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HANDBOOK

INTRODUCTIO

Welcome to the Students’ Association Handbook for Clubs and Societies!

We are thrilled to introduce this comprehensive guide designed to empower and support
all of the incredible clubs and societies affiliated with the Students’ Association at the
Highlands and Islands (HISA). Whether you are a student thinking of starting a club or
society or a seasoned committee member aiming to enhance your group’s impact, this
handbook is your go-to resource for information, tips and tools. You will find everything
you need to run a student group and make a lasting impact on campus and beyond.

We believe that extracurricular involvement is an integral part of the UHI experience-
fostering personal growth, leadership development, and lifelong friendships. By joining,
starting, or supporting a club or society, you are embarking on a journey that will enrich
your time here and shape your future.

Remember, your journey within the vibrant tapestry of clubs and societies is about more
than just participation; it is about finding your voice, making a difference, and leaving

a lasting legacy. So dare to dream big, think boldly, and take advantage of the resources
available to you.

As you embark on this adventure, your Students’ Association is here to support you every
step of the way. Feel free to reach out to us for guidance, assistance, or to share your
success stories. Together, let’s create a vibrant and inclusive community where all voices
are heard and celebrated.

Purpose of The Handbook

This handbook is designed as the ultimate guide for all things related to clubs and
societies-- to help existing committees of clubs and societies, as well as those thinking

of starting something new! Within the handbook you will find advice on funding, committee
meetings, risk assessments and much more. Please refer to the contents page to locate the
information that you’re looking for. Being on a committee is a big responsibility but is also
great fun and a brilliant CV booster. Your Students’ Associations here to support you every
step of the way.

The handbook is broken down into sections in order for you to quickly refer to any
information you may require.

If you are still unsure about something, please contact your local Students’ Association
team or the Community Engagement team (hisaactivities@uhi.ac.uk).

'
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Shannon MacCallum - Club Member

“Being part of a club whilst studying was a great way to

meet students on other courses/programmes. Getting the
opportunity fo go on amazing trips with student discounts
was definitely another highlight as well as all other socials.

Being a club member gave me a safe space to learn new
skills and gain new hobbies!”

“STUDENTASSOCIATIC
OVERVIEW

What is the Students’ Association?

Your Students’ Association (HISA) is run by students to represent all students across

the University of the Highlands & Islands. We are a membership organisation as well as

a registered charity that consists of regional officers, local officers and staff members. You
are automatically a member if you are enrolled at any UHI campus. Each academic
partner has a local office of the Students’ Association where staff and students work
together to support student activity. There are also two regional officer elected positions:
President and Vice President.

As the Students’ Association our role is to represent students both locally and regionally;
we work closely with the National Union of Students (NUS) and SPARQS. Local officers work
closely with Student Voice Reps (SVRs) to help influence decisions that affect your learning
and student experience.

Community Engagement Team!

The Community Engagement team here at your Students’ Association is responsible for
helping all affiliated clubs and societies. We take care of all of the grant applications as
well as the day-to-day running of a club. We can provide staff support for fun projects you
have planned. We also ensure all of your activities have an adequate risk assessment in
place in order to be insured, as well as being on hand to offer advice to committees.

The local Students’ Association team will be able to offer additional assistance when it
comes to running events, holding meetings and answering any questions you may have!

9
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Clubs & Socs Contacts:
The main contact for all Clubs and Societies is hisaactivities@uhi.ac.uk

Emma Miller
(Community Engagement Manager) hisaactivities@uhi.ac.uk or Emma.Miller@uhi.ac.uk

Amanda Fleet
(Sports Development Coordinator) hisaactivities@uhi.ac.uk or Amanda.Fleet@uhi.ac.uk

HISA Advice Service:

The Students’ Association also offers an Advice service. This is a free, confidential, and
impartial advice service that can offer all students support on a variety of matters.

hisa.advice@uhi.ac.uk

“STUDENTS’

ASSOCIATION s‘b‘o '

Support for Clubs and Societies

Your Students’ Association is here to support all clubs/socs that are registered (or
affiliated) with us. The support in place can be divided into three sections, regional
Community Engagement team, local team, and the HISA Advice Service. These teams will
be able to answer any questions you may have or signpost you to more

appropriate resources.

Community Engagement Team: hisaactivities@uhi.ac.edu

The Community Engagement team works regionally, supporting all registered clubs and
societies. This is the team that handles complex or unusual issues, legal obligations,
cross-college collaborations, all records, and new development. If you are looking to do
something beyond the routine schedule of activities and meetings, this is the team to get in
touch with.

This team is responsible for setting out the mechanisms and procedures by which Student
Groups are run and making sure that groups abide by rules. They are also in charge of
approving events, partnerships, sponsorships, etc. When submitting your risk assessments
and other important documents, this is the team that will deal with them. They are the
body that will process grant applications as well as proceed with any complaints made
about the club and their practices.

'
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The Community Engagement team also includes our Sports Development Coordinator
who will help clubs and societies to be involved with sporting events locally, regionally,
and on a national level. This coordinator helps monitor health and safety and alignment
with sporting governing bodies. The Sports Development Coordinator also manages all
competition through BUCS or SSS.

Your local team may be your first point of contact for routine activities and simple inquiries.
It is part of their role to support students, including the members and committees of all
clubs/socs. They be able to help with getting your first committee meetings running by
helping you to understand the rules, roles, and possibilities for your club. They can also
offer assistance in applying for grants in order to secure funding. Your local teams will
book spaces for you on campus and can help you contact necessary people within UHI and
the community. It is also likely that your local officer team will contact you within the
academic year to collaborate on events at key times (including freshers, re-freshers, green
week, etc.). This is an excellent opportunity to promote your club to gain new members
with support from HISA.

HISA Advice Service:

The HISA Advice Service is a completely free and impartial advice service that can offer
assistance on a variety of academic and non-academic matters. From the

perspective of clubs/socs, the Advice Service can help clarify policy and advise students on
resources for complaints.

Welcome .', Page 7




CODE OF CO

All student groups must abide by the following Code of Conduct for Student Groups

Code of Conduct for Student Groups

1. All student groups must comply with all current legislation and policies from the
University, relevant Academic Partner or college, and The Highlands and Islands Students
Association (HISA). We draw particular attention

to the expectations in the UHI Student Code of Conduct, wherein students are expected to

“STUDENT GRS%S
os

a. Take responsibility for their own actions and conduct;

b. Behave in a manner that fosters respect and understanding between all members
of our community;

c. Act within the law and not to engage in any activity or behaviour that is likely to
bring UHI and partners into disrepute;

d. Value the good relationships UHI and partners have with local communities,
businesses and other organisations;

e. Avoid behaving or communicating in ways that are likely to cause offence, e.g.,
using abusive or obscene language or engaging in discriminatory or
anti-social behaviour;

f. Treat all UHI and partner property with care;
g. Comply with requests of members of staff;

h. Adhere to health and safety policies and protocols (including fire alarms) and
to comply with any temporary changes during maintenance and repair

2. All student groups must be compliant with their own constitution.

3. All regional student groups must be open to all students at UHI. All local student groups
must be open to all students studying at the appropriate academic partner.
For exceptions see clause 6.a

4. Regional student groups are not required to operate in every UHI location; however,
VC facilities are available for student groups which should be utilised to accommodate
students at different campuses where relevant.

5. All student groups must use the correct logo for the Students’ Association on any
kit they use unless there is exceptional circumstances. They must seek approval before
the production of kit.

a. This includes flags, banners, social media or anything else used to
advertise your society.

b. Branding information can be provided on request.

'
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6. Student groups are expected fo create an inclusive environment where students

can engage in the activity of the student group without discrimination. This includes, but
is not limited to, discrimination based upon protected characteristics: age, disability,
gender reassignment, marriage and civil partnership, pregnancy and maternity, race,
religion or belief, sex, sexual orientation.

a. Networks for underrepresented groups with protected characteristics
may limit participation and membership with approval of the CEO.

b. Membership may be denied to an individual or revoked through due process in
cases of disruption or violations of the Student Code of Conduct.

7. Student groups will take a zero-tolerance approach to incidents of bullying,
harassment, and victimisation.

8. Student groups will never claim to speak on the behalf of or arrange expenditure
in the name of The Highlands and Islands Students Association (HISA).

9. HISA holds the membership in British University and College Sport (BUCS) and
Scofttish Student Sport (SSS), so students who wish to compete must notify HISA.

a. A minimum of one weeks’ notice must be given.

b. No group or individual may raise invoices against HISA without prior approval.
10. Student groups must inform and involve The Students Association regarding affiliation
with third parties. No legal contracts can be signed on behalf of The Higlands and Islands
Student Association (or HISA) without the approval of the CEO.
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PTER 2:
TING UP

to get started with setting up your club or society,
fill out the application form on our website here



https://hisa.uhi.ac.uk/groups/newclubsociety/

ONSTITUTION

TEMPLATE SAMRLE

This is a sample form not to be filled out, please see the end of the sample form
for a link to the fillable version.

m Please fill in the text boxes and have the founders or current committee read and sign.

The name of the Student Group (club or society) shall be:

2. Aims, Beliefs and Objectives:

The aims and objectives of the Student Group shall be:
a. Whilst the Student Group will promote the aims, beliefsc jectives outlined in 2,
no individual student or staff member will be the fo @ ecf€ampaigning as per
university guidelines on harassment.

b. Each Student Group must abide by the Univer
The Students’ Association’s regulations regopgi

ighlands and Islands’ and
a Protection Act 1998.

\. J

3. Membership

a. Ordinary Members of the Student Group: All full-time and part-time student members
of the Highlands and Islands Students’ Association shall be eligible for full membership of
the club/society, provided they have expressed their agreement with the aims and
objectives of the club/society.

b. At all times, University of the Highlands and Islands students should make up a majority
of the group’s full membership.

c. Full membership of a Student Group grants the right to:

i. attend all meetings and participate in the activities of the student group,
subject only to the constraints arising from resources

ii. vote for committee members and stand for election to the committee within that
club/society

iii. vote on all questions of policy within the club/society.

d. Termination of membership of the society: The Committee members may discontinue a
membership to the Student Group with the approval of the Community Engagement
Manager. Any member who feels that they have been unjustly excluded shall have a right
of appeal to the Students’ Association through the complaints procedure.
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4. Officers and Committee

a. Only current UHI students shall be eligible for office in a student group.

b. Committee members must comply with and have signed a copy of the
group’s constitution.

c. The officers and committee shall be elected at the AGM of the club/society and at
by-elections. They shall then take up office at the start of the first semester of the
subsequent academic year.

d. In the event of a vacancy arising in any committee of a Student Group, an extraordinary
general meeting of the Student Group may elect another person to fill the vacancy. If no
member is elected then the committee may co-opt a member.

e. The committee must inform the Community Engagement Team of any changes.
f. The committee of the Student Group shall comprise:

1. President
2. Secretary
3. Treasurer
fg. Additional Committee Roles:

\.

And such other committee rol
take the titles stated ab ut

h. The composition of
the Student Group.

i. At least five working days’ notice shall be given to members for all general meetings
of a Student Group.

eemed necessary - these roles can do not have fo
st cover the duties typically associated with those titles.

ittee shall also be stated in full, to all members of

j- A general meeting may remove any committee member, provided that two thirds of
participant members vote in favour, and that the matter is submitted as business to the
meeting, which appears on the agenda of the meeting and the notices advertising

the meeting.

k. Upon election, each member of the committee shall register their name, and any contact
details required, with the Community Engagement Team.

l. A handover meeting shall take place within a month after the AGM. Following the
handover, the newly elected committee shall take over responsibility.

m. Each committee member shall notify, in writing, the Community Engagement Team of
any change of contact details whilst in office.

5. Roles and Responsibilities of Student Group Committees

a. To be responsible for ensuring that the Student Group complies with the Constitution,
Student Group Regulations, policies, etc.

b. To be responsible for ensuring that the Student Group shall only hold accounts for the
group aoffiliated to the Highlands and Islands Students’ Association (HISA), and that the
Student Group and its members comply with financial procedures and rules made by the
Students’ Association from time to time.

'
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c. To ensure that the membership registration procedures defined are properly
complied with.

d. To ensure that the members are kept up-to-date.

e. To inform the Community Engagement Team of contact details of all society
committee members.

6. Annual General Meeting

a. There shall be an AGM held in the second semester of each year at which reports from
the President, Secretary and Treasurer shall be presented. Notice of the meeting shall be
posted in advance of the AGM and the agenda shall be produced five working days before
the AGM. The quorum shall be 15% of the ordinary members.

b. Minutes shall be taken of the AGM together with a record of the names and
matriculation card numbers of those attending. These shall be submitted to the
Community Engagement Team of the Highlands and Islands Students’ Association.

i. The minimum number of members of the committee shall be three.

ii. The Administrative affairs of the Student Group shall be conducted or delegated to
members of the committee.

iii. The office bearers of the Student Group shall be the President, Secretary, Treasurer
and any other position as shall from time to time be deemed necessary at the society
Annual General Meeting (AGM). All of whom shall be elected at the AGM.

7. Extraordinary General Meeting

Extraordinary general meetings can be called to discuss a particular question and may be
called by:

a. A simple majority vote of the committee.
b. The quorum shall be 15% of the ordinary members.

c. The secretary shall publish notice of the meeting with the agenda within two (2) working
days of the receipt of a request for such a meeting. The meetings shall be held five working
days from the day of publication. The quorum shall be as for the AGM.

8. Amendment to the Constitution

a. Amendments to the Constitution must have the approval of two thirds of the ordinary
members of the Student Group present at the AGM or at a special general meeting of the
society convened for this purpose.

b. Notice of the proposed constitutional changes must be published in the agenda and
cannot be brought up under the item ‘any other business.

c. Any amendment to the Constitution is subject to the final approval of the Highlands and
Islands Students’ Association.

a. Funding belonging to the Student Group shall only be used in furtherance of the aims,
beliefs and objectives as defined in clause 2 of this constitution. Also, it may not contravene
a Students’ Association constitution, schedules, bye-laws, policies, or the law of the Land.

'
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b. The Treasurer shall be responsible for the proper accounting of the funds in accordance
with the Students’ Association regulations.

c. In the event of the Student Group ceasing to exist, all remaining funds shall revert to the
Highlands and Islands Students’ Association.

d. In the event of suspected financial malpractice, the Students’ Association has the right to
suspend the activities of the Student Groups.

