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Useful Numbers
Joshua


(01274) 233274

Union Reception

(01274) 233300

Sports Centre

(01274) 234871

Woodhall


Unavailable at moment
Laistridge Astro

(01274) 234879

University Switchboard
(01274) 232323

Room Booking

(01274) 233284

External Minibus Hire Companies

Arrow



(01274) 690400

Coach Companies

Williams


(01274) 670120


THE SPORTS AND SOCIETIES OFFICE 

The Sports and Societies  can be found in the Activity Centre in the Student’s Union.  We are there for your benefit so please call in frequently as this is your main means of communication.  

You must have a committee and club information sheet filled in by the end of the previous academic year.  This is so that you can be contacted throughout the summer and especially throughout the year; this is preferably filled in during club handover in April of the previous academic year.  If any of these details change please let the Union know as soon as possible.

E-mail Lists – Club officials must subscribe to the club official’s mailing lists – this is the main way you are informed about sports and societies information.  Please ask at the Union reception
You may also have your own club mailing list, please ask at the Union reception for further details
COMMITTEE STRUCTURES

Joshua uses the committee structure to ensure that at all times the direction and development of the Office is in the interests of student members.











RUNNING YOUR CLUB

The club committee is the main means of all clubs and activities being run. However do remember to keep the Union informed of what you are doing.  We get the phone calls and the questions.

It is up to you to ensure your activity is run for the benefits of all members and is open to all students.  There are a number of ways in which you can help this process

Officials Meetings - Always ensure that your club is represented at AA and SF Council Meetings or fines will be imposed and deducted from your budget accounts.  This is where many issues of importance are discussed.

Affiliations – Please ensure your club/individual is affiliated to the relevant National Governing Body before term starts and that any extra insurance is dealt with.

E-mail Lists –  Please ask at Union reception for further details
Website – An exec IT position can help you with a website.  Ask the web officer  for some web space.  The Union website is www.ubuonline.co.uk .  

Exec Meetings – No one person can run a whole club.  You must have regular meetings of your exec and publish minutes of them to the whole club (via the mailing list!).

Club Meetings - An open club meeting at least one a year is required to elect a new exec.  Having these more regularly can ensure your club is being run for its members and addressing their concerns.

Communication – Just letting your club members know what is happening not only enables them to be a full and active club member it can also people who will want to run it in the future

Open to new members – It is important that your club is always open to new members, without them it will die.  

Ask your self some questions – 

· is my club cliquey, do I do everything

· have we tried anything new this year

· have we got many fresher members

· does alcohol dominate our socials…

Forward Planning – Does your club have any goals for the year – more members, new equipment, and competitive success?  Setting goals for the year almost always leads to them being met in some way.

Time Constraints – Realise that your degree must come first, try to be realistic about the amount of time you can give to your club position, if you need help ask for it from another exec member or Joshua.

Complaints – If you feel anyone has unfairly treated you and your issue has not been dealt with satisfactorily there are others you can go to.  The AA or SF Vice President or the Union Secretary/Treasurer Officer will guide you through UBU procedures.

ATHLETIC ASSOCIATION CLUB OFFICIALS

AA Membership Scheme

Is a joint membership with the University, so your AA fee also entitles you to off peak Gym, Swimming.  Please look at the Unique website for further details.
Debit or Credit Card

Facility now available in the Union to pay for membership etc by debit or credit card

Club Budgets

Joshua along with the help of the student union finance staff sets all AA budgets.  If you have any concerns about your budget you can talk to Joshua or the Union finance staff.
Any club that purchases something without approval from the Union will be fined £100 from their private account
BUCS
Should you have any queries about BUCS please consult the BUCS handbook, or the activities office.  Further details can also be found on their web page at www.BUCS.org.uk 
Please remember that only current University of Bradford students may enter BUCS competitions.

Coaching/ Instructor Fees

Please see the current coaching guidelines. 

It is always in your interest to negotiate the lowest possible charge for coaching and in some cases help for financing a coach or instructor is available from your local or national governing body.  You will be required to submit a list of the dates when your coach/instructor attended and produce a signed receipt or invoice from your instructor confirming dates and times to recover expenditure.  Also, put a coaching contract in place and agree a time period.
Coaching Courses

If your club has no coaching or limited coaching there is a scheme for your club members to become qualified coaches.  If your club exec agrees and a suitable course is found the cost of the course will be divided between the club budget, the individual and the overall sports budget.  

