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Welcome 
 

Hello everyone,  

 

A massive congratulation on becoming a Committee Member for your Society 

or Association!  The next year will promise to be one of your most exciting at 

Loughborough!  You will be faced with a variety of challenges you might not be 

used to, you might be forced out of you comfort zone, but being on a society 

committee is one of the most rewarding things you can do at Loughborough. 

 

This manual has been designed to be a reference tool for you and to help you 

through your year on committee.  It contains some vital information and advice, 

so make sure you use it. 

 

The Student’s Union is committed to supporting all our Societies and 

Associations.  If you have any queries, then please contact the Student 

Activities Officer or the Student Resource Administrator. 

 

So get stuck in, and remember the more you put in, the more you take away! 

This really is a fantastic opportunity for you to develop as a person, so use it! 

 

Best of Luck!  

 

Brian ‘Budge’ Parkinson 

Student Activities Officer 2009-2010 
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About your Student’s Union 
 
 
Loughborough Students' Union is an organisation that is run by students for 
students.  LSU represents students of Loughborough University, 
Loughborough College and the RNIB at NUS level.  
 
It is important to know that LSU is a separate organization from Loughborough 
University. You should therefore never refer to your society as being 
Loughborough University, but instead Loughborough Students, e.g. 
Loughborough Students Hot Air Balloon Club. 
 
At the Students’ Union, there is an Executive Committee of 9 full time 
sabbatical officers and 5 part time student officers(http://www.lufbra.net/exec/)  
, and they are all elected to annually to manage the Union on a day to day 
basis. The Student Activities Officer is your representative and is here to 
support you!  There is also a full time staff member, the Student Activities 
Administrator Jody Alexander, dedicated to supporting societies and their day 
to day running! 
 
The benefits of your society being affiliated to the Students Union are: 
 

• Union Bazaar Space 
• Staff and Admin Support 
• Better access to facilities 
• Club webpage 
• Covered by LSU’s insurance 
• Grant allocations 
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Student Activities Officer 
 
The Student Activities Officer is your elected representative on the LSU Exec. 
They are responsible for all of the Societies and Associations that are affiliated 
to the Students Union. Their role consists of: 
 

• Supporting existing societies achieve their aims and objectives 
• Promoting student involvement in the Societies Federation 
• Supporting new students who wish to start new societies, helping them 

promote the society and get it off the ground. 
• The chair of the Societies Federation 
• Organises the Societies Federation Monthly newsletter 
•  Strategic Control for Societies finances 

 
Contact: studentactivities@lufbra.net  
 

 
Student Activities Administrator 
 
Jody is the dedicated Administrator of Societies and Associations, his role 
consists of:  
 

• Being the first point of call for societies financing, signatory on all society 
bank accounts. 

• Society membership issues 
• Data protections and risk assessments 
• Trip planning 
• Room bookings 
• Financial planning 
•  

Contact: jodyalexander@lufbra.net  
 
  
 
 
 
 
 
 
 

mailto:studentactivities@lufbra.net
mailto:jodyalexander@lufbra.net


 
 

www.lufbra.net 
Tel: 01509 635062 

5

 
The Societies Federation 
 
The Societies Federation is the section of the Students Union which is made 
up of all the Societies and Associations.  
 
Every Society and Association member is a member of the SocFed. When a 
student pays their £5 Societies Insurance, this also covers their membership to 
the Societies Federation.  
 
The Student Activities Officer is the head of the Societies Federation and chair 
the Societies Federation Committee. 
 
The SocFed has semi-regular meetings where every society has to bring 2 
committee members, ideally the Chair and Treasurer. The objectives of these 
meetings are for the SocFed committee to raise ideas with the Societies and 
vice versa.  
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Further General Meetings may be called by one quarter of the membership by 
writing to the Secretary, or if the committee or Students’ Union deem it 
necessary. 
 
