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Introduction

What are Societies?
Societies are student-led groups, formed and run by students, which bring
together people who have a shared interest or identity.

Being involved in a society is a great way for students to meet new people and
make friends. They can also help students gain experience and develop their
skills.

Societies Constitution
The Societies Constitution outlines the Student Union’s procedures and rules for
societies. All affiliated societies must adhere to the policies within it. You can
find a copy of this on the https://www.uwsunion.org.uk/societies/guidance/
page on the website.

What's this handbook for?
The aim of this handbook is to provide you with all the information you need to
organise and run your society. But we're always here to help! Our main advice for
how to run your society is to let us know what your up to. What questions do you
have? The more you let us know, the more we can help!

Notice of Updates
We are always looking to gain feedback from you and improve how we support
societies. This means that we may update the handbook throughout the year.
The version available on the Students’ Union website will always be the up to
date copy of this handbook.
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Quick Links & Info

Students’ Union Website
https://www.uwsunion.org.uk/

Students’ Union Contact
societies@uwsunion.org.uk

Societies’ Resources Page - Room Booking & Finances
https://www.uwsunion.org.uk/societies/resources/

Event Planning
Book a room
Ask for funding
Confirm details of your plans with us via societies@uwsunion.org.uk 
Claim back your expenses 
After the event please send us feedback & photos

You can find more specific guidance & support on the following pages. 

Edit your Society’s Page
Log into the Students’ Union Page with your Student ID & Password
Join your society: https://www.uwsunion.org.uk/societies/societies/
Send an email to societies@uwsunion.org.uk so we can give you admin rights. 
Once you have received confirmation from us, log back into the website, go
onto your society’s page and click on settings in the top right corner
Scroll down where you will find ‘edit details’
Once finished editing don’t forget to click ‘save’ at the bottom of the page
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Starting a New Society
If you’ve got an idea for a new society, we can help you set this up. Please go to the
Starting a new society page on the Students’ Union website and follow these steps.

1. Have an idea
Do you have an interest of hobby you want to enjoy with others? Do you want to help
bring students together or represent a specific group of students?

2. Find two other students who are interested in your idea
You need a minimum of three students to start a society.

3. Submit a New Society Application Form
This is a simple form where you tell us about the society you want to set up and
provide us with the necessary details to enable this:
New Society Application Form

Completing this will also help you develop a plan for the society.
If you need assistance with this then Muhammad Rauf Saddique, your Vice
President Student Development will be happy to help! UnionVPSD@uws.ac.uk

4. Attend a Society Training Session
Once we receive your application the Student Opportunities Coordinator will get in
touch to invite you to your Society Training Session.

This will be held by video call or in person at a time that suits you. We will explain
everything you need to know about promoting and running your society. We will also
complete the affiliation process.

5. You’re good to go!

Top Tips for Running a Society
Make sure all your members are able and encouraged to support the running of
your society

Just because someone isn’t on the committee, doesn’t mean they won’t want to
help out with your events and activities

Regularly update the Students’ Union on what you are planning and how you are
getting on

The more you let us know, the more we can help!
Don’t forget that you are taking on a voluntary role which is improving students’
university life and experiences

Make the most of the personal benefits you will gain from this. Will it help you
with your university work, getting a job, making friends?
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Affiliation with the Students’ Union

What does Affiliation mean?
Being affiliated with the Students’ Union means your society will have access to:

A page on the Students’ Union website
A Students’ Union email account
A bank account with the Students’ Union
Funding
Promotion through the Students’ Union communications, social media and
events
Room and online event bookings
Committee training and support
Students’ Union and UWS awards

How to affiliate your society with the Students’ Union:
1.Have a minimum of three UWS student members
2.Attend a Society Training Session
3.Submit your Society’s Annual Action Plan
4.Update your Society Webpage with your aims and contact details
5.Have at least one committee member attend a Societies Council meeting
during the current academic year
6.Approval of the Societies Executive Committee. The Societies Executive
Committee may reject an affiliation request if a society is considered to infringe
the Students’ Union Safe Space Policy

Re-affiliation
All societies must re-affiliate with the Students’ Union each academic year. This
means completing the full affiliation process.

This is essential for ensuring our list of societies is kept up to date to that you
receive ongoing support and updates
Existing societies must complete the affiliation process by 31st October of
the new academic year
After 31st October, any societies which have not re-affiliated will be removed
from the Students’ Union website and will be unable to access money
remaining in the society account until re-affiliation is complete
If a society has not re-affiliated by the end of the academic year, it will be
removed from our records and any unused money in the society’s account will
be transferred to the overall Students’ Union Societies Budget.
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Society Membership

Your Members
Any UWS student is welcome to join any society. UWS Students can join a society
through its page on the Union website. To do this they need to:

Log in to the website using their Student ID and password
Go onto your society page and click Add to Basket
Click on the Checkout symbol
If you charge a membership fee they will be asked to provide payment details
at the checkout
Click Confirm

Associate Members
Societies are allowed members who are not current UWS students. This could
include academic staff, graduates, students from other universities, friends with
a shared interest.

The differences between them and UWS student members are:
Members who are not UWS students cannot hold committee positions or vote
in any society elections
Non UWS students cannot make up more than 25% of a society’s total
membership number

Society Committees
Societies must have a minimum of three named committee members, including a
president to act as the main contact for the Students’ Union.

Membership fees
Societies are not required to charge a membership fee.

Each society must decide if they require a fee and how much this will be
Your membership fee must be between £0 - £10
If you charge a fee, you must explain what this money will be used for. This
information should be displayed on your society’s webpage

Your Annual Action Plan
Every society submits an Annual Action Plan each year. This is a very simple form
which lets us know your society’s:

Purpose and aims for the year
Committee members
Membership fee (if it has one)

These details should then be added to your society’s webpage.
We will help you complete your Action Plan during your Society Training Session.
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Your Society Email Account
Every society is provided an email account by the Students’
Union.

This is your society’s primary method of communication
It is a Gmail account with an email address which is clearly
identifiable as your society

Eg: yoursocietyname@uwsunion.org.uk
You can share log in details between committee members if
you like. This will help share the workload between
committee members and help make sure someone is always
available to respond to emails.
The Students’ Union will use this email to keep you up to
date with support and activities available to you. Your
committee is responsible for sharing this information with all
your society members.

We will set up your email and make sure the necessary people
have access to this as part of your Society Training Session.

Your Society Webpage
Every society is provided a webpage as part of our Societies List
on the Students’ Union website.

This is the starting point for promoting your society. It’s
where students find out that you exist, what it is you do and
how to contact you.
It’s where students can sign up to join your society.
It’s also where you store and manage your membership list.

Your Society Admin Page
Once you’ve submitted your Annual Action Plan, we can give the
relevant committee members admin rights to your society
webpage. This is where you can update your webpage and
manage your membership list.