For more details see the UBU sports coaching policy

Match/Game Fines

All individual and team fines are to be paid by the individuals involved.  

Remember that fines which are not settled promptly may result in extended game bans or increased fines.  Do not be deterred from registering an appeal or complaint if you have been legitimately wronged; appeal procedures are there to protect you!

Club and team Captains are responsible for ensuring that no unregistered, suspended or banned player takes part in any league, cup or BUCS fixture.  Be reminded that you put your entire team in danger of exclusion from current and future competition if you do not abide by the appropriate league or society regulations and guidelines.  
Take note that Bradford College students cannot be classed as University students in BUCS competition.


Accommodation

If for any reason accommodation needs to be booked the club is expected to find the cheapest available and can claim only 1/2 the cost.   Associate, Life and College members are liable for the full cost of accommodation.

Hire of Pitches and Sports Halls

It is very important to keep the Union activities office and the Sports Centre staff fully aware of your clubs’ home fixtures.

Pitches are booked with the sports centre on submission of your fixture list.  However, should you need any further pitches or wish to cancel matches make sure that you have informed the activities office or the sports centre (in that order!) 

SOCIETIES FEDERATION CLUB OFFICIALS 

Membership

A societies membership card will be issued upon receipt of the appropriate membership fee and short membership application form on request of the society.
This is your way of checking if members have paid their membership or not to make sure they are joined to your society please ask the Union reception staff  to print a list of members off for you.  Please remember members who haven’t paid their membership are not permitted to take part in the society activity.  Don’t forget that you as exec members must also pay to join your society.

Societies affiliation fee

Again this year there will be a societies affiliation fee to join the societies federation.  The fee is £1, which you only pay once, and this fee allows you to join any society in the society federation.  The money collected from the affiliation fee goes into a pot of money, which will help, you run your society, so it is your own interest to get your members to pay.

Ultra Vires

As all society activities operate as part of UBU so all money that is spent from their club budget accounts must be spent on ‘educational opportunities for students’.  To spend money outside of this is termed ultra vires and essentially illegal expenditure that UBU auditors will have to act upon.

Unfortunately this limits a lot of the activities that mostly religious, campaigning and social societies would wish to be involved in.   

For example you can use your budget to fund a conference on pharmaceutical engineering because that will be educational to students but not to a protest against experiments on animals because that doesn’t affect students as students.

This is a term and definition full of legal jargon – if you have any concerns see Joshua.

Society Budgets

This year societies have had to apply for a budget indicating how much money your society requires with a breakdown of how this money is to be spent.  If you formed last year and didn’t request money then your budget is limited to £100, if you form this year it will also be £100 unless you present compelling arguments to Joshua for more.

In order to qualify for a budget you must have at least 20 members paying a membership fee of between £2 and £10 plus £1 affiliation fee.
University Room Bookings

Many society activities are carried out in rooms within the university.  It is important that these are left in the state that you found them.  If you find it in a mess make sure you inform room bookings as soon as possible so you don’t get the blame.

Please contact Jon, Union Commercial Manager on 01274 233257 to book a room.
Student Union Facilities

Due to the temporary move the Union will have no bookable rooms this year.

FINANCIAL PROCESSES

Club Accounts

All club monies must be kept in the UBU central bank account.  A 9 digit code identifies the money as yours and this must be used when depositing and collecting cash and cheques.

Signatories

Please note that you are not allowed to have a non student as a signatory or Treasurer.  All signatories for your club should be current Bradford University students and club executive members. 

This is in line with current Student Union Financial regulations and the Student Union constitution.

Budgets

It is very important that you are aware of your budget, as you may have to re-organise your clubs activities accordingly. 

No doubt during the course of the year chances to participate in activities for which you have not budgeted for will come your way.  Please come and see Joshua about any such instances so that we can discuss the possibility of funding.

Setting Sports And Societies Club Budgets

Joshua sets the budgets for the individual clubs with help from the union finance staff.  Whilst sports do receive more money than societies the same financial procedures apply.

No club shall be allowed to remove any money from their proposed budget prior to the submission of:

·  A list of three signatories, none of whom are signatories of another club

· Completion of the club and committee information sheets

· Club officials attending a training event

· Completion of a club constitution

· Club Inventory (If you have equipment)

Budget Accounts

This is money that is given to your club or society by Joshua – essentially UBU funds.  It cannot be spent on anything that has not been budgeted for or that is not for ‘educational purposes’.  There are a lot of legal technicalities associated with this – especially in what societies can spend their money on. If in doubt check with Joshua.

