Start Up Pack

So you’ve got the OK for your Club or Society, that’s the first step out of the way but there’s still a few more things you need to do before you get it up and running

Club Documentation

Each club must have the following documents in order to complete the affiliation to Loughborough Students Union

Constitution

This documents the activities of your club.  It sets out who members shall be, the positions on the committee, how much your subscription fee is and guidelines for meetings.

Risk Assessment

As an organiser of activities for other people, you and your club have a responsibility for ensuring that these activities are carried out as safely as possible.

Code of Practice

This is the club’s written commitment to your members, outlining the ways the club will operate and will inform your members of their responsibilities.
Templates available for each of these documents to assist you in completing them

Constitution

When you look at the Constitution Template Document you will see that much of the information is already there for you.  However you need to edit and adapt the Constitution to fit your Club or Society.

All the Blue Italic text gives and instruction of what must be completed in that particular section.  All the Blue Italic Text should then be deleted prior to its overall completion.

Key areas to complete:

Club or Society Name – All Clubs and Societies affiliated to Loughborough Students Union are to be called prefixed with LSU (standing for Loughborough Students Union).  
For example, 
LSU Juggling Club    or    LSU Jewish Society.

The Club or Society should be referred to in all publicity, correspondence and on all clothing in this manner.  In addition you will be issued with an official logo for your Club or Society similar to the one below.  This logo should appear on all publicity and clothing as per the Loughborough Students Union Publicity Policy
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The word “Union” to be replaced by Club / Society Name

Aims & Objectives – When you applied to be a Club or Society, you were asked to complete your aims & objectives on the “New Union Club Application Form”.  In the Constitution these need to be formally written down to act as guidance for the direction of your Club or Society.
This Aims & Objectives given here should be the guiding force of any activities or ventures that the Club or Society undertake.  ALL activities you carry out should work towards one or more of these aims.  In the same respect, no activity should take place that contravenes any of the aims or objectives listed.

Your aims and objectives could include:

· To provide the opportunity for all members, regardless of ability or skill to enjoy Kite Flying on a regular basis
· To arrange regular evening meetings for members to play Chess
· To organise one day and multi-day Hiking trips to various locations around the UK

· To celebrate and share the culture of Malaysia with all Students and the wider community
· To share and explore Breakdancing knowledge, moves and techniques

Remember your Club or Society has been provisionally approved with the aims and objectives already given, so be prepared to explain any changes!
Role of Committee Members – Each Club and Society is required to operate with at least 5 committee members.  This MUST include a Chairperson, Treasurer and Secretary with the Responsibilities as described.

You are required to have at least 2 more committee members.  These can be involved with certain areas of your Club or Societies activity and should be given specific responsibilities in the Constitution.  For example:

· Equipment Officer
· Social Secretary

· Trip Officer

· Website Editor

· Sport Secretary

· Publicity Officer

Any of these positions may be suited to your Club or Society.  You are not restricted to 5 committee members and can have more.  But be careful, having too many people can be worse than having too few.

In general all the black text should be kept in place in this document.  If there is any particular section that you would like to edit, add or delete, you should contact the Student Resource Administrator to talk through your changes. 
Risk Assessment

Risk Assessments are a written document that explains the various dangers or hazards that you and your Club or Society Members may reasonably be exposed to and how the Club or Society has taken reasonable steps to prevent any injury.
You are expected to produce a Risk Assessment for your Club or Society to cover all the regular activities you will be undertaking.  We all carry out risk assessments all day every day.  The difference is that as you are responsible for the activities and actions of a large number of people and you need to ensure you are prepared for any possible problems.

The process of completing the risk assessment highlights possible problems or areas where the good practice of the club can be improved.  It highlights areas where there is a Duty of Care to satisfy, enabling plans, precautions or procedures to be put in place to avoid or prevent the foreseeable harm.  It may be necessary for your club or society to have a number of Risk Assessments to cover different activities.  
1.
Identify the hazards

Consider the situations that are likely to result in harm.

Risks could be considered within the following categories:

· Equipment usage, maintenance or appropriateness

· Transport

· Personal Accidents

· Third Party Accidents

· Manual Handling
· Use of Chemicals or Hazardous Substances

We suggest as a committee you discuss possible hazards which could seriously harm your members.  As Clubs and Societies are so varied in their activities the best people to know the hazards are yourselves.  An initial 'brainstorming' session' is a good idea.
2.
Decide which people are at risk.

Consider all people that could be affected by any hazards.  This will not only include Club or Society members but also, members of the public, coaches or officials or other activity participants.
There is no need to list individuals by name, just think about groups who may be affected.

3. Are existing precautions adequate?
Before assessing whether controls are adequate, it is necessary to evaluate how great the risk is.  Depending on the level of risk, controls and precautions may be adequate or insufficient.  A relatively minor injury that happens regularly could be as important to consider as a serious injury that is much less likely to happen.

Either use the simplified scale within the table, giving a risk a high, medium or low probability

OR

Assume:
Risk Factor    =    Seriousness of Outcome    x    Probability
Injuries range from 1 to 10 
(one being cuts and bruises and ten being a fatality)

Probability ranges from 1 to 5 
(one being possible but unlikely and five being very likely)

The higher the priority, the more important it is to take precautions again the hazard.  Even after precautions have been taken usually some risks remain, you should consider each hazard, and how to reduce the risk to a minimum.