10. Amendments to the Constitution

a. If a Student Group wishes to write their own constitution, prior approval and advice must
be sought from the Community Engagement team of the Students’ Association.

b. This constitution shall not be alterable except by a motion duly made. Notice of such a
motion shall be given at least fourteen days before a General Meeting of the Student
Group. The motion shall not be declared carried unless the number of voting members
present is at least two fifths of the total number of members of the Student Group. All
alterations to the Constitution shall be subject to the approval of the Students’ Association.

11. Relations with the Association

a. As a recognised Highlands and Islands Students’ Association Group, the club/society
shall at all times abide by the constitution and bye-laws of the Association.

12. Affiliations with outside Organisations

a. The Student Group may affiliate to an outside organisation(s), providing the affiliation is
approved by two-thirds of the voting delegates at a general meeting.

b. The Student Group must also seek approval from the Community Engagement Team of
the Highlands and Islands Students’ Association.

c. The Student Group may only affiliate to an outside organisation(s) whose beliefs and
activities are in strict conformity to the principle outlined in sub-clause 2.

d. The Student Group may not aoffiliate to any organisation that perpetrates or advocates
any kind of violence or criminal activity whatsoever.

e. No affiliation to any outside organisation must be allowed to compromise the autonomy

of the Student Group.
Signa’rure and Date: V‘ )

President or Founder

Committee Member or Founder

DEPARTMENT USE ONLY

Approved by:
Date:

\No’res:

9
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To access the fillable constitution
template, click the link here to view the
file, please save your own copy before

making any edits.

Setting Up


https://hisa.uhi.ac.uk/groups/committeehub/importantforms/

OMMITTEE

ROLE GUIDE

Within your club or society you will have three core committee roles: President, Treasurer
and Secretary. Any additional roles within the committee are agreed within the club or
society. A role description of additional roles must be included in your constitution.

President:
The President (or Chair) is the leader and main spokesperson for the club/society, taking
responsibility for managing the committee and the affairs of the club/society. They ensure
that the committee functions properly, that there is full participation at meetings, that all
relevant matters are discussed and effective decisions taken, communicated and enacted.
They also set the agenda and manage meetings.

Secretary:
The secretary of the club/society is the key information and reference point for the chair,
committee members and members as well as the named contact for administration
work with the Students’ Association, University and external organisations. They look after
the paperwork for the club, keep everything in order and take minutes at meetings. They
may also be asked to serve as President if the President is unavailable.

Treasurer:
The treasurer acts as the club/society’s finance manager and has ultimate responsibility
for ensuring that the club/society’s financial matters run smoothly. They look for internal
and external funding and send over account statements fo the Students’ Association at the
end of each academic year. They also are in charge of deposits and withdrawals from the
bank, approving invoices, etc.

Example additional roles

Social Secretary:
The purpose of this role is to be responsible for ensuring socials are a fundamental part
of being part of the club/society. This specific role is extremely diverse, as it requires
planning, organisation, delivery of the social and generally providing fun and engaging
activities for members to enjoy. Whether these are evenings out, weekends away, or
just a meal at someone’s house, your members will get to know each other better and
enjoy themselves more. Socials of any kind are a great way to break down barriers
between old and new members.

Social Media Officer:
This is a great role for any society and involves being responsible for posting and keeping
on top of any social media channels the society may have. The committee should have
some access as well, but by having a social media officer, it’s a great way to keep
members up to date. This role is especially worthwhile for anyone looking at entering
Communications or Marketing in their future career.

'

Setting Up D Page 16




Inclusion and / or Accessibility Officer:
This role is o ensure everyone can get involved, supporting equality and diversity within
the society, keeping on top of whether the society is doing this, and challenging any
difficulties. They can also represent any members and be a point of call for any members
that have concerns. This role will be different for every society, but extremely worthwhile,
especially in bigger societies. For some societies, Accessibility may be a concern and the
person in this role can work with external organisations to ensure best practice.

Team Captain:
In some sports clubs, especially those competing, it is essential to have a team captain. The
team captain helps to boost morale of the players before a game, meets with the referee
and generally leads the team whilst playing.

Edward Yearsley, BA(Hons) Adventure Tourism
Management - Committee Member

“I have had the privilege of being a committee member of the
UHI Snowsports club (UHISSC) for the last year and looking
forward to taking on the role of president as | enter my final
year of study.

Being a club committee member is great for a number of
reasons.

| have really enjoyed being able to play a part in promoting
a sport and activity that | thoroughly enjoy to an increasingly
large number of students within the university. It has also
taught me a wide range of skills which | feel have helped
compliment my studies, such as the importance of working to
deadlines and communication with a range of stakeholders.
Being a part of any club, be that as a member or by taking
on a role within a committee, provides you with an awesome
opportunity fo meet new people, learn new things

and go to cool places!”
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‘gAN KING

Setting up a bank account for a club or society is an essential step in managing its finances
effectively. A club or society should never use a member’s personal bank account.

Here’s a step-by-step guide to help you through the process:

1. Confirm Eligibility:

Ensure that your club or society is eligible to open a bank account. This typically involves
having an official constitution or set of bylaws, as well as a recognized group of members.

2. Choose a Bank:

This is a very important step. You want to ask banks about the ease of changing signatories
(or owners of the account). If you don’t need to deposit and withdraw cash, consider using
a digital bank as that handover process is easier. Look for the following things:

® Simple accounts for deposit and payment
® No fees or minimum amount

® No overdraft

® Online/Mobile banking

® Easy to change hands/signatories

3. Gather Required Documents:

Prepare the necessary documents that the bank will require.
These documents may include:

® A copy of your club or society’s constitution or bylaws.
® Identification documents of authorized signatories (usually club officers).

® Minutes from a club meeting approving the opening of the bank account
and designating authorized signatories.

4. Determine Signatories:

Identify the authorized signatories who will have access to the club’s bank account. These
individuals will be responsible for making financial transactions on behalf of the club. This
should include the treasurer and the President.

5. Fill out Required Forms:

Complete any account application forms provided by the bank. Provide accurate
information about the club and its members, as well as the signatories who will have
access to the account. Make sure to keep a record of the paperwork (digital if possible) for
future club leadership.

'
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6. Initial Deposit:

Make the initial deposit into the new account. This amount varies depending on the bank
and the type of account you’re opening. It’s usually a small amount to activate the account.

7. Review Terms and Agreements:

Carefully review all terms, conditions, and agreements associated with the account.
Understand any fees, minimum balance requirements, and limitations on transactions.

8. Receive Account Information:

Once the account is approved and set up, the bank will provide you with account details,
including the account number and any associated debit cards or checks. Make sure that
this information is kept safe so it can be passed on to new members when necessary.

Setting up a bank account for your club or society is an important step in maintaining
financial transparency and managing your group’s funds effectively. Always consult with
your club’s members and leadership before making any financial decisions.

Reminder! The Students’ Association requires that you turn in quarterly financial records using
our forms. When possible, please also turn in a copy of your bank statements so that we can
confirm that the records match.
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“ANNUAL RISK

ASSESSMEN

Introduction

The Highlands and Islands Students’ Association (HISA) is committed to delivering a culture
that prevents incidents and injuries. We wish to promote genuine care for our members’
health, safety and well-being.

That’'s why conducting a thorough risk assessment is crucial. It’s like being a detective, but
instead of solving a mystery, you identify potential hazards that could cause harm.

By doing so, you can take the necessary steps to prevent accidents. It’s all about being
proactive and putting effective control measures in place based on the severity and
likelihood of the risks. Risk Assessments prove we’ve considered activity risks and taken
necessary steps for safety.

Here are the keywords that you will encounter during the process and their descriptions:
® Hazard - Something with the potential o cause harm
® Likelihood - The probability of a hazard causing harm
® Severity - The level of harm caused by the hazard
® Risk - The combined assessment of the likelihood and severity of any given hazard

® Control Measure - Something that reduces the likelihood or severity of an incident

Once you have a risk assessment, you should follow the control measures and ensure that
all participants know the safety requirements.

There is no one-size-fits-all approach - risk assessments should be tailored to what your
club/society does and the particular risks you could face.

Still, every risk assessment should:
® Identify who or what could be most at risk from these hazards;

® List measures being taken to address hazards and identify any additional
action needed;

® Allocate responsibility for risk improvement actions with clear timescales.

Types of Risk Assessments

The Students’ Association expects you to complete two types of risk assessments
(when necessary), which should help limit the number of evaluations you do:

® Yearly

® Event-specific

'

Setting Up D Page 20




Yearly

The activity of student groups tends to vary throughout the year, with more hectic periods
at the beginning and less busy times during exams. Additionally, groups engage in a lot of
recurring activities, such as regular events, meetings, and trips, throughout

the academic year.

To streamline the process and minimize the need for multiple submissions, every student
group must submit an Annual Risk Assessment to cover their activities. This ensures that

all risks are properly assessed and documented. This is similar to a normal Risk
Assessment; however, it covers all the general activities that your group undertakes during
the year. It is submitted at the start of the year, and then all activity is covered by this,
except for any event that is significantly different.

It must be submitted to hisaactivities@uhi.ac.uk and approved by the Community

Engagement Team each year before routine activities may commence.
Event-specific (see the relevant section in “Running”)
Throughout the year, the group will also need to submit individual risk assessments for any

activity or event that falls outside the routine activities of the annual risk assessment.

They must be submitted to HISAActivities@uhi.ac.uk and approved by the Community

Engagement Team before the activities may commence.

How to fill out a Risk Assessment - Annual

To access the annual risk assessment template, click the link here to view
the file, please save your own copy before making any edits.

This section will take you through the Risk Assessment form and explain each section, guiding
you on how to fill it in correctly.

Section One: Event Information
The information needed here is:

® Name of Club/Society or Group: This is the name of your student group.

® Location of Event: This is where you provide a brief description of where the event(s)
will be taking place.

® Date of Risk Assessment: This is when you have completed the risk assessment.

Date of Event/Activity: This is when the event or activity will take place.

® Expected Numbers: This many people do you expect to attend,
including non-members.

® Completed By: This is the name of the person who takes responsibility for completing
the form.

'
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Name of Club/Society or Group:

Date of Event/Activity:

Location of Event:

Expected Numbers:

Date of Risk Assessment:

Completed By:

Section Two: Further Event Details

This section allows you to input all the information regarding the event. This is a short
description of the event and the activities that will be taking place during it. Include what
type of event it is, such as a trip or a social. This should then reflect the risks being assessed

in the Risk Assessment section.

There is also a section for the staff member to sign the form off. This confirms that it has
been checked by the Students’ Association and has been accepted.

MName of Event:

Staff Signatura:

[Your Community Engagement team will sign

==wWhat is the name of the even?== thils when apanaved]

Event Description:

Event Type: =<What type of event is this? E.g. Social, Trip, Gonference==

==\Writa hare an averview of the type ol event you plan 1o hold. Include il thare will ba any
foodidrink/alchohol and i there will be any activilies e.g. sporting or formal dinners:s

Section Three: Identify the Hazard and List Control Measures
This section of the Risk Assessment form is where you identify hazards and necessary

control measures.

Exisiting control measurers has been
completed for you - all you need to do is
read the measurers and ensure they are
met at all of your regular activitities and

events.

Describe the
hazard

Who might be
harmed and how?

Existing control measures

* Kesp areas clean and tidy whilst conducting
activities.

- All areas as well lit as possible: conduct

Slips and Ihﬂ:lembgrs ccll.ﬂdl be |activities in well-lit areas.
injured if they trip or
trips slip. + Make known and clear up any spills as soon

as possible.

- Mo lrailing leads or cables — laped
down/routed away from thoroughfare where
possible.

Setting Up

Describe the Hazard: This section is for
describing the hazard being assessed. If
the hazard is obvious from the name, skip
the description.

Who might be harmed and how?: This
section aims to identify who may be at
risk of harm from the hazard and how,
including society members, other students,
and the general public.

Existing control measures: This section
highlights any existing measures in place to
tackle this hazard.




Section Four: Risk Rating Matrix
The Risk Rating Matrix is a way of quantifying the risk associated with your activity. It works
by using a simple multiplication table based on set levels of severity and likelihood, giving

Both severity and likelihood are split into 5

For each hazard use this risk matirx to determine the likelihood of your hazard causing

harm and the severity of the injury if the hazard causes an incident. Ca-l-egories' ra nging from unlikely -I-O Cer-l-ain
et _ for likelihood and minor injury to death for
Risk Matrix - High - "/ ~ Low (Risk) A
— severity.
Likelihood (L) . .
Severity x Likalihood = 5 :
ey L o i Way ey Each cqugory is given a yolue between 1
and 5, with 5 being the highest category
i) and 1the lowest. These values are used to

Major Injury ; . .
(@ 47 work out the risk rating.

Over 7 day
Injury (3)

Minor Injury [
- Treatmant 10
off site {2)

Severity (S)

Minor Injury -
~Firstaidon| &
site (1)

a result which is then graded using a traffic light system.

Severity x Likelihood = Risk Rating

The result of this will be between 1 and 25, which is then grouped into High (12 and above),
Medium (between 11-15) or Low risk (between 4 and below).

For each activity that you input into the Risk Assessment, you will need to give it a Risk
Rating. The form is designed so that it takes you through the multiplication; you are
required to input severity, likelihood, and Risk Rating.

Risk Rating
Likelihood x Severi

Revised Rating

Likelihood x Severity = RR
i s RR

Additional control measures

[If your group have any additional control
measures in place, input them here; separate
0 each measure with a semicolon] <<Additional 0
control measures will impact the likelihood

rating more than the severity rating>>

Risk Rating Additional Control Measures Revised Risk Rating
Here you can add the This section is to add more Here you can add the new
severity and likelihood to control measures to reduce values for each taking into
give you the Risk Rating. either the severity or the account the additional
likelihood of the hazard. control measures

Multiple Risk Ratings?

Even if you have multiple
control measures, you only
need to enter one Risk Rating
for that hazard!

Setting Up




If your activity comes out with too high a risk, that could be high or even medium risk; there
is space on the Risk Assessment to add more control measures and rate the risk again. This
shows that you have adjusted the controls in reaction to the perceived risk.