All requisitions must be made payable to someone other than the person signing the original, i.e. you can’t make money payable to yourself.  Allocated budget money lasts until the end of June.  

Private Accounts

All other club money is to be held in the private account – club kit and dinner money, tour costs, sponsorship etc.  All society membership money goes into your private account.

Private accounts must always be in credit; this money (or debt!) is carried over from year to year.
Claiming Back Money

A requisition (reccie) must be in by Tuesday for it to be fully processed by the Union financial procedures and picked up on Friday. 

Any claim for expenditure or request for a cheque must be backed up by the appropriate receipt, invoice or quotation attached to the BACK of the requisition form.  

Please do not hoard receipts and submit them all at once.

If you are ordering equipment over £250 you will need 3 quotes proving that your supplier is the cheapest or most appropriate.  

Please note that Esso receipts or Nestle products will not be refunded due to Student Union policy.

Remember your club will be fined £100 if any purchase has not been authorised by the Union financial procedures.
Completing a requisition – 

· Write clearly and concisely

· Show the club’s name and date

· Use correct account code and form 

· Always include receipts or estimates/quotes.

· Attach an addressed envelope with the requisition wish the Union to post the order off for you. 

All cash and cheques are to be collected or paid in at the Union.  

Amounts paid by cheque must have what club account it is to be coded to on the reverse.

If you are unsure about any nature of your club expenditure don’t assume you know, ask Joshua or you may liable for the expenditure yourself!

MEMBERSHIP FEES

Members of all sports clubs and societies must have paid a membership fee for sports membership or the £2-£10 for society membership plus £1 affiliation fee.
THERE WILL BE SPOT CHECKS OF MEMBERSHIP AT CLUB SESSIONS BY JOSHUA AND OTHERS.

Please inform the Sports And Societies Office of any charges your club makes over and above your membership fees, i.e. National Governing Body (NGB) member affiliations etc.  All club members must be informed of these charges before they join your club.

Non Payment Of Membership Fees

It is the responsibility of the committee of each club to ensure that all individuals taking part in that club activity have paid their membership fee.

There are disciplinary regulations about this which mean that if Joshua finds someone at a club session without a current club membership card the process is – 

· 1st occasion – warning

· 2nd occasion – 5% budget fine

· 3rd occasion – 25% budget fine

· 4th occasion – withdrawal of sports and societies office support and funds for that club.

If you feel you have unjustly treated in this your first port of call is the Vice President and then an appeal to AA or SF council.

This is a very serious issue; remember that the onus is on you as a club official to ensure that all your members have paid the appropriate fee.


CLOTHING

All clothing orders must be paid for up front and the order signed by the Union.  
If you would like to use ADM please ask at reception for a price list and catalogue for your club or go online at www.admdirect.co.uk

To Make An Order

Collect all monies to cover the order from club members and pay this into your PRIVATE account at the Union. 

Fill in the order form giving all details of quantity, sizes, colours, price etc.  Completed orders will be delivered to the Student Union.
When the order arrives, check it against the delivery note/invoice, and if the order is incorrect speak to the finance staff who will contact the company on your behalf immediately.  If the order is correct make sure all club members receive correct sizes.

You can contact ADM on - 

· Tel: 01942 498120

A good way to raise extra money for your club is to add a few pounds on to the cost of clothing that your members buy

TRANSPORT
Minibus Hire

Minibuses are available for all clubs, either in the form of one of the 2 UBU minibuses or from a commercial hire company.  (Usually Arrow )

A minibus costs £40 a day to hire, including insurance costs.  

Minibus Drivers

In order to be a registered UBU driver you must -

· Be over 21

· Have 2 years driving experience

· Hardly any points, crashes or convictions

· Complete an appraisal (MIDAS)
· You drive on behalf of a non commercial body for social purposes but not for hire or reward, unless operating under a permit
· You are providing your service on a voluntary basis
Ask at the Union reception  for a form.
Minibus Rules

· The minibus driver is responsible for the bus to come back with a full tank of diesel (All minibuses operate on a full-to-full tank basis) and the bus in an acceptable condition

· All diesel receipts can be reclaimed in full from the appropriate budget or private account dependent on the nature of the journey.  Don’t forget to note the mileage.
· If you breakdown - ring arrow the number is on the sticker in the window of the bus) 
· Those concerned will pay for malicious damage to minibuses and coaches 

· Alcohol is not allowed on the minibuses at any time
· If you find the bus in a mess or with an empty diesel tank please clean it and leave it full.  Report this to Joshua and the previous users of the bus will be billed for your use of it.  