Quoracy 
In order for a general meeting to be official and for any decision to be made the 
meeting must meet ‘quoracy’, which basically means you need to have a 
acceptable attendance for the meeting to go ahead! If a society has 30 or less 
members, quoracy is reached when the number of ordinary members exceeds 
the number of committee members.  For societies of 31 or more members, 
quoracy is reached when 40% of the membership is in attendance.  The 
calculations of a meeting’s quoracy must be noted in the meeting’s minutes. If 
such a meeting is inquorate then the meeting shall be adjourned for seven 
days, by which time it will automatically become quorate. 
 
 
SocFed Meetings 
 
This meeting is called every so often by the Student Activities Officer and 
requires the attendance of two committee members from every society.  If a 
Chair cannot attend, then they are to send a representative.   
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Finance 

 
All committee Treasurers must attend the training session.  It is important for 
the Treasurer to keep accurate financial records. 
 
A society has two separate accounts, a Union Grant Account and a Private 
Account (Natwest).   
 
Union Grant Account 
 
A grant application form is to be submitted to the Student Activities Officer 
before the end of semester two.  From this, a grant will be calculated to support 
and fund your society for the year.  This money is placed in the Union Grant 
Account. 
 
The grant only lasts for 1 year and is not carried over.  Any money not spent 
will be put back into the Societies section and re-allocated.  To make a claim 
from your Union grant account, a claim form must be filled out and signed by 
the society Treasurer and handed in to the Student Activities Administrator.  
The grants appear in the Union Grant Account on the 31st April and will expire 
on the 31st March, the following year. 
 
Private Account 
 
The Private Account is an external bank account held with the Student’s Union 
bank, Natwest.  All membership fees from WorldPay are transferred to this 
account. 
 
The society Treasurer will be asked to keep an account of the activity in this 
account and their records will be audited once a year. Bank statements can be 
collected from the Student Activities Administrator. The signatories for this 
account are: 
 

- Chair     - LSU Finance Manager 
- Treasurer    - Student Activities Administrator 
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Committee Spending 
 
All expenditure must be approved by the Treasurer first. Make sure to get 
authorisation from the treasurer before spending otherwise the Treasurer does 
not have to reimburse them or pay the invoice. It’s possible you would have to 
cover it yourself! 
 
Being on committee shouldn’t cost any money, so if you have any expenses, 
check with the treasurer first and then make sure to claim it back! 
 
Invoices 
 
Any invoices received, from a company or organisation, for services to your 
society needs to be addressed to the Union address: 

 
[Insert your society name] 
Loughborough Students' Union 
Union Building 
Ashby Road 
Loughborough 
Leicestershire 
LE11 3TT 
 

Only invoices with the Union address on will be able to be claimed back from 
the Union Grant account. 
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How to Write a Cheque 
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Counter 
Foil 

£ 0.00 

For 

To: 

Sig 2 Sig 1

Date 

 
1. Make sure that you have a valid Receipt, Invoice or Personal Invoice 

before writing a cheque  
2. ALWAYS fill out the counter foil, with the date, amount and who the 

cheque is payable to; this then acts as a record for your expenditure and 
is a vital part of good book keeping.  

3. ALWAYS fill out the date section of a cheque. Cheques are only valid for 
6 months from the date that they are written. If the bank processes a 
cheque older than 6 months please contact the Student Resource 
Administrator. 

4. For the headline “To:”, clearly write who the cheque is payable to.  
Companies will state who the cheque should be made payable to on an 
invoice. 

5. For the headline “For:”, write the amount the cheque is for in words, e.g. 
fourteen pounds and forty nine pence only. You must include Only at the 
end.  

6. The box on the right hand side is where you must write in numbers how 
much the cheque is for. 

7. Every cheque needs 2 signatures to be valid. The 4 people who are able 
to sign a cheque are the Society Chair, Treasurer, LSU Finance Manager 
and Student Activities Administrator.  

