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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.
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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.

'
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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

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

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!
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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.
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