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Managing a Team



You will also specify your role

responsibilities in your Constitution.

This is how we can hold people

accountable and ensure tasks are

delegated.

Introduction
This training covers how to successfully manage your student group, looking

at leadership skills, working in a team and dealing with difficult situations.

As a committee member, 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.

Understanding

Everybody’s Role

The best place to start with

understanding not just your role, but

everybody else’s, is to check the 

Role Descriptions Document

Being a leader involves understanding

how to delegate but also managing

people’s expectations. The role

descriptions document is there to help

you guide that in line with the SU’s

expectations too.

https://www.leicesterunion.com/pageassets/sportsandsocs/hub/resources/Role-Descriptions-Document.pdf
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/resources/Role-Descriptions-Document.pdf
https://www.leicesterunion.com/pageassets/sportsandsocs/hub/resources/Role-Descriptions-Document.pdf


meeting expectations

realistic
expectations

That you complete your

constitutional tasks , in line with

agreed upon boundaries and

deadlines.

That you behave approriately

and professionally.

That your responsibilities are

upheld to an agreed upon

standard.

Anything outside of agreed

upon boundaries and

standards.

Another committee

members responsibilities.

Absolute consistency and

contant attention.

unrealistic
expectations

Missed expectations is the most common reason for committees breaking

down or issues arising. Making sure that we are being realistic about what we

can expect from each other is crucial.

Consider the Following:

When somebody starts a committee role, what are they expecting to get

from that? Do you know that they understand their position and are the

prepared for what tasks are allocated to them?

Are the right people in the conversation? Have you got that

communication loop and record to ensure information isn’t missed?

Does everybody know each others boundaries? Is it clear what people

are and are not happy with in regards to communication styles, time

commitments, delegation of tasks and what they are responsible for?



how can we meet
expectations?

Have a shared committee calendar where everybody can submit when

they are and are not available .e.g. holidays, exams and deadlines notice

Have your role responsibilities accessible and visible via a shared

google drive or bookmarked link

Have regular catch ups and meetings, ensuring everybody is given

the space to ask questions and communicate changes

Make expectations of each other clear from the start, including what

processes you will follow if the expectations are not met

You don’t have to know what everybody is doing at all times, but ensuring that

everybody is in the loop regarding society activity is important in order to

reduce missed communication.

When there is miscommunications, recovery is equally as important.

Make efforts to follow up on missed communications with catch ups, recaps or

re-sharing of information.



successful teams
There are 4 key features of a successful team, they are:

A clear purpose - Agreed upon aims

and objectives with goals for the

end of year. Everybody shares the

same desired outcomes.

Informality - Ensuring there is a

friendly atmosphere, keeping it

student to student and being realistic

about your role and the seriousness.

Civilised Disagreement - When people

differ in opinion, the debates are kept

respectable, open-minded and

grounded by the aims and goals.

Self Assessment - Taking responsibility

and assessing how you can improve is

key. Being honest and respecting

feedback should be kept core alongside

regular reviews of development.



Project Planning



Setting clear and agreed upon goals

for the year means you ahve

something to always ground yourself

back to.

What does success look like this year to

you?

What do you want to get out of this

year and what does a successful year

look like?

setting aims and goals

We recommend using a projection plan

https://www.leicesterunion.com/pageassets/sportsandsocs/hub/training/Projection-Plan-Committee-Training.docx


it doesn’t always go to plan

AND THAT’S OKAY!

It’s okay if mistakes are made! The key is recovery.

Part of planning should be preparing for when things don’t work out or

around what could go wrong.

Let others know, be honest and ask for help

Know what works best for people before putting actions into motion so

that you can easily improvise

Plan around what could go wrong .e.g. buffer deadlines or spare budget

individual plans
To better plan for each activity as part

of the projection plan, ensure you

create Event Plans.