8. A Treasurer or Chair cannot sign a cheque that is made payable to 
themselves. The LSU Finance Manager and Student Activities 
Administrator need to counter sign your cheque.  

 
If you have any finance questions please do not hesitate to contact the 
Student Activities Administrator for advice. 
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Resources 

 
Society committee members are welcome to use the Union reception for both 
photocopying and poster printing. These charges charged to the Societies’ 
Union Grant Account at the end of every month.   
 
Photocopier 
 
Any material that you wish to photocopy must first be signed by the Student 
Activities Officer, to formally state that the material complies with the Students’ 
Union’s Logo Policy.  A black and white photocopying machine is available for 
the use of Societies, at the Students’ Union Reception.  For the Reception’s 
machine, it is recommended that Societies only use the section mono logo.  A 
colour photocopying machine is available at the Students’ Union Art Shop at 
the College. 
 
 
Poster Printing 
 
To print posters, the file must be sent to the Student Activities Officer with 
details of the size you would like to print.  The Student’s Union can print 
standard sizes from A5 to A0, or they can print specific sizes by request.  A list 
of prices is available from the Students’ Union Reception. 
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Societies Federation Newsletter 
 
The Societies Federation publishes about 5 newsletters throughout the 
academic year.  The colour newsletter is sent electronically to every society 
member and publicised to every Loughborough Student.  The newsletter is 
also available online for anyone to view! 
 
The newsletter informs students of all the recent happenings in the Societies 
Federation. It contains important information regarding Societies, but it is also a 
publicity tool for both Societies and the Societies Federation. 
 
Committees are encouraged to promote their society or association by sending 
articles, pictures and information on their events and activities to the 
newsletter. It’s a great way to publicise what you have planned, or what you 
have achieved. If your society has done something you feel it worth gaining 
publicity over, then please send an article to the Student Activities Officer.  
 
To view the previous newsletters click here: 
http://www.lufbra.net/societies/newsletterarchive/  
 
 
Please send any entries or enquiries to studentactivities@lborosu.org.uk. 
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Logo Policy 

 
The Corporate Image Policy exists to help to promote the Student’s Union.  It 
works as a part of the Students’ Union strategy to communicate clearly to our 
members and to identify which activities are not official Students’ Union’s 
events.  
 
Anything the society produces (posters, t shirts, flyers, presentations) MUST 
contain the Union’s logo and have the societies lufbra.net webpage! 
 
The logo policy is available online, please read it here: http://bit.ly/9ofPNu 
 
 
Please make sure you understand it, if you do not adhere to the logo policy you 
may be subject to a fine! I can think of a lot better things to spend members’ 
money on! 
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Room Bookings 

 
 
Union Rooms 
 
The Students’ Union has a number of rooms available for the use of Societies.  
These rooms can be booked free of charge, for committee meetings, general 
meetings and general Societies business. These can be hired through Union 
reception. The rooms available are: 
 
Council Chambers 
Holds a maximum of 90 people seated 
 
Board Room 
Holds a maximum of 35 people seated 
 
Meeting Room/Dance Studio 
Holds a maximum of 20 people, this room is also a small dance studio. No 
more than approximately 10 people can dance comfortably in the room. 
 
Please leave the rooms how you found them! If you leave a mess, you may be 
subject to a fine! 
 
If you book a room at the Student’s Union, you may also hire flipcharts, 
projector and OHP.  The price list is available at Reception. 
 
Room 1, Cognitos and Fusion 
 
The can also be hired by societies for practises, meetings or socials. If you 
wish to hire these please get in touch with the Student Activities Officer so they 
can liaise with the Venue department of the Students Union. 
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University Rooms 
 
If you wish to book University rooms you can do this through emailing 
rooms@lboro.ac.uk. Each committee should nominate 2 committee members 
who can book University rooms, all bookings should then be done through 
them. 
 