Your admin page is where your membership list is stored. It can
also be used to send emails to your members. You must not
store your membership list anywhere else. This would be a
breach of GDPR (see p.34-37).
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How to get to your admin page:
Click on the Log in symbol  and sign in to the website using your Student ID
and password
Click on the       symbol in the top right hand corner of the website page
Click on your society’s name in the drop down menu
This will take you to your society’s admin page

How to update your webpage:
Click the Edit Details  tab to:

Add links to any social media pages or groups your society uses
Add your society’s logo (the Students’ Union can help you design one)
Update your page with information you would like people to know about your
society. This should include the following information:

Purpose
Aims
Committee members
The best way to contact the society
Upcoming events and activities

How to see your Membership list:
Click the Members tab to see your list of current society members
This will show the names and Student IDs of all your members in alphabetical
order

How to check for new members:
Students can join your society at any point during the year. It is good practice to
regularly check if new students have signed up. Here’s how you can check:

Click the Sales Reports  tab
Select the date range you want to check
Click on Purchasers Report
Once you scroll further down, this will show you when new students have
joined your society (within the date range you have chosen)

How to send emails to your members
Click the Messages tab
Click Send email
Click To
Select which members you would like to send your email
Click Add Recipients
Compose your email (don’t forget to include a subject heading)
Click Send
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Your Society Committee
Every society needs to have a committee. Your committee is the group of
students who take on the responsibility of leading and organising the society.

What does the committee do?
Keep in touch and engage with the Students’ Union
Organise events and activities
Promote the society and its activities
Establish and maintain two way communication with society members
Maintain and develop use of your society’s webpage, email account and
social media
Organise the society’s finances and fundraising
Attend Students’ Union training sessions and Societies Council meetings

A successful committee will…
Maintain regular communication between committee members, other society
members and the Students’ Union

Identify your agreed forms of communication for this
Hold regular committee meetings

These must work towards achieving the society’s aims and identify clear
actions to be taken by each committee member

Agree on each committee member’s role for the year and for each individual
event
Encourage other society members to help organise and deliver events and
activities

Not all society members want to be on the committee but they still might
like to be able to help with events, or have particular skills or experiences
which could benefit the society

Use the support available from the Students’ Union to promote, fund and
organise activities
Attend Society Council meetings to share ideas and build links with other
societies

Committee positions
All committee members must be UWS students. Your committee must have:

A minimum of 3 committee members
This must include a President/Convener
Other committee positions should reflect the needs of your society

The number of committee members and the roles they have will depends on the
aims and size of your society. All committee members should attend Students’
Union training sessions and Societies Council meetings. 10

COMMUNICATE
Maintain regular communication
between committee members,
other society members and the

Students’ Union after having
identified and agreed on the best

forms of your communication.

COLLABORATE MEET FREQUENTLY
Hold regular committee meetings, which must work towards achieving the
society’s aims and identify clear actions to be taken by each committee
member. 
Attend Society Council meetings to share ideas and build links with other
societies.
Hold an AGM and committee elections at the end of the academic year,
which will ensure the society is well prepared to continue its development
the following year.

Encourage other society members to
help organise and deliver events and

activities. Not all society members
want to be on the committee but

they still might like to be able to help
with events, or have particular skills
or experiences which could benefit

the society.

DIVIDE
RESPONSIBILITY PARTNER

Agree on each committee
member’s role for the year and

for each individual event.

Use the support available from
the Students’ Union to

promote, fund and organise
your activities.
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President (required)
The President is the leader of the committee. You need to provide support,
advice and guidance to the other committee members throughout the academic
year. This is the most challenging role on the committee. You will need to be
enthusiastic, motivated and have a strong belief in the aims of the society.

Specific duties include:
Chairing regular committee meetings
Ensuring each committee member understands their role and meets their
action points and duties
Ensuring the society functions to the best of its ability and works towards its
goals
Maintaining regular contact with the Students’ Union and feeding back
information to your committee and society members
Making sure committee members attend Students’ Union training sessions
and Societies Council meetings
Develop connections with other societies
Safeguarding the sustainability of the society, ensuring the AGM, elections
and committee handover take place at the end of the academic year
Reporting any issues or incidents to the Students’ Union

Secretary
This position is the backbone of any society and ensures that things run
smoothly. You will be the one who makes sure everything stays well organised
and most importantly; you need to communicate what’s going on to your
members so they stay interested and stay involved.

Specific duties include:
Maintaining the administration for the society, through management of the
society’s admin page on the Students’ Union website
Keeping the society up-to-date with all administrative forms and
requirements of the Societies Union
Making sure everyone who takes part in activities joins the society
Regularly checking the society’s membership list for new members
Ensuring the society email account is regularly checked and sharing all
relevant updates with committee and society members
Ensure committee meeting minutes are recorded and kept for distribution to
society members
Keep society members informed with regular up-to-date communication
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Treasurer
Being a treasurer isn’t just about handling money, it means knowing how your
finances stand at any one time; and planning accordingly. You will work closely
with all other committee members to ensure that the society’s aims and
activities are achieved.

Specific duties include:
Managing the finances of the society
Authorising society expenses
Submitting expenses forms and funding applications to the Students’ Union
Making sure students can and do pay any required membership fees or costs
for society activities and merchandise 
Identify relevant sponsorship deals for the society

Equality & Diversity Officer
Every society at UWS is open to all students to join. Society committees have a
responsibility to make sure they are welcoming, inclusive and are able to adapt
to meet the needs of their members. As Equality & Diversity Officer, you would
take the lead on ensuring this is the case. You will be making an important
contribution towards helping every UWS student find somewhere they belong.

Specific duties include:
Ensuring the committee set a positive example by acting in a welcoming and
inclusive manner
Working with other committee members to check that all events, activities
and communications are accessible to all society members
Identifying how these can be adapted to meet peoples’ needs and ensure
these actions are taken
Setting members expectations for what behaviour is appropriate within your
society
Ensuring the committee and members understand the Students’ Union Safe
Space Policy
Identifying and addressing any issues or conflicts within the society
Reporting issues or conflicts to the Students’ Union
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Communications/Social Media Coordinator
Every society is provided with a page on our website and an email account.
These are your society’s primary methods of promotion and communication.
However, it’s up to each society to decide what other methods they will use.
Effective promotion and communication is essential for gaining members and
even more important for keeping them engaged with your activities.