Identify all the activities
in your event;
this includes setting up
and clearing away

Identify the hazards that Identify who could be
could be associated with harmed from these
these activities hazards and how

What are the control

measures already in

place to mitigate this
risk?

If the Risk Rating is oo
Work out the Risk Rating high, what else will you
do to control the risk?

Once you have completed
the Risk Assessment,
ensure that you
implement the controls

To access the annual risk assessment template, click the link here to view
the file, please save your own copy before making any edits.

Setting Up ', Page 24



https://hisa.uhi.ac.uk/groups/committeehub/importantforms/




‘&EETINGS ®

Committee meetings are an important aspect of running a student group. Holding
meetings regularly is a great way of making sure that everyone is on the same page with
understanding the club’s goals, upcoming events, as well as providing support for
committee members and their role.

To help your meetings run smoothly and effectively, we have compiled a checklist of

what should happen and be included at each meeting (please note, this does not include
AGMs and information can be found on AGMs in the appropriate section of the
handbook). It is recommended that bi-weekly or monthly meetings should be scheduled at
a time that suits everybody.

Meeting Checklist:

® Attendance - It’s important that all committee members attend these meetings and that
attendance is noted within the minutes. Try to schedule times when the majority of
members can attend as well to encourage their involvement. You may even want to
schedule them just before or after a regular activity in order to make them easy to attend.

® Notes/Minutes - Have someone take notes during the meeting to catch-up anyone who
missed the meeting but also to highlight action points.

® Apologies - If you can’t make the meeting, let your team know!

® Basic Agenda - Set a basic list of points to be discussed. This ensures everything important
is covered and that every member has the opportunity to speak about what
they have done.

® Support - If you would like a hand with running a meeting or taking notes, get in contact
with your local officer.

® Budget - The treasurer should have a permanent spot at every meeting to discuss
expenditure, planned expenditure, and the budget.

® Length - These meetings don’t need to take up a large portion of time! 30 minutes to an
hour should suffice.

® Communication - Sometimes there might be differing opinions at meetings. This is good!
But it is important to ensure that the conversation remains respectful at all times and
everyone’s voice is heard.

'
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Example Meeting

Here’s a snippet of conversation from a Ocean Sports meeting to give you an idea of what
yours might sound like.

Fiona: President
Alex: Treasurer

Carla: Secretary
Harley: Member

Running

Fiona: Alright, let’s brainstorm some new ideas for Green Week
events. Harley, you mentioned wanting to do a park cleanup?

Harley: Thanks, | was thinking that cleaning up park litter might
be a way to give back to the environment.

Alex (Treasurer): I’'m definitely on board with the idea. Just
playing the devil’s advocate here, but could we do something
that focuses more on the ocean to keep it focused on our
Aims?

Harley: The cleanup part is what is important for Green Week,
but maybe we could do it at the beach instead?

Fiona: | like the sound of that. Raise your hand if you want to
do a beach clean-up?

(Members raise hands).
Great, that’s a go. Carlg, if you can note that in the minutes
and then update the Calendar to include the event. Harley,

will you lead on organizing the cleanup?

Harley: Sure. If anyone wants to help with publicity or
something, just talk to me after the meeting.

Fiona: Now, shifting gears a bit to fundraising. Would this be a
good chance to increase our income?

Alex: Yeah, we don’t have enough in the bank right now to
purchase those new life jackets that we were considering.

Harley: Since it benefits the community, maybe we could try to
get local businesses to sponsor us? Maybe a challenge where
they pay X amount per bag of trash?

Fiona: Great, let’s give that a try if everyone is on board? Alex,
if you will lead on setting up the fundraiser from the finance
side, then everyone can go visit some of their favourite local
businesses fo get them to sponsor it?
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NEMBERSHIP,

DRIVES

How to Recruit Members in Your Club or Society

Joining a club or society through the Students’ Association can be an integral part of your
experience at UHI and offers a wide range of benefits for members ranging from
socialising to keeping active and competing with other universities/ colleges. Belonging to
a club or society can be great to put on your CV for prospective employers after
graduation and fosters a sense of community. Growing membership for your club or
society is important for the club to be sustainable and there are several strategies for
recruiting members.

® Attend all possible Highlands and Islands Students’ Association events: Use the
opportunity to attend all the events that the Students’ Association organise, such as
the Freshers Fair. These events are organised so that students can see what
opportunities there are to get involved in clubs and societies, and what the UHI
community has to offer. Make sure to ask the local team to reserve you a stall or
table, or even a space and time to do a demonstration!

It’s important to not just sit quietly at your stall. In order to really engage other
students, you need to show that you are passionate about your society. The Students’
Association may offer a small grant for you to use at Freshers so try and think outside
the box with freebies and games to entice students to your stall.

nts and taster sessions: hosting a ‘come and try’ session at the start of each

helps to get new students involved in the club. You could adapt your usual

be shorter or more accessible to those new to the club. Running events such

ents and demonstrations means that students can come and see what the
out.

rget audiences: Different groups of students may be interested in
ts of yourclub or society. Identifying and tailoring your promotional
al to specific groups will increase your likelihood of attracting
xample, if you’re running a sports club you may want to engage
ports courses.

keting platforms: Digital platforms such as social media and
mailing lists as well as physical displays like posters and flyers can successfully reach
your target audience. A strong social media presence is one of the best ways to get
students to take notice. Take lots of pictures of the exciting things your club gets up
to- this can be essential for recruiting new members!

9
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® Networking: By working together with other student organisations at your academic
partner, and even throughout the various UHI campuses, you can collaborate on joint
events and promote each other. This will significantly increase your visibility and
attract likeminded individuals who may have otherwise been unaware of your club or
society’s existence.

® Engagement and retention: Attracting members is only the first step and it is
important to maintain active and committed membership for your club. This can be
achieved by focusing on fostering a welcoming environment, offering plenty of
opportunities to get involved (such as BUCS and SSS competitions), and regularly
seeking feedback to improve the overall experience.

oA
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ENTS AND

ACTIVITIES GOIGE

This guide will give clubs and societies some of the information needed to run events and
activities and to get the most out of them.

During your time on a club/society committee you will most likely find yourself planning an
event or activity of some sort. Here are so basic steps to plan an event:

® Your local Students’ Association Office can be contacted in order to book space
on campus.

® Ifitis related to sporting, our Sports Development Coordinator must be contacted to
be informed of the event. Our marketing team can also help to promote your event.

® Creating a Facebook event is a good way to let members know about an event and
make use of pre-existing social media channels.

® The Students’ Association can help to market the event.

® Arisk assessment must be completed and sent to the Community Engagement team
at the Students’ Association (hisaactivities@uhi.ac.uk).

® You'll need to work out a budget for the event, how much it is going to cost, whether
you need any funding to deliver the event and how much the event will earn for
your club/society.

Below are some examples of what these events may be:

Club Awards Night: Often clubs and societies will want to hold an awards night to
celebrate the achievements of its members over the past year. You might want to have a
think about different award categories, how to vote, a venue and the actual physical
awards to give to members.

Club Ski Trip: Sports clubs especially will sometimes have trips aboard, like an annual ski
trip. An event of this size obviously takes a lot of logistics to organise and involves
fundraising. This must be planned very far in advance- transport, accommodation and
activities need to be booked. It is essential that attendees have travel insurance which
also covers the activity. Any dietary requirements, medical conditions and emergency
contacts should be collected along with a photocopy of passports.

Pub Quiz Fundraiser: Pub quizzes are a good way of raising money for a club/society.
Reasonably straightforward to plan, you just need to nominate a quiz master, book a
venue, decide on team sizes, and sell tickets. You’ll need to come up with some ideas for
prizes too!

Christmas Dinner Social: Many clubs/societies will want to hold a Christmas social

before the break and a Christmas meal is often a popular option. When dealing with food
it is especially important to note down allergies and dietary requirements of all those
attending, to share with the venue. The venue will often require a deposit when booking, or
the full amount paid and meal choices submitted in advance. To avoid confusion on the
evening of who ordered what, print out name cards with everyone’s orders on.
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Sports Tournament Day: Tournaments can be an integral part of sports clubs, especially
with competitions between different campuses. A venue needs to be booked suitable

for the sport such as a sports hall or AstroTurf pitches and other teams contacted as travel
arrangements will need to be made. It is often customary that the hosting team puts on
catering for all the players- this could be a barbecue or ordering pizza for example.
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ENT RISK

Introduction

The Highlands and Islands Students’ Association is committed to delivering a culture that
prevents incidents and injuries. We wish o promote genuine care for our members’ health,
safety and well-being.

That’s why conducting a thorough risk assessment is crucial. It’s like being a detective, but
instead of solving a mystery, you identify potential hazards that could cause harm. By
doing so, you can take the necessary steps to prevent accidents. It’s all about being
proactive and putting effective control measures in place based on the severity and
likelihood of the risks. Risk Assessments prove we’ve considered activity risks and taken
necessary steps for safety.

Here are the keywords that you will encounter during the process and their descriptions:
® Hazard - Something with the potential to cause harm
® Likelihood - The probability of a hazard causing harm
® Severity - The level of harm caused by the hazard
® Risk - The combined assessment of the likelihood and severity of any given hazard
® Control Measure - Something that reduces the likelihood or severity of an incident

Once you have a risk assessment, you should follow the control measures and ensure that
all participants know the safety requirements.

There is no one-size-fits-all approach - they should be tailored to what your club/society
does and the particular risks you could face.

Still, every risk assessment should:
® l|dentify who or what could be most at risk from these hazards;

® List measures being taken to address hazards and identify any additional
action needed;

® Allocate responsibility for risk improvement actions with clear timescales.

Types of Risk Assessments

The Highlands and Islands Students’ Association expects you to complete two types of risk
assessments (when necessary), which should help limit the number of evaluations you do:

® Yearly
® Event-specific

'
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Yearly (see Risk Assessment — Annual)

The activity of student groups tends to vary throughout the year, with more hectic periods
at the beginning and less busy times during exams. Additionally, groups engage in a lot of
recurring activities, such as regular events, meetings, and trips, throughout the

academic year.

To streamline the process and minimize the need for multiple submissions, every student
group must submit an Annual Risk Assessment to cover their activities. This ensures that

all risks are properly assessed and documented. This is similar to a normal Risk
Assessment; however, it covers all the general activities that your group undertakes during
the year. It is submitted at the start of the year, and then all activity is covered by this,
except for any event that is significantly different.

It must be submitted to HISA Activities@uhi.ac.uk and approved by the Community
Engagement Team each year before routine activities may commence.

Event-specific

Throughout the year, the group will also need to submit individual risk assessments for any
activity or event that falls outside the routine activities of the annual risk assessment.

They must be submitted to hisaactivities@uhi.ac.uk and approved by the Community
Engagement Team before the activities may commence.

How to fill out a Risk Assessment — Event Specific

To access the event risk assessment template, click the link here to view
the file, please save your own copy before making any edits.

This section will take you through the Risk Assessment form and explain each section,
guiding you on correctly filling it in.

Section One: Event Information
The information needed here is:

Name of Club/Society or Group: This is the name of your student group.

Location of Event: This is where you provide a brief description of where the event(s)
will be taking place.

Date of Risk Assessment: This is when you have completed the risk assessment.
Date of Event/Activity: This is when the event or activity will take place.

Expected Numbers: This many people do you expect to attend,
including non-members.

Completed By: This is the name of the person who takes responsibility for completing
the form.

'
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Risk Assessment - Event

Please complete this form for any of your one-off events or activities. If you have any questions about this form, please contact
hisaactivities @uhi.ac.uk and please submit the form to your local staff member.

Name of Club/Society or Group: Date of Event/Activity:
Description & Location: Expected Numbers:
Date of Risk Assessment: Completed By:

Section Two: Identify the Hazards
This section of the Risk Assessment form is where you identify hazards.

Activity: List what type of activity will be taking place during the event.

What are the hazards?: This section is for describing the hazard being assessed.
If the hazard is obvious from the activity name, skip the description.

Who might be harmed and how?: This section aims to identify who may be at risk of
harm from the hazard and how, including society members, other students, and the
general public.

Activity What are the Who might be
hazards? harmed and
how?
List all the For each activity, list the | For each hazard,
different types of hazards, i.e. anything list the persons at
activities being that has the potential to risk
assessed cause harm

Section Three: List Control Measures

This section highlights any existing measures in place to tackle this hazard. Ensure to
consider what measures you have already put in place but also what additional
measures you might need to minimise the risk. Confirm that the control measure is
assigned to someone and plan for a completion date prior to the start of the event
and note the date of any additional measures taken.

What are you already doing? Do you need to do anything Action by who? Action Date
else to control this risk?

What kind of measures are you |s there any further action Who is responsible for When has the
already putting in place in order to required? this action? action been
prevent injuries? completed?

'
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Identify all the activities
in your event
This includes setting up
and clearing away

What are the control

measures already in

place to mitigate this
risk?

Identify the hazards that |dentify who could be
could be associated with harmed from these

these activities hazards and how

Once you have completed
the Risk Assessment,
ensure that you
implement the controls

To access the event risk assessment template, click the link here to view
the file, please save your own copy before making any edits.
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Page 35



https://hisa.uhi.ac.uk/groups/committeehub/importantforms/

PROMOTION

GUIDELINES . °

Promoting your club or society is not just a matter of gaining visibility; it’s a key ingredient for
success and growth. Promoting your group and your activities enables you to reach a broader
audience, attract like-minded individuals who share your passion, and cultivate a vibrant and
diverse community of members. It opens doors to exciting collaborations, partnerships, and
opportunities for development. Moreover, promotion enhances your club or society’s reputation,
establishing it as a valuable asset within your college and in your community. By showcasing
your activities, events, and achievements, you not only inspire others to join your cause but also
contribute to the overall vibrancy and spirit of your campus. Promotion relies on YOU. It is your
responsibility to promote your club to potential members and to advertise events and activities
that members and the general public might want to attend.

Options for Promotion

.
.
0
1
.
oo

Social Media-Internal

As a club or society, you are strongly encouraged to create your own social
media accounts.

Please follow the regulations set forth in the Social Media Policy.

Social media accounts allow you to publicize content at your own speed and according to
your own schedules.