· Due to UBU policy ESSO filling stations must not be used.

Accident/ Damage To Vehicles

Any damage to a vehicle must be reported to the Union immediately, if this is out of office hours then the University should be called on 01274 236999.  This is to ensure correct procedures are followed and that all users can be notified that the vehicle is unsafe to use.

Private Cars

If you choose to use your own personal vehicle for transport to a club activity then fuel costs can be reclaimed on production of a valid fuel receipt.

Coach Hire

If you have too many people or no drivers then coaches can be hired.  Use the list in the Sports And Societies Office to find a company.  The earlier you book the easier it will be to find a company and a cheap price.

Ordering Transport

When ordering transport you must consult Deborah with the following details, she will then book it for you

· Type of transports required 

· Destination

· Date and times it is required

· Fill in an online trip form – www.ubuonline.co.uk/trips

If your plans change in any way you must tell Deborah ASAP so that hire companies can be informed, hopefully meaning that we won’t be charged.


CLUB SPONSORSHIP

All clubs are encouraged to find sponsorship from local and national companies.  This is often in the form of discounted or free meals for fixtures, discounted beer prices for club nights, money towards club clothing and tours.

It is advisable to sign a contract when entering into a deal with any sponsor laying out what is expected from you and them in the deal.  This can often help prevent misunderstanding, don’t just take money of a pub and never set foot in it again – you will ruin the chance of your club and others for further sponsorship.

If you have any queries regarding such matters or wish to seek further advice please do not hesitate to contact Joshua or the union staff who will be only too happy to help.

EQUIPMENT

All equipment must be stored at the venue you use it at or in the Union.  It must also be listed on the club inventory form that needs to be updated at the end of each year.    

Equipment must not be kept in the home of club members without prior approval of Joshua; this must be clearly marked on your inventory form.  It must be kept in the Union over the summer vacation.

If club equipment goes missing inform Joshua who in turn will inform the Police and our Insurance Company.  Do not presume that it will be automatically replaced.

PRINTING

All printing that you require must be signed by Joshua before being brought to the copyzone in the atrium, where its cost will be deducted either from your budget or private account automatically.

term to advertise your club to freshers.

You do not have to use the copyzone, if you prefer to go elsewhere please make sure you have your printing approved before copying.
CLUB DINNERS

This is usually the job of the social secretary and where many mistakes are made year after year.  In all instances the social secretary must work as closely as possible with the Club Treasurer who is ultimately responsible for any events that go over budget.
The earlier you start planning your dinner the better.  

Key points to remember are - 

· Is VAT included in the prices the hotel are quoting you

· Are you really going to get 1000 people attending

· When does the deposit and final bill have to be paid

· Do not believe old boys/girls who say “I’ll pay on the night
· All money must be paid into your club PRIVATE ACCOUNT and the cheque request for the final amount drawn from this

· Individuals will pay for any damage to the Hotel in question.  

Collect one of the special handouts from Deborah on how to organise a club dinner
TOURS, TRIPS AND HOLIDAYS

As with club dinners this is also an area that often results in a private account deficit.  

Key points to remember are - 

· Is the trip adequately insured – members, vehicles and possessions

· The Union finance staff can advise on the costs of such insurance

· All members need to fill in an E-111 when travelling abroad
· Minibuses are not allowed to go abroad, you must hire a coach and driver
Collect one of the special handouts from Deborah on how to organise a club tour

HEALTH AND SAFETY POLICY

This is a very difficult area to write about as it is often about the perceived risk of danger within your club.  The Sports And Societies Office has a Health And Safety policy that details all that we do with regard to student activity safety - 

· All minibus drivers undergo and appraisal

· All sports clubs to re write their risk assessment each new academic year

· Certain societies to re write risk assessments each year

· Free first aid training for 2 members of all clubs

· Trip registration forms for all clubs 
· Use of inventories and the budgeting process to identify ageing and unsafe equipment

· Separate health and safety budget so that safety equipment costs do not affect the actual club budget

For more information see the Health And Safety Policy 

SPORTS AND SOCIETIES EVENTS CALENDAR

Rag week

UBU raises money for local charities during this week  usually in March, co-ordinated by the Ethics, Environment and Welfare Officer.  If you have ideas for events that can be run in this week please contact them on ubu-eew@bradford.ac.uk.

