Everything you need to know to run
a successful Club or Society!
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MEET YOUR ACTIVITIES TEAM
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SUBU & YOU

In Activities we are here to

help students make friendships,
memories and make the most
out of University. We aim to

offer students extra-curricular
opportunities to help make you
well-rounded individuals and
have you leaving University with
more than just a Degree!
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“SUBU will have a positive impact
on every BU student’s journey”

In this guide you will find all the helpful
information you need to start your own Club,
Society or Network at the Students’ Union

at Bournemouth University. This manual
covers everything to get your club or
societiy up and running, from the basics
all the way to financial and resource
management, as well as tips and
helpful hints on how you can make
your society the best it can be!

We have covered everything

you need to know in this guide,
however if you do have any
additional questions or needs
then please get in contact with
the Activities Team or come and
see us on the Second floor of the
Student Centre, we are always
happy to help!
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WHAT IS A GLUB,
SOCIETY OR NETWORK?

A Club or Society consists of five elected
» 2 committee members who are the leadership
RS team for the society members. Funding is
6 ¢ available from various sources. Memberships
.~ must be charged at a minimum of £1.

Networks have two leaders, and are generally
smaller groups who want to get together,
that are either cost neutral or don’t have

the necessary members to have an elected
committee. Funding is not available and
membership cannot be charged.
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YOU CANBEA
o STAR GLUB!

Our 5* scheme provide your club with a
framework to being successful and engaging.
It sees you working with the local community,
your Students Union, fundraising, and more!

THE BENEFITS

SUBU publicity!
Free Lollipop Guest list for committee
Recognition at SUBU Activities Awards

Favorable treatment for SUBU
Funding Applications.

Priority on Fresher’s and Refresher’s

Fair bookings.
i AND MORE!

To be considered for the coveted Club of the
Year award at our annual Activities Awards
ceremony, you must be a five star club.

FOR MORE INFO VISIT WWW.SUBU.ORG.UK

COMMITTEE STRUCTURE

A Network has 2

THE RULES

main leaders

A Club & Soc has 5
committee members

“SUBU will have a positive impact
on every BU student’s journey”

STANDARD
COMMITTEE
CHECK LIST

MUST be BU students:

PRESIDENT
SECRETARY/COMMUNICATIONS
TREASURER

You should also have:

EQUIPMENT/EVENTS
HEALTH & SAFETY

If these titles don’t reflect
your needs, come talk to us!
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BASIC RUNNING OF A SOCIETY

YOU SHOULD HAVE:
|zl

Bank Account
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SUBU Website
Society Logo

TOP TIPS FROM
A SUCCESSFUL
SUBU CLUB

VICTOR LEACH

President BU Cycling
Club 2017 - 2018

SUBU staff always support your ideas,
events and activities and will help you
make them happen. Make the most of the
extensive support, funding and promotion
they offer.

Be an active committee and run regular
events for your members to keep them
engaged. Also organise non-club related
social events so that everyone can get to
know each other more and become

closer friends. , ’

SOCIAL MEDIA
YOU SHOULD:

Get Tagging!

We will always point students towards
your dedicated SUBU website page
first. All Clubs and Societies committee
have access to their SUBU webpage.

This is where we send students looking
for information on your club first and
foremost, so it’s important that you
keep it up to date.

TOPTIP

“SUBU will have a positive impact
on every BU student’s journey”

THINGS TO
REMEMBER!

Please remember you are
representing Bournemouth
University and SUBU when you
speak on behalf of your Club,
Society or Network.

Please make sure that
someone is monitoring your
social media and that all of
your members are treated
with respect.
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“SUBU will have a positive impact
on every BU student’s journey”

0 Membership Fees 9 Fundraising 9 SUBU Funding 0 Sponsorship @ University Funding G External Funding

TOPTIP
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“SUBU will have a positive impact
on every BU student’s journey”

SUBU LEADERSHIP AWARD TOP TIPS FROM
A SUCCESSFUL

How do | find out how What happens to our funds What happens if you’re m SUBU CLUB

much money our club has? at the end of the year? overdrawn?

LEA EDIALE

President African

Caribbean Society
How does it work? 2017 - 2018

How do | make payments? Can | pay by credit or Got any questions? ‘ ‘
debit card?