Specific duties include:
Updating the society webpage with relevant information, events and
activities
Identifying with your members which communication methods will work best
Setting up and managing society social media pages with regular updates
and engaging content
Creating promotional materials for events and activities
Working with the Students’ Union to promote these
Gathering images, videos and stories which show off your society’s successes
Sharing these with the Students’ Union
Help students feel part of a community

Events Coordinator
When establishing the society’s purpose and aims for the year, the committee
will identify the events and activities they need to organise to achieve these.
The Event Coordinator will then be responsible for organising the planning and
delivery of these. You will identify what actions need to be taken and will work
with the President to make sure everyone understands their responsibilities and
work together to achieve them. This position can work as a set committee role,
or alternatively, a Coordinator can be appointed for each individual event. This
could provide an opportunity for non-committee members to get involved in
sharing their ideas and supporting the society. 

Specific duties include:
Maintaining a positive, inclusive and proactive approach towards interacting
with society members and encouraging them to participate in activities
Establishing a calendar of events throughout the year which will help the
society achieve its aims
Planning and organising each specific event
Regular communication with the Students’ Union, university departments and
sponsors to make sure the society receives all the support available to it
Work closely with the Communications Coordinator to promote events and
gather evidence and feedback to show off the society’s successes
Work with the Treasurer to plan expenses and identify any necessary
fundraising activities 13
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Your AGM and Committee Elections
Your society needs to hold an Annual General Meeting and Committee Elections

This should be held in April
This will make sure that before the end of this academic year, you will be
organised and ready for the new academic year

You AGM has three main purposes:
To review the current year

Has your society achieved the aims set out in its Annual Action Plan?
To provide an opportunity for all members to give their views on what the
society’s future aims should be

What will the society do next year?
To elect your society’s committee for the next academic year

Who will organise the society’s activities for the next year?

AGM and Elections Timeline

Dates Elections scheduleAGM schedule

14 days before

7 days
before

Day of AGM

Announce AGM

date and time

Nomination period for

elections opens

Send AGM agenda

to all members

Meeting is held

Nominations close /

Voting period opens

Voting closes /

Results announced
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Your AGM and Committee Elections
Planning your AGM and Elections

Decide on a date to hold your AGM - you could use a poll to find a date that
suits your members best
The date of your AGM must be announced to all society members at least 14
days in advance of the meeting

At the same time, the nomination period will open for your Committee
Elections

The agenda for your AGM must be sent out to all society members 7 days
before the meeting

At the same time, the nomination period for your Committee Elections will
close. The 7 day voting period will then open

You will then hold your AGM on the agreed date
During the meeting, there will be a final opportunity for society members
to vote in your Committee Elections
The voting will then close
The results of your election, and your new Committee will be announced at
the end of the AGM
The new committee will agree a date for their first meeting, where they
will begin planning for the next Academic Year

How to organise your AGM and Elections
The Students’ Union will:

Organise and facilitate the election process
Prepare your AGM agenda
Host and facilitate your AGM

To enable the Students’ Union to provide this support you need to:
Make sure your society membership list is fully up to date on your webpage
Let us know the committee positions you will be voting on
The date and time you want to hold your AGM

Holding your AGM and Elections will help…
Make sure you are well organised and prepared for the next academic year
(this is why we hold them in April)
The committee improve communication with members and ensure they all
understand how the society works
Encourage other society members to get involved with running the society
The society continue to grow and develop after committee members graduate
Your society to be fair, democratic and accessible to all students
Improve communication with the Students’ Union and make sure you receive
all the training and support you need
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This section provides guidance on how to:

Communicate with society members, other students, the Students’ Union and
the university
Promote your society, your activities and your achievements
Organise your events and activities

We have put these things together because successfully running your society
requires a well-organised combination of all three! 

The Students’ Union are ready to help you with all of these. You can access this
support by using the online forms on our Societies Resources & Bookings page on
our website: https://www.uwsunion.org.uk/societies/resources/ 
or email us for any further questions: societies@uwsunion.org.uk

Keeping in contact with the Students’ Union
You can keep in touch with us through:

Email: societies@uwsunion.org.uk
Teams: Society Committee Members Group
Social Media: @uwsstudents
Society forms on the website

We try to be as flexible as possible to use whatever works best for you!

What you can expect from the Students’ Union:
Will always respond to enquiries as soon possible - that being said if you
have any urgent matters we cannot promise to react on time, so please think
about your plans and send us your requests as early as possible
Will reply during normal working hours (but there is obviously no problem
emailing us or messaging us at any time)
During busy times of the year it might take us slightly longer to reply

Freshers’ period
February
Big Elections week

What the Students’ Union will expect from you:
Respond to emails, invites to training and Societies Council meetings
Share all relevant information with your committee and society members
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Students’ Union website and your society email account
Every society is provided with a page on our website and an email account.
These are your primary form of communication. They are the 1st contact
members are likely to have with your society, so don’t underestimate importance
of using these.

Tips for managing your web page and email account:
Keep your web page up to date. This should include the content of your
Annual Action Plan:

Purpose
Aims
Committee members

Regularly check for new members
Regularly check your email

The Students’ Union will use your email to send you important information
and updates
You may also have questions from potential or existing members

Reply in good time and share updates with all society members
More than one committee member can have access to your email account
and web page, which will help share the workload and ensure you can always
respond quickly

What’s On
All of your events can be added to our events page on our website

This is a quick and easy way to promote your events
If you want people to register for your events, we can add tickets to your
event here and if needed, collect data such as dietary requirements 
Once students register, we can use this to securely send information and
links for accessing online events
If you want to charge a fee for attending an event, we can add a charge
for buying tickets here. Payments will then go directly to your society’s
bank account (see p.26)

To add your event to our What’s On page, please send us an email to
societies@uwsunion.org.uk

C O M M U N I C A T I O N ,  P R O M O T I O N
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Promoting your society
Would you like us to print posters or flyers? 

Posters need at least one weeks’ notice to be printed by the Union
Make sure it is either a PNG or PDF document
A3 posters’ standard measurements are 297 x 420mm
A4 posters’ standard measurements are 210 x 297mm
A5 flyers need to have TWO designs next to each other on an A4 page (see
example below)

 
Would you like us to create an event page on your behalf?

Through our partner native.fm you are able to sell tickets in advance, ask
your attendees for contact details and other information e.g., dietary
requirements 
We need the following details with a two weeks’ notice:

Event title 
Short description & long description of your event
Simple Title Design (1200 x 729) 
Additional requirements e.g., ticket sales 18
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Promoting your society
Additional Tips:

Canva is a great tool to create designs of any sort:
https://www.canva.com/en_gb/ 
Promotions work best when they are delivered personally, so why not book a
stall at your campus to get closer to your peers and address them directly? 
Alternatively, try to raise as much awareness for your society & events as
possible through your personal social media, posters & flyers around
campus, sending out emails, Word-of-Mouth, our societies Teams group
and try inviting other societies to get the best turn-out!
We also encourage you to share photos, videos and feedback of how your
event did, after it took place, so we can promote you further through our
channels!

