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1. INTRODUCTION

Welcome to UHI clubs & societies committee members’ guide!

Clubs and societies are very important to what UHISA does, in terms of bringing students together across the network, creating the sense of University of the Highlands and Islands (UHI) identity among students, and allowing them to develop the skills and interests of everyone who gets involved.

It covers just about everything your club or society will be involved in – recruiting new students, managing finance, organising events, ensuring things work safely, using communications technology, and so on.

Keep it in a safe place and then you will know where it is when you need it, and remember there is an online version in the clubs and societies area of the UHISA website (www.uhisa.org.uk), along with all the forms you will need over the year.

Throughout this guide, we will use the fictitious UHISA Air Guitar Society as an example of how each area of a club or society works. However, the interest in clubs and societies in UHI is growing, so who knows how long it will be before someone suggests establishing it…!

We are here to help, and I regularly travel round the UHI network – so please do keep in touch and let me know what I can do to make life easier when it comes to setting up and developing clubs and societies.

Katrina Paton
UHISA Vice President 
Iar-Cheann-Suidhe UHISA
Moray College UHI
Moray Street 
Elgin
IV30 6JL
T: 01343 576300
M: 07920703880

E: uhisa.vp@uhisa.org.uk 

UHI Internal Phone Network: 76300
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2. WHY FORM A CLUB OR SOCIETY?

Reasons for involvement

Students get involved in clubs and societies for a variety of reasons:

· to pursue an interest in a particular issue or subject;
· for something to do in their spare time;
· because it is a way of meeting new people and making new friends;
· to develop useful skills such as managing money, organising events, teamwork and communication – all of which are great to show to prospective employers;
· to travel throughout the Highlands and Islands and

· to achieve success in sporting competition.

‘Club’ or ‘Society’?

In universities and colleges across the country, there are usually a range of clubs and societies to take part in.  Sporting activities are generally classed as ‘clubs’, and ‘societies’ are usually non-sporting; however, there is no real difference in the way that they are run, and the terms are interchangeable.

For reasons of ease, we’ll just use the term ‘society’ in this guide, but will mean it to include all clubs and societies, sporting or non-sporting.  Furthermore, it is important to note that, it is a requirement of affiliation that all clubs and society titles are prefixed with the term UHI.  
To have a society ‘affiliated’ means that a group of students have submitted a request for their society to be recognised and supported by UHISA.  Although they run the society without interference, they are accountable to the UHISA Executive Committee for the conduct of the society. 

UHISA is able to offer affiliating clubs and societies a number of services such as support, advice, useful contacts, advertising and funding.  For more information about the services UHISA can provide you, please contact: Katrina Paton, UHISA Vice President, 01343 576300 or 07920703880.

Inclusion is an important issue, within UHISA, as we represent all UHI Students across the whole partnership.  We actively encourage clubs and societies to have members from as many campuses as possible. 
3. ABOUT UHI AND UHISA

The UHI network
The University of the Highlands and Islands is a diverse and unusual institution. UHI is made up of 13 Academic Partners; different colleges and research institutes across the Highlands and Islands which are all very different. There are fairly big colleges such as Inverness College and Perth College, but there are also fairly small colleges like SAMS and Argyll College. Some are community-based colleges that deliver a wide range of subjects, such as Moray College; others are subject-specialist like Sabhal Mòr Ostaig. Some are single-site, such as the NAFC Marine Centre in Shetland; others are spread across a number of sites like The North Highland College.

Geography is obviously a big challenge for UHI, but the network is equipped with technology such as video-conferencing that can help overcome this, and UHISA can help with travel costs.

For more details on how to correctly refer to UHI in terms of marketing, please see the UHI website (www.uhi.ac.uk).  

About UHISA

UHI Students’ Association (UHISA for short) is the representative body for all UHI students, wherever they are in the network. The main purpose of UHISA is to give students the opportunity to participate in the running of UHI.  Students are able to express their views on learning, teaching, quality of education and the academic facilities provided.  Moreover, UHISA provides social opportunities to enhance the student experience through things like societies and other student activities.