 
Sports Facilities 
 
 
Over the summer break Societies can submit their requests to the SDC (Sports 
Development Centre of the University) for sport facilities for the upcoming 
academic year. These block bookings are completely free to LSU societies. If 
you wish to make one off bookings throughout the year, these should be 
booked at one of the sports receptions and the society will have to pay the 
standard pay as you play charges.  
 
Some bookings may be cancelled by the SDC in favour of sports fixtures. 
 
 
Mumford Arts Centre and William Morris Dining Hall/Dance Studio 
 
To book either of these facilities or if you have any questions about them, get 
in touch with Jody Alexander at jodyalexander@lufbra.net  
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Vehicle Hire 

   
Van and Minibus 
 
Vans and minibuses are available to hire from Reception at a discounted rate 
to LSU societies.  Prices are available at Union Reception.  You will be 
required to complete a booking form at the Reception and have it signed by the 
Student Activities Administrator.  All drivers have to be registered on the 
Union’s vehicle insurance policy and Reception have details of who can be 
registered and how. 
  
External Vehicle Hire 
 
The Students’ Union has an arrangement with a local company for external 
vehicle hire.  The Union will liaise with the company on behalf of societies and 
cover any insurance issues.  Use of external companies is not approved by the 
Union because of the problematic insurance issues. 
 
 
UNDER NO CIRCUMSTANCES MUST SOCIETIES BOOK VEHICLES FROM 

AN EXTERNAL COMPANY 
 
 
Coach Hire 
 
All societies are required to contact the Student Resource Administrator for a 
list of Union approved coach companies.  Societies need to pay through the 
use of an Invoice. 
 

UNDER NO CIRCUMSTANCES MUST YOU PAY CASH TO A COACH 
DRIVER OR COACH COMPANY 
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Private Student Vehicles 
 
Any private vehicles to be used for Societies purposes must be registered with 
the Student Activities Administrator and a Private Vehicle Registration Form 
completed.  All vehicles will have to be re-registered at the start of every 
academic year. 
 
When registering a vehicle with the Students’ Union, the owner needs to inform 
their insurance company that they will be transporting students on official 
society business.  It is likely that this will incur a charge, but the vehicle owner 
may claim back this charge from one of the society’s accounts.  Please 
remember to consult your Treasurer. 
 
The Student’s Union provides a Travel and Subsistence Allowance.  Please 
speak to the Student Activities Officer about claiming back any travel and petrol 
costs. 
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Coaching Contracts 

          
The Union has the duty to ensure that when anyone is being paid to provide a 
service for members such as coaching, the society must follow Employment 
Law and practice. 
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According to Students’ Union regulations, contracts are to be drawn up for 
anybody being paid to provide a service to a society. 
 
There are 3 main documents to be completed for this process and can be 
found online (these can all be found here 
http://www.lufbra.net/societies/essentialdoc) : 
 

- Coaching Policy 
Sets out requirements for both the coach and the society. 

 
- Coaching Agreement 

Sets out the times and dates that the coach will run sessions. 
 

- Contract of Employment 
The contract between the Students’ Union and the coach. Sets out 
statutory information required under Employment Law. 

 
- Personal liability insurance, provided by the coach 

 
In addition, the coach must read and agree to abide by the Code of Conduct 
and the Risk Assessment.   
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Organising Trips and Events 

          
The way you organize trips and events can determine how successful the 
committee is! It is often these that members remember and what they joined 
the society for! As well as being great fun, activities are a good way of 
promoting your society to other students. 
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Planning 
 
Make sure you plan your event well in advance! You need to give yourselves 
time to not just organize the event properly but also to publicise it to your 
members! The more time you give yourselves, the more likely it is to be 
successful! 
 
You need to fill out a risk assessment for every society event you organize, this 
is available online http://www.lufbra.net/societies/essentialdocs/. You should 
always inform the Student Activities Officer and Administrator of events you 
have planned, this way we can inform you of what you must think about and 
we might be able to help!  
 