QR Codes:
QR Codes are great to put on posters for students to scan – there are lots of
free online tools to generate these (example)
You can link your society’s page on the Students’ Union website or sign-up
sheets for certain events.
Try to avoid using these on social media posts, instead include the link
within the email request for us and we will post a link that is directly
accessible.
Please do not include links or QR Codes to private WhatsApp groups on your
printed material because then you won’t be able to control who accesses
your group.

                Click here to find Your Union logos
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Using Social Media
Creating social media accounts to communicate with your members

You are welcome to set up whatever social media accounts work best for you
and your members. With any social media, make sure you make regular posts
and reply to comments and messages in good time!
Regular weekly posts should be interesting, engaging and provide information
your members want or need
Photos and videos of your activities will make these more engaging and
personal
Remember to post ‘good news’ stories, which will encourage your network to
grow and build a strong community
Social media pages or groups?

Pages are good for promoting your society to new members (Instagram,
Facebook, X, TikTok, etc.)
Groups are good for communication between existing members
(WhatsApp, Facebook Group, Microsoft Teams, Discord, etc.)

Safeguard your members data, don’t put private WhatsApp group links online 

How can the Students’ Union help you through social media?
You can ask the Union to promote your society and its activities by dropping
us an email to societies@uwsunion.org.uk
We also encourage you to invite the Student Opportunities Coordinator and
VP Student Development to like or join your social media pages

This means we will be automatically kept up to date with your events and
activities, which is a quick and easy way for us to see what we can do to
support you!

Create social media posts in collaboration with the Students’ Union or tag us
This is a quick and easy way to increase the number of students who will
see your posts

Students’ Union social media accounts:
Facebook: @uwsstudents
Instagram: @uwsstudents
TikTok: @uwsstudents

Would you like us to post something on your behalf?
Social media posts need at least two weeks’ notice  
Instagram Story: PNG; 1080 x 1920 pixels (long)
Instagram Post: PNG; 1080 x 1080 pixels (square)
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Guidance for managing group chats
 
What are the risks associated with running a group chat?

Misunderstanding people’s tone
Can be too casual, adding content that may offend others unintentionally 
Excluding members unintentionally, feeling ignored
Expectation that responses must be immediate 
Data protection / confidentiality breaches, sharing personal information
Complaints, negative reputation of group
Imposing worries onto others
People falling out

What won’t be tolerated?
Any form of discriminatory language (e.g. racism, sexism etc.)
Sharing inappropriate images (e.g. nude, violence etc.)
Threats of violence / hate speech towards others
Unrelated commercial businesses advertising on your group chat
Strangers being invited into the group without consent

What can we do to make these more or less likely?
Have some information on what the group chat is for in the description
section of the chat
Send code of conduct along with the group chat link to new members
Inform the Students’ Union before issues escalate or when they arise

21
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Guidance for managing group chats
 

Creating group chats for your society and your committee members can be
a very effective way to maintain quick, regular communication.
This can help make sure members feel actively involved in the society.
You need to decide which platforms will work best for you and your
members. Popular platforms for societies this year include:

Whatsapp
Discord
Facebook Messenger
Microsoft Teams

To help you understand the purpose of your group chats and how to effectively
and safely manage them, our LGBT+ Society created this useful guidance…

Why do we want a chat group?
Combat loneliness, support wellbeing
Make friends, get to know each other
Social interaction
Share stories, campaigning
Create a community and get to know people in a casual setting

What do we want to encourage?
Being welcoming, supportive, respectful, inclusive
Answer questions
Sharing events, activities and campaigning ideas
Getting involved in the chat
Positive engaging discussion / debate
News stories
A space where you can be yourself

What do we want to discourage?
Sharing unnecessary personal information (e.g address, phone numbers,
status)
Excluding others, negativity towards others, gossiping
Using inappropriate terms / language 
One person taking over, dominating conversations
Promoting commercial events not relevant to the society
Inside-jokes that others/new members/international students might not
understand

Please be mindful of who you invite into your group chats out of respect for
the privacy of your peers. Do not post links of your group chats publicly. 22

C O M M U N I C A T I O N ,  P R O M O T I O N
A N D  O R G A N I S I N G  E V E N T S



Communicating with academic staff
One of the most effective ways to promote your society is through word of
mouth; speak to the people you know and if they’re interested, encourage them
to let others know about the society as well!

Academic staff speak to large numbers of students on a regular basis, so they
are well placed to help you with this. If you ask nicely, they will probably be
happy to help promote your society!

How to ask staff to help promote your society and its activities:
Send them an email to explain what your society is and ask if they are able to
promote it

Copy the Student Opportunities Coordinator into the email so they can
help with any questions

If staff are happy to help, the best thing they can do is to provide a few
minutes at the start or end of classes for you to:

Introduce yourselves and the society to the class
Explain what you do
Let people know how to join

If you can’t join the session, ask if they can introduce your society for you
This information could also be shared by email or other staff/student
communications
If you are an academic society, staff may also be able to help arrange your
first meeting of the year. They will know your course timetables, so will be
able to advice a potential time where you can bring students from different
year groups together
The Students’ Union welcomes staff support for societies

Keep in mind: Any support academic staff provides you with will be in addition
to their own work, so remember to always be patient and thank them for their

help! Coming soon: Link to academic Staff Guide

23
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Organising Events
Coming soon: Link to Events Organiser Spreadsheet 

24

Step-by-step

Your Society:  Consider the interests and capabilities of your society members
as well as the resources available to you.

1.

 Target Market:  Think of who you aim to attract for fundraising - who are the
people who will want to help you generate funds and why?

2.

 Aims:  Set clear goals for what you aim to achieve with your fundraising
activity, including a financial target.

3.

 Planning:  Develop a detailed plan that outlines the roles and responsibilities of
each member, the timeline, and the logistics involved.

4.

 Location:  If you are targeting university students: Book a stand at your local
campus hub

5.

 External Stakeholders:  Consider involving local businesses and organisations
that might be willing to sponsor your event or donate prizes for competitions 

6.

 Promotion:  Create a marketing strategy for your fundraising event. Promote
your event well in advance using posters, social media, and word of mouth.
Include information on what you are fundraising for. Let everyone know that it
will be cash only.

7.

 Event Execution:  Assign society members as helpers for the event to set
everything up, attract and engage with participants, manage your donations
and clean everything up at the end

8.

 Follow-Up:  Thank your participants, sponsors, and everyone who contributed
to the success of your fundraising activity. Share the outcomes, including how
much you raised and how the funds will be used. This not only shows
appreciation but also builds trust and encourages future support.

9.

 Reflection:  Have a conversation with your society members on what worked
well and what could be improved for next time? 