UHISA is a democracy – meaning you, the students, run it.  An Executive Committee, made up of: a President; a Vice President; one Student Representative from each Academic Partner; and a Post-Graduate Student Representative. The posts of President and Vice-President are full-time, paid positions. All members of the Executive Committee are elected democratically in the spring; there is also the opportunity for a by-election in the autumn should vacancies still remain. See the UHISA website (www.uhisa.org.uk) for more details on the representative side of our activities. 
The current President, Nathan Shields, is based in Perth College UHI and travels regularly around the network. His remit is concerned with the representative side of UHISA, with additional focus on academic and welfare issues. To e-mail him about anything that falls under this remit, please use President@uhisa.org.uk. 
The current Vice President, Katrina Paton, is based in Moray College UHI and travels around the network to encourage the formation of clubs and societies, volunteering opportunities, student participation and involvement in the day to day running of the UHISA Executive committee.  Contact details for the Vice President can be found on the introduction page of this document or you can email me at uhisa.vp@uhisa.org.uk 
The UHI Student Development Officer, Melissa Schouten, is based in UHI Executive Office in Inverness. She travels a lot around the Academic Partners to encourage students to get involved in Academic Representation (course representation and Subject Network representation). Part of her remit is to provide support for the UHISA Executive Committee. To contact Melissa about any aspect of Academic Representation, please e-mail her at: Melissa.Schouten@uhi.ac.uk.

4. HOW TO SET UP A CLUB OR SOCIETY

Establishing ideas and aims

To set up a society you obviously need a reason or purpose for it. There is no real limit (within the law!) to what your society could be for – areas for consideration may be based on sports, cultural/national interests, music/drama, particular hobbies or pursuits, academic-based societies – more or less anything else you can think of really!
Societies in universities and colleges around the UK range from religious societies or debating societies through to completely offbeat ones such as cheese appreciation or role-playing activities. All of these have a particular set of aims and objectives, such as promoting the particular interest in their local communities, encouraging people to develop an interest in the activity, meeting new people with similar interests, gaining new skills within the area of interest, using the activity to compete on a nation level, and so on…
Identifying interested people

To set up a UHISA society, you need a committee of which at least 4 members must be UHI students. UHI students must fill the positions of President, Vice President, Secretary and Treasurer on your society’s committee.  A UHI student is someone studying at or above HNC level – including HND, degree or post-graduate level study. The reason we ask for this is to ensure that the society is led by UHI students who can – unlike students who are not UHI students at colleges in the UHI partnership – be accountable to UHISA. For more information about the rights of both UHI and non-UHI student in the Highlands and Islands in relation to UHISA, please visit the UHISA website (www.uhisa.org.uk). 
Once you have an idea of what your society will be for, you will need to find students from within your college or the other academic partners to be a part of it. You can include staff members if you want – this can provide benefits for society continuity and guidance for accessing other funds. There are many potential ways of reaching students:

1. Contacting your local college students association to inform them of your club/society;
2. Sending emails to students or displaying posters to advertise your activities;
3. Including a short article in the UHISA Newsletter, which is also published online and sent to all students by email; and
4. Speaking to students in particular classes where you think there might be interest.
Affiliating to UHISA 
Once you have sufficient interest to form a committee, you should apply to the UHISA Executive Committee for affiliation and funding. The forms you will need for this are on the UHISA website and in the appendix to this guide. You will need to tell us your aims and who is on your committee and their contact details.
5. RUNNING A SOCIETY (1):
BEING AN EFFECTIVE COMMITTEE

The most important part of your society will be your committee – these are the people who lead and direct the society, and make the decisions about what your society does.  This chapter tells you how your committee will be able to work together.  The skills gained from this part of your university experience can be a source of evidence of experience in your future employment applications and careers.
Suggested means of communication
Email and Video Conferencing (VC) are likely to be a big part of your communication as a committee. 

· Email – this should be your most regular way of keeping in touch with each other.  UHI provides all its students with a GroupWise email account, and through the desktop version that you will find on your computer in college, you can find any other UHI student simply by typing in their names.  Through the address book you can create ‘groups’ so you can email all your committee at once.
· Video-Conferencing link – setting up a video-conference meeting is quite simple once you get the hang of it. To organise it you need four things:

1. a date for the meeting;
2. a time of the meeting;
3. a location for the meeting (the building and the room number that the meeting will be chaired from); and
4. a title of the meeting – such as ‘UHISA Air Guitar Society Meeting’.
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You then need to book a suite in your local college or learning centre by talking to your local video-conference co-ordinator. You should be able to find out from your college/learning centre reception who that is, and then contact them to ask for a VC room to be booked. The ‘Bridge’ that connects up the VC rooms in UHI is based in Shetland College and if you have any problems booking your VC, please contact the VC Master there. 
· Skype – The Skype chat facility is another good method for holding meetings and participants can take part from their home PC’s.  You just need to get people to join the Skype network (free) and then collect addresses.  The good thing with Skype chat is that the whole session can be copied and pasted into a ‘word’ document and used as a transparent record of the meeting.