Linked Here

What? A document for confirming all

the details of an event, including

itinerary, requirements, lead contacts

and aims of the event

Required? Events over 100 attendees

or large one-off events (.e.g.

confrences or balls) Recommended

for every event though!

When? Should be submitted around

the same time as the event

notification form

https://www.leicesterunion.com/pageassets/sportsandsocs/hub/events/Event-Planning-Guide.docx


Accountability

and Assessment



taking responsibility
Ignoring a situation or pretending it didn’t happen helps nobody. Being honest

with your members and showing transparency on learning from mistakes

shows care and responsibility, over arrogance or insensitivity.

How can we act on this?

Open statements or communications

that address the situation and explain

the desired next steps in response.

Getting and implementing feedback

from both committee and your

membership. Ensuring that feedback

taken is acted upon with transparency.

Reaching out for advice and help, don’t

try to take on everything alone!

Professionalism

No matter what, you are representing

your society and everybody within it.

The decisions you make when planning

and running events reflects on that.

Whilst you should always be friendly,

approachable and casual with your

members, it is also about knowing

where the boundaries are.

Get second opinions. Make sure your

decisions are made without personal

biased or prejudice by talking it out.



feedback and change
We recommend you have a way for people to give feedback and

contribute to ideas, but don’t make it anonymous. Examples of safe

feedback loops could be:

Instagram story polls

In person discussions at sessions or socials

Feedback forms that are not anonymous

Ensuring members know who to go to with any queries or concerns

Implement Change!

Gaining feedback is great, but don’t forget to visibly act on it!

Celebrate those wins and recognise improvement. Whether that’s via social

media, simple messages in chats or through your development report.

Remember people are paying and dedicating time to be in your group. What

would you of wanted to see from your committee as a member?



Wellbeing and

Conduct



dealing with
wellbeing concerns

Your are leading a community. For some this might be there only safe space or

social interaction.

It is important that you know what to do in situations where you might be

concerned about another persons wellbeing or need to signpost.

what type of concerns can come your way?

Sexual, Physical, Domestic
or Emotional Abuse

Prejudice or other
discriminate behaviour

Thoughts of suicide/harming
themselves

Bullying or Harassment

Difficult relationships at
home

Signs of potential future
concerns

How do we initially approach these situations?

Thank the student for reaching out

to you​.

Make them feel validated

and reassured.

Acknowledge this might have been

a big step for them to take​.

Find a quieter area to speak but

NOT private.

Promise them anything .e.g. you

will keep it secret or that you

can fix the problem.

Respond in an overly emotional or

personal way​.

Prompt or encourage them to tell

you the fullstory​.

Engage in physical contact

without consent.

Should Do: Should Not Do:

We recommend watching the video linked here!

https://www.youtube.com/watch?v=KZBTYViDPlQ


Setting Boundaries
It is important to set boundaries for your own sake.

Be clear about what your role is and its limitations.

Make them aware that you are not personally able to offer advice but

that you can help them find somebody who can.

Be clear that you cannot keep the information confidential for

both their welfare but also your own.

Confidentiality

When is it okay to break

confidentiality?

When you feel the person is at

risk to themselves or others

When you need to get

professional advice

To tell somebody else on

committee or in the society.

Always think: Could it get worse if

you don’t tell the right person?



wellbeing signposting

Is the person in immediate danger to themselves or others?

Call 999 or the Universities Security Team 01162522888

Find a safe and comfortable space until help arrives.

If distressed or in crisis:

Out of Hours/Off Campus: Call 111, select option 2. 

9am-5pm/On Campus: Call the university welfare team

on 1185 or Security via SafeZone app

If struggling with mental health/showing signs of concern:

Email concerned@le.ac.uk expressing your concerns for a

fellow students welfare.

Report and Support (for reporting misconducts or

harassment)

Guide them through finding specific support on the Hub

of Hope.