10.
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Online Events 
Since the pandemic, when all our lives have been disrupted, digital activities
and meetings have become more common and very convenient as they offer the
flexibility to participate from home. With that, digital platforms like Zoom,
Microsoft Teams, and many more have developed further and are easy to use. As
such, you might find yourself in situations where not all members of your society
can attend your meetings in person or you have found an invaluable guest
speaker who is not able to travel to your campus. In these cases, it might be a
good idea to explore organising some meetings or events online. 

You can decide what works best for you and your members.  

Previous societies have successfully managed to transfer most events and
activities online. These include:

Society welcome events and AGMs
Committee meetings
Social events
Campaigning
Guest speakers
Online games
Peer support
Academic and careers networking

Online events and meetings can be great but are not necessary for running a
society. Most of our societies have happily returned to in person meet-ups and
only using online communications for information sharing & keeping in touch!

25
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Tips for running good and engaging online events:

Set a clear context and purpose for the meeting (eg. quiz, online games,
campaign planning)

This helps give the event a structure and lets people know what to expect
But don’t be worry if general conversation starts to take over. That’s
definitely a good thing!

Make it easy for members to access details to join your meetings
Creating events on the Students’ Union website and social media pages
can help with this

Welcome everyone to the meeting and check they know how to use any
necessary functions (eg. cameras, microphones, chat, adding their names)

Ask people to put in their preferred names and pronouns
Give people a reason to have their cameras on (if it’s possible for them to do
this)

Ask for physical responses to welcome questions (eg. raising hands,
nodding heads, thumb up)
This will also help set a relaxed, informal tone for your meeting
It will also help people feel part of the meeting, rather than quietly
observing

Give everyone a chance to speak
This happens less naturally than it would in face to face conversation
If someone hasn’t said anything, make a point to give them the
opportunity

Don’t automatically insist everyone puts themselves on mute when not
speaking!

The quality of videos has improved a lot in the last year
It’s much easier to have a normal flowing conversation if people aren’t
muted

26
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Managing your finances
 
Your society bank account
Every society has a bank account with the Students’ Union. We do this so that:

No individual society members need to be responsible for holding your money
We can easily pass finances over to new committee members
The Students’ Union can collect ticket money or fees on your behalf
The Students’ Union can make payments on your behalf directly from your
society’s account

What does your account look like?
Your bank account is a very straightforward Excel spreadsheet showing:

Money that comes in
Money that goes out

We will provide you with your updated spreadsheet every time you deposit or
spend money. You can also ask for an update on this at any time.

Depositing money into your account

Fees, event tickets and merchandise
If your society has a membership fee, these will automatically be added to
your account when students join the society through your web page
If you have events where people have to pay for tickets, payments will
automatically be added to your account if you ask us to set your event up on
the Students’ Union website
If you are selling society merchandise (e.g. hoodies), this can be set up
through your society web page. Payments will then automatically be added to
your account

Deposit any other money
You can deposit money into your society’s account by submitting a Depositing
Money in your Society Account Form, which is available on the Resources
page of our website: https://www.uwsunion.org.uk/societies/resources/

This lets us know how much money you are depositing and where it has
come from
If is from fundraising, we may be able to match the amount you have
raised

The Student Opportunities Coordinator will then provide you with the Union’s
bank account details
You then need to transfer this money to the Union’s account
We will email you to confirm this have been received and will send you an
update of your account spreadsheet

F I N A N C E S  A N D

F U N D R A I S I N G  
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Spending money from your account
Any money in your society’s account is to be used for the benefit of your society
and its members. 

For payments under £100:
Committee members can buy what you need and then claim the expenses
using the methods explained below

For payments over £100:
You must inform the Student Opportunities Coordinator before making any
payments. The Students’ Union will then

Check that your intended purchase is appropriate for your society
Advise you if there is a better/cheaper alternative
You can then make your purchase using the following methods

Submitting an Expenses Form
You can use money in your society’s account by submitting a Society
Expenses Form, which is available on the Resources page of the website:
https://www.uwsunion.org.uk/societies/resources/
Only committee members can submit an Expenses Form
You can cannot claim more than the total amount in your society’s account
Complete all sections of the form as detailed as possible to allow us to
process your payment correctly 
You must attach all receipts. We cannot pay any expenses without receipts!

If you have paper receipts, attach a clear photo of them
The Union will then pay the expenses directly to the bank details you provided

Requesting the Students’ Union to make payments direct from your account
The Students’ Union can make payments on behalf of your society
This may be more appropriate and convenient, especially for online and
larger payments e.g.: 

Event bookings
Society merchandise payments
Online orders

To do this, a committee member needs to submit a Make a Society Payment
Form, which is available on the Resources page of the website:
https://www.uwsunion.org.uk/societies/resources/

You must attach specific details of how we can pay for your expense e.g.,
an invoice, links of the exact products you would like to get, etc.

F I N A N C E S  A N D
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Students’ Union Funding for Societies
There are two ways your society can receive funding support from the Students’
Union:

Match funding of your fundraising activities
Funding Applications 

As the Students’ Union is limited in their resources and therefore can only
allocate so much funding to each of your events, please consider fundraising
yourselves for some events or making use of sponsors, partnerships and
donations.

Fundraising
What is Fundraising? Fundraising is the way in which charities ask for donations
or financial support from the public, businesses, governments, foundations, and
others. The Students‘ Union is a charity, therefore you are to. 

Benefits:
Fundraising enables you to host bigger events, support charitable causes or
enhance the overall student experience
If you fundraise, we can match the profit of your activity = more money 💸
Fundraising events in themselves are a fun & social activity for your society -
they foster community spirit, teamwork and leadership skills among members
It’s also a great way to promote and show off your society to new members

Example of gaining match funding:

Your Fundraising
Total income from fundraising activity:

Costs of hosting your fundraising activity:

Amount raised from your fundraising activity: 

Amount

£75

-         £25

=         £50

Adding Students’ Union Match Funding
Amount raised from your fundraising activity: 

The Students’ Union match this amount:

Total amount of money raised for the society:

Amount

  £50

+         £50

=      £100



F I N A N C E S  A N D
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Fundraising Guidelines
For all fundraising activities and to match funding you have to make the
purpose  of your activity clear  when you ask for donations. Similarly to get
match funding you will have to show us that you made your intentions clear.
We can match maximum £200  per fundraising activity
Let us know about your ideas & plans so we can promote your event further 
You can collect donations  from your society members or wider public, but this
does NOT count as fundraising activity and cannot be matched  by the Union
Similarly,  ticket sales do not count as fundraising activity, except you made
it clear to your attendees that the proceeds go towards your society plans

Fundraising Tips
You are aiming to fundraise more money than you spend on your fundraising
activity - so try to keep your costs at a minimum
Creativity and innovation in your fundraising ideas can set your society apart
and attract more interest & participation - think of the value that you bring to
participants
To enhance the attractiveness and profitability of your activities, think about
engaging external stakeholders  with common interests and goals that can
assist you through sponsorships or material donations
Societies sometimes organise fundraising with a joint purpose  where half the
money raised is for the society and half is for a charity  relevant to the society
or its members:

This enables society members to work together for good causes
People may be more willing to donate when some of their money is going
to a charity
If you do this, the Students’ Union is only able to match the amount which
is raised for the society

Effective communication  is essential, both within your team and with the
broader community
But most importantly, fundraising should be an 

      enjoyable and rewarding experience for everyone 
      involved. So don’t forget to:

These are some of the things societies have done to raise money:
Raffles
Competitions with an entry fee 
Fundraising nights and dinners (where a percentage of ticket sales goes
towards fundraising)
Doughnut sales 

You can find more ideas & examples on the next pages!