Running and chairing a VC meeting

Chairing a meeting by video-conference can be an unusual task, and is quite different from chairing a normal meeting.  With a large number of sites taking part, it can be a very confusing experience for those who are unfamiliar with using the VC, so having a Chair who is comfortable using the equipment for the meeting is essential.

If you have never chaired a meeting before, you could perhaps talk to your local VC technician to find out if it is possible to get a tutorial or practise run.
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Some tips to remember when chairing a society meeting:

· Before the meeting, make sure you know what sites you are expecting in the link, and make sure that all equipment you are needing (eg PC, document camera) is there and you know how to work it;

· At the beginning of the meeting, introduce yourself, and make sure that everyone can see and hear you clearly;

· Take a note of what sites are taking part (you should know this in advance anyway), and go round them one by one asking each individual there to introduce themselves;

· Make sure sites keep their microphones on ‘mute’ if they are not speaking. If they don’t put the microphones on ‘mute’, feedback and echoes are created, which detract from the quality of the meeting;

· Encourage all participants to give their name and location before making a contribution – at your AGM it is likely that people won’t all know each other, and even if they do someone on screen may appear very small and it might be hard to recognise them;

· Ensure that everyone takes part. If you have not heard from a particular site for a few minutes (especially if they are a lone participant), ask them if they have any questions or comments, to make them feel included, before you move on. This will hopefully stop them slipping into a passive ‘TV watching’ mode;

· Where two or more sites are talking at once you should politely but firmly jump in and tell participants in which order they may speak; and

· Don’t let people hold private conversations within one site when they have their microphone on. They may be overheard and it might interfere with the main discussion in the meeting
Holding committee meetings

Your committee should meet regularly, either face-to-face or by VC, to discuss the business of the society and to allow members to report on what they have been doing. This will be a good way to develop your working relationship in the team, and perhaps spend some time thinking more long-term about where your society is going. You should consider meeting once during the summer holidays to make plans for freshers’ week (or College induction day) and then to decide what you want to achieve in the coming year. Remember to hold your Annual General Meeting (AGM) in May to elect a new committee and inform the UHISA Executive Committee of the new committee members.

Suggested committee roles

One of your first duties must be to write a constitution and then open a bank account in the name of your society and inform the UHISA Executive Committee of the bank account name, number and sort code. UHISA will use BACS to make payments of grants.

Your committee must be made up of at least four students. The positions of President, Vice President, secretary and treasurer must be filled by UHI students – it is up to you to decide what responsibilities each office-bearer has, but we would suggest that they are as follows:

President (or Captain for Sports Club):
· to ensure that the work of the committee is being done, and that the aims of the society are being met;
· to be the main contact for the UHISA Executive Committee and any other organisations you regularly interact with and
· to chair committee meetings and other society meetings.
Vice President (or Vice Captain for Sports Club):
· to assist the President in their duties and
· to assume the responsibilities of the President in his/her absence.

Secretary:
· to keep a note of all members’ details;
· to keep all members informed of meetings and other activities;

· to take minutes of meetings that the society holds, including the AGM and
· to keep the UHISA Executive Committee informed of activities to publicise your society.
Treasurer:
· taking a lead in producing the financial claim to UHISA each year and preparing the annual financial report;
· keeping an eye on the income and expenditure of the society and
· leading fundraising activities.
Besides these posts, it is up to your society to decide what other committee roles there should be. You could, for example, consider:

· Publicity officer – responsible for promoting the society, for example through the web, posters, emails and so on;
· Health and safety officer – ensuring that the society adheres to UHISA’s regulations on health, safety and insurance;
· Events officer – leading in the organisation of events, trips and so on.

6. RUNNING A SOCIETY (2):
HEALTH SAFETY & INSURANCE

UHISA currently holds insurance for students involved in any club or society with Endsleigh Business Insurance.  Cover is for personal injury and public liability whilst taking part in society activities.  Further details can be obtained from the UHISA Vice President.  If more specialised insurance is needed then the club or society will be responsible for arranging their own cover.  The maximum number of people covered at any one time is ninety (90).  
For the avoidance of doubt any criminal damage caused by club or society members is not covered by UHISA insurance.  

Furthermore, there is also a disclaimer which can be used for your members and is situated on the UHISA website.  The general purpose of this document is to ensure that they take responsibility for their own actions, should their behaviour threaten to bring your club/society , UHISA or UHI into disrepute.  It might be worth considering having all your members sign this form before any trips are planned.

