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INTRODUCTION
First of all we would like to say congratulations on setting up your club or society. This booklet has been devised to help you organise and run your club or society efficiently. It contains information on suggested roles for your committee, the support structure and also useful contacts. This handbook will also act as a guide to the services LSU can offer you. 

USEFUL CONTACTS
Jess Green -  Vice President for Activities 
Jess is the Vice President in Activities. Her room is on the first floor of the Haigh Building, Maryland Street, Liverpool, L1 9DE.  Tel: 0151 231 4902 or via email: lsuvpa@ljmu.ac.uk 

Sam Norris – Student Groups Co-ordinator

Sam is a point of contact for all sports teams this year. He will help you arrange fixtures, pitches, transport, etc.

0151 231 4969 

s.norris@2007.ljmu.ac.uk

Kylie Mills – Student Groups Co-ordinator 

Kylie is a point of contact for all societies this year. She will help you with grant applications, booking rooms and organising events.

0151 231 4969

k.mills1@2006.ljmu.ac.uk
LSU Reception

Tel: 0151 231 4900 
COMMITTEE STRUCTURE

Once your Club/Society has been established you must elect a minimum of two committee members. An individual committee member can fill in for more that one position. There are several positions available although you do not need to fill them all. 
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 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 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
Union Forum

Did you know your union is more than just a bar?! We also offer support and guidance with our welfare team, encourage and advocate the successes of sports teams, clubs and societies, promote your views and take a stand on vital University boards to make sure that the changes you want... happen! Your Voice 

Anyone who is a student at LJMU can be involved, attend 2 meetings and receive your right to vote to make a difference. Your chance to change something. We want to hear your thoughts on your union. Let us know the transformations you want to see. Come and discuss your ideas in a friendly, inviting environment.

21st September 2010: The first 'Better Union Forum' will take place at Drift Cafe at the Liverpool Students' Union 5.30pm - 7.30pm. Wine, soft drinks and light snacks provided.
26th October 2010: The second 'Better Union Forum' will take place at Drift Café in the Liverpool Students’ Union 5.30pm - 7.30pm. Wine, soft drinks and snacks provided.
23rd November 2009: The third 'Better Union Forum' will take place at Parr Street Studios Union 5.30pm - 7.30pm. Wine, soft drinks and snacks provided. 
For more information on how you can get involved please contact Sam or Kylie (s.norris@2007.ljmu.ac.uk or k.mills1@2006.ljmu.ac.uk)
 ANNUAL GENERAL MEETINGS

 We require all clubs and societies to be democratically represented. Every year you have to hold one annual general meeting for all your members where you must democratically decide who will represent your club or society in the following academic year. 

We recommend that you hold your Annual General meeting in MARCH every year this way if there is a change in committee reps they have some time to shadow the current representatives. All clubs and societies will all be sent an email requesting the committee contact details for the summer and the following academic year at the Easter break. 
Organising an AGM

1. The AGM must be advertised 2 weeks before the meeting
2. An independent person should be there to count & verify the vote. This person has to have no links to the club or vested interest in the outcome of the meeting/elections
3. Minutes must be taken, signed by 3 members of the club & the independent observer then be submitted to your secretary
4. The minutes must record all votes taken
5. When voting a show of hands is acceptable but if a member requests a secret ballot then one must be taken. 

MEMBERSHIP REGISTRATION

1. Inform Sam or Kylie what your membership charge is by the start of Welcome Week in an email.

2. We cannot accept members till we know what your membership fee is.

3. Once the student Union has confirmation of your membership fee we can set up an online membership. Please note we charge £5.00 Federation fee on top of your membership fee.
4. Membership registration is online just follow the online instructions at  http://www.l-s-u.com/content/128475/clubs_and_societies/  

5. Make sure you have registered all of your committee. Follow all the online instructions

6. If you wish to collect membership fees manually you will have to register all your members on their behalf. Therefore you need to make sure have the following details:
a. Name

b. Email

c. Mobile phone

d. Next of Kin

e. Next of Kin contact number

7. Individual members can register manually at the LSU reception

8. If you wish to register a group manually please make an appointment with Sam or Kylie
9. Cheques are made payable to Liverpool Students Union, the cheque card guarantee number must be printed clearly on the reverse side of the cheque along with the expiry date, the cheque must have the correct date and each cheque must be signed. 
10. Hand all manual payments in at the Liverpool Student Union Reception 
11. If you email Sam or Kylie they can give you a print out of your Club income and Expenditure so you can check membership money going into your account.
12. Your club is responsible for ensuring all your participants have registered. No membership fee equals no insurance and your club would be fully liable for any injury or accident to a none registered member
13. None students can join your club but must pay a more expensive Federation Fee of £20 instead of £5.00. 
INSURANCE