Ideas for fundraising activities
Afternoon Tea Event
Set up an Arts & Crafts Workshop
Do you have any special Talents? 
Bake Sale (see Policies)
Bingo Night
Too many books at home? Try to sell
them! 
Holiday-themed Event
Collect donations per mile for
running/walking
Coffee Stand
Think of a Competition with prizes
against an entry fee
Open Mic Event 
Maybe you could involve some of our
sports clubs or your lecturers?
Plan a social gathering with a home-
cooked Dinner 
Partner with a local charity (e.g. Give
a Dog a Bone) and split your profit
50/50
Set up an Endurance Challenge
Plan a Scavenger Hunt
Face Painting Stand
Create a Fashion Show or Exhibition

F I N A N C E S  A N D
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Funding Applications
You can also receive funding support from the Students’ Union by submitting a
Society Funding Application Form, which you will find on the resources page on
our website: https://www.uwsunion.org.uk/societies/resources/

This can be used to help get your society up and running or if it hasn’t been
possible to organise your own fundraising activities
If you have been proactive and gained match funding, you are still welcome
to apply for additional funding!
Examples of activities or purposes:

Purchasing essential materials or equipment for starting up the society
Subsidising costs of an event to ensure all members can afford to attend

See the Funding Application Form for full guidance on the application process

Invite to a Yoga Session
Invite a local business to promote
their products
Plan a Football Tournament or any
other sport for that matter
Games Night
Partner with other Societies
Karaoke Night
Think of a skills development
workshop 
Quiz Night
Plan a Murder Mystery Evening 
Raffle (see Policies)

Brainstorm
While bake sales are proven to be
effective, don’t be afraid to think
outside the box (e.g. talent show).
This can generate considerably more
interest due to its level of sociability
and fun. Additionally, leveraging
social media and online platforms for
crowdfunding campaigns can
significantly widen your reach beyond
the university.

https://www.uwsunion.org.uk/societies/resources/
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MSA: Bake Sale

Accounting: Sponsored Walk

Events: Drag Show + Raffle

Dumfries Nursing: Race Night + Raffle

Midwifery: Guessing Draw

Midwifery: Bake Sale

Examples



Sponsorships, Partnerships and Donations

Sponsorships
A sponsor is a person or organisation that contributes to the costs or
resources  involved in staging your events or uplifting your society’s value to
students, usually in return for advertising
Depending on the interests and purpose of your society, you might consider
finding a local business, charity or company  to sponsor one of your events or
your society in general through funding or resources for your society
Please be mindful that these should be relevant sponsors. Any formal
agreements must be approved by the Students’ Union before being signed.
Send these details over to the Student Opportunities Coordinator

Partnerships
Your society can also start a partnership with an organisation, which is a
long-term arrangement  of cooperation to advance your mutual interests
Apart from financial & resources sponsorship a partner can also offer other
services  such as workshops, internships, connections to the industry, etc.
especially for academic societies
They could also help you in organising and delivering your society events e.g.
networking events and help you with promoting your society
Be mindful though - a partnership is based on mutual  expectations and
therefore needs to be looked after with regular communication
Again, any formal agreements need approval from the Students‘ Union
Ask your lecturers for advice

Donations
You can always ask for donations from your society members, the wider
community or local organisations and businesses e.g. raffle prizes
Keep in mind that you should communicate the funds’ purpose and keep your
promises or plans, so that your donors are in the known at all times
People may be more willing to donate  when some of their money is going to a
charity

F I N A N C E S  A N D
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What is the Societies Council?
The Societies Council is the opportunity for you to have your say on how the
Students’ Union supports your societies
Your opinions are essential for shaping how we work to support each other
and enable societies to continue to grow and develop. It also brings different
societies together to share ideas and work together
Every society should be represented by at least one member at each council.
All student society members are welcome and encouraged to attend
Full details on our Societies Council Bye Law and all meeting minutes are
available on the Societies Council page on our website:
https://www.uwsunion.org.uk/societies/council/

When and where?
The Societies Council meets six times a year
Council meetings will be either online or in-person
Invites will be sent to society email accounts. You must then share these
details with your committee and society members
The agenda will be provided in advance of each meeting. We encourage you
to suggest what you would like to be included in the agenda

 

Societies Executive Committee
Each year the Societies Council will elect a Societies Executive Committee. The
role of the Societies Committee is to:
 

Ensure the Students’ Union acts on ideas and issues raised at Council
meetings
Help plan and coordinate society events
Approve any necessary society affiliation and funding decisions

S O C I E T I E S  C O U N C I L
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General Data Protection Regulation (GDPR) &
Information Security Guidance

This is your guide for ensuring you manage your society members’ information
securely and comply with Data Protection Regulations. If you are ever in doubt,
seek advice from the Student Opportunities Coordinator or IT Team.

Here's the key thing to remember:
Treat other students’ data as you would wish your own data to be treated –
confidentially and only to be used for the purpose it was given. 

What is personal data?
Any data that can be connected to an individual and used to identify them
eg. name and address
The name does not need to be included for information to be classed as
personal e.g., Banner ID is classed as personal data

What is sensitive data?
Data consisting of racial or ethnic origin, political opinions, religious or
philosophical beliefs, trade union membership, genetic data, biometric data,
data concerning health or data concerning a person’s sex life or sexual
orientation

GDPR Aim
Legislation aims to protect personal data and to prevent misuse,
unauthorised or inaccurate use of the information relating to the individual
It is designed to keep an individual’s information safe and ensure they have
control over its use

Data sharing
If data needs to be shared with a 3rd party e.g.: university, local authority,
police you need to ensure everyone protects the information and keeps it up
to date
Should only be shared if necessary
Data should be fair and relevant

Disclosure of data
Disclose only the minimum amount required - the less the better
Always remove irrelevant information before sharing and remove any
confidential information
Sensitive information should be sent by encrypted emails flagged for read
receipt