7. RUNNING A SOCIETY (3):
RECRUITMENT AND PUBLICITY
Targeting parts of the network

It is important that you publicise your society as widely as you can throughout your College and the UHI network.

It may be advisable to spread the word about your society where courses similar to your society are taught – for example, if your society is a sports club you should ensure that you have a high profile at least on the five colleges where there are sports courses taught – Inverness College, Moray College, Perth College, North Highland College and Lews Castle College.

Furthermore, it is a good idea to submit some information to be put on the UHISA website.  It can be posted on the news pages and/or a separate page can be placed under the ‘clubs and societies’ segment of the website. 
Advertising at your college 
You could organise for a small group of members to run a stall at your freshers’ fayre or college induction that takes place in August/September.

Do some research into the college beforehand so that you know what the student profile is like and what potential interest there might be – contacting the UHISA Executive Committee or your local college students’ association for advice might be very useful here. Spending the whole day there might help to make the most of your time there, and it might be worth thinking about including the following in your day of activities:

· putting up posters and leaflets around the college, particularly in public areas such as refectories and student common rooms;
· make a presentation to the students’ association, explaining what your society does, what benefits you are bringing to students, and what help you are looking for from them to help publicise your activities. Time your visit to coincide with a meeting of the student association, so you can meet with lots of representatives and ask them to spread the word;
· speak to students at lunchtimes and break times, perhaps holding a stall in an open public area in the college. Ask the college for advice on the practicalities of this and
· speak to staff members who might have a particular interest in your society, to see what advice or help they could give.
8. RUNNING A SOCIETY (4):
FINANCE

Putting in a bid for money

To run your society, you may need some financial support. Besides membership fees, sponsorship and fundraising, you can apply for funding from the UHISA Executive Committee.  In order to ensure that societies are well established before the summer holidays, UHISA has agreed that societies should aim to submit their financial bids by the end of October. However, financial applications may be considered throughout the academic year. 
Think carefully about what you are going to be doing in your coming year…
· Core events – What is the main reason for your society’s existence, and what are the events you will be holding? How many people do you expect to involve, and what costs will you have after members have contributed?

· Affiliations – Do you have to register your society with a national body? How much does this cost?

· University sport – If you are competing in university leagues or championships, what are the entry costs, travel costs, and so on?

· Committee meetings – How many times will your committee meet?

· Publicity – How much will it cost to produce the posters, leaflets and other materials that you will need to spread word round the college?  

· Equipment and facilities – What do you need and where can it be sourced?

· Insurance – see Chapter 6. 

Other sources of income

UHISA has a limited budget, so you should not expect it to cover all your costs.  You will need to raise money yourselves through a variety of means:

· Membership fees – You should charge a membership fee to join your club for the year or a “pay as you go” fee where members pay for each event that they take part in.  
· Sponsorship – Consider finding sponsorship for your society. A good way to start would be by thinking of companies or brands that have a strong image throughout the UHI region.

· Fundraising – Members could engage in a variety of events or activities that will raise funds for the society and also perhaps generate some good publicity for you too.
Managing your budget

The UHISA Executive Committee must be confident that you are looking after your money and spending it wisely.  You must open a bank account in the name of your society and provide the UHISA Executive Committee with the account name, number and sort code. UHISA use BACS to make payments of grants. However we need to know that when money goes in and out that it is all genuine.  It is your Treasurer’s job to manage your finances and know what is going on.

You must provide UHISA with an annual financial report showing the income and expenditure for the year. At the end of the year you should also send us a copy of your AGM report. 

In the event of the society ceasing to continue, any balance of funds should be returned to UHISA. 

9. AGMs AND HANDOVER

Introduction
This part of the guide explains how to steer your society through the summer, from your Annual General Meeting to Induction Week.

It is important that newly elected committee members know what they are doing and are confident in their roles – the continued existence and success of the society depends on it!
What is an AGM?

An AGM is an Annual General Meeting, it takes place once a year (obviously!) and is an opportunity for members to review finances, discuss how well the organisation has done in the past year, and elect new office-bearers for the coming year.

Your AGM must take place before the end of MAY, and it is when the new committee will be elected for the coming year.
Preparing for your AGM
When organising your AGM, you must consider in advance the date and time of the meeting, as well as whether you will need to book a VC facility for the meeting. It is common to publicise your AGM well so that members of the public can go along and find out more about how your society operates, so some thought will have to be given to how this is done. 
It terms of publicising your AGM, here are a few suggestions…

· submit a notice to be put on your society page on the UHISA website;

· put a piece into the UHISA newsletter, ‘The Advocate’;

· put up posters around the colleges and learning centres (contact UHISA Executive members who may be willing to help, if you don’t have members active in particular places);

· ask your local college students’ associations to publicise the event at their next council meeting, or to help put up posters; and

· target particular courses where students may be interested; either by asking the course leader to pass on a message to students by email or by doing a talk to the class yourselves.