The Liverpool Students Union has an insurance policy to cover all clubs and society members for any personal accidents that occur during one of the meetings/activities. Should you or your members have an accident or are injured it must be reported immediately using an accident report form. As part of the insurance policy the Club/Society must have completed all relevant health and safety documentation along with a membership registration form for each and every member. 

Failure to supply all relevant documentation means you are not insured and you (the Chairperson/Captain) will be held personally liable for any accident or injury. 

Health & Safety Documentation 

All Clubs & Societies Require:

1. Participants must be registered members to your club
2. Risk Assessment for all your activities
3. Risk Assessments must be updated if there are any changes

Some groups Require Additional Documents:

1. Copy of Instructors Qualification and Insurance

2. Copy of First Aid Certificate from designated First Aider

3. Copy of Insurance from training ground or venue may be required.

ACTIVITY FORMS: TRIPS, EVENTS AND RISK ASSESSMENTS 
Whether you are planning an Event, Trip or just want a room for a meeting you need to complete the following forms: 

· Trip & Event Information Form
· Risk Assessment

· Passenger List (for trips only)

1. Download your Trip & Event Information Form, Risk Assessment Form and Passenger List. Found on the Clubs and Societies Page on the LSU website.
2. Read through all the forms and gather all necessary information to complete each form. Please note a passenger list is only applicable if you are travelling.
3. Make sure everyone on your committee knows where the nearest person trained in First Aid can be found. If your activity has a higher risk of injury and your venue does not provide someone trained in First Aid it is your committee’s responsibility to get one of your members on First Aid course. Please notify Sam or Kylie at the Student union so we can organise a First Aid Course.
4. Some Risks requires a qualified individual. Examples include: If you prepare your own food you need to have a Food Hygiene certificate, some activities require a qualified instructor and activities with a higher risk of injury requires a first aider on site. 
5. Pease complete each form 
6. If you are planning a trip overnight please make sure we have contact details for your Accommodation.

7. If you are planning any trip please make sure you have a full passenger list and next of kin details: You are still responsible for a passenger list even if everyone is travelling in separate cars. 

8. Your Risk Assessment and Trip & Event Information Form must be sent by email to R.Walker@ljmu.ac.uk at least 3 days before your activity. 
9. For trips, the Passenger List must be submitted before departure either by email to R.Walker@ljmu.ac.uk or hand written to LSU Reception.

10. Check, does your Risk Assessment demonstrate you have taken every reasonable precaution to ensure the safety of your members?

11. Put your Risk Assessment into practice and make sure all your members understand the risks and what measures they need to take for their safety

12. Update your risk Assessment if there are any changes

13. We are happy to help you write your risk assessment so if this is causing you to bang your head against a wall come in and see Sam or Kylie at the Student Union and we can go through the assessment together. 
To help you complete your risk assessment here is a simple explanation of what a Risk is and what hazards are. 

What Is a Risk

A Risk is likelihood of a harm occurring and the severity of its outcome.

For example if a climber is not using proper safety equipment the ‘Likelihood’ of falling would be high. The ‘Severity’ would depend on the height of the fall; from a low height the fall would be painful and from a high height it would be fatal.

