    

What are Clubs and Societies?

The only distinction between clubs and societies is in the way we advertise them, Clubs are competitive activities and Societies are non-competitive. If your activity is very physically demanding but not competitive we may still choose to promote this as a club if this is where we think students will look. 

All Clubs and Societies must be student led, be in-line with the Student union’s visions and values, be approved by the ‘Better Union Forum’ and be open to all students regardless of their race, sexuality, gender, age, beliefs or ability. 

Help and Advice

If you have any unanswered questions after reading this application pack then please do not hesitate to contact Sam Norris. 

Email:  s.norris@2007.ljmu.ac.uk  phone: 0151 231 4983

Starting your own Club or Society

1. Decide what to call your new Club/Society, decide on its purpose and what you are planning to do as a group.
2. Make some enquiries as to the demand for such an activity. Facebook is a useful tool but remember Facebook cannot restrict membership to students from Liverpool Universities. A good gauge is to get students to write their names down on an ‘Interest Spreadsheet’.
3. Complete the enclosed application form to set up your Club/Society and email the completed form to Sam.

4. Sam or Kylie may have some questions after reading your application and will arrange a meeting with you.

5. After the meeting you may have further information to gather to add to your application
6. Once satisfied that your application is as strong as possible your application will be presented at the next Union Forum meeting. You are welcome to attend and present your application in person at the Union Forum meeting.
How long will it take for a group to become officially recognised?

Approving a new society isn’t a quick procedure as the decision will be made by students who attend our ‘Better Union Forum’. Any current JMU student is eligible to attend any of our Forums, also including our ‘Better City’ and ‘Better University Forums’. When a student attends their second Forum meetings from any of the Forums they will be eligible to vote. 

Please see www.l-s-u.com website for dates of all the Forums. 

Sam or Kylie will confirm by email the date of the ‘Better Union Forum’ meeting for which your application will be presented.
What happens to the group if I graduate or decide to leave?

As the Founder of your club/society you are automatically the person responsible for running your club/society for the first academic year. In March every club and society has to hold an AGM (Annual general meeting) to democratically elect next year’s committee. If your application has been submitted at the end of the academic year we will treat you as the founder for the following academic year. 

If you decide to leave mid-way through your academic year you need to organise a meeting for all your members where you as a group vote on the new committee position. 
What if I wish to disband my group?

You need to call an emergency meeting and ask all registered members to vote. There must be 2/3 majority in order to be allowed to disband the group. Once you have the results of the vote you must contact Sam or Kylie and inform them of your decision. 
Federation Fee

Your Club and Society must charge a £5.00 Federation fee in addition to any membership fee you wish to charge.  The Federation Fee is a annual fee that students only have to pay to join their first club/society. Once a student has already joined any of our clubs and societies they will not be required to pay this again. The money from the Federation Fee contributes to the total Grant. Once you have 10 registered members you can apply for a Grant.

None Students Members

None students are eligible to join your club and society although this is not something we wish you to actively encourage or promote. None students must pay a £20.00 Federation Fee instead of the £5.00 Federation Fee we charge students.

None  JMU Students
Students from Liverpool University, Hope University and Edge Hill are treated the same as JMU students

Sponsorship

All sponsorship agreements need to be signed and approved by us before you commit to anything

Finance
On approval you automatically get a club/Society account at the Student Union. All of your Club/Society income and expenditure must be accounted for through your account at the Student Union. You cannot have an external bank Account for your Club/Society.
Constitution

We also ask that you put together your own constitution for your club/society. This doesn’t have to be very long and can be simply your aims and objectives you have for club/society

It is very important when you consider your constitution what our Vision and values are. We will not approve your application if it conflicts with our Vision and Values.

Student Union – Vision 

Our Vision: LJMU Students’ Make It Happen. It is the students who make us what we are and if every LJMU student engaged and participated in what we offer we would be one of the most successful Student Unions. 

Student Union –  Values: 

· Student Led the elected leadership will ensure students are at the heart of everything we do.

· Inclusiveness we will reach out across the student membership to maximise awareness and engagement in LSU.

· Excellence we have high expectations of ourselves and our stakeholders in delivering excellence for students.

· Participation we will actively encourage students to participate in LSU through our representation, democracy, activities and services.

Club & Society Committee
Once your Club/Society has been established you must elect your committee. You need to have 2 committee reps. 
If you are on your own at the moment you can still put in an application but there will be an expectation to find at least one other committee rep within one month after your application has been approved. 

You can choose the title of your committee positions and I suggest writing down a brief outline of what each role is responsible for. 

Chairperson/Captain/President [Essential]  

The Chair is essentially the ‘figure head’ or representative of the group and is the person with whom we will deal with directly. 

Example Duties Could Include

1. Attend or delegate a representative to attend the club and society training session

2. Responsible for Risk Assessments
3. Ensure all members are fully registered
4. Be the point of contact on the website 
5. Supervise all club activities and social events.
6. Coordinate other elected positions of responsibility within the club, e.g. secretary, treasurer, etc.
7. The Chairperson/Captain/Captain is responsible for maintaining discipline and the behaviour of members during club activities, including trips away, to uphold the good name of LSU and Liverpool John Moores University.

8. Ensure LSU Equal Opportunities and safe space policy is adhered to and any form of bullying, discrimination, etc is reported immediately.