Remember to include details of the video-conference link and your contact details with all publicity – otherwise people will not know how to join the meeting or find out more.
10. HOW TO WRITE A CONSTITUTION

Name 

What is the name of your society?
Aims
What are the aims and objectives of the society?

Membership
Who can join? Is there a membership fee, and if so how much is it?

Committee
Who makes up the committee? What are the duties/responsibilities of the committee members? How are they elected to their posts?

Meetings
How often will your meetings be? What is the quorum for your society (the minimum numbers of people present in order to make decisions and/or take a vote)?

An idea of how to write a constitution is provided overleaf. This is just a guide and it can be developed to suit your particular requirements but the points mentioned are the very basics of what should form a constitution. Where figures or text are emboldened in italics this represents a suggestion.

If you have any questions or need further advice or help contact Katrina Paton uhisa.vp@uhisa.org.

UHISA Air Guitar Society Constitution

Name

The organisation shall be known as the UHISA Air Guitar Society, hereafter referred to as the ‘Society’.

Aims:
· to represent the Society at local and national level;

· to promote the activity where possible; and

· to encourage others to play the air guitar.

Affiliation:
· the Society is affiliated to the UHI Students Association, herein after known as UHISA; and
· the Treasurer shall present yearly financial accounts to the UHISA Vice-President in May of each year.
Membership

Membership is open to any relevant student/staff that has paid a membership fee to the Society.

Subscription:
· the annual subscription shall be decided at the Society AGM upon recommendation of the Society committee; and
· the membership year shall run in agreement with the academic year (e.g. 03/09/11 – 04/07/12).
Committee:
· the affairs of the society shall be administered by the committee in whom the Societies property shall be vested;
· the committee shall be comprised of one President, one Vice-President, one Treasurer and one Secretary who must be UHI students;
· office-bearers shall be elected each year at the AGM and shall be decided by a majority decision and the details of the successful committee members be given to the UHISA Vice-President;
· the committee shall present a report to the UHISA Executive Committee regarding its activities throughout the year.
Office-bearers:

· the President shall be responsible for ensuring the smooth running of the Society;
· the Vice President shall be responsible for assisting the President in his/her role; 

· the Treasurer shall be responsible for organising the finances and accounts of the society, as well as submitting an annual financial report to the UHISA Vice-President and
· the Secretary shall be responsible for taking minutes and circulating the papers for each committee meeting. 
No committee member shall hold more than one post simultaneously.

Each committee member shall be elected for a maximum period of one academic year at an AGM. Members of the society may be elected to an office-bearing post for more than one academic session.
Finance:
· the Society shall hold a bank account in the name of the Society. There shall be 3 signatories:

· the President;
· the Vice President and
· the Treasurer.
· cheques shall be signed by any of the above 2 signatories and
· details of the bank name, address, account name, number and sort code are to be forwarded to the UHISA Vice-President.
The Society Committee shall control the bank account. All expenditure must be authorised by a meeting of the Committee and duly recorded in the minutes of committee meetings.

Meetings:
· general meetings – meetings shall be arranged for the Society committee no later than 7 days in advance, at which point the papers for the meeting shall be circulated;
· at least 3 committee members must be present at any committee meeting for the meeting to go ahead;
· all decisions taken by the committee shall be decided by majority vote, with the President having the casting vote in the event of a tie;
· an AGM shall be held before the end of each academic year, preferably in May;
· the quorum for the AGM shall be one quarter of the total Society membership or 4 persons, whichever is greater;
· only persons who have paid their membership of the Society shall be eligible to vote at an AGM or Extraordinary General Meeting (EGM);
· an EGM may be called at the request of the committee or by 5 Society members and shall be presented to the Society secretary in writing. An EGM shall then be called within 7 days of the written request and
· voting shall be by simple majority of members present entitled to vote unless it is for a change to the constitution where two-thirds majority is required. The President shall have no vote unless in the event of a tie, where the ruling of the President shall be final. 
Constitution:
· constitutional changes can only be effected at an AGM or EGM, provided that the proposed changes are submitted to the committee one week prior to the AGM/EGM;
· if at any time it is not feasible to hold an EGM, changes to the constitution may be carried by a majority vote at a committee meeting. Such changes are only temporary and must be ratified at an AGM or EGM and
· any changes to the constitution must be approved by the Society and then notified to the UHISA Executive Committee.
Dissolution

The Society may only be dissolved by a two-thirds majority vote (where a minimum 51% Society member representation is realised) of a General Meeting of the Society, with any remaining funds returned to UHISA.

