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 A Guide to Running Your Club

Updated: November 2010
Welcome to the University of Bournemouth Students’ Union Societies Handbook. Contained within this document are all the current guidelines for running an effective club or society in the academic year 2009-2010.
There are details on how to apply for your society budget, what sort of things to apply for, how to spend your budget once it has been approved and much more. If there is anything within this document you are unsure about, contact the Club & Societies administrator in the Students’ Union.
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The Basics

Useful contact details.

Club & Societies Staff
Debbie Payne – Student Activities Manager 
01202 965786
dpayne@bournemouth.ac.uk
Annabelle Spender – Clubs & Societies Administrator

01202 965802 

ahanks@bournemouth.ac.uk
Student Union reception 01202 965765

How to set up a Society

Before you try to set up a Society, you should find out if there is a Society already up and running that caters for your needs. If not then you can start one up yourself. This isn’t as daunting as it first sounds; the Clubs & Societies staff will be able to help you.

Society numbers

For a society to be eligible a minimum of five (5) members are needed. Support may be given for promotional materials or start-up activities at the discretion of the Clubs & Societies Committee.

Attracting members

To increase your chances of finding other students who share your interest you need to publicise the fact that you are trying to start up a society.

Bournemouth University has more than 17000 students so it is likely that your society will attract a higher membership if it is properly publicised. There are many ways in which this can be done, (see Advertising and Publicity for further details). Check any publicity material with the Club and Societies staff at least a week before you intend to use it. The University and the Students’ Union name could be at stake if inappropriate publicity material is used.

National Governing Bodies

Many activities have a National Governing Body (NGB), whose role it is to provide rules & guidelines, for example risk assessments, and who can usually offer some form of insurance cover for participants of high risk activities; you will find these on their website. If you are unsure if a National Governing Body exists for your activity, first try searching the internet. If that fails contact the Clubs and Societies staff to help you find out. If there is an NGB for your activity, we recommend that your society affiliates; any costs associated with this affiliation can be included in your society budget request.

Electing your Society committee

Your society must elect the committee from members who are going to continue into the following academic year. The election process should take place either by secret ballot or by a show of hands at a society meeting.

If you need any further advice on the election process, contact the Club & Societies staff.

For a society to run effectively, it is necessary for some members to take on a little extra responsibility. There must be a minimum of 5 officers in a society to be elected from society members. Any full member can be elected into a position, but try to encourage the ones you think will be best for the job. It is good practice for candidates to circulate a manifesto of what they intend to do for the society over the course of the year prior to the elections. 

Committee Roles and Responsibilities

All the roles below may not be relevant to your society, but can be used as an example/ guideline when deciding on how to construct your committee.

ROLE OF THE PRESIDENT

· You are responsible for overseeing the business of the club/society/project and for ensuring that it acts in accordance with the constitution of the Students’ Union, which is available from the Students’ Union.

· You are to be a signatory for the club or society budget.

· The constitution of your club/society must be read, approved and signed every year by the new officers.  Any amendments must be agreed by the committee.  If you are a new club/society, a constitution is required before you can be officially recognised and this will be formally approved by the Clubs & Societies Committee. 

· You are to ensure your club/society has a Code of Practice which must be shown to all members. 

· You should act as chair of all meetings of the club/society.

· You are to ensure correct use of the student clubs web facility.

· Ensure all the administrative requirements are fulfilled by other officers to ensure safety.

· Communicate regularly with the officers.

· Communicate with the Student Activities Office regularly.

· Ensure promotional material is kept updated. 

· Check your mail in the Student Activities area.

· Ensure you understand and provide “DUTY OF CARE” to all personnel who are affected by your club/society.

ROLE OF THE SECRETARY

· Send notice of all meetings and keep minutes of these meetings.

· Be responsible for the general administration of the club/society.

· Communicate regularly with other officers.

· Support and assist the President to ensure the smooth running and success of the club/society.

· To inform all members of  all SU elections or by–elections for Full time or Part time officers

· Ensure that a representative is present at meetings called by the Students' Union.  Dates to note are: 

SUBU Elections –25th Feb – 5th March 2011
Union General Meeting – March 2011 TBC
	
	


ROLE OF THE TREASURER 

· To be responsible for all of the club/society money.

· Be a signatory for the club/society account.

· You are required to assist the President/Project leader in completing the Budget Forecast (included within the Registration Form) and for any subsequent requests during the year.

· To collect membership fees/sponsorship/donations and pay them into the Students’ Union reception to be paid into your account.  You will be given a receipt for your records.

· Keep a record of all financial transactions of the club/society so that they are accessible to the Students' Union auditors.