Enforcement
Any breach of GDPR is an offence and needs to be reported to the Student
Opportunities Coordinator 

A D D I T I O N A L  G U I D A N C E
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Principles of GDPR

Keeping information secure
Paper: Should be locked in cabinets and shredded as soon as it’s no longer
needed
Digital: Electronic devices should be password protected with automatic
locks in use
USB storage: Information should be encrypted
VPN: Shared printers should have a log in option
Email: 

You should check recipients carefully when creating or replying to emails
Remove information that is not needed or should not be shared
Wherever possible, emails should be sent in an encrypted format
especially if communicating personal data

Cloud storage:
All the information you need for your society members can be accessed
through the admin section of your society (see p.8)
Through your society email account you also have access to Google Drive,
which can be used to manage your society members' details

1 Lawfulness, fairness and transparency
We must have a lawful basis for processing individuals’ data
We must tell people how we will handle the information we hold about them

2 Purpose limitation
We must only collect data for a specific purpose and should not use it for any
other purposes

3 Data minimisation
We should only collect the information we actually need

4 Accuracy
We must put systems in place to make sure that the data we hold is accurate

5 Storage limitation
We should not hold personal data for any longer than necessary

6 Integrity and confidentiality
We must have appropriate technical and organisational measures in place to
keep data secure

Lawfulness, fairness and transparency
We must have a lawful basis for processing individuals’ data.
We must tell people how we will handle the information we hold about them.

Purpose limitation
We must only collect data for a specific purpose and should not use it for any
other purposes.

Data minimisation
We should only collect the information we actually need.

Accuracy
We must put systems in place to make sure that the data we hold is accurate.

Storage limitation
We should not hold personal data for any longer than necessary.

Integrity and confidentiality
We must have appropriate technical and organisational measures in place to
keep data secure.
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Protecting computers and electronic devices
Phishing

Do not click on hyperlinks or attachments unless you trust the person
sending it
If in doubt, do not ask them about it by replying to the email 

Passwords
Should be secure and memorable
Advice: use three random words you can easily picture along with a
number eg. foxThundercake39
Do not use the same password for all accounts
UWS Information Services will never ask for your password

Data breaches can include
Sending personal data to the wrong person
Personal data being accessed by someone who is not authorised to do so
Bulk emails being sent to multiple recipients using ‘to’ or ‘cc’ when ‘bcc’
should be used
Electronic devices being lost or stolen
Paper records being lost or stolen
In some cases, personal data being used for purposes other than those it was
collected for
Sharing personal data without having a lawful basis to do so

Reporting breaches
The university is obligated to report certain types of data breach to the ICO,
without delay and within 72 hours
In some instances, data subjects must also be notified so they can take steps
to protect themselves
If you become aware of a breach involving personal data then you must notify
the Students Opportunities Coordinator via societies@uwsunion.org.uk
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Individual’s rights
The right to be informed
The right of access (eg. ability to verify data and the lawfulness of the
processing)
The right to rectification
The right to erase (ie. the right to be forgotten and have data deleted)
The right to restrict processing
The right to data portability (ie. an individual can obtain and re-use their own
data across different services)
The right to object
Rights in relation to automated decision making and profiting

Subject access requests
Individuals are entitled to both confirmation of whether the university
processes their personal data and to obtain copies of this data
They are also entitled to some additional information on how this data is used

Processors obligations
A data processor is anyone processing data on your behalf (your society
committee are not processors)
If you wish to appoint a third party to process data then you must involve the
Students’ Union

This has been adapted from the UWS GDPR staff training guidance.
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Managing conflict and complaints
All of us face difficult situations or conflict at different times in our lives, with
different people and for different reasons.  The conflicts may be small or large,
but the ability to deal with them effectively – and respond favourably – is a
crucial interpersonal skill to have. Being able to manage conflict when it arises
helps us not just in our personal lives, but it allows us to deal with problem
situations while being part of a Society Committee. 

What could cause conflict?
Committee members with different aims and ideas for the society
Committee members not fulfilling their roles or agreed actions from meetings
Inappropriate conduct in meetings or group chats

How can you prevent conflicts and challenging situations?
Ensure everyone has a say in creating your Annual Action Plan

This will help you identify what you all want to achieve
You will also establish how you will work together to do this
You should refer to this throughout the year to help maintain focus on
achieving your society’s aims

You may also want to create a Code of Conduct for your society to establish
agreed and expected behaviour
When conflict or difficult situations arise, it’s important that you address
them as soon as possible

This will stop it from becoming worse and preventing actions from
happening
It also means you can easily and quickly move forward in a productive and
positive way, keeping on track of what you are trying to achieve
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Managing conflict and complaints

How should you deal with conflict and challenging situations?
Our first recommendation is always to contact the Students’ Union to ask for our
guidance and support.

Sometimes it’s not possible to prevent issues from escalating. People may
become frustrated or angry with an issue. The important thing is the desire to
improve the situation, no-one will benefit in the long term if the difficulty
continues. There are several things that you might want to think about doing if
conflict does arise between society members.

This could apply to a situation involving yourself, or can be your plan to help
other members resolve their differences:

Meet with the other person – even though you might be tempted to moan or
talk about the other person, you need to tell them. They can’t adapt their
behaviour if they don’t know how it upsets you. Make time and space for this –
somewhere comfortable and neutral 
Clarify the purpose of the meeting – make sure that you both are aware of
why you are meeting – i.e. to resolve the difficulties. This may help to initiate
the process of thinking about a resolution
State very specifically what the problem is – be clear about why you are
angry / upset
Don’t blame - work at moving on – If the other person finds this difficult,
explain that you don’t want to dwell on the issue, but you’d like to move
forward and encourage them to do the same. Very few people when asked if
they want to carry on with the conflict will say “yes”
Stick to the subject and take one issue at a time – Issues will be missed if
they are all stated at the same time. As soon as an issue or situation arises
that you are uncomfortable with, speak up about it as soon as you can
Use feedback – always talk about the other person’s behaviour not their
character – do not make it personal. For example, say “When you arrive late
every day, it means that I cannot do …..” rather than “you are useless with
time”. Also, talk about the way that the behaviour makes you feel
Reach agreement on future action – what can you and/or the other person do
to prevent disagreements in the future, this is an important step to close off
the disagreement and move forward in a positive way

The Student’s Union Complaints Procedure
If you would like to make an informal or formal complaint about any member of
any Society, you can contact the Union who will provide support and assistance
in dealing with and resolving complaints. All the details for our Complaints
Procedure is available at: https://www.uwsunion.org.uk/advice/complaints/ 40
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Creating safe spaces

In recognition of the diverse student community at UWS and the Student
Union’s commitment to fostering an inclusive and respectful environment, this
policy seeks to create an environment where every student feels valued and
empowered, fostering open dialogue, and understanding.