Signed:

President (Captain):






Date:

Vice President (Vice Captain):




Date:

Treasurer:







Date:

Secretary:







Date:

11. USEFUL LINKS

http://www.uhisa.org.uk – the UHISA website

http://www.uhi.ac.uk – the UHI website
http://www.susport.org.uk – the Scottish Student Sports website (formally Scottish University Sports and Scottish College Sports)
http://www.endsleigh-business.co.uk – the website of the NUS insurance provider

http://www.youthfed.org – a website for advice on writing a constitution

http://www.charitycommission.gov.uk – a website for advice on writing a constitution

12. APPENDICES

Appendix 1
UHI Students’ Association Club/Society - Committee Affiliation Form 
Appendix 2

UHI Students’ Association Club/Society - Finance Application Guidelines

Appendix 2a
UHI Students’ Association Club/Society - Finance Application Form 

Appendix 3
UHI Students’ Association Club/Society - Disclaimer Form 

	UHI Students' Association Clubs and Societies 

Affiliation Form



	Use this form:

1. When you are applying to affiliate your club/society to UHISA on an annual basis; 

2. Following your club/society’s Annual General Meeting to register details of your new committee members.

3. To confirm the registration of new ordinary members

Additionally, for advice and guidance on completing this form, please refer to the ‘Notes’ section on page 3



	

	1. Name of your club/society: 

The UHI …………………………………..…………..

	


2. The aims of your club/society are: 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
3. Our committee membership and ordinary members for the forthcoming academic year 2011/2012 are:
	Committee Members


	Position
	Name
	Course
	Year of Study
	Student Number
	GroupWise email address
	Contact Phone No.

	President 

(Captain)
	
	
	
	
	
	

	Vice President 

(Vice Captain)
	
	
	
	
	
	

	Secretary


	
	
	
	
	
	

	Treasurer


	
	
	
	
	
	


	Ordinary Members



	
	Name
	Course
	Year of Study
	Student Number
	GroupWise email address
	Contact Phone No.

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
	
	
	
	
	
	


Please continue the table if there is not enough space. Please note we MUST have details for ALL members of your club/society.

4. We agree to the following conditions:
(a)
The posts of President (Captain), Vice President (Vice Captain), Secretary and Treasurer must be filled by UHI students. Names will be verified against SITS Register upon application for affiliation; 

(b)
Our activities will be open to HE and FE students and staff where           applicable; 
(c)
We will write a constitution and open a bank account in the name of our club/society upon acceptance of our application;

(d)
We will hold our Annual General Meeting (AGM) in May each year, at which time a new committee will be elected, who will then meet to appoint the office-bearers and inform the UHISA Executive Committee of any changes in the committee membership;

(e)
We will send an annual financial report, including the balance to date, showing how much has been raised and spent for the period, to the UHISA Executive Committee after our AGM;

(f)
We agree to have our accounts formally audited and

(g)
We will abide by any other policies or regulations set out by the UHISA  Executive Committee.

(h)
All clubs and societies affiliating to UHISA are to include within their constitution a section reminding members of the need to conduct themselves responsibly and in an acceptable manner at all times when on activities.  Any individual (or individuals) who cause damage will be required to pay for any repair and any individual (or individuals) who’s behaviour falls below an acceptable standard may be required to leave the activity and at their own cost.

(i)
As a consequence, all members of the said affiliated club/society must sign the UHISA disclaimer form upon registration

(j)
We acknowledge the support and advice given by UHISA, thus, we will endeavour to also promote our affiliation with UHISA by including the association within our own promotional material. 

	Signed:





	Print Name:

NB: A typed signature is acceptable
	Date:



	
	
	

	President (Captain)


	
	

	
	
	

	Vice President (Vice Captain)


	
	

	
	
	

	Secretary


	
	

	
	
	

	Treasurer


	
	


Notes for the completion of each section:

1. Enter the name of the club/society which you would like to organise and affiliate to UHISA.  Generally, sporting organisations are called clubs, and non-sporting ones are called societies, but you can choose.  In recognition of the financial support provided by UHISA and the UHI, all clubs and societies shall be prefixed by ‘The UHI……….’
2. Consider the aims of your club/society– perhaps promoting your chosen interest, giving those interested in it a chance to pursue it, sharing a common interest with others or even engaging in national activities or competitions where relevant.