· To attend Budget Meetings with the Student Activities Committee to present your proposal.  Please ensure you have any formal quotations and relevant documentation to support your request.  You should allow two weeks before the event to enable us to process payments.

· For any request to spend £250+ from your account, you must first have your claim approved by the Clubs/Societies Executive Committee and you must provide documentary evidence to support this.

· Keep the club/society’s committee and members informed of their financial situation.

· Write an annual financial report at the end of the academic year and your budget forecast for the following academic year.

NB The financial year ends on 31 July and all earlier budget approvals for events or equipment must be used before this date.  Unspent awards cannot be carried forward to the next year

	
	


ROLE OF THE TREASURER 
Please note:
1. Your club/society is not permitted to hold a separate bank or building society account.  The Students’ Union will not be held responsible for any money that is paid into independent accounts.

2. Please do not write personal cheques or pay on credit card for any club/society business as you then become personally liable for any “problems” that may occur as a result of this, unless agreed by the Students’ Union.

3. Written details of any club or society social event* must be submitted to the Executive Committee of the Students’ Union for approval and such approval received, prior to any tickets being sold or money received in respect of such an event.

4. Any cash/cheques for your club account should be paid in at the Students’ Union reception.  Please ensure cheques have the card holders card number and expiry date written on the back.  You will be given a receipt which you will need to keep for your records.  Please make cheques payable to SUBU.

Sponsorship is encouraged as this can provide support for activities you may have planned where a financial boost may be needed.

If you require assistance in this often delicate and difficult area, please speak to the Student Activities Office.

Please note the only companies we do not wish you to approach are taxi companies, letting agencies and any pubs and night-clubs.

*Note: as a guide, a social event is generally defined as one at which food and/or drink is available.

	
	


ROLE OF THE TREASURER 
A note about your Club Account:

· This account will be in the name of your club/society and is held by the Students' Union.  It is a non-profit making account.  Any monies raised must be used for club/society business.

· This is the account where the treasurer (or officer) pays in any cash/cheques (at the Students' Union reception) that have been raised by your club/society through membership fees, fundraising and sponsorship. 

· The Student Activity Department will write cheques on your request (blue club account request form) and then debit your account accordingly.  You are required to produce receipts or relevant documentation that corresponds with the amount you are asking for, so please attach them to your form.

· Please remember, two official signatories of your club/society are required to support your claim and, where possible, not the person who is claiming.

· If you use the photocopier or minibus, the amount you owe will automatically be debited from your account.  You will be notified of the total you have been charged.

· Please allow the Student Activity Department 48 hours for cheques to be written.

· Cash is not usually given in advance, but arrangements can be made if you ask in plenty of time and can provide receipts immediately after the event.

· Your club account must stay in credit.

· Finally, please be aware of the responsibility you have to your members and ensure money is spent wisely, with their approval and interests at heart.

A club account statement is available from the Activity Office any time and ideally you should ask for one at least once a month.  If you have any queries, there is always help at hand.

	
	


ROLE OF THE SAFETY OFFICER

(Please liaise with the Equipment Officer)

· There must be two first aiders per club/society/project for the first 50 members.  For every additional fifty members, there should be one more first aider.

· You should ensure your club/society/project understands what a RISK ASSESSMENT is and completes one before you engage in any activity.

· Ensure club/society/project equipment is renewed and serviced on a regular basis and meets specific legal standards that are detailed in National Governing Body guidelines (where appropriate).  If you require assistance sourcing this information, please ask.

· Ensure there is a current copy of the Code of Practice available to all members and that new members are introduced to, and fully understand them.

· You are familiar with all accident, near miss and emergency procedures and the relevant documentation needed for completion as a result of any of the aforementioned.  Near misses MUST be reported.

· Ensure the overnight trip form is completed prior to a residential stay.

· Report any concerns over safety to the Student Activities Office immediately.

· Ensure your members are familiar with the minibus policies for clubs/societies/project and other transport issues such as booking of coaches or cars for club/society/project trip.
	
	


ROLE OF THE EQUIPMENT OFFICER

· To provide an inventory at the beginning and end of the academic year.

· To ensure all equipment is stored in its designated area and returned as soon as possible after use, in a tidy and safe manner.  If you are unsure of space you have been allocated, please ask.
· You must keep a log of equipment use (log book or log sheet) and this must always be available if requested by the Student Activities Office.