Our Union, its events and spaces must be safe for all students at UWS to enjoy.
Below you will find some guidelines that promote open dialogue, mutual
respect, understanding and tolerance among students. Take the following
aspects into account when planning society activities: 

Diversity & Inclusion1.
Our student body is incredibly diverse, representing various backgrounds,
cultures, and identities. Therefore, it is crucial to ensure that every
student, regardless of their background, feels included and respected by
your society.

Mental and Emotional Well-being2.
A safe and supportive environment positively contributes to the mental
and emotional well-being of our students, offering support for those who
may face challenges.

Academic Success3.
When students feel safe and supported in a positive environment, it
contributes to a conducive learning experience and they are more likely
to thrive academically. 

Community Building4.
To build a strong sense of community among UWS students, we
encourage collaboration, understanding, and a shared commitment to
creating a positive and inclusive campus culture.

If members or participants of your society feel unsafe, or you witness behaviour
from another person or group that would be in violation of this policy you
should alert the Union’s staff or officer team immediately. They will then take
appropriate action. 

Breaches of the Policy

If you wish to report the matter formally, you may do so using the Union’s
complaints procedures on p.39. Any complaints submitted under this policy will
be investigated and if necessary the Union’s disciplinary procedures will be
used to address behaviour that is not to the standard that this policy expects. 



Basic Safe Space Principles
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Below you will find the principles for your society activities:

No Discrimination or Harassment1.
Nobody shall be discriminated against based on race, gender, sexual
orientation, religion, nationality, disability, or any other characteristic.
Any form of harassment, bullying, or discrimination is strictly prohibited.

a.

Respectful Communication2.
All members are encouraged to communicate respectfully,
acknowledging diverse perspectives and experiences.

a.

Disagreements should be handled with civility, promoting constructive
dialogue.

b.

Inclusivity3.
Events and activities organised by your society should be inclusive and
welcoming to all students. 

a.

Confidentiality4.
Personal information shared among members and participants,
especially during discussions, should be treated with confidentiality. 

a.

Respect the privacy of others, and avoid sharing sensitive information
without consent.

b.

Consent5.
Obtain consent before sharing personal experiences or information. a.
Respect the right of individuals to set their boundaries within discussions
and activities.

b.

Awareness6.
Raise awareness about the importance of safe space when introducing
society activities.

a.

External Speakers / Guests7.
External speakers / Guests who have been invited to the Union must be
vetted in accordance with the Union’s external speakers procedure. 

a.

No external speaker or guest will be permitted to address or interact with
our members if they have been found to have breached any part of this
policy in their past interactions with the Union or other bodies. 

b.

See External Speakers Policy.c.
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External Speakers Policy

The UWS Students’ Union is an organisation committed to ensuring that its
spaces are places where everyone is treated with dignity and respect and
where the diversity of our members and their opinions are promoted, valued
and celebrated. 

Given the diversity of our community and the guests that can be invited to join
it, we understand that sometimes people will have different or opposing views,
therefore we have policies in place to ensure that:

The Union is able to maintain its safe space policy and ensure that no
member feels unsafe in any of your events or our venues. 
The Union will screen any external speaker or guest that enters our spaces
or premises to ensure that our safe space policy will be maintained. 
The Union will work collaboratively with our students and student groups to
ensure that we will reach a sound, evidence based judgement about the
individual or organisation that is being screened that allows the Union to
meet its various legal and policy obligations. 

Principles

Your responsibilities under this policy are: 
to inform the Union with a minimum of two weeks notice, of any external
speaker or guest that is going to address your members or attendees.
not to advertise an event that involves external speakers until they have
been screened by the Union. 

All external speakers or guests aware of their responsibility to abide by the law,
the University’s and the Union’s various policies including:

They must not incite hatred, violence or call for the breaking of the law, or
have ever done so

1.

They must not encourage, glorify or promote any acts of terrorism or have
ever done so. 

2.

They must not spread hatred and intolerance in our community. 3.
They must not deliberately insult other faiths or groups of people, or have
ever done so. 

4.

The Union reserves the right to cancel or prohibit any event, if the procedures
provided in this document are not followed or if the event means we are unable
to meet our statutory obligations for health, safety and security. 
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Process of referring a speaker

The society committee must complete the external speaker request form with a
minimum of two weeks notice  for the event to which they will speak. This form
must include the following information:

Expected number of attendees
Confirmation if the event is for UWS Students only, or is open to the
public
Confirmation of the external speakers affiliations – especially where
they are political or religious
Declaration of any knowledge of controversy attracted by the speaker or
topic in the past. 
Confirmation if the event and/or the speaker are likely to attract media
attention.
Links to the speakers profiles on social media, and or their website. 

The external speakers request form should be sent to
societies@uwsunion.org.uk with the subject “External speaker”. This will then
be reviewed by the Student Opportunities Coordinator who will inform you
about the outcome of their screening. This may include imposing restrictions or
adding safety measures.

Failure to provide this Information, or deliberately failing to disclose the full
speaker details will result in the event being cancelled by the Union and the
society may face disciplinary action from the Union and the University. 

Appeal the outcome

It is possible to appeal the decision made from the investigation and such an
appeal would be considered by the Union’s board of Trustees. 

The Board will review the evidence and submission of the complaint and
come to a decision. 

1.

This decision will be to either:2.
Uphold the original decisiona.
Overturn the original decision and place no restrictions on the eventb.
Overturn the original decision and add new restrictions. c.

As the Board has the final authority on all matters of health, safety and
security in the Union, their decision will be final. 

mailto:societies@uwsunion.org.uk


Taking part in societies and volunteering can help you make friends, have fun
and develop your skills and experiences. They also make you eligible for the
Students’ Union and UWS’ awards!

Students’ Union Big Awards
Our Annual Big Awards recognise all the great work that goes on across the UWS
from students and staff.

Awards include:
Student Group Member of the Year
Student Group of the Year
Best New Society

Nominations for awards open in April and the results are usually announced in
April. Information on how to nominate your society or your members will be sent
to your society email account.

UWS Volunteer Recognition Award
As a society committee member, you are eligible to apply for the UWS Volunteer
Recognition Award. Click here for more information.

The UWS Volunteer Recognition Award is an initiative to recognise volunteering
activity undertaken by students in addition to their studies. 

We are happy to help you with award applications. Get in touch with Jamie
McDowall, your Student Opportunities Coordinator at
jamie.mcdowall@uws.ac.uk. 

A W A R D S  F O R  Y O U  A N D
Y O U R  S O C I E T Y

45

https://uws.careercentre.me/Resources/CustomPage/11320
https://uws.careercentre.me/Resources/CustomPage/11320
https://uws.careercentre.me/Resources/CustomPage/11320
mailto:jamie.mcdowall@uws.ac.uk