Social Media- External

.
0
I

1. Depending on timing and priority, we may be able to promote your group or your
activities through our social media channels. If you would like us to share your events,
the preferred method is for your group to post on their own social media

and tag us with @YourSAatUHI or @yoursa_(insert local partner) on Instagram.

2. If your group cannot run its own social media for us to share posts from, you should
email the following to HISAactivities@uhi.ac.uk several weeks in advance:

a. Complete artwork in a square format (1080 x 1080)
b. Event information with time, location, date, contact, etc.
c. Any description and details you want to accompany the post.

This information will then be sent to the communications team at your Students’
Association. We cannot guarantee that they will be able to create posts for you; it will be
entirely dependent upon timing, scheduling conflicts, and upcoming projects. For this
reason, we highly recommend you take the first approach and create your own posts
and tag @YourSAatUHI or @yoursa_(insert local partner) on Instagram.

'
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Other Media- Local

You may want to hang posters, hand out leaflets, or use other forms of media to advertise
and promote your events and activities. You should contact the local team of your Students’
Association. They can help you navigate any requirements and restrictions your college may
place on physical media.

Lastly, please remember the regulations governing promotional media:

7.1 For the displaying of posters or notices, permission must be sought
from the relevant University / Local Students’ Association
Team / Facilities department.

7.2 The following must be adhered to:

i) All posters and flyers must clearly carry the name of the relevant
Group and carry the Students’ Association logo. This logo must not
be distorted or abridged in anyway without the permission of the
Communications Team;

ii) All posters must be removed following an event that
they are advertising;

iii) Members must carry identification when giving out flyers;

iv) All posters not in English must be accompanied by
an English translation.

Read the full chapter on Student Groups Regulation here.
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UDGETING 10“

When handling finances for your Club or Society, budget carefully and always consider all
possibilities. Here are some important points to consider:

What is a budget?

® A budget tells the story, in money terms, of what your group’s plans are.

® A budget can be annual - a plan for all the costs over a year. It can also be specific fo a
particular event or project that you are planning.

® When applying for a grant, you must provide a detailed budget outlining the infended use
of funds and other sources of income.

® A budget helps you to make financial decisions and keep control during the year / during
your project.

® A budget can change throughout the year, but having one reduces the risk of running out
of money due to unforeseen circumstances.

The association has created a Forecast Spreadsheet that will aid you with the next few
sections and store figures to help you organise your possible expenditures/income.

Preparing a Budget

There is nothing mysterious about writing a budget. It is like writing a shopping list,
together with the cost of each item. You then work out where you will get the money to pay
for everything.

Think about what you will need to pay for - it’s helpful to write a list of all the items that you
are likely to need to pay for. Think through every activity or event you will run and all the
things that will cost money.

Estimate the cost of each item of expenditure as accurately as you can. When you first start
out, it can be difficult to work out costs, but don’t just guess. Obtain quotes to compare
prices - don’t assume that your predecessors knew the best companies to use, have a look
yourself to make sure you are getting a good deal.

Considering Income

Estimate potential income sources, including unconfirmed grants and other income.

There may be some income that is uncertain. For example, if you charge membership fees,
the amount you will receive will depend on how many members you have. Try to make the
best estimate you can. It probably won’t be 100% accurate, but it will be good enough to
help you give a rough idea of how much money you will have available during the year.
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If you expect to receive and spend money for an activity (such as hiring a coach and
selling trip spots), include all income, even if it will be spent immediately. Also include any
cash income, such as member contributions. Remember to note the expected dates of
income to avoid overspending.

Using the Budget

Most of the budgeting is risk management. Is the money available? Will ticket sales recoup
the costs? Is predicted income guaranteed or assumed? Budgets need to be realistic, don’t
manipulate figures, and always have a 15% contingency.

Your budget should be used and updated regularly throughout the year to keep track of
your finances and progress. The treasurer should present regular finance reports to the
group or committee, detailing actual income and expenses to date and comparing those
figures with the budget. This will help assess financial progress and determine available
funds for different purposes.

You will find it useful fo look at previous budgets and your successors will find your budget
useful if it is detailed and done well.

Remember - students must not transfer or accept any form of funding relating to your club
or society to a personal bank account (e.g., accepting ticket sales or other income).

The club/society accounts are your responsibility. The Students’ Association won’t bail you out
if you overspend. Overspending leads to deficits, funding cuts, and repayment plans.
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The Highlands and Islands Students’ Association may provide grants throughout the year
for clubs and societies. These grants are provided to help support groups to provide
experiences for the student population.

Clubs and societies should work to become financially self-sufficient.

We cannot guarantee funds and student groups must not raise invoices if they don’t have
sufficient income to cover them.

The Student Groups grants will be offered at set times throughout the academic year. The
frequency and timing of the grants will depend on factors like available funds and the
needs of clubs and societies. When possible, grants will be offered near the beginning of
each term.

Applications will only be accepted during the application window which will be clearly
publicized on the GRANTS page of the Students’ Association website. Clear application
timeframes will allow us to support the year-long activities of your clubs and societies
more effectively.

We encourage you to apply if future activities or a project can’t take place without this
grant funding, or if you don’t have sufficient finances from your own fundraising attempts.
If you have non-grant funds available from fundraising or from memberships, please
clearly explain why you are not able to use these for the requested purpose.

Please make sure to submit your application before the deadline. Late applications will not be

considered for that grant period.

Unless otherwise noted, all internal grants are subject to the following terms:
® Submissions can only be made by presidents or treasurers.

Funding will be awarded on a case-by-case basis.

Only offiliated groups may apply for the Student Group Grants.

Groups may submit ONE application for each grant cycle.

A single application can include requests relating to multiple events,
projects, activities.

If your group is in deficit, you may not be eligible to apply for grant funding.
In this instance, please contact us immediately.

® Grant funding can only be used for what it was awarded for. Any changes to the
expenditure of grant funds must be approved by the Community Engagement
Manager. The Students’ Association will retain any surplus funds, should the grant
exceed the cost of the approved activities, for future grants.

® Grant funding cannot be rolled over to the next academic year.
® You can make a purchase using a combination of grant and non-grant funding.
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® If there is a personal or family interest in the supply of any goods or services, this
must be declared to the Community Engagement Manager. Two outside quotes will
need to be obtained and provided to demonstrate best value.

® If you are purchasing equipment above £100 an item, you must also submit two
additional quotes to prove you are getting good value for the item you
have identified.

To access the grant application template, click
the link here to view the file, please save your

own copy before making any edits

What can you apply for?

You can request funding for:

©® Costs relating to activities, projects, or events that support the Aims and Objectives
of your group.

Maintenance costs

Equipment* (See the section on Equipment)
Coaching/Instructor fees** (See the section on Quotes)
Facility hire

Food and non-alcoholic beverage for an event

You cannot request funding for:
® Alcohol, bar hire, pub or disco vouchers
® Non-specific general costs
® Charity, religious, or political donations
® Debt, overdraft
® Expenses outside the activities of the club/society
® Property for an individual

*Equipment: Applications to purchase equipment and other non-consumable goods
must include additional documentation detailing how it will be stored, maintained, and
made available for the use of members.

® Storage and maintenance agreements must include provision for non-term times
including public holidays, college closures, term breaks, etc.

® Applications for equipment purchases of more than £100 an item must be
accompanied by three quotes to demonstrate good value.

® Groups must declare any intent to purchase equipment from an individual or
non-trading organization.

® If a purchase is approved, the group is responsible for following the policy
on equipment.

® No equipment purchased through the Student Groups Grant can be resold or
donated without the written approval of the Community Engagement Manager.
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**Quotes: When paying fees for an individual (coach, trainer, speaker, etc.), please provide
2 additional quotes of similar services to demonstrate you have sought good value. When
purchasing equipment greater than £100, please provide 2 additional quotes to
demonstrate good value. Comparison quotes can be obtained by taking screenshots of
online prices or receiving an email or other written communication of fees.

Comparison quotes and Equipment arrangements may be attached as a document in the
“Additional Documents” section of the online application.

How to apply

Apply through our online application form, located on the Grants page of the website.
1. Before applying, read through the entire guidance.
2. You will need to have the following documents ready:
a. Membership numbers
b. Budget (from template)

3. Fill out the online grant form completely, attach required documents, and hit
submit. Make sure to check the box to get an email receipt so that you can
confirm submission.

If you do not provide the required information in your application, we will contact you. If the

required information is not provided within the application evaluation period, you may be
denied funding.

Section 1: General Information
This section asks for basic information regarding your group that should already be
available from your group’s records.

Section 2: Project/Activity Information

In this section, you will describe the project(s) or activities for which you are requesting
financial support. We want to understand why these activities/projects are important and
how they will impact students.

Section 3: Resources

In this section, you will detail the finances and resources required for your proposed
projects/activities. You will need to fill out and upload the Grant Budget template provided
on the Grant web page. See the instructions below.

Section 4: Additional Comments

Here you may include any additional information that will help us understand how a grant
will help your group and demonstrate any additional attempts to get funding. In this
section, you will also find the option to upload additional documents including any
agreements with providers, comparison quotes, or plans for equipment.

MAKE SURE TO HIT THE SUBMIT BUTTON WHEN FINISHED!

-
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Grant Budget Template Instructions:

Using the template provided on our website, you must provide a full breakdown of the
costs of all projects/activities for which you are requesting funding. This breakdown should
cover all expenses for the projects/activities and any funds/income from your group or
external sources that will be used to fund the projects/activities. The form will
automatically sum the expenses and subtract the income/funds, leaving a remaining
balance. This balance is the amount you should apply for from the Student Groups Grant.

Expenses: On the left side of the template, you should list the expenses or costs of the
projects/activities. Expenses may include location and equipment hire, physical items,
transport, services, fees, additional insurance, registrations, etc. You will need to include a
description of the item, quantity needed, and price.
® For each expense, please list the item and include the manufacturer,
provider, or location where appropriate.

® List the quantity—do not leave this blank or it will not calculate correctly.

® List the price, including VAT—be as accurate as possible and include decimal points
(pence) where necessary.

Each category of expense will total, and the sum of all the expenses will total at the bottom
as the “Total Project Cost”.

Income Contributions: On the right side of the template, you should list the income that
your group will contribute to the projects/activities. Contributions may include income from
membership/subscription, ticket sales, entry prices, income from general fundraising
activities, donations from external sources, external

grants, special discounts, etc. You will need to include a description of the type of
contribution, the quantity, and amount.

® For each contribution, please list the item and include the provider
where appropriate.

® List the quantity (the number of that type of contribution)—do not leave this blank or it
will not calculate correctly.

® List the amount —be as accurate as possible and include decimal points (pence)
where necessary.

Each category of income will fotal and the sum of all incomes will total at the bottom as the
“Total Income Contributions”.

HISA Grant: The last total (in yellow) will calculate automatically, but you should double
check the figures to make sure you have filled out the sheet correctly. This will be the total
expenses of your projects/activities minus the total income contributions. This is the
amount you should apply for the Student Groups Grant application.

In Kind Contributions: The application will ask you to list any in-kind contributions as we
recognize that you may be arranging for important contributions to your projects/activities
that are not financial. In-kind contributions include volunteer hours from members

or external parties, donated goods, free use of equipment or location, etc. In short, in-kind
contributions cover anything that does not have an associated cost.
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What Happens Nexi?

If your application is approved, you will be notified by email regarding the amount that has
been approved and the steps needed to claim your funds. We do not simply deposit funds
into your account. Instead, you will be required to submit an invoice, submit an order to be
placed, or submit receipts for reimbursement. Instructions on this process can be found in
the next chapter.

If your application is not successful, we will attempt to offer an explanation and can
provide support and suggestions to look for alternative funding. You may also reapply
during the next open grant round.
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DGET REQUEST

INSTRUCTIONS

How to fill out the budget request form for Club and Society Grants

If you want to purchase anything from your club or society grant, a ‘Clubs and Societies
Budget Request Form’ needs to be submitted. The request must be approved PRIOR TO
PURCHASE taking place, unless it has been agreed with the Community Engagement
Manager that purchases/expenses/invoices are paid back to the club or society
retrospectively. Please allow sufficient fime when submitting the request to allow for
processing of the request and delivery, which can often be longer for the

Highlands and Islands.

There are three types of purchases that can be made from the Student Groups Grant. It
is essential that you clearly mark the type in question 1 on the Budget Request Form. You
must then follow the procedure described for each option as per below. Failure to follow
the correct procedure can lead to delays or rejections in processing orders, invoices, or
expense claims.

1) Purchase by Finance Team (e.g. Amazon orders) — This means that we purchase
an item for you directly from a website or manufacturer. Ensure you fill out all the
sections on the Clubs and Societies Budget Request Form in as much detail as
possible. Where requested, provide a delivery address, contact name,

and phone number.

2) Payment by Finance Team (i.e. payment for an invoice or paying for an order you
want to place yourself) — This means you will order something (including work done
or service fees) and we will pay the invoice. Quotes/Invoices that require payment
should be sent to hisa.finance@ubhi.ac.uk or attached to the Clubs and Societies
Budget Request Form. Always ensure that the invoice is addressed as per below
before sending it.

Highlands and Islands Students’ Association (HISA)

Centre for Health Science

Old Perth Road

Inverness

IV2 3JH

3) Expense to be reclaimed - (i.e. repayment of something purchased individually).
Purchase of item(s) by a member of the Club or Society can only be reimbursed
AFTER the Budget Request Form has been approved and an Expense Form with
supporting documentation (i.e. receipts) has been sent to hisa.finance@uhi.ac.uk with
a description of what request it is for. The person to be reimbursed will need to be
named on the Budget Request Form. Always ensure that the bank details provided on
the Expense Form are correct as this is the account the payment will be made into.
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Important: Requests of type 1 or 2 that are to be purchased/invoiced from the same
supplier (like Amazon) can go on the same form as long as a link to each item is provided
with correct quantities. However, purchases of items from multiple suppliers will have to be
submitted through separate Budget Request Forms. If a member of your club/society
purchases from different suppliers and claims funds through reimbursed expenses (option
3) only one form needs to be submitted as the cost is a reimbursement to one person.