· Please ensure all equipment or clothing is signed out and back in by the member and by you.  Any items that cannot be accounted for must be paid for from club funds.  Please ensure members are aware of this.
· Report any missing, lost, damaged or stolen equipment to the Student Activities Office immediately and, where necessary
· To remove any unsafe equipment from use immediately
· Any damaged/broken equipment or clothing still remains the property of the Students' Union and must be returned to the Student Activities Office immediately.
· Ensure training, by a qualified person, on the use of any equipment is provided and necessary inductions are completed.
· Ensure equipment is used solely by club/society members and for the purpose for which it is intended.
· Record details of purchase or approved clearance of equipment in the inventory.
· Any equipment that needs to be "written off" must be brought to the attention of the Student Activities Office so the necessary administrative procedures can be adhered to.
	
	


Constitution

The Students’ Union Constitution states that ever y society must have a Constitution. This means that the society will have an official document stating their aims and objectives, the positions on their committee and the election and disciplinary procedure. This Constitution will inform both your members and the Students’

Union of your aims & objectives, as well as the committee structure within your society. To make this process easier for you, a model constitution is available on the website. You can use this model and amend to suit your society, change your aims, objectives, procedures and officer titles/job descriptions – or if you are feeling more adventurous and creative, you can write your own Constitution. Once you have completed the Constitution, a copy need to be handed to the clubs & Societies. All members must be made aware of this document.

Membership Fees

Each and every member of the society must pay membership fees. The membership fees also contribute towards the cost of providing equipment and transport.

Although the basic membership fee for joining a society is a minimum of £1, your society committee may wish to charge more than this to depending on costs involved.

Membership

Each and every member of a Society needs to complete their contact details and pay the affiliation fee. 

Things available to you as a Club & Society.
Equipment

Equipment officers must sign to accept the Union’s rules for Clubs & Societies, which include the duty of care and responsibility for maintaining equipment. It is the responsibility of the equipment officer to perform regular checks and inspections of equipment to ensure serviceable condition and safe usage. Following these checks, a procedure must be in place to identify the condition of equipment, repair and/or disposal.

Telephones

Society members may have the use of telephone and email access union for society business at the discretion of the Club & Societies staff. Use email whenever possible and avoid making expensive calls to mobile phones. Anyone found making personal calls will forfeit their rights to use this facility for themselves and the Society they represent.

Supporting the Students' Union

The Union will do all it can to assist in the formation and running of student societies. However we would like to encourage you to support the Union in return, by using the facilities and services wherever you can. Please consider the following The Loft & Dylan’ s are great places to meet other members of your society for social activities..

Remember the stronger the Union, the more we can support the clubs & societies you run.

Room booking procedure

There are several areas within the university buildings that you can book for a meeting or society event.

What are your requirements? Work out in advance the numbers of rooms you will need, the size and layout of each room, the times when each room will be required, equipment, refreshments etc. If you will be using PCs in the training rooms, identify the software and network access you will need. You are also responsible for clearing up the rooms after the event, particularly if you have booked refreshments.

To book an available room email Annabelle at aspender@bournemouth.ac.uk . You will need to include the following information: the name of the room you wish to book, the day of the week, date and time you need the room, the name of the person running the event, the title of the event, the number of expected attendees and an overview of the required room layout. Please note that you are responsible for making arrangements to ensure the furniture in the room is arranged in the way you require. Each room has a limited amount of IT equipment. If you need to use this facility it is your responsibility to ensure that you know how to operate all of the equipment in advance of your event.

We recommend that you familiarise yourself with audio-visual or computer equipment at least 24 hours prior to the start of the session. If you require additional equipment then you should contact the IT department within the Library to discuss your requirements.

Health and Safety – What you need to know

Health and Safety is the shared concern and responsibility of everyone and is a legal requirement of the Health and Safety at Work Act 1974.

How does this affect you and your club or society?

 Duty of Care 

· You have a Duty of Care to take reasonable care to avoid causing harm to others and yourself as a result of activities and events you organise and in which you are involved.

· As President or group leader you have accepted the responsibility of leading others. You have a duty to ensure they are not exposed to a foreseeable risk or injury as far as you can reasonably can.

· Please note, that on a trip or activity where a group leader has not been appointed, the most experienced or qualified person ought reasonably to intervene and at least advise if a foreseeable risk arises. Some activities will only be allowed to proceed if appropriate qualifications have been obtained to enable individuals to lead or instruct a group especially those of a sporting nature.

· If you are unsure of any minimum requirements your club or society should have before proceeding with an activity please speak to a member of the Student Activities team who will be happy to advise you.

    Codes of Practice

· Before you proceed with any activity you are required to produce a code of practice which must be submitted to the Student Activities office and displayed so all your members can access it.

