stands out, is eye catching and gets attention?

A maximum of 2 people can be on a stall at any time.

No loud music or audio equipment.

No payments can be taken at the stall.

Food and drink provision must follow the policy.

Sign ups and forms must follow GDPR regulations.



the councils

Societies Council: Grant Funding, New Groups, Procedure and Process

Improvement, Group Discussion, Implementation of Changes

Sports Council: Varsity Planning, Feedback Implementation,

Sports Recognition, Provisions and Resources Improvement

Applications open on the 16  July!
th

Liberation Council: Community Support, Working Groups, EDI Discussion,

Policy Support and Implementation

Sustainability Council: Sustainable Development Work,

Campaigning and Community Building, Advocation



QUESTIONS OR TOPICS YOU WANT
TO KNOW MORE ABOUT?
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