The precautions that can be put in place could involve:

Training (Committee, Skills, Group Management, Equipment Use, Beginners etc)


Equipment (Provision, Management, Inspection, Usage Log, Replacement etc)


Code of Practice (Rules, Regulations, Advice and Best Practice for activity)


Emergency Procedure (Ability to deal with an incident and control the situation)


Communication (Ensure everyone knows the do’s & don’ts)

4.
Record your findings

Keep a record of:

A
Significant hazards and the actions you take to reduce the risk

B
The people who will be at risk

C
Details or Documents notifying your members of precautions. (could be recorded at one of the club's regular meetings or an information sheet given out before an event)

D
Report ALL Accidents, Incidents and Near Misses to LSU 

5.
Review and Revise
A risk Assessment should not be completed and filed away.  It should be reviewed regularly.  

Idea
Idea for Event or Activity.  Start Planning Event in terms of scale, location, activity type and start the ball rolling
Planning
Risk Assess Event. Continue Planning with action points from primary RA
Review
Review RA in depth.  Ensure all action points are being carried out.  Consider any further hazards or action points that have more recently become apparent

Final Preparations
Ensure all organisers, participants and other relevant parties are aware of all arrangements

During Event
Event Organiser or Safety Officer should hold a copy of the RA and refer to it as necessary.
1 Week After
Review the event including feedback from all groups.  Review the RA to ensure all procedures and precautions were taken and were successful.  Was any of the RA irrelevant?  Was anything missing from the RA?

Long Term
Ensure the RA is made available if the event is repeated or a similar event is organised

When it comes to Risk Assessing a regular activity, the RA should be referred to often.  It should certainly be considered if there is a change in the conditions of the activity (Location, Participants Ability, Equipment, Advice from a Third Party etc)
6.
Auditing

Internal auditing of your RA’s must be carried out on a regular basis.  External Health and Safety Audits will also be carried out by LSU (this may be without prior warning)

Code of Practice

When a new member joins you Club or Society, they must be provided with a copy of your Code of Practice.  This document aims to inform the member of their responsibilities and what they should and shouldn’t be doing as a member of your Club or Society.
The template document includes a number of different points relating to a number of different topics.  All of these are relevant to all Clubs & Societies and should be left in place.  However there may be many points that you would like to add.

This document should feed the relevant information from your Risk Assessment to your Members.  
For Example:
German Society

When taking part in Society sports activities, all members should be aware that unsportsmanlike behaviour may result in the offender being asked to the area of play or restrictions from future events.

Hiking Club

When members are taking part in Hiking activities they should be equipped with personal protective clothing to suit the expected conditions.

Islamic Society

Due to the open door policy of the prayer room, the society cannot take any responsibility for loss of property through theft

Motor Club

No member may operate grinding or welding equipment under any circumstances without undertaking a training course provided by the Club Committee.
Photography Club

Equipment should not be borrowed from the dark room without prior approval from the committee

These examples highlight how points in the Code of Practice can be very specific to your Club or Society.  As you can see, not all are based around safety issues.  These guidelines should ensure there is no confusion on the member’s part as to what they are required to do, possess, or act.
Document Approval

These three documents must be completed before the Club or Society will be deemed as “active”.  Please feel free to use all the templates we provide to your advantage.  LSU is able to offer further advice and assistance on each of these tasks.  
It is more than likely that following submission of these documents you will need to makes changes or asked to consider things you have missed.  Because of the vast array of activities and Club and Societies that exist and set up, it is impossible for us give you more specific information at this point.

Once these documents are completed you should submit them to the Student Resource Administrator and arrange a follow up meeting to discuss any issues.

The Final Steps
There are a number of further things that need to be completed before you are all ready and set to go:

Address

The address for all correspondence for your Club or Society should be:


XXXXXXX Club/Society


Loughborough Students Union

Union Building

Ashby Road

Loughborough

LE11 3TT

Union Logo

You will be issued with your official Union Logo which must be used on all Club or Society publicity or clothing as per the Publicity Policy (For more information see “Publicity Policy Explained – Where can I stick?)

If you wish to incorporate your own Club or Society Logo into this, please contact the Student Resource Administrator for advice in advance.  

Bank Account

All Clubs & Societies should hold a Bank Account at the Nat West Bank in the name of the Club or Society.  Application Forms for this account are available from Nat West Bank on the University Campus or from the SocSpot Office.

All Clubs & Societies accounts have 4 Signatories, of which two are needed on a cheque for payment.  The signatories need to be, two members of Staff from LSU (Student Resource Administrator & Finance Manager) and two committee members from the Club or Society (Treasurer and Chairperson)
You will be issued with a Cheque Book and Paying in Book and will receive monthly statements in your pigeon hole.  When information is sent to your Club (using the address above as your trading address) it may be held in the SocSpot Office for security reasons.

Pigeon Hole & Notice Board

You will be allocated a Pigeon Hole adjacent to the SocSpot Office.  This is where all your post will be delivered to.  You should note that items that appear valuable or that a bulky may be held securely in the SocSpot Office to await collection as the Pigeon Hole area is not secure and open to all students.  Your Pigeon Hole will also be used to inform you of LSU requirements or changes to the way Clubs & Societies Carry out different procedures.

In addition you will be allocated Notice Board space outside the SocSpot Office which may be used to advertised your Club or Society or the events and activities your are undertaking.  It is also a chance to see what activities other clubs are undertaking, is there something you could join forces on?
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