· Codes of Practices (C of P) are a statement of the safety standards, precautions and systems you have chosen and developed for your club or society. Like a risk assessment, these will be based on the legal requirements, best practice from National Governing Bodies (where applicable) and Student Union best practices for the activities you have chosen.

· A typical C of P will include the following information:

· Essential safety instructions

· Induction procedures for novices/new members

· Provision of suitable training and coaching

· Pre – activity checks, safety briefings and setting up

· Specific activity rules and guidelines

· Equipment provided by the society and log books where required

· First aid provision

· Accident/incident procedures

· Emergency procedures and contact numbers

· C of P are important because they:

· Provide continuity between committees

· State the legal requirement for an activity

· Set acceptable standards for the whole group to follow

· Assist in producing risk assessments

· Demonstrate that acceptable precautions were followed and provide a defence against claims of negligence

· Show you are providing “Duty of Care”

Risk Assessments

· A risk assessment is a careful examination of what in your activity could cause harm to people in order that you can assess whether you have taken enough precautions or should do more to prevent harm. The aim is to reduce or alleviate hazards that exist in your activities and therefore prevent accidents. 

· This is a legal requirement and you are required to submit one to the Student Activity office before you undertake any activity. You may have a standard activity like a regular training session or lecture room based activity and you may produce a standard risk assessment for these. Pleas ensure you update the forms if new situations or hazards arise.

· You will have a form to complete with guidelines of the potential hazards, such as noise, traffic, weather. Please work with your Safety Officer and other group members when you complete this as the more thoughts on the subject the safer your activity will be.

· Hazards - a hazard is something with the potential to cause harm. The harm could be injury or illness, damage to equipment, premises or other loss.

· Risk – a risk is the likelihood that a hazard will cause actual harm

The risk assessment process – 

1) Identify the hazards

The assessment must consider all areas of the activity that could realistically cause harm

2) Identify the people at risk

       The people at risk could include students, members of the general public, visitors

3) Identify additional control measures

       Once the hazards have been identified and their risks have been evaluated, the situation must be     assessed to decide what improvements can be made. Is it possible to replace a difficult climb with a less complex one for beginners? Are any training requirements needed?
4) Record your findings
        Written documentation demonstrates that an assessment has been made, shows when and where it was conducted and who was involved. This helps you and the group that risk assessments are effective, valid and up to date

5) Monitor and review

        Risk assessments are an on-going process and must be reviewed and updated at regular intervals and also when changes are made to the activity or area concerned.

If you have any concerns or questions before your activity please ask a member of the Student Activities staff for advice or guidance

First Aiders

· Every club or society is required to have a first aider

· We recommend there is one for the first fifty members and for every additional fifty, there should be one more first aider

The nominated person(s) are required to attend a first aid course (unless they are able to produce a valid and approved first aid certificate)

· The Students’ Union organises regular courses so please enquire about forthcoming dates to book a place for you or another member. These courses are paid for by the Students’ Union (free to you) so pleas ensure you can commit to the date to help us get value for money, thank you

Accident/incident forms

· These can be found on the Clubs and Society page on the website under “forms” or are available from the Students’ Union Activity office – www.subu.org.uk 

· Please ensure you complete one as soon as possible after an accident or incident as we are legally obliged to inform the University health and safety officer. We also want to ensure that the situation isn’t likely to be repeated due to negligence and ensure if a person was injured we know of their condition and inform next of kin or guardians if of a serious nature.

Of course the Student’s Union recognises confidentiality and will follow correct protocol if next of kin or guardians have to be contacted

Overnight accommodation 

· If you are staying in overnight accommodation, please complete a form which is available on the website under forms or from a member of staff in the Activities office

· Please ensure you have confirmed your accommodation prior to the trip to ensure you have somewhere to sleep after a long journey or it could be a long night!

Using a Students’ Union mini bus – 
There are two fifteen seater mini buses which can be booked up to two weeks in advance

      Below are some guidelines for their use

1. You must be over 21 years of age and have a full, clean drivers licence, with D1 on your license to drive a Mini Bus. Also at least 2 years driving experience.

2. You must take a Mini Bus Test and be qualified on our Insurance Policy before driving a Mini Bus. Cost is £20 for the test.

3. No drinking alcohol or smoking in the buses is permitted. Use of mobile phone while driving is forbidden.

4. All doors must be unlocked while carrying passengers & all gangways must be free from obstruction for easy access in case of emergency.

5. Fuel cards are provided for your use, you will be charged 30p per mile regardless of how much fuel you put in the tank. Please keep the receipt. Breakdown cards are displayed in the windscreen of each vehicle with the number you must call, in the folder you are given with keys are instruction for breakdowns and accidents, please read carefully.