Submit Clubs & Societies Budget Request form.
On form, make clear if:
1. Finance Team to place order
2. Finance Team to make payment
3. Finance Team to reimburse expense

Form will automatically
Approval be sent to relevant Rejection

person for approval

Depending on the type of Budget Request
as per first step:
1. Finance Team places order - No action for you
2. Send quote/invoice (check address is correct) to
hisa.finance@uhi.ac.uk
3. Purchase item(s) and send expense claim form with
receipts to hisa.finance@uhi.ac.uk

Speak to Community
Engagement Manager

Expense claim process

Any allowable expenses to be reimbursed through the Student Groups Grant requires

a Clubs and Societies Budget Request Form to have been submitted and approved prior to
purchase. After approval and after purchase has taken place, the expense can be
reimbursed if an Expense Form is filled out and sent with supporting documents to
hisa.finance@uhi.ac.uk with a description of what request the claim is for. Always ensure
that the bank details provided on the Expense Form are correct as this is the account the
payment will be made into.

To access the budget request form, click the link here to view the file.

To access the expense form, click the link here to view the file.

9
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A Guide to Sponsorship, Funding and Fundraising for Sports Clubs

This is a resource that provides valuable insights to sports clubs about obtaining funds for
the club. It offers practical advice and fips on how to secure sponsorship deals, make
successful funding applications, and organise effective fundraising events. With this guide,
clubs can learn the essential skills and strategies they need to secure financial support,
develop partnerships, and build sustainable funding streams for their club.

Sponsorship

Sponsorship from local businesses can be a significant source of funding for clubs. In
return, sponsors can increase their brand profile and promote their business fo a new
audience. This guide will provide a step-by-step approach for clubs to secure sponsorship.

Step 1: Identify Potential Sponsors: The first step is to identify potential sponsors that
would be interested in supporting the club. This could be local businesses or organizations
that have a connection to the university or the sport. Some possible sponsors could be local
gyms, sporting goods stores, or restaurants/hotels.

Step 2: Research Potential Sponsors: Once potential sponsors have been identified, the
next step is to research the sponsor’s interests, goals, and values. This information can help
sports clubs tailor their sponsorship proposals fo meet the sponsor’s needs. Some
information that could be researched includes the sponsor’s target audience, marketing
strategies, and recent community involvement.

Step 3: Create a Sponsorship Package: Clubs must contact the Community Engagement
Team at hisaactivities.uhi.ac.uk to create and offer a sponsorship package. The Sports
Development Coordinator will help the club determine what it can offer and what it can
promise in return. The sponsorship package should include specific details about the club,
including its history, performance, and goals. This package should also specify the benefits
that the sponsor will receive in return for their investment. Some possible benefits could be
sponsorship mentions on social media, logos on team uniforms, and prominent signage at
home games.

Step 4: Reach Out to Potential Sponsors: The next step is fo reach out to the potential
sponsors and introduce the club and the sponsorship package. This can be done through
email, phone calls, or in-person meetings. It is important to be prepared to answer any
questions the sponsor may have and adjust the sponsorship package accordingly. Be sure
to clarify that the agreement would be with the club rather than with the Students’
Association or with UHI.

'
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Step 5: Follow Up and Thank the Sponsor: After securing sponsorship, it is essential to
maintain a positive relationship with the sponsor. This includes following up regularly to
provide updates on the club and reminding sponsors of upcoming events and
competitions. It is also important to show appreciation by thanking the sponsor for their
support and promoting their products or services to the club’s followers.

There are several grants available for sports teams. Here is a list of some
funding opportunities:

® Student Groups grants: @[{EE Do visit the website

® Sport Sco’rlqnd:’ro visit the website

® Local authorities: Check on your local council website for funding available for sports.
® Aldi Scottish Sport Fund:’ro visit the website

® Co-op Local Community Fund:’ro visit the website

Please contact our Sports Development Coordinator if you have any questions when filling
out funding applications. Some of these grants may only be open at certain times
in the year.

Clubs are not eligible for grants that require registered charity status. If you have questions
about eligibility, please get in touch with the Community Engagement Team.

Fundraising events are an excellent way for clubs to raise the necessary funds they need
throughout the year. With proper planning and execution, these events can make your club
financially stable and successful. Here are some steps to follow when thinking about
holding a fundraising event:

Step 1: Brainstorm Ideas: Start by creating a list of ideas that can generate funds for your
club. Some ideas that you could consider include:

® Competitions

® Football cards

® Bake sales

® Sponsored runs, walks or bike rides
® Fun runs

® Raffles or fombolas

® Quiz nights

® Sports competitions or fournaments
® Crowdfunding

Step 2: Create a Project Timeline: Plan the timeline of each event, coordinate activities,
and set a realistic deadline for each activity. By having a project timeline, you can keep the
team focused and make the fundraising process more efficient.
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Step 3: Create a Marketing Plan: Develop a marketing plan to promote your events to
maximize attendance and, therefore, funds generated. Here are some ideas to help you
get started:

® Utilize social media platforms such as Facebook, Twitter, and Instagram to advertise
the event.

® Distribute posters or flyers around campus and other local businesses.
® Approach local newspapers or radio stations to give your event free exposure.
® Utilize university groups for cross-promotion.

® Consider partnering with local restaurants and bars on mutually
beneficial promotions.

Step 4: Work Together as a Team: No fundraising project can be successful without the
support of a dedicated team. Identify the core members of your team for each event with
specific roles and responsibilities. Encourage all team members to participate in all
aspects of the fundraising process, including organising and promoting the event, the set
up, and the running of the event itself.

Step 5: Keep Track of All Finances: Maintain a comprehensive record of all the revenue
and expenses incurred throughout the fundraiser event. It will help you track the money
coming in from the fundraiser. All funds, expenses and income, must be included on the
quarterly reports that you turn into the Community Engagement team.

In summary, running a fundraising event for your club requires a good plan and teamwork.
Take the time to prepare, promote, and execute your events properly, set a realistic
timeline, and track the financial records to ensure your club’s financial stability.
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dUARTERLY

BANKING TEMPHAT

Clubs and Societies are required to submit quarterly financial records when notified by
the Students’ Association. These will be submitted to hisaactivities@uhi.ac.uk and will be
kept secure. Our Finance Department will help review your records and flag up anything
of concern. This will allow us to confirm the club is in good standing and help with any
issues that may arise. It will also demonstrate good financial management of clubs
expenses which can help improve your chance of getting grants.

To access the banking template
spreadsheet, click the link here to view
the file, please save your own copy before
making any edits.
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CIDENT REPé) T
FORM SAMPL -

This is a sample form not to be filled out, please see the end of the sample form
for a link to the fillable version.

1. Please use this form to report any accidents, incidents, or near misses.

2. Complete the form immediately after the incident or arrange for someone to do it
on your behalf.

3. Email the completed form to hisaactivities@uhi.ac.uk

4. Failure to submit this form may result in a club or society losing funding, insurance cover,
or affiliation.

Note: A separate report form has to be completed for each individual who is injured as a result
of an accident

Accident/Incident Form

Club / Society Name

Trip, Event, Activity
Date

Location at time of Incident

What happened?

What factors do we need to be aware of? er, local conditions, equipment etc)

Name and contact details of an nesses (continue overleaf if necessary)
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Details of Injured Person

Full name

Student number

College

Member’s address

Telephone number

Email address

Emergency Contact name

Emergency Contact telepho

Emergency Contact email

Details of injury :
Actions Taken (describe any aid, advceﬁrm@ﬂport etc.)

Received Community Engagement Manager

Date

To access the incident report form,
click the link here to view the file,
please save your own copy before making
any edits.
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SAFEGUARDING

STATEMENT

At the Highlands and Islands Students’ Association, our students’ safety and well-being
are paramount. We are committed to creating a supportive and inclusive environment for
all students who participate in clubs, societies, and sports groups.

Safeguarding is the action that is taken to promote the welfare of children and vulnerable
adults and protect them from harm.

1. Commitment to Safety

Our top priority is ensuring the safety and security of all students participating in our clubs,
societies, and sports groups. This applies to both physical and online interactions. To
maintain a safe environment, we require all leaders and members of these groups to
follow our code of conduct and exhibit the utmost standards of behaviour. We insist that
everyone shows respect and dignity towards all participants. Activity that includes
interaction with children or vulnerable adults should be planned in collaboration with the
Community Engagement Team to ensure that proper safeguarding measures are in place.

Students participating in activities will have access to resources and information on
personal well-being and safety. Groups with members or activities that qualify for
safeguarding can also be provided additional information and support.

3. Reporting Mechanisms

We encourage students to report any concerns or incidents related to safeguarding to
the appropriate channels. This includes any behaviour that may indicate harm,
harassment, bullying, discrimination, or any other inappropriate conduct. We encourage
you to report all incidents, but it is mandatory to report any concerns about children or
vulnerable adults. Reports can be made to the Student Engagement Manager or the
university’s designated safeguarding officers.

In case of an emergency, please call 999.

4. Confidentiality and Privacy

All reports and concerns will be treated with the utmost confidentiality. We will respect the
privacy of all parties involved while taking appropriate steps to address the situation
effectively. However, please note that there may be instances where the university is legally
obligated to take further action.

'
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5. Collaboration

We are committed to working closely with relevant university departments, external
organisations, and authorities to ensure the safety of our students. This includes
cooperating with law enforcement, social services, and other entities if a situation requires
intervention beyond the student association and university’s scope.

6. Continuous Improvement

We will continually review and enhance our safeguarding policies and practices to ensure
they remain effective and up-to-date with best practices and legal requirements.

By participating in clubs, societies, and sports groups with the Students’ Association,
students are acknowledging their commitment to creating a safe and respectful
environment for all participants. We can foster a culture of inclusion, respect,

and well-being together.

If you have any questions, concerns, or suggestions regarding our safeguarding measures,
please don’t hesitate to contact the Student Engagement team.

SA Safeguarding Officer: Wendy Day
SA Contact: wendy.day@ubhi.ac.uk

Click here for the full University Safeguarding Contact List

Reporting ', Page 55



https://www.uhi.ac.uk/en/students/support/support-to-keep-you-safe/safeguarding/
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REGULATIONS

1. Introduction and Definitions

1.1 The Students’ Association supports Student Groups, defined as Societies, Clubs,
and Sports Clubs affiliated to The Highlands and Islands Students’ association (HISA).

1.2 All Groups must abide by this document, though some Groups may have additional
procedures and regulations where appropriate.

1.3 Student Groups of the Students’ Association are bound by its Articles of Association,
Regulations, policies, and procedures.

1.4 The Students’ Association will provide support to Student Groups to help them
deliver their aims and objectives.

1.5 Documents containing procedures for Student Groups will be made available to all
Committee Officers and should be followed.

1.6 Definitions
1.6.1 Student Group - Any student-led Group aoffiliated to the Students’ Association.

1.6.2 Affiliation — The process which certifies a Group as part of the Student’s
Association, bestowing upon it the rights and responsibilities found within
these Regulations.

1.6.3 Committee Officers — The President and Secretary/Vice-President and Treasurer.
The Treasurer and Secretary may be combined into one role.

1.6.4 Community Engagement Team — HISA Staff responsible for supporting Student
Groups, as decided by the CEO and supervised by the Community
Engagement Manager.

1.6.5 Senior Management Team - Consists of the CEO, Community Engagement
Manager, Operations Manager, Student Voice Manager, and Communication and
Commercial Department Manager.

1.6.6 Management Board - The Operational Management Committee of the
Students’ Association, which is chaired by the CEO and consists of the Senior
Management Team and Regional Officers.

1.6.6 Member — Any full member or associate member of a Student Group.
1.6.7 Full Member - A UHI student who registers and subscribes to a Student Group.

1.6.8 Associate Member - Members of a Student Group who are not UHI students
but have registered and paid any subscription fees for Associate membership.

1.7 Capacity for new groups and re-affiliations will be determined by the Senior
Management Team each semester. The following points will apply when we do not have
the capacity to support all eligible applicants.

1.7.1 Applications for Student Group vacancies (affiliation and re-affiliation) will be
reviewed by the Community Engagement Team and priority given to groups with
unique offerings, highest number of members, and/or representing underrepresented
groups/areas.
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1.7.2 Evaluations will be made by the Community Engagement Team for ratification by
the Management Board.

1.7.3 Should a group fail to receive affiliation they will be permitted to re-apply

when a place becomes vacant or when capacity increases.

2. Affiliation

Members of the Students’ Association can apply to affiliate a Student Group in accordance with
the following procedure.

2.1 Gaining Affiliation
2.1.1To be aoffiliated Student Groups must have:

i) A set of core aims that do not duplicate with another activity or service already
provided by the Students’ Association or another Student Group;

ii) At least two founders that are UHI students who can perform the duties of the
Committee Officers until either an election is held or full members volunteer;

iii) An approved application submitted through the online form
iv) A minimum number of 3 members.
2.2 Maintaining Affiliation Throughout the Academic Year

2.2.1 Student Groups must demonstrate that they are active to maintain affiliation to
the Students’ Association.

2.2.2 To be considered active, Student Groups must do the following:

i) Ensure Committee Officers complete any mandatory trainings;
i) Ensure interim Committee Officers are elected upon any resignations;
iii) Demonstrate the Student Group is working towards its aims and objectives;
iv) Comply with all health and safety, financial, administrative, and other
procedural requirements as deemed appropriate by the Students’ Association;
v) Maintain membership records;
vi) Maintain the minimum number of members.

2.3 Disaffiliation

2.3.1 A Student Group may be disaffiliated upon evidence of one of more of
the following:

i) Inactivity for a period of 4 months or longer;
ii) Evidence of financial mismanagement;

iii) Evidence of a violation of the Students’ Association Articles of Association,
Regulations, Student Code of Conduct, policies or procedures;

iv) Failure to meet any of the criteria outlined in Maintaining Affiliation 2.2;

2.3.2 Upon disaffiliation or suspension of support, the Student Group has 10
working days within which to appeal to the President of the Students’ Association

if they feel there has been a mistake in the assessment. The Students’ Association
President or nominee is responsible for conducting an investigation into the appeal
as per the relevant procedure.

2.3.3 The evidence will be presented to a panel consisting of the CEO, a regional
officer, and a staff member to which the Student Group concerned will also be
allowed to present their case. The appropriate Committee will then decide upon one
of the following options by majority vote:
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i) Lift the suspension;

ii) Reduce the suspension;

iii) Continue the suspension;

iv) Disaffiliate the Student Group.