Risk Assessments Must Take Into Account:

1. The capabilities and limitations of the persons involved

2. The safety and maintenance of any equipment involved or being used

3. The environment in which the activity is taking place

4. The inherent hazards in these activities

5 Steps to Risk Assess

1. Identify all hazards in the area used

2. Identify persons at risk

3. Evaluate severity of all risks

4. Implement control measures if necessary

5. Record significant aspects of the assessment and set a review date

What Are Hazards

Potential for harm, injury, illness, or disease 

Physical Hazards

Includes activity areas, temperatures, travel formats, manual handling, equipment, vehicles, electricity etc
Chemical Hazards 

Includes fire, explosions, and contamination
Biological Hazards 

Includes animals, human, plants etc

Natural Hazards

Includes heat, light, water, weather etc
Accident Reporting and Procedure 

1. Any accident or near miss of any kind should be recorded using an accident report form. 
2. Only a person qualified in First Aid should administer First Aid treatment. If you are not First Aid Trained get someone First Aid Trained to the scene as quickly as possible.
3. Call the emergency services if necessary, speak clearly, slowly and give them all information required
4. The person administering the First Aid or the casualty should complete the accident Report Form
5. Download your Accident Report Form on the webpage under clubs and societies
6. The form should be submitted to Sam or Kylie by email at the earliest opportunity.

7. Review your Risk Assessment. Could this accident have been avoided and if so what control measures can be introduced?

In the Event of Death or Serious Injury
1. Liaise with emergency services as required. 
2. Provide emergency services with the full name of the casualty and give their personal details.  The police may also request the name and address of the next of kin. The Student Union will have these on your passenger list, which is why it is imperative that these are filled out correctly.
3. Do not make any statement to the media other than “no comment”.  Do not discuss any aspect of the incident with anybody who is not connected to the emergency services.
4. Ensure that no other member of the group makes a statement as above:  Innocent comments can be damaging!

LSU SERVICES

Room Hire

1. The Students Union has the following rooms available for you to book:

2. Large Committee Room (capacity 120)
3. The Conference Room (capacity 30 seated) 
4. The Meeting Room (capacity 10 seated)
5. Drift Café. Cannot be booked during day time hours as it is open to the Public. You can book the Drift café on Monday and Tuesday evenings pending on availability
6. The Engine Room. This room is available most week days. In the evening Tuesdays will be kept free for clubs and societies to put on an Event. 
7. JMU Class Rooms and Lecture Theatres. JMU let us use their room free of charge provided rooms are available. Many JMU buildings have rooms available between 5pm and 9pm.
Room Charges: All rooms are free of charge during term time and are subject to availability. Outside of term time the rooms can be hired for a small fee. There may be a fee involved if you are putting on an event in the Engine Room or Drift café for Bar staff, security, DJ and sound technicians. 
Booking Procedure
1. Questions We Will Ask You

2. Which Room do you wish to use?

3. What day, date and times do you wish to hire the room for?

4. Is this a one off event or a block booking? If it is a Block Booking what is your start and finish date?

5. How many people are you expecting?

6. What Equipment if any do you need us to provide? 
7. If you wish to use the Engine Room or Drift Café do you wish to play live music, use the DJ booth, do you want the Bar open and do you want food?
8. If you are planning a big event how are you going to publicise it and fund your publicity. What will you charge as an entrance fee? 

9. How To Book

10. Contact Sam or Kylie at the Student Union to make a room booking. 

11. You will be required to complete a Risk Assessment before we can confirm the room booking.
12. If you wish to put on an event in the Engine Room please allow for at least a months notice. This is so can do a good job publicising the event. 
13. If you are planning an event in the Engine Room. Provided we are satisfied with your answers to the questions above we will organise a meeting with Andy Brown the Commercial Manager to go through your plans in more detail and highlight the possible options and financial implications to you.
Post Trays

Every club and society is issued with a Post Tray for incoming post on the first Floor of the Student Union in the Activities area. You should use the Students Union address for any Club/Society correspondence. The Address is: 

(Your Club and Society Name)

Liverpool Students Union

The Haigh Building

Maryland Street

Liverpool, L1 9DE

Any post received for your Club/Society will be placed in your post tray. Sam or Kylie will email your rep every time post has been received.

Publicity

I can’t stress this enough. You are ambassadors for your Student Group the more students you speak really positive vibes to the quicker word-of-mouth will spread about the great things your group is doing and LSU’s media. LSU is working hard to encourage students to use our communication channels and read our media and you can help us by making the content really interesting with your events and success stories.  Ultimately we want all students automatically check our advertising channels on a regular basis and this won’t happen without your help. So don’t just sit there, first use all our advertising channels to promote your group and then spread the word to as many students as possible about how great they are!

Publicity is usually the main role of the Marketing rep if you have a Marketing rep in your committee. We would expect your committee to organise your own publicity for any of your planned events. We can help you with publicity in the following ways.