6. This is very important: BOTH BUSES ARE DIESEL.

Trip registration 

· If you are using a Students’ Union minibus please ensure you complete a trip registration form before you travel

· This will be given to you by the Students’ Union receptionist when the driver collects the keys.

· The white copy must be handed in at Poole House Reception. Please record any last minute changes of personnel travelling.

· The yellow copy remains with you in the mini bus.

· For further information please contact the Students’ Union reception on 01202 965765
Please remember there are no second chances where safety is concerned so please ask a member of staff if you have any concerns over the safety of an activity or require clarification on any of these guidelines.

Insurance

We as the Students’ Union provide third party liability insurance for all club & society members, (NOT PERSONAL INJURY INSURANCE, SUBU recommends that participants take out their own insurance cover for accident/injury).

Money Money Money
The basics of running your club account:

Membership fees
Essentially we encourage all clubs and Societies to as dependant and self sufficient as possible.  All recognised clubs are provided with their own club account in which to pay membership fees into and pay for running expenses out from.  You as a committee are responsible for maintaining this account to ensure that is run correctly. SUBU will not provide you with any overdraft facilities, so careful management is required to ensure that you are always in credit. Societies must not keep money in external bank accounts. SUBU cannot accept financial responsibility for monies owing to third parties which did not receive budget approval. SUBU will not accept liability for club/society debt relating to an external bank account.

The main way to raise money for your clubs activities is to charge a membership fee to join.  This will encourage a sense of belonging to members as they have now “bought into” the club.  A membership fee should cover any running expenses for the year…this could be photocopying costs, mini bus hire, equipment or uniform.  Some clubs won’t incur many costs so need only charge £1 but some who have extensive training and equipment cost may need to charge in excess of £100.
Paying In
Any monies collected from members for membership or for expenses will need to be paid into your club account.  Each club is allocated a club account number which will need to be quote when paying money in.   You can pay in cheques (payable to SUBU) or cash.  There is a paying in slip to complete with your deposit.  The slip has details of the person paying in the money, the amounts and what the money is for, which will help you to track the money going into your account.

Paying money out, withdrawing funds

Whenever you need to access club money to pay for any costs then you will need to collect or print out a Cheque Requisition Form.  This form details what the money is required for, the amounts, to whom the money needs to be paid to and most importantly 2 signatures of the committee members.  We need two signatures to authorise any money from your club account.  This form need to be submitted to Club & Society staff together with either a receipt for the item that has been paid, or an invoice for whatever needs payment. A cheque is then raised and signed by 2 of the sabbatical officers, neither Annabelle or Debbie can sign cheques, so  please allow 2 days to process cheque requests to be processed.  In some cases, we can provide small amounts of petty cash, but we will need 48 hours notice to ensure that there is cash available, please check with Debbie or Annabelle about your requirements.
Statements
We can provide you with weekly or monthly statements of your club account, so that you are able to see what money has been paid in and out. Please contact Clubs & Societies for a copy. 
Budget
The Union has provided a sum of money to support Club & Societies.  This money is allocated on a request basis, any club that needs financial support can apply for a sum of money to assist them with particular running expenses, such as equipment, insurance, affiliation fees, competition entry or coaching.  Each club has it’s own requirements, so each request is dealt with on an individual basis, and requests are considered by the Clubs & Societies committee to ensure that all clubs are treated fairly despite costs involved.
Preparing a Budget Application

To receive funding from the Union a society must prepare a budget application. The Clubs & Societies Committee may either approve, part approve or reject your application depending on what you apply for and how much it costs. 

If you are a continuing society an up to date equipment inventory must be submitted along with the budget application.

Guidelines for budgets

Please submit any budget requests promptly, we discuss applications every Wednesday, during our Clubs & Society committee meetings. A budget should include all items of expenditure you may require for the year. This should include any external conference meeting fees, items of essential equipment (i.e. safety equipment), subscriptions or affiliation fees to external bodies. Your budget application should be as detailed as possible to speed up the process of budget allocation. Please be as specific as possible providing details such as information of the item and the costs. For example:  1 x Golf club £50, 10 X Balls £10 Set of tees £5 = Total £65. The Club & Societies Committee will come back to you and ask you what type of equipment before they can make a decision about whether or not they can fund it.

The budget funds cannot support the costs of any casual wear or hoodies. If you wish to have club t-shirts or hoodies then this is you responsibility to raise the money and purchase and look after them yourself. (We have suppliers we can recommend to ensure you get the best deal)
Publicity Materials, such as posters or flyers or costs for Social events* should be paid out of club funds.