1
Contact Josh! Communication is key. Therefore, talk.

Talk about anything and everything. Also
remember, no question is too silly to ask!

Know the difference between friendships
and committee responsibility - ensure that
personal matters don’t come between you

and a friend.
33
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A campus storage container in the car park can be accessed
during office hours from SUBU reception by signing out
the key (No21). Equipment should be stored according to
the nature of the item, kept tidy and maintained regularly.
Equipment should be on an inventory and sent to us, updated
whenever changed for Insurance purposes. (Equipment officer
is responsible) Equipment belongs to SUBU, not fo the students in
the club. Assets not recorded are not insured by SUBU.

We have a 15 seat minibus and 2 cars for hire. Book the dates
you need the transport in advance with SUBU reception, you
only need to pay for the petrol used. (30p per mile petrol
charge) Drivers must be a club member over 21, have a
clean driving license and have passed a SUBU minibus test.
SUBU will pay for two minibus tests per club each year. If you
need more than two drivers, then the club can cover the cost of
additional licenses at the reduced rate of £50 per person. We can
also help with booking coaches, ask at SUBU reception.
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ROOM BOOKINGS

You can book one off rooms
or book a regular slot.
Complete a Room Booking
formonline and allow a week
for processing. You must use
your Club email address. You
can book SportBU facilities
from the SportBU reception.
There is a charge for using
University Sports facilities
which will be invoiced to
your club account.

HEALTH & SAFETY

Risk Assessments

Agreements

“SUBU will have a positive impact
on every BU student’s journey”

WHAT IF SOMEONE
GETS INJURED?

On Site - Dial 222

This is the university’s internal emergency
line and is staffed 24 hours a day. If you
are on site and there is no University
phone nearby call 01202 962222,

Off Site - Dial 999

When the situation is under control
we need to know about it as soon as
possible! Even if it’s just a quick “this
happened” email/text or call.

Contact 01202 965802 / 01202 965744
subuactivities@bournemouth.ac.uk

Download and complete an accident
report form from the SUBU website:
www.subu.org.uk
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IMPORTANT
SUBU EVENTS

]

FRESHERS' FAIR 2018
SPORTS & SOCIETIES FESTIVAL
INVENTORY DAY

FIRST AID 3 HOUR COURSE
2 DAY FIRST AID COURSE
5% APPLICATION DEADLINE
AGM TRAINING RUNS
AGM’S TAKE PLACE

5% APPLICATION DEADLINE
ACTIVITIY AWARDS 2018
BIG COMMITTEE MEETING

BU BOAT CLUB R

Email us at suclubs@bournemouth.ac.uk and tell us why you think you
should be club of the month. Deadline is the last Friday of every month,
and the Activities Team will vote on the winners. Winning clubs will receive
special online SUBU advertisement for the month and more!

“SUBU will have a positive impact
on every BU student’s journey”

COMMITTEE
MEMBER TRAINING

We iry to make sure all committee
members are trained at the beginning
of every new academic year. There
will be additional essential training for
new commiitee members throughout
the year. Check the SUBU Activities
Website for dates and times, or on
Facebook on the Committees page.

Each Club and Society is unique
and individual, we expect you to
have more specific questions for
your club or society.

Please feel free to contact any of
the Activities team with any further
questions or queries you might
have. You can ask any of

us anything!
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UN Sustainable Development Goals

NO ZERO GOODHEALTH QUALITY GENDER CLEAN WATER
POVERTY HUNGER AND WELL-BEING EDUCATION EQUALITY AND SANITATION

MART

DECENT WORK AND INDUSTRY, INNOVATION 1 REDUCED 1 SUSTAINABLECITIES 1 RESPONSIBLE
ECONOMIC GROWTH ANDINFRASTRUCTURE INEQUALITIES AND COMMUNITIES CONSUMPTION
ANDPRODUCTION

i QO

CLIMATE LIFE LIFE PEACE, JUSTICE PARTNERSHIPS
1 ACTION 1 BELOW WATER 15 ON LAND 1 AND STRONG 17 FORTHE GOALS ”’@

INSTITUTIONS

SUSTAINABLE
! @ DEVELOPMENT
™) G<:ALS

SUBU’s new Vision will be themed by the sustainable development
goals set out by the United Nations in 2015. These are designed to
put us on a path to a sustainable, ethical and fairer world.
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