Never end a difficult conversation with no next steps or further support

that they can find. It is important that we signpost and find help,

especially as you are not the professional in any situation.

https://reportandsupport.le.ac.uk/
https://hubofhope.co.uk/
https://hubofhope.co.uk/


dealing with misconduct
In your role you may come across people acting inappropriately or out of order,

particularly at events and socials. It is crucial that we take the correct steps to

address and shut down those behaviours.

Senate Regulation 11:

additional concerns could be....

Unwanted sexual
advances or harassment

Bullying or Isolating
Behaviour Towards Others

Rowdy or unsociable
behaviour

Microagressions or
Cohersion 

Threatening or
discriminative language

Disrespect Towards
Authority or Regulation

11.54: Non-academic misconduct includes any act or behaviour that is

detrimental to a member of staff, student or visitor to the University, its

property, interests or to the reputation of the University.

Examples of non-academic misconduct are detailed below:

Indecent or offensive behaviour or language expressed in any way,

including verbally, in writing, through messaging services or on social

media or physically

Harassment or unwanted behaviour on the grounds of race, disability,

ethnicity, gender, sexual orientation, gender reassignment, age,

religion, or belief

Organising or participating in initiation activities

Disruptive behaviour on University premises

Unauthorised use or misuse of property or facilities

Actions which may or do bring the University into disrepute



su processes

Email unionactivities@le.ac.uk or su-complaints@le.ac.uk

The Key Details:

Reviews and assessments follow the code of conduct matrix as

per the complaints process and senate regulation 11. For some

cases we may also use the groups constitution.

We may sometimes also refer you to Report and Support,

depending on the context. 

1. Addressing it

Internally

2. Mediation/ Informal

Meetings

4. Complaint Process

5. Safeguarding Procedure

3. Intervention and

Review

In some circumstances you may be able to
approach and intervene internally. Only do this if

you feel safe enough to do so. We may also
recommend this first, depending on the situation.

The next step if internal intervention doesn’t
work is for the SU to informally mediate

through meetings or emails in order to find a
mutual agreement.

Further action is then taken to further review the
situation and intervene through further and potential

consequences such as restriction or suspension.

If informal processes do not work or if the
situation is concerning enough, we will

escalate it to a formal Complaints Process
as per the process linked here.

In severe and potentially harmful situations,
we will escalate situations straight to a

safeguarding procedure.

https://www.leicesterunion.com/complaints/
https://www.leicesterunion.com/pageassets/yourunion/aboutus/policies/Safeguarding-Policy-updated-2026.pdf


Signposting Flowchart

If you are unsure at any point then please contact su-complaints@le.ac.uk for

conduct issues and concerned@le.ac.uk for wellbeing advice

Call 999 or the Universities Security Team 01162522888

Find a safe and comfortable space until help arrives.

Is the person in immediate danger to

themselves or others?

Yes No

Is the issue wellbeing or

conduct related?

Wellbeing

Out of Hours/Off Campus: Call 111,

select option 2. 

9am-5pm/On Campus: Call the

university welfare team on 1185 or

Security via SafeZone app

If distressed or in crisis:
Are they committee or a

member/other student?
Other Student

Conduct

1. Thank them for confiding in you and for

taking the courage to talk to someone

but that they should seek professional

support. Tell them about the following

professional resources

2. Report and Support (for reporting

misconducts or harassment)

3. Contact the university at

wellbeing@le.ac.uk (for wellbeing

advice)

4. Guide them through finding specific

support on the Hub of Hope.

If disclosing or reporting

something that’s happened:

If struggling with mental

health/showing signs of concern:

Email concerned@le.ac.uk

expressing your concerns for a

fellow students welfare

Final check: Are you okay following this

process?

Yes

That’s understandable, it can be very mentally

straining going through any of these processes.

Please reach out to wellbeing@le.ac.uk or you can

go to report and support if you feel directly

affected by the actions of others. If you feel any

worse, please call Samaritans at 116 123

No
I’m not sure

Committee

Guide the affected student through the

Report and Support system (university

based).