*If your club is a social or religious/faith based club then some funding may be applied at the Club & Societies committee’s approval – please ask for details

Equipment purchased for use by a society is and remains the sole property of SUBU. The society Equipment Officer will have direct responsibility for the equipment and for keeping an up to date inventory. This inventory must be made available to the Sports & Societies Committee prior to a budget application being approved. It is the society Treasurer’s responsibility to report any loss, theft or damage to Union equipment.

Spending your Budget Allocation

Invoice payments can be made directly to suppliers by the SU Accounts Department. The ordering and payment of goods or services outside this system will require you to provide the receipts so that we are able to reimburse you
Key Terms:

Budget

Budget generally refers to a list of all planned expenses and revenues or a sum of money set aside in order to cover expected costs. A budget can be planning tool to assist in calculating and meeting the costs associated with a business or social event. It can enable the event director to predict with reasonable accuracy whether the event will result in a profit, a loss or will break-even.In addition to the above a budget can be used as a pricing tool.

Break even 

Inaccounting terms, the break-even point is the point at which cost or expenses and revenue or sales are equal: there is no net loss or gain, and one has "broken even". Therefore has not made a profit or a loss.
Credit 

When showing on a bank statement means that you have this money available (known as “in the black”) in your account or a credit is money paid in to your account. 

Debit

When showing on a bank statement means that you are overdrawn / owing money (known as “in the red”) or a debit is money take has been paid out from your bank account.

Delivery Note

Basically it’s a piece of paper just like an invoice but states description of goods/order details that has been supplied in a package. Sometimes they require a signature on receipt which acts as confirmation of the order, showing you agree that everything that was purchased has been supplied.

Gross & Net Figures

The gross figure is your total cost to pay for this product or service before VAT, discounts or other fees have been subtracted or added. The Net figure is the amount to pay after VAT, fees, charges or discounts have been applied to or from your gross figure. This figure is the amount the cheque will need to be paid out for.

Invoice

An invoice is a commercial document issued by a seller to the buyer, indicating the products, quantities, and agreed prices for products or services the seller has provided the buyer. An invoice indicates the buyer must pay the seller, according to the payment terms.
Pro- Forma Invoice

An invoice is presented by one company to another for payment for goods prior to their despatch. This method of invoicing is to ensure payment is received and is often the case when two companies have not traded before. If future trading is anticipated it will then be usual for an account to be set up for the purchasing company with credit facilities.

Purchase Order 

A purchase order is a document produced by a buyer to a seller, indicating the type, quantities and agreed prices for products or services the seller will provide to the buyer. 

Quote

A quotation describes the product, states a price for it, sets the time of shipment, and specifies the terms of the sale and terms of the payment. This can be subject to change so every care should be taken to get the terms in writing and dated.

Receipt

A receipt is a written acknowledgement that a specified article or sum of money has been received as an exchange for goods or services. 
Reimursement

Reimbursement is the act of compensating someone for an expense. Often, a person is reimbursed for expenses when the person incurs those expenses through employment or in carrying out duties for another party. Common examples are firms compensating individuals who buy supplies for their companies, or firms compensating employees on field or out-of-town assignments who pay for their stay and transportation.

Statement

This is a document showing the current state of an account, it lists all the payments in and payments out and shows the balance of what is remaining.

	
	


Trips

Transport

All transport must be booked through the Student Union Reception at least one week in advance of the required date. Before travelling on any transport organised by the Students’ Union, use of public transport or private a vehicle, a trip registration form needs to be completed.

This form will give details of all participants in case of accidents or emergencies. You can collect a copy from the Student union reception. Once completed, one copy* will be retained by Poole House Reception and the original must be kept by the trip organiser. 
*This copy will be held by the Poole House reception for the duration of the trip.
SUBU are aware that you cannot always predict transport costs in advance and budget requests for transport will be considered by the committee if submitted well in advance of the proposed trip.

If you are using your own vehicle for Students’ Union use, (i.e.  travelling to an event and/or taking other participants)  then you may not be covered for business use. You need to contact your broker/insurer to clarify this. In many cases there will not be an additional premium for this cover. The Students’ Union is not liable for any costs/accidents if using your own vehicle and will not refund fuel/mileage costs unless this insurance is in place. A copy of the insurance document will be required if a claim for expenses is made.