2.3.4 If the panel decides to lift the suspension, the Student Group must enter a trial
period to demonstrate they are active and in accordance with regulations. This trial
period shall last either 4 weeks or a time deemed appropriate by the panel.

2.3.5 At the end of the trial period, if the Student Group is considered active their
suspension will remain lifted.

2.3.6 If the Student Group has not proven to be active and in accordance with all rules
and regulations, they will automatically be disaffiliated from
the Students’ Association.

2.3.7 Any Committee Officer of a disaffiliated Student Group (outwith reasons of
inactivity) may not usually be a Committee Officer of any other Student Group for
the following 12 months including if they are already a Committee Officer of another
Group. Exceptions may be granted by the Community Engagement Manager.

3. Membership

3.1 Student Group membership is only available through the website for the Highlands and
Islands Students’ Association. It is exclusive to:

i) A full member of the Students’ Association (UHI Students) who is 16 or older;

ii) An associate member of the Students’ Association who is 16 or older with
membership approval from the Committee of the Student Group. Associate members
are not permitted to hold a Student Group Committee position. Associate members
may include a member of UHI or The Students’ Association.

3.2 To participate in a group activity, the participant must either be a member of that
group, a full or associate member of the Students’ Association, or temporarily
affiliated by agreement.

3.2.1 Student Groups must maintain records of temporarily affiliated participants (e.g.
a participant register for each activity with name and contact details) unless the
activity is open to the general public and has tickets.

3.2.2 Taster sessions are permitted through the events approval process, but
participants should be documented when possible.

3.3 Each Student Group must meet the minimum number of members (3). Exceptions may
be granted in cases of Inclusivity and Diversity, as determined by the Community
Engagement Manager.

3.4 The Students’ Association will maintain up-to-date records of the membership numbers
and monies deposited or owed to the Association. The Students’ Association shall make this
information available to Groups upon written request.

3.5 The Students’ Association will maintain an up-to-date record of memberships sold f

or each Student Group. The membership held by the Students’ Association is definitive. Any
reference made to membership numbers within these regulations refers to the list held by
the Students’ Association.

3.6 No participant may represent a Student Group in competitions or the equivalent
without being a member of the requisite Student Group.
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3.7 Where a Student Group has a reciprocal membership agreement with a National
Governing Body, this should be explicitly communicated to the Students’ Association.

3.8 Ifit is considered by the Group’s committee that the granting or renewal of
membership to an individual would be detrimental to the aims and objectives of the
Group, by virtue of conduct or character likely to bring the Group disrepute or for some
other similar good cause, the Group committee may be entitled to refuse or withdraw such
membership with approval from the Community Engagement Team.

3.8.11f a Group wishes to refuse membership to someone eligible and a UHI student,
they must first contact the Community Engagement Team and present their case.
Only upon approval from the Community Engagement Team are they permitted to
contact the proposed member regarding the refusal.

3.8.2 If the Group refuses membership to someone eligible the committee

shall provide full reasons for their decision and grant a right of appeal to the
Community Engagement Team and Board of Management. Following an
unsuccessful appeal, the member shall be allowed a refund on their subscription.

3.9 Any member may resign giving clear notice to the Group’s President, Captain, or
equivalent but will not be reimbursed their membership fee.

3.10 Any member violating the Students’ Association Regulations and

the Student Group Code of Conduct or being adjudged guilty of unsatisfactory conduct
may, by resolution of the Community Engagement Team and CEO, be suspended or
expelled from the Group.

3.11 Student Group members must adhere to the Students’ Association articles, the Student
Group Code of Conduct, regulations, and policies. Student Group members deemed to

be in violation of these may have their Student Group membership removed by the
committee without refund of the membership fee.

3.11.1 Student Group member wishing to appeal having their membership removed
can make an appeal to the President of the Students’ Association who will conduct
an investigation and make recommendations to the Community Engagement Team
and CEO. The member has the right fo address the Committee before its decision to
uphold or dismiss the suspension or expulsion.

4. Election of Committee Officers

4.1 All Committee Officers must be full members of the Students’ Association and the
relevant Student Group.

4.2 The Students’ Association requires that election of new Committee Officers occur
before the end of Term 2.

4.3 The Committee of each Student Group will include the President, Treasurer, and
Secretary (or Vice-President).

4.4 Student President or equivalents will normally be in office from the date of affiliation
(new clubs) or the start of the academic year following election.

4.5 Committee Officers may co-opt members into additional roles. These positions must be
communicated to the Community Engagement Team.

4.6 The position of an elected Committee Officer will be vacated if:
i) They are no longer a member of the Students’ Association;

i) They resign. If they do resign, they must submit their resignation to the Student
group, who should inform the Community Engagement Team of
the Students’ Association.
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iii) They do not perform the responsibilities detailed in this document or relevant
policies and procedures.

iv) They violate the Students’ Association’s regulations, policies or procedures;

v) Two-thirds majority of the Student Group members at a General Meeting passes a
motion of no confidence.

4.6.1 The Committee with support from the Community Engagement Team are
responsible for removing elected Committee members in accordance with the
reasons stated above.

4.6.2 When a mandatary Committee position is vacated an election shall be called at
the earliest convenient time to appoint a new member.

5. Development and support for Groups

5.1 The Students’ Association will offer training at designated dates throughout the
academic year.

5.2 Additional trainings and workshops may be offered depending on availability and
capacity of local teams and the Community Engagement Team

5.3 A section of the Students’ Association’s website will be available for each Group. Groups
are expected to maintain their own section of the website provided to them beyond basic
sub-site creation.

5.4 External websites are permitted, including pages on social networking sites. However,
due to the provision already available, no funding will be made available for this. All
external websites must be communicated to the Community Engagement Team.

5.5 The content of external websites will be periodically monitored and any website that
is linked to a Group should be in line with the Students’ Association’s Articles of Association,
Regulations, policies, and the Social Media Policy for Student Groups.

5.6 A section of the Students’ Association website will contain up-to-date resources specific
for Groups to help with administration and management.

6. Annual General Meeting

6.1 Groups must have at least one General Meeting a year, to be known as their Annual
General Meeting. The Students’ Association will review additional requirements
on annual basis.

6.2 The meeting should be chaired by the President or equivalent.

6.3 The meeting will have a quorum of 50% of all members unless the specific Group’s
constitution states a percentage that is higher. The Student Group may act on the

basis of a decision made at an in-quorate meeting subject to ratification by the
Community Engagement Team, until such time as a quorate meeting rules to the contrary.

6.4 In normal circumstances, only the Group members shall attend the meeting. Other
students or Students’ Association staff or officers may attend for part or all of the meeting
but have no vote.

6.5 Meetings shall be held in the second semester of the academic year.
6.6 Calling an Annual General Meeting

6.6.1 Notice of an Annual General Meeting must be given at least five working days in
advance of the meeting to all members.
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6.6.2 Any agenda items must be submitted to the President, Captain or equivalent at
least two working days prior to the meeting taking place.

6.6.3 The agenda must be publicised for at least one working day prior to the start of
the meeting.

6.7 The duties of the meeting shall be:

i) To elect the Committee Officers for the next academic year if not elected online
through the Students’ Association website;

ii) To pass any amendments to the Group’s Constitution for ratification by the
Students’ Association;

iii) To discuss feedback on the work carried out by the Group during the year to date
and plans for the coming academic year;

iv) To pass or reject any motions submitted by its members.

6.8 Minutes should be made recording the meeting and the outcome of the election and
sent fo the Community Engagement Team.

6.9 The Clerk to the meeting shall be any member of the Student Group that is not an
elected officer.
6.10 Extraordinary General Meetings

6.10.1 An Extraordinary meeting may be called by a Committee Officer or by its
members, provided that they present the President or equivalent a petition of names
amounting to 1/3 of the Group membership and that the rules of the tfiming of the
meeting, as per the AGM procedure, are observed.

6.10.2 If the President or equivalent wishes to call an extraordinary general meeting
then the petition, as stated above, should be given to the next most appropriate
Committee Officer who should follow the rules of calling an Annual General
Meeting as above.

6.11 Removal of Committee Officers

6.11.1 Removal of a Committee Officer may be called at an Annual General Meeting
or extraordinary general meeting. Any member that wishes to do so must add it as
an agenda item as above. A 2/3rd majority vote of no confidence in a Committee
Officer by the members present is needed to remove a Committee Officer.

7. Promotion of Groups

7.1 For the displaying of posters or notices, permission must be sought from the relevant
University / Local Students’ Association Team / Facilities department.

7.2 The following must be adhered to:

i) All posters and flyers must clearly carry the name of the relevant Group and carry
the Students’ Association logo. This logo must not be distorted or abridged in anyway
without the permission of the Communications Team;

ii) All posters must be removed following an event that they are advertising;
iii) Members must carry identification when giving out flyers;
iv) All posters not in English must be accompanied by an English translation.
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8.1 Subscriptions and Other Income

8.1.1 When members join a Student Group, they will pay a £1 fee to the Students’
Association. Exceptions may be made on a case-by-case basis.

8.1.2 Groups may then charge an additional standard membership fee that will help
support the clubs’ activities. They may also charge an increased associate
member fee.

8.1.3 Club-specific fees shall be set before the beginning of the financial year (1st
August) and should not change midway through the financial year.

8.1.4 The £1 membership fee must be paid through the Student’s Association Website
upon sign-up. Club-specific fees may be paid to the club directly.

8.1.5 Sponsorship contracts should not conflict with the Students’ Association’s Articles
of Association, Regulations, or policies. All sponsorship contracts must be authorised
by the Community Engagement Team.

i) No Student Group or member thereof may sign a legally binding contract on
behalf of the Highlands and Islands Students’ Association.

8.1.6 All other income for a Group, from whatever source, must be paid into the
group’s bank account as soon after receipt as possible. Income deposited by cash
or cheque will be receipted at the time of transaction and the receipt must be
retained in the Group’s records.

8.1.7 Groups must provide quarterly records of their finances to the
Community Engagement Team.

8.2 Grants

8.2.1The Students’ Association will make a general allocation for Groups in the context
of the Students’ Association’s overall budget and finances. Grant allocations can only
be spent on that which benefits members.

8.2.2 Out of the general allocation, individual Grants will be allocated to specific
Groups by the Community Engagement Team.

8.2.3 No Grant allocations will be made for:
i) Retrospective bids;
ii) Donations or affiliations to either a charity or a political body;
iii) Ultra Vires spending (requiring legal authority but do not have it).

8.2.4 Monies granted are only to be used for the purpose for which they were
requested. Groups that receive a grant will make purchases through the Students’
Association or have approved invoices paid for by the Students’ Association or can
be reimbursed by the Students’ Association if granted prior approval and with
appropriate documentation.

8.2.5 If a Group is dormant for more than a year, any balance will be transferred to
the Students’ Association.

8.2.6 Groups aggrieved by their Grant allocation should contact the Community
Engagement Team to submit an appeal.

8.3 Equipment

8.3.1 Any equipment purchased or donated to a Student Group belongs to the
Students’ Association.
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8.3.2 The Group that procured the equipment is responsible for its use, storage, and
maintenance during the lifetime of the club. They should work with local teams
to do so.

8.3.3 No purchased or donated equipment may be sold without the approval of the
Community Engagement Team.

8.3.4 Should a group become disaffiliated, any property or equipment must be
returned to HISA and may be reallocated to other groups.

8.4 Expenditure

8.4.1 Groups may request that the Students’ Association makes payments for them
from their Grant by Purchase Order or Credit Card. The Students’ Association has the
right to refuse payments for Groups if they have not consulted with the Students’
Association before placing an order.

8.5 Claims for reimbursements

8.5.1 The Students’ Association can also reimburse members by online bank transfer
when they submit a claim which has been authorised by the President or Treasurer
and has attached proof of payment, for instance, a receipt or bank statement.

8.5.2 Areimbursement claim must also be authorised by the Community
Engagement Team.

8.5.3 A member cannot authorise their own reimbursement claims.

8.5.4 Reimbursements will only be made where the value of expenditure can be met
by the appropriate Group’s Grant.

9.1 If Groups organise events, they must be submit risk assessments to the Community
Engagement Team.

9.2 Groups should work with the local Students’ Association offices to coordinate with the
college and find external support.

10. Charity Fundraising

10.1 An Ultra Vires act is one that is outside the specified and /or implied constitutions
objects and powers of the body in question. It is ‘beyond the powers’ and is
therefore illegal.

10.2 By law, affiliated Groups cannot fundraise for anyone other than themselves or the
Students’ Association. However, they can receive donations for charities. Groups wishing to
fundraise or receive donations for a charity should contact the Community

Engagement Team.

11. Health & Safety and Duty of Care

11.1 Insurance and Licenses

11.1.1 All members of affiliated Groups are covered for public liability insurance under
the Students’ Association’s insurance policy.

11.1.2 Activities taking place off-campus require approval to ensure members are
covered by the Students’ Association’s Public Liability Insurance.

'
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11.1.3 Hired costumes and equipment are not covered by the Students’ Association’s
Insurance policy. Groups wishing to hire such items will consult the Community
Engagement Team to ensure the relevant Insurance policy is taken out.

11.1.4 Groups will work with the Students’ Association to purchase the relevant permits
in order to run legal and safe events.

11.1.5 All Sports Clubs are required to observe the individual Sport’s Code of Practice
on Health and Safety.

11.1.6 All Groups are required to complete satisfactory risk assessments for their
activities for each facility or type of activity, which will be submitted to the Community
Engagement Team before the activity takes place.

11.2 Food Safety

11.2.1 Groups wishing to prepare food for events must follow the Students’
Association’s Food Hygiene guidelines.

11.3 Safeguarding Children and Vulnerable Adults

11.3.1 Groups working with under 16s or adults at risk must inform the Community
Engagement Team and get approval from Management Board. Groups need to
follow safeguarding measures as agreed with the Students’ Association.

11.3.2 Groups working unsupervised with children or adults at risk will complete
a PVG check.

11.3.3 PVG checks revealing convictions, cautions, reprimands and warnings will be
reviewed on a case-by-case basis.

12. Complaints and Disciplinary

12.1 To make a complaint, please contact the HISA Advice Service for the
appropriate procedure.

13. Group Constitutions

13.1 This refers to a document each Group may have outlining any extra procedures the
Group uses as agreed at an Annual General Meeting and which does not contravene the
Students’ Association’s Articles of Association or it’s regulations.