Guide them through finding specific support

on the Hub of Hope if off campus or for non-

university based support.

Can contact concerned@ if the affected

person does not reach out/accept help but

you are still concerned for their wellbeing.

If regarding

bullying/abuse/harassment:

Call 999 and ask to report a crime. We

advice you also go through report and

support as they can support you

academically and mentally through the

process.

If regarding criminal offences:

We recommend you email

advice@le.ac.uk or/as well as

concerned@le.ac.uk

Either teams can hopefully give you

alternative options based off of the

situation details

If regarding anything else:

1. Addressing it Internally

(often through a meeting/conversation with

the individual and at least 2 committee

members)

2. Emailing unionactivities

(will either be signposted, adviced on your

next steps or asked for a mediation meeting)

3. Vote of No Confidence

(only to be done with the guidance of the

Activities Team)

4. Formal Complaint

Matrixes and Procedures for this below:

SU Complaints Procedure

University Complaints Procedure

Otherwise, follow the below escalation

process. If the issue breaks senate

regulation 11 or puts the society at harm, go

straight to step 4.

Call 999 and ask to report a crime. You

should also email unionactivities@le.ac.uk if

it involves the running of your society, took

place on campus or effects any processes.

If it is actively happening on campus, you

can also call security via the safezone app.

If regarding criminal offences:

That’s okay! You can always reach out to

wellbeing@le.ac.uk or call 111 for mental health

support. It’s also worth taking time to destress,

in whichever way works for you. Thank you for

reaching out and using this flowchart!

Thank you for using the flowchart,

please reuse it if anything comes up

again or worsens. Make sure you give

yourself space/time to destress too!

https://reportandsupport.le.ac.uk/
https://hubofhope.co.uk/
https://reportandsupport.le.ac.uk/
https://reportandsupport.le.ac.uk/
https://hubofhope.co.uk/
https://www.leicesterunion.com/pageassets/yourunion/unioncomplaints/Student-Union-Complaints-and-Disciplinary-Process-2024.pdf
https://le.ac.uk/about/info/contact/student-complaints
https://le.ac.uk/policies/regulations/senate-regulations/senate-regulation-11
https://le.ac.uk/policies/regulations/senate-regulations/senate-regulation-11

	Leadership and management
	LSU Committee Training Handbook

	Managing a Team
	Introduction
	Understanding Everybody’s Role
	Role Descriptions Document


	how can we meet expectations?
	successful teams
	Project Planning
	setting aims and goals
	We recommend using a projection plan

	it doesn’t always go to plan
	AND THAT’S OKAY!
	Part of planning should be preparing for when things don’t work out or around what could go wrong.
	It’s okay if mistakes are made! The key is recovery.
	Let others know, be honest and ask for help Know what works best for people before putting actions into motion so that you can easily improvise Plan around what could go wrong .e.g. buffer deadlines or spare budget
	individual plans
	To better plan for each activity as part of the projection plan, ensure you create Event Plans.
	Linked Here



	Accountability and Assessment
	taking responsibility
	How can we act on this?
	Professionalism

	feedback and change
	Implement Change!

	Wellbeing and Conduct
	dealing with wellbeing concerns
	Your are leading a community. For some this might be there only safe space or social interaction. It is important that you know what to do in situations where you might be concerned about another persons wellbeing or need to signpost.
	what type of concerns can come your way?
	Sexual, Physical, Domestic or Emotional Abuse
	Prejudice or other discriminate behaviour
	Thoughts of suicide/harming themselves
	Bullying or Harassment
	Difficult relationships at home
	Signs of potential future concerns

	How do we initially approach these situations?
	We recommend watching the video linked here!
	Should Do:
	Should Not Do:


	Setting Boundaries
	It is important to set boundaries for your own sake.
	Confidentiality
	When is it okay to break confidentiality?
	Always think: Could it get worse if you don’t tell the right person?