Minibuses

Drivers must register with the Student Union reception. Each driver will be required to fill in an Insurance Form and produce their Drivers licence Photo card and paper counterpart driving licence and complete a declaration form for insurance purposes. To qualify to drive you must be at least 21 years of age, have held a full clean driving licence for at least two years and have passed a Minibus Driver Assessment which can be organised through the Student Union reception; the test will cost £20. 
Non-registered drivers cannot drive hire vehicles as they won’t be insured. For information on eligibility, contact Debbie Payne on 01202 965768 

Minibuses are collected from and returned to the Talbot Campus car park behind the library. Keys are collected from and returned to the Student Union reception. The registered driver should inspect the bus and note any faults, dents or damages prior to using the vehicle and note the mileage at the start of the journey. It will be the responsibility of the registered driver to ensure that the vehicle is returned in a clean and tidy state.

It is the responsibility of the driver to ensure that the bus carries only the correct number of passengers and that no alcohol is consumed on the bus. Failure to comply with this is a criminal offence. 

You are responsible for noting the fuel level when you collect the bus, and it must be returned with the same fuel level as when collected. Student Union buses are supplied with a fuel card to allow you to pay for fuel.  If you are using a U drive vehicle, VAT receipts must be produced if claiming refunds for fuel. The registered driver of the vehicle is responsible for its prompt return and ensuring that the final mileage is recorded and will be held personally liable for any costs incurred due to late return of hired vehicles. It is necessary to complete a trip registration form.
Transport costs

For your information when planning trips Mileage is charged at 30p per mile .This price includes fuel costs and insurance. 

Minibuses are the greatest expense in the Union budget and bookings are closely monitored and controlled.

No minibuses can be booked without the approval of the Club & Societies staff, and without the required funds available in your club account.
Your club account will be charged with the full amount of mileage one week after the hire of the vehicle.  Please ensure that you have worked out the correct mileage and subsequent charge and allowed enough funds to be available in your account. 
First Aid

SUBU offer free first aid training for up to 2 members from each society; details available from the Club & Societies staff. This training can be tailored to individual society activities. 
First aid kits are available from the union to sign out when your society is travelling. Should you need to use any items please complete the contents log so that we are aware of usage and can restock the kits.

Code of Conduct

Whenever a Society goes on a trip, they are representatives of the University of Bournemouth Students’ Union therefore it is important that every society member who is part of the trip behaves appropriately. Any member who is found to have behaved inappropriately shall be subject to disciplinary action, which may include, but is not restricted to, the member being permanently excluded from the Society. If an individual, or a group of individuals, is found to have damaged equipment, (other than acceptable wear and tear) they may be held personally responsible and have to cover the cost of repair or replacement themselves.

Duty of Care

The Students’ Union has a duty of care to all Society members, and it is vital that procedures are in place when travel and activities are involved. A trip registration form must be completed prior to each journey undertaken by whatever mode of transport, whether by coach, minibus, or private car. The registration form contains details of the trip, the mode of transport, the driver’s name and the name of each passenger. In the event of an accident we can relay necessary information to the emergency ser vices along with the emergency contact details. The Students’ Union is registered for data protection and all personal details are protected under this.

Before a member can drive a minibus on behalf of the society, they must firstly fulfil the licence requirements and secondly undertake minibus training. There is also a requirement for each society to have two of their members trained in basic first aid. These sessions are free and training dates will be relayed to the society officers by the Club & Societies staff at the start of the academic year.

Publicity

Advertising & Publicity

The more you promote your society, the more chance you have of getting people interested in joining. Keep it simple – don’t bombard people with too much information!

The Union has strict guidelines about promoting external companies.  We will not allow advertising for any licensed premises, estate agents, gyms or taxi firms in any of the University buildings. We depend on our commercial areas to support the Union financially; therefore we do not promote our competitors, as this drives business away from our only income. Money generated by The Fire Station, Dylan’s, Shop and The Loft pays for the Clubs & Society’s budget… which helps to support your clubs!

Publicity channels

The following publicity methods can be used throughout the year:
• Freshers’ Fayre

• SU website (free)

• Social networking websites (free)

• Posters & flyers (cost of printing to be covered by club)

• Plasma screens (free)

• The Little SUBU update (free)

• Nerve Magazine and Big SUBU update (free)
• Nerve Radio

• Nerve Panda (free)
Freshers Fayre

This is traditionally the biggest promotional event available for clubs and societies in the academic year and this year’s date is yet to be confirmed but we will inform you when it is confirmed. Places are limited and allocated on a first come, first served basis. You can book a stall free of charge by downloading a booking form from the Students’ Union website at www.subu.org.uk and return it completed ASAP.

For your society to stand out, it is a good idea to make your stand look different to the rest. Be imaginative and think what would attract you!