3. Enter the names and contact detail of those who are going to be your committee members; the initial year of the club commands no requirement for members to be elected to their position, however, every year there after, during the Annual General Meeting, committee members should be elected by their peers.   

4. It is possible to appoint an additional committee member to oversee a specific task which is appropriate to your club or society.  Your “other” members can have any title you wish – for example, ‘publicity officer’ or ‘events officer’.

5. By signing/typing names on this form you agree to the conditions in part 5.

6. You can download this form from the clubs and societies page on the UHISA website, www.uhisa.org.uk.

7. Completed forms should be sent by e-mail to the UHISA Vice President at uhisa.vp@uhisa.org.uk. A
 signed copy of the completed forms should also be posted to Katrina Paton, UHISA Vice President at Moray College UHI – Room A107, Moray Street, Elgin, Morayshire, IV30 1JJ.

8. Upon receipt of the completed forms, the application will be considered at the next UHISA Clubs & Societies Subcommittee meeting.

9. The outcome of the application will be sent to the club/society committee by the UHISA Vice President as soon as possible after the UHISA Clubs & Societies Subcommittee meeting. 

10. UHISA currently holds insurances for students participating in events/activities organised or supported by UHISA. It is the responsibility of the individual club or society to ensure there is appropriate insurance for participation in events/activities which are NOT organised or approved by UHISA.

Signed by President (Captain):






Date:

………………………………………………

	UHI Students' Association Clubs & Societies 

Guidance for the ‘Funding Application Form’



Introduction

UHI clubs and societies, which are affiliated to UHI Students’ Association, can apply for funding towards initial set up costs, such as buying equipment, or for events and/or activities.  UHISA is funded by UHI upon the understanding that part of this funding will be used to support the development and maintenance of clubs and societies specifically for UHI students.  The aim of these clubs and societies is to enhance the student experience by enabling students to interact with their peers and share experiences outside the UHI’s academic provision. 

Nonetheless, the funding available to UHI clubs and societies is not unlimited.  In the current economic climate of instability and limited resources, it is imperative that every opportunity is taken to expend money wisely and wherever possible seek the least expensive option.  Additionally, self-funding enterprises are actively encouraged and UHISA can enable this by providing advice, support, and publicity of fundraising event/s on the UHISA website, Facebook & Twitter.  Should you need any further assistance with fundraising events, please see the NUS Funding Guidance available from the UHISA Website.  

It should be noted that, all funding applications are scrutinised by the UHISA Clubs and Societies Sub-committee, which comprises of three elected UHISA representatives and is observed UHI’s Student Development Officer.  Therefore, it is essential that as much detail is given as possible.  We understand that these are estimated costs but in order to gain approval for all or part of the funding applied for, it is necessary to have as much detail as is available for the sub-committee.   It is also wise to submit your application early as it will take time to process it.  The sub-committee must first be convened, which is usually once a month; in addition to this, releasing the funds from UHI can also take time.  

Proposed Activity


In this section you are asked to describe the proposed activity. If possible, it would be very helpful if you could describe the aims and expected outcomes of the activity on an individual and/or group basis.  By providing as much detail as possible, we can make an informed decision about your application. However, you are only expected to write a brief overview of the activity, a costing breakdown will be asked for in the following sections.

Expenditure 


It is essential that each cost is presented individually; for example: admittance fees, travel expenses, food, advertising, B&B, etc.  Equally, it is important to find out what each individuals’ needs would be: they may live a long way from the proposed meeting place and as a consequence will have additional costs; do they have any physical, mental or dietary needs incur a greater cost.  Nevertheless, whether you choose to have each member absorb their own additional costs or you have a flat rate and absorb additional costs as a club/society yourself, it is a matter for discussion with your committee. 


There are three columns within which you can: name the item cost; describe and justify this cost; and, finally state the actual cost.  Please ensure as much detail is given as possible and break each cost down individually.

Income 

There are four possible sources of funding that should be considered prior to applying for funding: ‘Surplus’ is the amount of money you have left in the bank from previous funding applications, hence, the current balance of your club/society is a requirement here; ‘Membership fees’ are the amount of money each member has paid to become a member of your club/society – if this is a second application for funding within the academic year and these fees may have already been used, then please state so; ‘Sponsorship’, your club/society may have been offered sponsorship by an interested party to fund some of your activities, if so, please state who this individual is;  ‘Fundraising’, as a club/society, you may have organised events that have generated some funds which could go towards some of the cost of the proposed activity. There is also a ‘other’ section, whereby you can disclose any other type of income. 