· Welcome Week: You all get the opportunity to have a stall at Welcome Week where we are expecting a huge footfall of students to attend
· Stalls: You can book your own stalls and any LSU site at Byrom Street, Haigh Building or at IM Marsh. We can also speak on your behalf if you wish to have a stall at any JMU site. 
· LSU Website: Students look online to see what services are on offer. Each club and society automatically gets their own page. Be sure to ask for individual editing rights to your own page and keep the information up-to-date. Remember negative feedback travels 10 x faster than positive feedback so make sure you check your emails regularly and don’t leave any student waiting weeks for a reply. If we receive reports that you are not responding to emails or that the information is incorrect we will remove your page.  
· Minisite: Each group is also entitled to their own mini-site linked to LSU’s site, this is replica of the main LSU site but you can brand it yourself, sell tickets, update your own news and do your own surveys and polls. Email Sam or Kylie if you are interested in this.

· Beat Magazine:  We can advertise you in The Beat our student magazine which comes out once a month. We are looking for information on upcoming events or success stories that we can shout about. To get an article in The Beat email Sam or Kylie with the information you would like included by the 2nd to last week every month.
· Presidents Email: Each month our President, Lily, sends an LSU update to all students this is a great opportunity to reach a large number of students. We will give the students a link to more information. So if you have an article on Looprevil Press or one of your Social Networks we can link that article in the Presidents email.  We just need a catchy slogan to use on your link. We will email you a week before the Presidents Email is due to be sent you just have to send us a link and a slogan.

· Looprevil Press: Looprevil Press, winners of ‘Best New Club and Society 2008-09’ is your Student Newspaper. Please email Rachael at Looprevil Press about any success stories and if you have any events planned please give Looprevil Press plenty of notice so they can send a reporter and photographer to your events. Email Looprevil Press at r.carpenter@2008.ljmu.ac.uk 
· Looprevil Radio: Looprevil Radio is your Student Radio Station. They run independently from Looprevil Press but carry the same name to give the students a unified student media. Previously known as Shout FM they had no live coverage last academic year but this has all changed since the arrival of their new sound desk. If you fancy having a slot on the radio station or if you simply what Looprevil Radio to shout about your successes or talk about up coming events contact Iver Kleiven on I.Kleiven@2008.ljmu.ac.uk 
· Posters & Flyering: If you plan to produce lots of flyers and posters think carefully, is this is going to be a productive use of your money? We have found posters and flyering to be less effective than in previous years. This is in part due to poster blindness and often with flyers students are given a flyer they don’t particularly want and as such chuck them. More and more students today look online for their information. We will of course still produce a poster that will list all the clubs and contact emails to go outside the Student Union but we will not be offering a hall drop for us to put up your posters. 

· Student Social Networks: It is essential to use as many social networks as possible like, Facebook, Youtube and Twitter. You can link all your social networks to your LSU web page. Also why not post articles on our facebook pages or Twitter feed, email them to Sam or Kylie.

· JMU Staff: If you can link your club or society to any course at JMU then I can’t stress enough what an advantage it is to get the backing of JMU staff. They can send an email to a target group who have an interest in your club/society. We can help you build links with JMU staff and find out if there is a course related to your club/society.

Telephone and Fax

There is a telephone and fax machine available on request for Club or Society Committee Members. Please note this service must strictly be used for club and society purposes only. If you wish to use the phone or fax just ask at the Student union Reception. Please bring ID so you can prove who you are.
Website

As a Club/Society officer you will be allocated a page on the LSU Website. To check out your current website log on to www.l-s-u.com, select “Activities” from the menu bar at the top of the page and left click on “Clubs and Societies”. To update your web page please send any information, pictures or links to the Clubs and Societies Coordinator. 

TRANSPORT
If you wish to book any transport please follow the following procedure 
1. Book in plenty of time at least a weeks notice. The day before is completely unacceptable 
2. Decide on your means of transport

3. Only use the travel companies we have listed below. If you wish to add a new company to our list please contact Sam or Kylie at the Student Union.
4. Contact any of the travel companies listed below, check availability and price and when you are satisfied make a provisional booking.
5. Check you have the money in your account and send Sam or Kylie a ‘Risk & Event Information Form’ and a ‘Risk Assessment’
6. Once you have made a provisional booking the travel company will then contact us giving us the details of your booking
7. We will contact you to check the details are correct and check your account covers the cost.
8. We will only confirm your booking to the travel company when you have the money in your account and we have received a Your Forms from you.
9. Your Passenger List must be handed in to LSU Reception or directly to Sam or Kylie either by email or in person prior to departure. Failure to do so may result in disciplinary actions.