13.2 A Group’s constitution cannot supersede any of the clauses found in the Students’
Association’s Memorandum, Articles of Association or any of its regulations and policies.

13.3 A Group must adopt a constitution after the successful training of its Committee
Officers but before its AGM.
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CODE OF CON

All student groups must abide by the following Code of Conduct for Student Groups

Code of Conduct for Student Groups

1. All student groups must comply with all current legislation and policies from the
University, relevant Academic Partner or college, and The Highlands and Islands Students
Association (HISA). We draw particular attention

to the expectations in the UHI Student Code of Conduct, wherein students are expected to

<STUDENT qultzsé

a. Take responsibility for their own actions and conduct;

b. Behave in a manner that fosters respect and understanding between all members
of our community;

c. Act within the law and not to engage in any activity or behaviour that is likely to
bring UHI and partners into disrepute;

d. Value the good relationships UHI and partners have with local communities,
businesses and other organisations;

e. Avoid behaving or communicating in ways that are likely to cause offence, e.g.,
using abusive or obscene language or engaging in discriminatory or
anti-social behaviour;

f. Treat all UHI and partner property with care;
g. Comply with requests of members of staff;

h. Adhere to health and safety policies and protocols (including fire alarms) and
to comply with any temporary changes during maintenance and repair

2. All student groups must be compliant with their own constitution.

3. All regional student groups must be open to all students at UHI. All local student groups
must be open to all students studying at the appropriate academic partner.
For exceptions see clause 6.a

4. Regional student groups are not required to operate in every UHI location; however,
VC facilities are available for student groups which should be utilised to accommodate
students at different campuses where relevant.

5. All student groups must use the correct logo for the Students’ Association on any
kit they use unless there is exceptional circumstances. They must seek approval before
the production of kit.

a. This includes flags, banners, social media or anything else used to
advertise your society.

b. Branding information can be provided on request.

'
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6. Student groups are expected to create an inclusive environment where students

can engage in the activity of the student group without discrimination. This includes, but
is not limited to, discrimination based upon protected characteristics: age, disability,
gender reassignment, marriage and civil partnership, pregnancy and maternity, race,
religion or belief, sex, sexual orientation.

a. Networks for underrepresented groups with protected characteristics
may limit participation and membership with approval of the CEO.

b. Membership may be denied to an individual or revoked through due process in
cases of disruption or violations of the Student Code of Conduct.

7. Student groups will take a zero-tolerance approach to incidents of bullying,
harassment, and victimisation.

8. Student groups will never claim to speak on the behalf of or arrange expenditure
in the name of The Highlands and Islands Students Association (HISA).

9. HISA holds the membership in British University and College Sport (BUCS) and
Scottish Student Sport (SSS), so students who wish to compete must notify HISA.

a. A minimum of one weeks’ notice must be given.

b. No group or individual may raise invoices against HISA without prior approval.
10. Student groups must inform and involve The Students Association regarding affiliation
with third parties. No legal contracts can be signed on behalf of The Higlands and Islands
Student Association (or HISA) without the approval of the CEO.

“UHI CODE
OF CONDUCT®

To read the full UHI Code of Conduct,
click the link here to view the page on
their website
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PROCEDURE

1. Introduction

1.2 Purpose

BISCIPLINARY ‘

1.2.1 This disciplinary procedure aims to maintain a safe and inclusive environment
within the Highlands and Islands Students’ Association clubs and societies, ensuring
compliance with the established Student Groups Code of Conduct.

1.2.2 The Disciplinary Procedure seeks to act without bias and provide all involved
with the right to a fair hearing.

1.3 Scope

1.3.1 This procedure applies to all Student Groups and sports members and governs
handling reported violations and subsequent disciplinary actions. This process
pertains to potential violations of the Student Groups Code of Conduct, whether in
person or online, including on social media platforms and messaging apps.

1.3.2 Both student association staff and members of student groups can report
suspected breaches.

2. Student Groups Code of Conduct

2.1 The established comprehensive code of conduct outlines expected behaviour and
standards for all student group members. The Code includes rules regarding
discrimination, harassment, hazing, financial transparency, and any other

relevant guidelines.

2.2 The Code is published and available to all members to ensure their understanding and
agreement to abide by it. A copy can be found via UL

3. Reporting Mechanism

3.11f you witness suspicious behaviour or believe someone has violated the Code, there are
several ways to report it:

a) Email: Concerns can also be emailed by detailing the issue and attaching evidence
to HISAactivities@uhi.ac.uk.

b) In person: Concerns can be raised to any student association staff member or
officer, and they will ensure an accurate account is taken, along with any evidence
and passed to the investigatory parties.

3.2 Confidentiality & Privacy

3.2.1 At the Highlands and Islands Students’ Association, the trust and confidence
of our members are highly valued. We take all disclosures seriously and handle them
with the utmost respect and discretion. It is essential fo understand that retaliation
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against individuals who make reports in good faith is strictly prohibited and will not
be tolerated. Any information shared during the reporting process will be kept
confidential and in compliance with the relevant privacy laws and regulations.

3.2.2 Only authorised individuals involved in the disciplinary process will have access
to the relevant information, and all personal data will be protected and used solely to
address the concern. We prioritise the privacy of individuals involved and strive to
create a safe and supportive environment for addressing their concerns.

3.2.3 Reporters should make it known if they do not wish to consent to the information
they provide being used during a disciplinary investigation when raising a concern.
The reporter should also understand that sharing evidence may be easier to proceed
with an investigation.

3.2.4 Please see the Privacy Notice at the ({1509

4. Acknowledgement

4.1 Once a report is submitted, it will be acknowledged within five working days (excluding
bank holidays and days the student association offices are closed). If an acknowledgement
is not received in that time frame, please email HISA@uhi.ac.uk, and someone will return
to you with a reply.

4.2 If contact information is disclosed, an option for follow-up communication may be
offered to provide updates or gather additional information if necessary.

5.1 The student association understands that raising a concern or being investigated under
the Student Group Disciplinary Procedure can be stressful. Support is available from
Student Support at your local Academic Partner and the HISA Advice Service.

6.1 There are separate procedures for misconduct outside of student association activities,
e.g. UHI events or courses. Concerns, such as academic misconduct or damage to
university property, can be raised using the UHI Student Code of Conduct, found here.

6.2 This procedure is distinct from HISA Complaints Handling Procedure, which is accessed
here. The HISA Complaints Handling Procedure can investigate matters like complaints
about officers, policies created by the student association, etc., but cannot investigate
Student Groups Code of Conduct breaches.

7. Investigations — First and Second Stages

7.1 Initial Investigation — Stage One

7.1.1The student association aims to ensure that any concerns are resolved promptly.
The student association will usually deal with suspected breaches of the Student
Groups Code of Conduct informally first and only use the formal disciplinary
procedure when this proves unsuccessful or inappropriate in the circumstances, e.g.,
gross misconduct.

'
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7.1.2 In the first instance, the concerns will be dealt with by the leader of the Student
Group. The group leader will review the report unless there is a conflict of interest;
then, the next officer holder in the Student Group will review it instead. If there is a
further conflict, the report will be given fto Community Engagement

Manager to consider.

71.3 The party that considers the report shall respond to the reporter within five
working days of receiving the report (excluding bank holidays and days the student
association offices are closed). A short extension to this is permitted if there is a real
likelihood of the concern being resolved within that fime. The reporter should be kept
informed of any delay in the process.

7.1.4 Informal action would typically involve the group leader or student association
staff member discussing any conduct causing concern with the student and setting
out the expectations around behaviour. While a discussion is arranged, the member
will be temporarily suspended from participating in group activities,

online or in person.

7.1.5 All members interviewed, including the member alleged to have breached the
Student Groups Code of Conduct, should be offered the opportunity to be
accompanied by a supporter of their choosing (other than a legal representative or
another student involved in the incident or investigation). This can include a
representative from the HISA Advice Service.

7.1.6 If the report is more complex and requires fuller investigation, it shall be deemed
a Stage 2 Investigation and examined under the Stage 2 procedure outlined below.
Likewise, if the reporter is dissatisfied with the outcome at Stage 1, they may proceed
to Stage 2.

7.1.7 At any stage during the disciplinary procedure, if a member is found not
responsible for any suspected misconduct, the investigation will be closed, and no
further action will be taken.

7.2 Stage Two Formal Disciplinary

7.2.1If a student violates the Student Code of Conduct through a single instance of
gross misconduct or disregards any previous informal discussions, verbal warnings,
or sanctions, the Stage 2 Formal Disciplinary Procedure will be implemented.

7.2.2 Following initial investigations into the suspected breach of the Student Groups
Code of Conduct, consideration should be given by the Community Engagement as
to whether precautionary action should continue, such as suspension from all group
activities hosted by the student association.

7.2.3 The Community Engagement Manager will appoint an appropriate staff
member as Investigating Manager. Any potential conflicts of interest should be
avoided when appointing an Investigating Officer.

7.2.4 Conducting investigations promptly once staff become aware of an incident is
important. As a best practice, it is advised that incidents should generally be
completed within ten working days. Nonetheless, it is important o consider holidays
and staff absences during this time. All parties will be communicated with regarding
any delays, and alternates will be appointed promptly if an absence is likely to
prevent the investigation from progressing.

7.2.5 Before meeting with a student as part of a formal investigation, it should be
ascertained whether the student requires reasonable adjustments due to disability,
as it means they may need extra support in the inquiry. This support should be
arranged before any formal disciplinary meeting. The Investigating Officer needs
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to consider how the student’s accessibility needs may affect their participation in the
disciplinary process and any witnesses who may be involved.

7.2.6 The member who is the subject of the disciplinary investigation should be
provided with a copy of the Disciplinary Procedures before interviews.

7.2.7 The Investigating Officer will identify all witnesses and individuals involved in
the suspected misconduct and collect any relevant evidence. If it is deemed
necessary to interview a witness or those involved, it is recommended that the
Investigating Officer meet with each person separately. During the interviews, an
assigned minute taker will summarise the discussion. It is important to provide a copy
of these notes to the individuals interviewed to confirm the accuracy by signing them.

7.2.8 If a student suspected of misconduct chooses not to attend an interview or fails
to provide a valid reason for their absence, they will be informed that the
investigation will continue.

7.2.9 At the end of the investigation, the Investigating Manager will provide

a recommendation on whether there is a disciplinary case to answer to the
Community Engagement Manager. The recommendation will be accompanied by
evidence of the suspected breach of the Student Groups Code of Conduct collected
during the investigation, including statements from staff and/or students.

7.2.10 After consulting with the CEO of the Highlands and Islands Students’
Association, the Community Engagement Manager will determine whether to move
forward with a Disciplinary Hearing. This decision will be based on the Investigating
Officer’s recommendation and the evidence gathered during the investigation.

7.2.11 If the manager decides not to proceed with a disciplinary hearing, they must
document their reasoning and keep all records in accordance with the
retention schedule.

7.3 Disciplinary Hearing
7.3.1If the manager decides to proceed with a disciplinary hearing, it will take
place within ten working days or a reasonable period of the Investigating
Manager’s recommendation.

7.3.2 The disciplinary hearing panel should consist of three members plus a scribe.
At least one of the panel members should be a student representative officer to
ensure balance and student perspective.

7.3.3 The purpose of the hearing is to:
- Establish whether the alleged incident took place;
- Explore the reasons for the alleged incident;
- Establish whether the member is committed to correcting their conduct;
- Explore how the member can be supported if they continue in
the student group;
- Consider any information that was not available during the investigation;
- Determine any disciplinary action that should be taken against the student;

- Determine whether the circumstances are such that the student should be
excluded from the student group or membership to other student groups to be
suspended for one / remainder of the academic year.

7.3.4 The panel must consider all the evidence presented before arriving at a
conclusion. The conclusion may be reached at the end of the meeting or through
further discussion after the meeting.
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7.3.5 Where a student member states their intention not to attend a disciplinary
hearing or does not attend the hearing without a valid reason for absence, the
hearing will take place in order to consider the investigation findings before coming
to a conclusion as to the appropriate course of action. Should there be a valid reason
for absence, a decision will be made in ligison with the student about

reconvening the hearing.

7.4 Outcome of Disciplinary Hearing
7.4.1 The student must be informed of the outcome of the disciplinary hearing in
writing within three working days of the meeting.
7.4.2 The disciplinary hearing panel has the scope to take disciplinary action that may
include one or more of the following:
- No further action
- Verbal warning
- Written warning
- Written apology to the aggrieved party
- Compulsory attendance at a workshop/coaching session
- Restrictions/conditions on attendance
- Fines for wilful damage, theft or non-return of equipment
- Exclusion from all student association-organised groups and activities for one
full academic year
- Permanent exclusion from all student association groups and activities
7.4.3 The student has the right to make an appeal against the outcome under specific
circumstances. Further information is included in Section 8.

8.1 A student may appeal against any disciplinary action taken against them. Appeals will
only be considered on the following grounds:

a. That the Disciplinary Procedure was not followed correctly;

b. That there was prejudice and/or bias on the part of the Investigating Officer or any
disciplinary hearing panel members which affected the outcome;

c. The disciplinary action imposed is considered disproportionate to the offence;

d. That there is new evidence or new information about existing evidence which could
not have been made reasonably available during the original determination.

8.2 Appeals must be made in writing to the Regional Student President. The appeal must
be made within five working days of receiving the outcome of disciplinary action and must
state the grounds for the appeal.

8.3 Appeals will not be considered for any other reason or through any other means than
those outlined above.

8.4 The appeal will be considered by the Regional Student President, who will respond
to the student within five working days of receiving the appeal. Once the outcome has
been decided, there is no recourse to appeal further.
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OMPLAINTS,

POLICY

Complaints Policy for Clubs, Societies and Sports

University life is enriched by social and academic groups, and this document explains the
process for filing complaints regarding Student Groups (clubs, societies and sports teams)

affiliated with the Highlands and Islands Students Association (HISA).