9. Clubs MUST hold an Annual General Meeting [AGM] to ensure those elected into positions of responsibility are done so fairly. Sam or Kylie, the Student Group Co-ordinators Clubs should be informed of the meeting and minutes MUST be recorded (including a ballot count) and submitted to the Clubs and Societies Coordinator.

10. Development plans
11. The Chairperson/Captain/Captain should maintain good communication with Sam or Kylie [Student Group Coordinators] to ensure a good working relationship and any problems that may occur can be dealt with effectively.

12. To be familiar with the LSU Constitution and aware of your constitutional rights. 
13. To be responsible for all equipment received.
14. Ensure that the group continues to thrive by calling regular meetings and overseeing any decisions made by the group.  In situations where there is a stalemate or a tie of voting, the Chairperson/Captain/Captain may then step in and make a final decision as and when necessary.  
Vice Chairperson/Captain 

This role is essentially a stand-in for the Chairperson/Captain/Captain, who will act on the Chairperson/Captains/Captains/Captains behalf in their absence.  Sometimes it is a useful role for someone who is hoping to take over as Chairperson/Captain/Captain in the future.

Secretary  

A well-organised person is best suited to this role. Regular liaison with the Chair is essential for good communication.

Example Duties could Include

1. Inform members of any meetings.

2. Take the minutes at all meetings, type them up and distribute them to committee members and normal members if required.  

3. Help to organise the AGM.

4. Maintain up to date records of membership for all members including member names, registration numbers, addresses, phone numbers, medical information and next of kin details.

5. Arrange any events, book facilities, equipment and transport.
6. Deal with outside communication from other groups and organisations.

7. Regularly check the Club/Society post and pass on any relevant information to the rest of the committee. 

8. Any communication within the group via letter/telephone/email is also the responsibility of the Secretary.  

Treasurer   

This person deals with the group finances, if there are any! This is a job that requires a very responsible and trustworthy person.

Example Duties Could Include

1. Write a Budget forecast fore the academic year

2. Collect any manual membership fees with membership details, register members online and hand fees into the Student Union
3. Take responsibility for any cheques paid in. Ensure all cheques are made out to the Liverpool Student Union, that the date is correct, the cheque guarantee number and expiry date has been written clearly on the back of the cheque and that each cheque has been signed.  
4. Collect any fees to cover weekly subs, equipment, days out, etc. Issue receipts where necessary. 

5. Maintain your own Club/Society account; show evidence of income and expenditure and copies of all receipts. Keep an up-to-date balance sheet. 
6. Ask for a regular Income/Expenditure update from the Student Union and compare against your own records. Where Notify the Student Union where accounts do not match. 
7. Ensure all expenditure is paid in good time.

8. Maintain overall financial control for the Club/Society and ensure it remains financially viable.

9. The treasurer is also responsible for applying to external companies for sponsorship, where necessary, in line with LSU’s sponsorship policy.

Publicity/Marketing Rep 

This role is best suited to a creative person with plenty of ideas and enthusiasm, who’s a whizz with computers and who knows the best way to grab peoples attention. 

Example Duties Could Include

1. Design and distribute any leaflets or flyers to promote the group.

2. Promote any up and coming events

3. Set up and manage social network groups, Twitter, facebook, utube 

4. Update the Club/Society website.

Events Co-ordinator 

This is one for the enthusiastic amongst you.

Duties Include

1. To be responsible for any activities or events the Club/Society may be planning.  
2. To sort out tickets and bookings, plan itineraries, book guest speakers, reserve rooms or book the minibus, arrange visits from similar groups in other universities, etc.
3. To plan any fundraising activities, pub crawls, social events, etc.  
4. Fundraising/Sponsorship
Once you have been approved you also need to put together a constitution that states what you as a society aim to deliver and what values are important for your group. 

Club & Society Application Form







Name of Group:

	


Date of Application:

	


Description of Group: This is what will be representing you on the Clubs & Societies website, so use this space to ‘sell’ your group.
	


Planned Activities/Events/Socials:

	


Contact Name and email:

This will be posted on the website as a point of contact.

	


How regularly do you intend to meet? 

	


What evidence do you have there a demand for your club/society? Can you get a minimum of 10 members? 
	


What facilities/services do you require the Liverpool Student Union to Provide?

	


How do you plan to raise money for your club/society? This can include membership fees?

	


What are your expected costs for your club/society? (This could include cost of kit, equipment, insurance, facilities, trainers and coach hire just as a few examples)

	Date
	Description
	Expected Income
	Expected Expenditure

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	


	Total Income
	Total Expenditure
	Total

	
	
	


Does your club or society require an instructor to teach your activity; if so can you provide a copy of the instructor’s qualification and insurance? 

	


Constitution

This could be your values aims and objectives. In short what will you be delivering to the students
	


Please supply a minimum of 1 contact member details, and a maximum of 3 member details (usually founder members or those who are running the group)

Contact 1

Name:

	


Address:

	


Telephone number:
	


Email:
	


Contact 2
Name:

	


Address:

	


Telephone number:
	


Email:
	


Contact 3
Name:

	


Address:

	


Telephone number:
	


Email:
	


All Clubs & Societies must be run by a member of JMU. All applications will be subject to approval, as LSU do not support extreme groups that prejudice against particular members of society. Any group that actively encourages racist, sexist, ageism, or homophobic behaviour will not be accepted as part of LSU’s Clubs & Societies. 

Please sign below to say you have read the statement above and agree to its terms.
Club/Soc Rep ……………………………………………………………………………………………………….