If you need help publicising your event, then get in touch with the Student 
Activities Officer! 
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Insurance 

          
Every member of a society has to pay the one off fee of £5 which covers 
insurance and their affiliation to the Societies Federation. The purpose of this is 
to cover all members against injury or harm when participating in official society 
events that have a Union approved Risk Assessment. 
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As committee members, please remember that you may have a share of any 
legal liability in the event of a serious accident.  Any accident or incident 
involving a society may be investigated by either Union or University Health & 
Safety, with legal powers to prosecute individuals. 
 
The section’s insurance policy only covers individuals aged 14 and over.  
Parental consent will be required for participants, under the age of 18 years, in 
any event.  If any underage individuals are required to participate in an event, 
the Student Activities Officer or the Student Resource Administrator must be 
informed PRIOR to the event. 
 
Risk Assessments 
 
A Risk Assessment is a legal document that the Union keeps for 40 years.  It 
reflects the attempts being made to minimise the likelihood of a hazard causing 
any harm to society members.  You must update your society Risk Assessment 
every 2 years and whenever a new activity or event is being added. 
 
If a student is injured during an event or trip that is not properly risk assessed, 
the committee responsible for organising the event will be personally liable 
under the law. 
 
There are five steps to a Risk Assessment: 
 

1. Look for potential hazards – never assume there are no risks. 
2. Identify who could be at risk to the hazards. 
3. Identify what can be done to remove or reduce the risk of the hazard. 
4. Make a record of what you intend to do and inform everyone involved. 
5. Regularly review your Risk Assessment for maximum safety. 

 
You can download one from here: http://www.lufbra.net/societies/essentialdocs  
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Using Your Website 

          
 
 

Your Webpage is the first thing people see! So it’s important you keep it up 
date and make it as user friendly as possible!  
 
The website has a range of functions such as an event calendar, forums, and 
automatic weekly email, to learn more about these get in touch with the 
Student Activities Administrator who will be able to organize a tutorial session. 
 
It is compulsory for every Society to have the following on their webpage: 
 

• Name of Society 
• A brief description of what the Society is and what it does 
• Contact details of how they can get in touch with the committee to ask 

questions 
• An Image of the society, a picture of an activity. 

 
If you have an external webpage, you must: 
 

• Include the Union/Socfed logo, which links back to www.lubfra.net, this 
should also be of greater prominence than any commercial sponsor. 

 
 
Send Group E-mail 
 
You can send an e-mail to all of your members, some of your members or just 
your fellow committee members.  
 
To e-mail from this section you select the members you wish to email by 
clicking their name and moving them to the ‘Send to’ box. You can edit the title 
of your e-mail (it is automatically the name of your website). Type your email 
into the main text box and then click ‘Send e-mail’. This feature helps 
committees to keep members up to date with what is going on with your 
society.    
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Welcome Message 
 
If you choose to use this setting every new member that joins your society will 
be sent the text you enter below. It might be an idea to put a contact e-mail on 
this section so if members have any questions they have someway of getting in 
contact with the society.  
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Contacting Societies 

 
Website: www.lufbra.net/societies 

 
Tel: 01509 635062 

27

 
Postal Address:  
[Society Name] 
Union Building, 
Ashby Road 
Loughborough 
Leicestershire LE11 3TT 
 
How to contact individuals: 

 
 

Head of Societies 
Student Activities Officer 

Studentactivities@lufbra.net  
01509 635041 

 
 

Student Resource Administrator 
jodyalexander@lufbra.net  

01509 635058 
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Appendix 

     
Schedule XVI: Societies 
 
1. Definitions and General Terms 
 
(a) The name of each society shall be made on the initial application. Changes to this name must be 

made by a quorate general meeting of the society and ratified by Union Council. 
 
(b) Each club or society must produce a code of practice which will include a series of aims and objectives 

which will set the parameters of their activities. Members shall sign to confirm they have read the code 
of practice and it shall be published on the individual web space for each society. 