Minibuses
Arnold Clare
0151 298 1811
TLS

0151 944 5460

Driver Hire

If you need a Driver contact Driver Hire 0151 482 5522
Coach Hire 

Student Coach Company
01244 534880
Timewells


0151-526 3209
Furlongs Travel

0151 5465 658
FINANCES

Every club and Society automatically has an account at the Liverpool Student Union. External bank accounts are strictly prohibited. 
All money you either collect or generate must go into your account and all expenditure must come directly out of your account.
Your committee is expected to keep your own income and expenditure sheet and do your own Budget forecast at the start of the academic year. This is usually the job of the Treasurer. If you email Sam or Kylie they can send you an update of your finances please check this regularly against your own records. 
Procedure:
1. Handing in cheques: If you are handing in a cheque please ensure the cheque has been signed, is made out to the Liverpool Student Union and has the expiry date and has the cheque guarantee card number written on the back. 

2. Income or Expenditure Form: Complete either an income or expenditure sheet. You can collect this from either reception or from the trays on top of the Clubs and Societies Cupboard 1st Floor of the Liverpool Student Union. 
3. Expenditure: Expenditure cannot be paid out in cash. Expenditure can only be transferred via a BACS payment or we can write you a cheque. Expenditure via BACS payment needs to be requested before Wednesday for it to be processed and inputted by the following Monday. 
4. Income:  Please check you have the correct money to match the form and always ask for a receipt. Put all your income into an envelope with your income form and clearly label the envelope with your name contact number and amount. You can ask for an envelope at reception.
5. Handing your Forms in: Hand your completed Expenditure or Income Form with any collected money at Reception or with Sam or Kylie.
GRANT ALLOCATION

All clubs and societies are eligible to apply for a grant. 
1. Download a Grant Application Form Here on the lsu website under and societies clubs 
2. Send your Grant Application by email to Sam or Kylie

Once they have received your Grant Application they will arrange a meeting with you to discuss the application further.

3. If you hate filling out forms and want some help with you application contact Sam or Kylie to arrange a meeting and he will ask you the questions and fill out the form on your behalf.

4. Gather any extra information that you may be required to gather as a result of your first meeting and add to your application

5. Sam or Kylie will discuss your application with Jess Green and your application will go to the next available Sabb Catch up. Please allow for 2 weeks for a decision to be made. In the mean time we may contact you if we have any additional questions regarding your application. 
6. Successful Grant Applications must be spent within the academic year.  No Money will be carried forward to the next Academic Year.  

How many Quotes do you need to provide?

You need to provide a minimum of two quotes for every item/activity if your bid is £100.00 or more. If you bid is below £100.00 then one quote is sufficient. If your bid is £50.00 or less it will almost certainly get approved. 

How to spend Grant Money

On approval of your Grant the money will go directly into your account. All Grant Money must be spent only on items or activities that your grant application specified. In order to clarify when you are spending grant money please hand your completed Expenditure Form to Sam or Kylie and specify to them that your expenditure is to come out of your Grant money. 

SPONSORSHIP

We have a sponsorship agreement with BAM our web provider where any sponsorship that that we the Student Union organise must go through BAM. Clubs and Societies can organise their own sponsorship without it having to go through BAM provided you are absolutely clear in both your written agreement and through your publicity that your sponsorship is for your club/society.
We want you to go out and use your own initiative to organise sponsorship for your club/society. Once you have found a company willing to offer Sponsorship please follow the following steps:

1. Check our list of Do’s and Don’ts and our list of Frequently Asked Questions for sponsorship. This may answer whether we will approve a sponsorship straight away.

2. Discuss with the sponsor how much sponsorship money you will be entitled to, how and when you can apply for sponsorship funds, what you will be expected to do to fulfil the sponsorship contract, what happens in the event either party is unable to fulfil the contract and how long the sponsorship contract will last. 
3. Make sure your side of the agreement is realistic. We don’t want you to promise something you cannot fulfill so be aware of dates, exams and other commitments that might affect you fulfilling your side of the contract. 
4. Once you are satisfied and before you commit to any agreement inform the sponsor that you need confirmation from the Student Union.