Summary


For clarity, enter the total expected expenditure, income and subtract to generate the total expected income here.  

Conclusion


If you have any further queries about your application, please contact Katrina Paton, UHISA Vice President via uhisa.vp@uhisa.org.uk or by telephone on 01343 576300 or 07920703880.  And finally, thank you for taking the time to seek funding for your club/society; I am sure your members will appreciate your dedication to enhancing their student experience.

	UHI Students' Association Clubs & Societies 

Funding Application Form



	

	Please use this form when you are applying to UHISA for finance during the academic year.  Guidance on filling in this form is available from the UHISA website under the clubs and societies information page. 
It is essential that as much information as possible is included within this application but we do however, understand that these costs can only be estimated at the time of application. 


	

	Name of your club/society:  
The UHI……………………………………………………

	


Proposed Activity:

	Please give a brief description of the activity you wish apply for funding for in the space below: (location, date, aim of the activity…)

	


	How many individuals do you expect to take part in this activity? (Y/N)


	

	Will the individuals which take part in this activity be paying a contribution towards the cost? (Y/N)


	

	If yes, please state how much each individual will pay:


	£


Consequently, we, the elected members of the above club/society, estimate that our need for additional funding from UHISA will be as follows:

	Expenditure



	Expenditure Item
	Describe and justify this cost
	Cost

(£)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total expected expenditure
	£ 


	Income


	Income Item
	Explain the source of income
	Income

(£)

	Surplus: 
	
	

	
	
	

	Membership fees:
	
	

	
	
	

	Sponsorship:
	
	

	
	
	

	Fundraising:
	
	

	
	
	

	Other:
	
	

	
	
	

	Total anticipated income
	£                                                                            


	Summary



	Expenditure
	£

	Income
	£

	
	

	Total 
	£


We, the elected members of the above club/society, acknowledge the following conditions with regard to this application for funding from UHISA:

3. This claim is a true representation of the activities of our club/society.

4. We, the elected members of the above club/society, agree to send a bi-annual financial report, which will include: a balance to date; the amount raised and spent for the period to the UHISA Executive Committee. 

a. The first of which should be sent to UHISA by 31st October for presentation to the Student Council. 
b. A further financial report should be sent following the club/society’s Annual General Meeting (AGM) in May.

5. In the event of the club or society ceasing to exist, any balance of funds will be returned to UHISA.

6. Completed form should be sent by e-mail to the UHISA Vice President at uhisa.vp@uhisa.org.uk.  Additionally, a signed copy of the completed form should also be posted to: Katrina Paton, UHISA Vice President at Moray College UHI – Room A107, Moray Street, Elgin, Morayshire, IV30 1JJ.
7. Upon receipt of the completed form, the application will be considered at the next UHISA Clubs & Societies Subcommittee meeting.

8. You will be informed of the outcome of the application by the UHISA Vice President as soon as possible after the UHISA Clubs & Societies Sub-committee has met. 

	Signed:





	Print Name:

NB: A typed signature is acceptable
	Date:



	
	
	

	President (Captain)
	
	

	
	
	

	Vice President (Vice Captain)
	
	

	
	
	

	Secretary
	
	

	
	
	

	Treasurer
	
	


	UHI Students' Association

Clubs and Societies 

Disclaimer Form

Note: To be signed and dated by each member of the clubs and societies which are affiliated to UHISA.


	


I __________________________________ (print name) 

of the UHI __________________________________________ (club/society name) hereby declare that in signing this form, I will abide by the conditions set out in the UHISA Constitution 2011, in particular, section 7. Specifically, as a member of UHI Student’s Association Clubs and Societies, when on business/events, I shall conduct myself with due courtesy and consideration to others. I understand that I have a duty to conduct myself so as not to bring UHI, UHISA or any associated organisation, to which I belong, into disrepute.  Furthermore, I understand that in the event of misconduct or bad behaviour, UHISA and/or the club/society committee shall have the power to take disciplinary action against the said member as laid out in section 7 of the UHISA Constitution 2011. Any individual (or individuals) who cause damage will be required to pay for any repair and any individual (or individuals) who’s behaviour falls below an acceptable standard may be required to leave the activity and at their own cost.
Signed 
__________________________________________

Dated

 ________________________
The VC Bridge





Tel: 01463 279155 (79155 from an internal line)


Email: � HYPERLINK "mailto:vcmaster@uhi.ac.uk" ��vcmaster@uhi.ac.uk�





Leanne MacLeod is the staff member who runs the bridge, and can help you with any difficulties you may find with your VC meetings. 
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