	wellbeing signposting
	Is the person in immediate danger to themselves or others?
	Call 999 or the Universities Security Team 01162522888 Find a safe and comfortable space until help arrives.
	If distressed or in crisis:
	Out of Hours/Off Campus: Call 111, select option 2.
	9am-5pm/On Campus: Call the university welfare team on 1185 or Security via SafeZone app

	If struggling with mental health/showing signs of concern:
	Email concerned@le.ac.uk expressing your concerns for a fellow students welfare.
	Report and Support (for reporting misconducts or harassment)
	Guide them through finding specific support on the Hub of Hope.


	dealing with misconduct
	In your role you may come across people acting inappropriately or out of order, particularly at events and socials. It is crucial that we take the correct steps to address and shut down those behaviours.
	additional concerns could be....
	Senate Regulation 11:
	11.54: Non-academic misconduct includes any act or behaviour that is detrimental to a member of staff, student or visitor to the University, its property, interests or to the reputation of the University.
	Examples of non-academic misconduct are detailed below:



	su processes
	The Key Details:
	Email unionactivities@le.ac.uk or su-complaints@le.ac.uk
	Reviews and assessments follow the code of conduct matrix as per the complaints process and senate regulation 11. For some cases we may also use the groups constitution.
	We may sometimes also refer you to Report and Support, depending on the context.
	Addressing it Internally

	2. Mediation/ Informal Meetings
	3. Intervention and Review
	4. Complaint Process
	5. Safeguarding Procedure

	Signposting Flowchart
	Is the person in immediate danger to themselves or others?
	Yes
	No
	Call 999 or the Universities Security Team 01162522888 Find a safe and comfortable space until help arrives.

	Is the issue wellbeing or conduct related?
	Wellbeing
	Conduct
	Are they committee or a member/other student?
	If distressed or in crisis:

	Other Student
	Out of Hours/Off Campus: Call 111, select option 2.
	9am-5pm/On Campus: Call the university welfare team on 1185 or Security via SafeZone app
	If regarding bullying/abuse/harassment:


	Committee
	Guide the affected student through the Report and Support system (university based).
	Guide them through finding specific support on the Hub of Hope if off campus or for non-university based support.
	Can contact concerned@ if the affected person does not reach out/accept help but you are still concerned for their wellbeing.
	If regarding criminal offences:
	If disclosing or reporting something that’s happened:
	Thank them for confiding in you and for taking the courage to talk to someone but that they should seek professional support. Tell them about the following professional resources
	Report and Support (for reporting misconducts or harassment)
	Contact the university at wellbeing@le.ac.uk (for wellbeing advice)
	Guide them through finding specific support on the Hub of Hope.

	If regarding criminal offences:
	Addressing it Internally


	Call 999 and ask to report a crime. We advice you also go through report and support as they can support you academically and mentally through the process.
	If regarding anything else:

	We recommend you email advice@le.ac.uk or/as well as concerned@le.ac.uk Either teams can hopefully give you alternative options based off of the situation details
	If struggling with mental health/showing signs of concern:
	Email concerned@le.ac.uk expressing your concerns for a fellow students welfare
	Final check: Are you okay following this process?


	No
	I’m not sure
	Yes
	That’s understandable, it can be very mentally straining going through any of these processes. Please reach out to wellbeing@le.ac.uk or you can go to report and support if you feel directly affected by the actions of others. If you feel any worse, please call Samaritans at 116 123
	Thank you for using the flowchart, please reuse it if anything comes up again or worsens. Make sure you give yourself space/time to destress too!
	That’s okay! You can always reach out to wellbeing@le.ac.uk or call 111 for mental health support. It’s also worth taking time to destress, in whichever way works for you. Thank you for reaching out and using this flowchart!

	If you are unsure at any point then please contact su-complaints@le.ac.uk for conduct issues and concerned@le.ac.uk for wellbeing advice