 
(c) The code of practice may be amended by a meeting of the committee of the society but any decisions 

are subject to veto by Union Council. 
 
(d) Affiliations to external bodies shall be made by a quorate general meeting. All decisions regarding 

affiliations are subject to veto by Union Council. 
 
2. Membership 
 
(a) Membership of each society must be open to all LSU members regardless of ethnic origin, religion, 

sexual orientation, age or gender and includes University, College, RNIB students and associate 
members. 

 
(b) Only full members of the union are allowed to take part in the democratic processes of the society, as 

defined in paragraph 4. These are but not exclusively; voting and standing as candidates in elections. 
 
(c) Associate members may be allowed to join if approved by the committee of the society and the 

relevant union officer. The above clause regarding democratic processes applies. 
 
(d) A society may have associate members at a percentage level set in any one academic term and the 

individual members must make a valuable contribution to the club. The term ‘valuable contribution’ and 
the percentage level shall be defined in policies set out from time to time by council. 
 

(e) Any member may have their privileges with the club or society withdrawn if their conduct is 
unbecoming of a member of the society. This decision may be taken by the committee or is subject to 
the Union disciplinary and appeals process. 

  
(f) A club or society must have a minimum of 20 full members to be functional. A maximum membership 

level may be defined in the society code of practice.  
 
 
3. Subscriptions 
 
(a) Members shall pay a subscription, the amount of which can be varied from time to time by the decision 

of the democratic structures as defined in policy set by Union Council. 
 
(b) The level of subscriptions shall not be less than the LSU minimum, which is specified each year by the 

LSU Finance and Trading Committee on behalf of Union Council. Associate members shall be charged 
a higher subscription rate than full members. 

 
(c) Where possible, subscriptions will be collected before and after the Fresher’s Bazaar and monies will 

be transferred into club accounts; where possible and subject to club status, within 10 working days of 
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the Bazaar. The method for the collection of subscriptions shall be defined in policy made from time to 
time by Union Council. 

 
(d) No individual may take part in any society activities before payment of the current subscription. The 

subscription forms part of the insurance policy enabling activities to take place. 
 
4. Committee 
 
(a) Each society shall have a committee which shall be responsible for its operational running. The 

committee must have a chairperson, secretary and treasurer plus other positions relevant to the 
society. 

 
(b) Committee members are bound by the terms for attendance at union meetings and subject to motions 

of ‘no confidence.’ 
 
(c) The role of the mandatory committee members shall be: 
 

(i) Chairperson shall oversee the running of the society, preside at all meetings and ensure that 
they are properly conducted. In his/her absence, a member of the society’s committee shall 
take the chair. 

 
(ii) Secretary shall give notice and administer all committee and general meetings. They will 

make copies of minutes available to members and LSU. They shall be responsible for the 
dissemination of information to members and any correspondence thereto. They shall also be 
responsible for maintaining membership records. 

 
(iii) Treasurer shall be responsible for the financial affairs of the society. They are required to 

produce accounts to LSU for auditing purposes. They are automatically signatories on any 
account held by the society along with those named in current policies made by Union Council. 

 
 
5. Meetings 
 
(a) All meetings of each society shall be open to all members. There shall be a minimum of three 

committee meetings per term and a minimum of one general meeting per term. Two weeks notice shall 
be given by the secretary for such meetings. There shall be a general meeting held within 4 weeks 
after the freshers bazaar. There shall be a general meeting during the month of February which shall 
be designated the Annual General Meeting and should include the elections for the following year. 
Further general meetings may be called by one quarter of the membership in writing to the secretary. 

 
(b) Elections for committee positions shall take place in accordance with Standing Order D.  
 
(c) The quoracy at General meetings shall be no less than 40% of the membership. In all cases the 

number of ordinary members present must exceed committee members. If such a meeting is inquorate 
then the meeting shall be adjourned for seven days by which time it shall automatically be quorate. 
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