5. Complete a Sponsorship Form and send your completed form by email to Sam or Kylie at the Liverpool Student Union. 
6. We will want to know exactly what your sponsorship entails and may have further questions but in most cases we will be able to give you an answer straight away.

7. Make sure you get a written copy of your sponsorship agreement either sent directly by email from your sponsor or a signed paper copy. We must both sign and agree to your sponsorship.
8. Once your contract is signed we can invoice your sponsor to get the money which must be paid into your club/society account.
9. We will contact your sponsor to get formal confirmation.
10. Once we’ve got the money from your Sponsor we will send you an email confirmation and you can start spending!

11. Once your agreement is in place make sure you keep your sponsors happy by keeping them updated on what you’re up to, how you’ve been supporting them and how they’ve helped your group.
Frequently Asked Questions
1. Can I get sponsorship from a bar or club? Yes is the short answer but we ask you to check the details of your contract before excepting anything. For example if the bar asks you to drink in their bar once a week, how many people from your group have to drink every week? What happens if on one week not enough people go to the bar? What happens if you are unable to fulfil your part of the contract? We would not be comfortable with any contract where you had to spend so much by the end of the year in a bar or club? 
2. As part of our Sponsorship contract our sponsor wants us to distribute Flyers can we do this? No you cannot distribute flyers in the Student Union, on JMU campus or in Student Halls but you can off campus. 
Sponsorship - Don’ts
1. Send a standard letter to every company

2. Do not go approach any company that conflicts with our values, equal opportunities and safe space policy.
3. Agree/sign before LSU have approved

4. Extend the sponsorship beyond your group

5. Hand out sponsor materials to the wider student population 

6. Do not approach Nestle or News of the World because both companies are banned for advertising by our Student Union
Sponsorship – Do’s

1. Make sure potential sponsors know who you are, what you do and what you want money for
2. Approach as many companies as possible about sponsorship 

3. Think about why that company would want to sponsor you and make your proposal unique to each company. Sponsorship doesn’t just have to be money, you could negotiate a discount for your members in for example a restaurant or you could ask for equipment: be imaginative. 
4. The most successful requests are those that meet the company’s broad aims and objectives. You should demonstrate that you’re well organized and will successfully carry out the project. Clearly show how sponsoring your group will benefit the sponsor
5. Follow up letters with a phone call or visit as face to face contact is often more productive
Fundraising Ideas
1. Membership fees or weekly subs
2. An organised event where you charge an entrance fee.

3. Bag Packing for different supermarkets 

4. A sponsored activity like, 3-peak challenge, 10k or a skydive
5. A sponsored event related to your club/society. For example Cheerleaders challenge people to beat a real cheerleader at Wii cheer
6. Cake stalls. You bake the cakes and sell them on a stall down at the Union. If you are baking yourself you must be qualified and provide us with a current copy of your food hygiene certificate. Alternatively purchase cheap cakes and sell for a profit making it clear proceeds go to your club/society. 
LEISURE WEAR
You are not allowed to purchase any leisure wear from an outside source if you wish to use the LJMU or LSU logo on Leisure wear. 

EQUAL OPPORTUNITIES

Liverpool Students Union takes the issue of Equal Opportunities very seriously. We will not accept any form of discrimination, intimidation or prejudice at any time. We will not accept discrimination of students, staff or guests on any LSU Premises, at any LSU event, be it internal or external, or by any affiliated group that is bound by our policies.

Our safe space policy is to ensure that all users of LSU feel safe and comfortable in the Union. The policy prohibits discrimination on grounds such as:

· Age

· Gender/Transgender

· Sexual Orientation

· Physical Appearance

· HIV/AIDS Status

· Race/Ethnicity/Skin Colour

· Culture/Religious Belief

· Disability

· Class/Socio Economic Status

· Marital Status

If this policy is breached by any student, member of staff or guest, LSU reserves the rights to remove the person or group from the premises and may consult the University with regard to disciplinary procedures in conjunction with the University’s Equal Opportunities Policy and Police action may be sought where appropriate.
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