Purpose and Scope

It is mandatory for all affiliated Student Groups to abide by the procedures outlined in this
document. This policy works in coordination with the Students’ Association Code of Conduct, the
Student Groups Code of Conduct and the Complaints Policy.

1.1. The policy for dealing with a complaint received from any person concerning their
interaction with clubs, societies and sports groups is outlined below.

(a) Complaints about elected group leaders, such as presidents or chairs, should
be addressed to the Community Engagement Manager. Complaints about
group office holders, like secretaries and treasurers, and about other members
should be addressed to the group leader in the first instance. If there is a conflict
of interest, such as the complaint is regarding the conduct of a group leader,

the Community Engagement Manager must be notified.

(b) Complaints about Students’ Association staff or elected officers must be made
under the Student’s Association Complaints Policy.

(c) We draw particular attention to the Students’ Association Code of Conduct which
lays out what we expect of all student participants, volunteers, Executive Officers,
and staff members in their behaviours when representing HISA in any capacity.

(d) The Students’ Association undertakes to treat all complainants fairly and in line
with its Equal Opportunities Policy.

1.2. As a Student Groups member, you have the right to voice your concerns or complain
about various aspects of group activities and services. You can approach us if you
encounter any of the following issues:

(a) Problems with a service: If you experience any difficulties or dissatisfaction with
the services we provide, such as event organisation, membership processes, or
other related matters.

(b) Quality of equipment: If you have concerns regarding the quality of the
equipment we offer, such as practice kit, sports gear, or other resources.

(c) Unfair treatment or inappropriate behaviour: If you feel that you have been
treated unfairly or have witnessed inappropriate behaviour from anyone involved
in Student Groups activities or premises. Instances of bullying, exclusion,

or mistreatment will be taken seriously and addressed promptly.
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(d) Safety and Well-being Concerns: Members may raise complaints regarding
safety or well-being issues within the group or team. This could include inadequate
supervision, unsafe practices, or failure to address health and safety concerns.

(e) Misconduct or Violations: Complaints may involve instances of misconduct,
such as cheating, dishonesty, or violations of group or team rules, policies,

or codes of conduct.

Confidentiality & Privacy

At the Highlands and Islands Students’ Association, we value the trust and confidence of our
members. That’s why we take all complaints seriously and handle them with utmost respect and
discretion. Any information shared during the complaint process will be kept confidential and in
compliance with the relevant privacy laws and regulations.

Only authorised individuals involved in the complaint resolution process will have access to the
relevant information, and all personal data will be protected and used solely for the purpose of
addressing the complaint. We prioritise the privacy of individuals involved and strive to create a

safe and supportive environment for addressing their concerns.

Stage 1 - Initial Investigation

3.1. We aim to ensure that any complaints are resolved promptly. In the first instance,
the complainant should raise any issues with the person in charge of the student.

3.2. This must be done in writing via email. Or if the disclosure is made in person,

a minuted and signed statement must be taken. All outcomes and decisions will be
issued to the complainant in writing via their student email unless the complainant
requests an alternative method.

3.3. The group leader will review the complaint unless there is a conflict of interest; if so,
the Community Engagement Manager will review the front-line complaint and shall
respond to the complainant within five working days of receiving the complaint (excluding
bank holidays and days the offices are closed). A short extension to this is permitted

if there is a real likelihood of the complaint being resolved within that extended time.

The complainant should be kept informed of any delay in the process.

3.4. If the complaint is more complex and requires fuller investigation, it shall be deemed
a Stage 2 complaint and investigated under the Stage 2 procedure outlined below.
Likewise, if the complainant is dissatisfied with the outcome at Stage 1, they may proceed
to Stage 2.

Stage 2 - Further Investigation

3.5. A Stage 2 complaint must be submitted in writing, concisely giving the grounds for the
complaint, any evidence in support of the complaint, and any requested remedy.
Complaints should be addressed to HISAactivities@uhi.ac.uk.

3.6. On receipt of a Stage 2 complaint, the Community Engagement Manager or another
senior manager (if there is a conflict of interest) will first determine whether the

student association has jurisdiction over the complaint. The manager will then appoint an
Investigating Officer, and they will acknowledge receipt of the complaint

within 3 working days.
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3.7. Complaints relating to an alleged breach of the University’s/Academic Partner’s rules
or criminal law will generally be referred to the appropriate authorities.

3.8. The Investigating Officer will issue a written response to the complaint within 20
working days. If, for any reason, the Investigating Officer is unable to respond to the
complaint within 20 working days, they will contact the complainant to explain this, and to
inform the complainant as to when a response to the complaint will be issued.

3.9. In some cases, the Investigating Officer may refer a complaint for investigation
under HISA’s disciplinary procedures for the staff or student members. Where this occurs,
the complainant will be informed of this but may not be informed of the outcome of

any disciplinary procedures.

We understand that not all complaints may be resolved to the parties’ satisfaction. Therefore,
we have established a fair and transparent appeal process to address any unsatisfied
complaints within our organisation.

If a complainant remains dissatisfied with the outcome or resolution provided in response
to their complaint, they have the right to submit an appeal. The appeal process allows for a
thorough review of the initial complaint, including any new evidence or information presented.

4.1. An impartial and independent evaluator will be appointed to assess the appeal and
provide a fresh perspective on the matter. The evaluator will be appointed by
the CEO of the Students’ Association.

4.2. The evaluator’s decision will be communicated to the complainant in a timely manner,
and every effort will be made to ensure a fair and equitable resolution. The decision is
also final, and there is no further recourse of appeal.

Policy Review

To ensure that our policies remain up-to-date and relevant, it is essential that the Complaints
Policy undergoes an annual review.
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POLICY

Introduction

<€OCIAL MEDIA ‘

When used effectively, social media provides an excellent platform to share club activities
and fo promote membership growth. The Highlands and Islands Students’ Association (HISA)
encourages all clubs and societies to make effective and appropriate use of this tool. As
representatives of the Students’ Association and the university, it is important for clubs and
societies to maintain a positive and responsible online presence. This policy aims to provides
guidelines for the appropriate use of social media platforms by clubs and societies registered
with the Students’ Association. All committee members should familiarise themselves with this
document and ensure its implementation.

1. Purpose of Social Media Presence

1.1. Clubs/societies should use social media platforms to enhance communication, promote
events, share achievements, and engage with their members and the wider community.

1.2. The primary focus of social media accounts should be aligned with the club/society’s
mission, values, and objectives.

2. Account Administration

2.1. All social media accounts created on behalf of a university club/society are not directly
affiliated with the Highlands and Islands Students’ Association or the University of the
Highlands and Islands, and nor should they be seen to be.

2.2. Only authorized representatives of the club/society should have access to and
administer the social media accounts.

2.3. Any social media accounts should not be directly affiliated with any committee
members or their personal information.

3. Content Guidelines:

3.1. Respect and Inclusivity: All social media content must adhere to the principles of
respect, inclusivity, and diversity. Avoid any form of discriminatory, offensive, or harassing
language or content.

3.2. Clubs and Societies are required to maintain the UHI Student Code of Conduct and
the Student Group Code of Conduct within their social media presence.

3.3. Confidentiality and Privacy: Do not share confidential or sensitive information related
to the university, its staff, members, or any other individuals without proper authorization.

3.4. Copyright and Intellectual Property: Always give credit to original content creators
and seek permission when necessary. Do not post copyrighted materials without
proper authorization.

'
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3. Content Guidelines Continued:

3.5. Accuracy and Authenticity: Ensure that the information shared on social media
platforms is accurate, reliable, and authentic. Fact-check information before posting
and correct any mistakes promptly.

3.6. Professionalism: Maintain a professional tone and language in all social media
interactions. Avoid engaging in online arguments or confrontations.

3.7. Event Promotion: Clubs/societies should utilize social media to promote their events
responsibly and in compliance with any relevant university policies.

4. User Interaction:

4.1. Respond to inquiries, comments, and messages promptly and professionally.
Use appropriate language and tone when engaging with users.

4.2. Monitor and moderate comments and discussions on social media platforms to
ensure they remain respectful and in line with the club/society’s guidelines.

4.3. In case of any inappropriate or offensive comments or messages, promptly report
to hisaactivities@uhi.ac.uk and take necessary action, such as deleting the content or
blocking the user.

5. Confidentiality and Security:

5.1. Protect the privacy and confidentiality of club/society members and stakeholders.
Do not share personal information without explicit consent.

5.2. Use strong passwords and regularly update them to ensure the security of social
media accounts. Take appropriate measures to prevent unauthorized access.

6. Compliance and Accountability:

6.1. Clubs/societies are responsible for complying with all relevant laws, regulations,
and university policies when using social media.

6.2. The Students’ Association or designated authority may periodically review social
media accounts to ensure compliance with this policy.

6.3. Violations of this social media policy may result in disciplinary action, including
the suspension or closure of social media accounts.
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2QUIPMENT

POLICY

Equipment Ownership

1. The Highlands and Islands Students’ Association owns all equipment purchased,
donated, or gifted.

2. Equipment is allocated to Student Group (club or society) as needed and available.
The equipment shall not be used, borrowed, redistributed, or lent elsewhere by the
Students’ Association except in situations detailed in this policy.

3. Clubs and societies are responsible for the maintenance, management, safe storage
and usage of equipment.

4. When a Student Group is disbanded, the Students’ Association shall be responsible for
the reallocation or disposal of any equipment.

i. The equipment shall be assigned to a club or society that has a reasonable use for it
e.g. Rugby club cannot be given skis.

ii. In the case that a suitable club or society is not found within a time period of up to
six months, the equipment may be sold, donated, or disposed of by the
Student’s Association.

iii. Money from the sales of equipment shall go to the Highlands and Islands Students’
Association unless the club or society are in debt, in which case money from sales
would go to offset this debt.

iv. Any appeal should be submitted in line with the HISA complaints policy.

5. Club and society committees are responsible for ensuring that equipment is:
i. stored appropriately and used safely and sensibly during club activities.
ii. used appropriately and safely by club members for club activities.
iii. are used and maintained by properly trained club members.

6. Clubs and societies are responsible for managing their equipment. This includes when
equipment is utilised in a non-club activity. For example, if members borrow club
equipment, the club must hold records of equipment usage. This should detail;

i. The name of the person who has borrowed the equipment.

ii. Confirmation from the person that they are taking the equipment and will be
responsible for it. It is best practice for the record to also include:

iii. The date for which the equipment is being borrowed

iv. The items borrowed

v. Any terms and conditions and responsibilities on borrowing the equipment
vi. Instructions for equipment usage where relevant
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7. Student Groups are responsible for ensuring that all equipment is adequately labelled
with HISA or their name and contact information. This includes:

i. Equipment stored in a labelled bag or container

ii. Loose items individually labelled

Equipment Maintenance & Records

8. The club is accountable for the secure storage and safety of equipment, where its
acquisition is in line with this policy.

9. The club should ensure that equipment is maintained to a safe and reasonable level.

10. The club is responsible for ensuring equipment inspections are completed by a certified
company where required to by law.

1. The club is responsible for keeping any safety documents and inspection documents
where required to by law.

12. The club is responsible for keeping an up-to-date inventory list and sharing it annually
or whenever requested by the Students’ Association.

Equipment Replacement and Disposal

13. Clubs need permission from The Highlands and Islands Students’ Association for
equipment disposal. This should be updated on the inventory.

14. The Students’ Association will provide methods to dispose of equipment
including waste electrical.
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HYGIENE POLfc‘ )

Introduction

The Highlands and Islands Students’ Association (HISA) is here to help and support you to do
more with your club/society. The aim of the ‘Clubs & Socs Food & Hygiene’ policy is to provide
guidance to ensure that all club/soc activities that include the provision of food are safe and

compliant with legislation.

Please follow the guidance below and feel free to email hisactivities@uhi.ac.uk if you have any
questions or queries.

1. Food Handling and Preparation:

1.1. Food must be prepared in clean and designated food preparation areas that adhere to
proper sanitation practices.

1.2. Use separate utensils, cutting boards, and storage containers for different types of food
to prevent cross-contamination.

1.3. Maintain proper temperature control during food storage, transportation, and serving
to prevent the growth of bacteria. Use appropriate refrigeration and heating equipment
as necessary.

2. Personal Hygiene:

2.1. All individuals involved in food handling and preparation must maintain high standards
of personal hygiene.

2.2. Wash hands thoroughly with soap and warm water for at least 20 seconds before
handling food, after using the restroom, after coughing or sneezing, and after touching
any potentially contaminated surfaces.

2.3. Use disposable gloves when handling ready-to-eat food and change them regularly.

2.4. Avoid preparing or handling food if experiencing symptoms of iliness, especially if
related to gastrointestinal issues.

3. Allergen Management:

3.1. Be aware of common food allergens and provide clear labelling of food items,
indicating the presence of allergenic ingredients.

3.2. Take precautions to prevent cross-contamination of allergens during food preparation
and serving. Keep allergen-free and allergen-containing items separate.

3.3. Provide information to participants about the presence of allergenic ingredients in the
food being served.

'
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4. COVID-19 Safety Measures:

4.1. Ensure that any committee or club members that are experiencing any COVID-19
symptoms are exempt from activity.

4.2. Adhere to the latest COVID-19 guidelines and regulations set by the Scottish
government and the university.

4.3. Provide hand sanitizing stations at the food service area and encourage regular
hand sanitization.

4.4. Implement enhanced cleaning and sanitization procedures for all food preparation
and serving areas, including tables, chairs, and utensils.

5. Food Sourcing and Storage:

5.1. Source food from reputable and approved suppliers to ensure quality and safety.

5.2. Properly store and handle food to prevent spoilage and contamination.
Follow recommended storage temperatures and practices.

5.3. Clearly label prepared food with date of preparation and date of expiration.
5.4. Regularly check food expiry dates and remove expired items from use.

6. Record Keeping:

6.1. Maintain records of food purchases, suppliers, and any relevant food safety
training certificates.

6.2. Keep a record of participants who have specific dietary requirements or food allergies
to ensure appropriate catering.

Compliance and Accountability:

7.1. Clubs and societies are responsible for complying with all relevant food safety
regulations, including those specified by Scottish authorities.

7.2. Regularly review and update these food and hygiene policies to align with changing
regulations and best practices.

7.3. Non-compliance with these policies may result in the suspension or restriction of
food-related activities.
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