Spend any club budget wisely and get existing members involved. Who knows what creative skills they might have that you don’t yet know about. It is a good idea to operate in shifts as it can be a very long day. Contact the Club & Societies staff for help with any of your ideas.

Website

Each affiliated society is entitled to have their individual section on the SUBU website. Annabelle can make changes to the information on your page – contact aspender@bournemouth.ac.uk but as a club or are responsible for maintaining your site, please ask more information about accessing & updating you site.

Social networking websites

The Students’ Union recognises the benefits of social networking such as Facebook. However, we reserve the right to monitor any sites set up/or on behalf of a club or society to ensure that content does not breach SUBU policies.

Nerve Magazine

Nerve Magazine is the SU magazine run by a team of student volunteers and overseen by the SU print. There are 8 editions each year during term time which are distributed free both on and off campus and it is also available to view on-line via the SU website. To request inclusion of an advert/article in the newspaper, contact the Editor at SUPrint@bournemouth.ac.uk . The Editor will be able to give you information on your options and also deadline dates for each edition.

Nerve Panda
Nerve Panda is a marketing tool for Nerve media, but is available to book to cause mischief to get media coverage or publicity
The Little SUBU Update
The Little SUBU Update is a fortnightly publication produced by the SU VP Communications officer to give up to date information of news and events on campus. There is always opportunity to broadcast your club successes and events in this newsletter.  If you have an article or event you’d like advertised please contact the SU VP Communications officer at SUVPComms@bournemouth.ac.uk 
Plasma Screens

You will see several plasma screens around Dylan’s Bar showing a mixture of live television, video jukebox and SU advertising.

To use this facility specifications are: Landscape, 768 x 578 pixels, 72 dpi, RGB, jpg.

Email to rgerrard@bournemouth.ac.uk
Posters & Flyers

In a poster the most you can hope to get across is one simple message. Most people walking past a poster will look at it only for a couple of seconds so keep your information Short/Sharp and Relevant. Keep one message to one poster…too many messages are likely to confuse the reader and quite possibly may have a negative effect. If you are creating flyers and posters it helps to keep them looking similar as it makes a link between the two. For example, this might mean using the same colours, font and images. The only thing you might change is the amount of information and the layout. There only certain are particular areas on campus where you can put up posters, so please come and check before you lose all you posters as the Estates group have removed them all.

Photos

The Students’ Union are happy to upload your society photographs onto the SU website galleries.

Contact Debbie at dpayne@bournemouth.ac.uk

General Meetings

The Union General Meeting of the Students’ Union will be held in March 2011, and details are yet to be confirmed but a minimum of two representative members of your society must attend this meeting. 

Disciplinary & Grievance procedures

There is a Sports & Societies disciplinary and grievance procedure available on request from the Club &Societies staff or sabbatical officers

Checklist

This list is a guide to make sure that your club has done everything that is required for you to get it off the ground successfully at the beginning of the next academic year.

Things to do before the Summer Break

Elect new committee 

Inform Club & Societies staff of new committee & contact details.

Closing Inventory completed

Submit Freshers’ Fayre form

Continuing members contact list given to the new committee 

Update webpage & create secure log-ins

Constitutions completed for new clubs or existing constitutions read and approved by incoming committee
Things to do during the Summer Break & during Fresher’s Week

Preparation for Freshers Fayre / Week (Events & publicity)

Equipment ordered (do this as soon as possible)

Membership drive during Freshers Week (publicity!)

Members informed of signing up procedure

Membership numbers & fees paid checked

Equipment collected by Equipment Officer & added to inventory

Registration form & Constitutions completed and returned

Other tasks to be done

Attend Annual General Meetings held in the Students’ Union (2 officers or representatives minimum)
Attend training sessions

Complete Risk Assessments for activities

Thank you for reading this guide. Of course if you have any questions please e mail Annabelle Spender or Debbie Payne or call in to the office .....
 

One request please before you embark on your activities please complete the quick questionnaire below and return it to the office or by e mail to .....
aspender@bournemouth.ac.uk or dpayne@bournemouth.ac.uk
Name of Club or Society:

 

1. What will be your main activities/events each term (or for the year if it is one main one)?

 

2 What are the safety factors you will be considering when organising them (or it)?
 

3. Will you be requiring use of a Students' Union mini bus at any time during the year?
 

4. How much money do you have in your club account? Please ask Annabelle or Debbie if you are unsure.
 

5. If you have equipment you are required to submit an inventory at the beginning and end of each academic year. Do you have equipment purchased with Student Union funds?
 

 

 

Signed:                                                           Dated:
 

Position in Club or Society:
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