Intermural Competition

The Intermural Sports Competition usually in April, a great weekend where many sports are played over the weekend by teams drawn from any club, society or group of friends.  

Further details will follow nearer the event from the Intermural Officer.

The AA Captain’s Dinner

This is a social and networking event in the form of a meal, preceded by AA Council.  It is an attempt to say thank you for all your hard work during the year. All elected club officers are welcomed.
The Society President’s Dinner

This is a social and networking event in the form of a meal, preceded by SF Council.  It is an attempt to say thank you for all your hard work during the year. All elected society officials are welcomed.
Athletic Association Colours Awards Dinner’s

The Colours dinner in March is the largest social event in the sporting calendar.  All Colours recipients, team, individual and awards of service will be presented.  Colours recipients will also be provided with a ticket free of charge, which includes free entry, meal, wine and entertainment.

Societies Federation Awards Dinner

This year will see the second SF dinner in May to present awards for societies and their officials. There will be presentation of individual colours awards, as well as awards made for achievements and service.  

These two dinners were combined last year and will probably be the same this year.

SPORTS AND SOCIETIES AWARDS

All awards are decided by information based on an application form judged by the constituted Colours and Awards committee, one for AA and the SF.

Athletic Association

Athletic Association Colours 

· Overall service to the club i.e. club official over more than one year, showing commitment and dedication to the post(s) held

· Consistent playing member of the club also showing service, dedication and commitment to the club

· Any other club service, which satisfies the Committee as justifying the award e.g. coaching of club

University Colours 

· Full BUCS representative honours

· Outstanding success in BUCS Championships

· National or County honours, if competing as a member of a Bradford University Club where no BUCS event is run

Regional Colours 

· BUCS regional honour/ trials

· County honours or their equivalent for the individual sport
Societies Federation

Societies Federation Full Colours

· Overall service as a club official for 2 years or more

Societies Federation Half Colours

· Overall service as a club official for 1 year or more

Other Awards

There are awards for club of the year, most improved club of the year, team of the year, most improved team of the year, sports man of the year, sports woman of the year, society of the year, most improved society of the year, new society of the year, society member of the year and more.

There are also awards decided upon by Joshua, which will be announced on the night of the awards dinner’s.  

All Awards’ are presented at the AA and SF Award’s Dinner.

Points to Note;

· Deferrals will be made if the nominee is not a final year student and the Committee is looking for more commitment from them in the following year(s)

· It should be noted that some individuals compete at BUCS or other higher levels whilst not playing as a representative of the University of Bradford.  In such cases the Awards Committee shall make an individual non-precedents decision

· Any decision made by the committee is final

· Special awards are given for individuals who are not students at Bradford but have given their time over many years and are exceptionally committed to student activities at the University of Bradford

For more information see the AA and SF Colours And Awards Constitution


The End Of Each Year

This is the time of year when many clubs fray at the edges.  It is important that you organise a club election either before or just after Easter holidays for a new committee.  Also that you do a comprehensive handover to whoever your new club committee is – just think over all the things you wish you had been shown and told before you started your post!

Joshua will organise a number of meetings for incoming and outgoing club officials to ensure all areas are covered and information returned.

The following information must be returned to the Sports And Societies Office at the end of each academic year, otherwise your club may not receive a budget:

· New club committee contact details

· Club information form

· Updated Inventory forms

· Updated club constitution

· Club entry for the Union directory

· Training time change requests and freshers trial sessions

· Officials Training Meeting Time
· Club budget and capital claim requests

You also need to remember to:
· Change over e-mail list ownership and web site access codes 

· Change contact names with outside organisations

· Pass all on club information you have to your replacement

If the relevant forms are not returned your club is in danger of not being allocated a budget.

It is advisable to plan what you are going to do during fresher’s week before the summer so that you don’t have chaos when all the new fresher’s are around.  You need to think about publicity, have a go sessions and any special events you might have or run for fresher’s.
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AA And SF Council


Two members from each club with one vote on all issues











Union Staff


Deborah – H&S, Admin, Minibuses, Room Booking


Finance – Accounts, invoices, orders


Volunteering – Club Volunteering


Volunteering – Individual Volunteering


Reception – queries, admin, minibuses


Phil – Media, marketing





















































The SF and AA Executive This group assists Joshua in his day-to-day duties and long-term goals.  They are elected by and accountable to the Council.








Student Activities Officer/ AA and SF President


Joshua is your elected official and is directly answerable to you through the Executive, Council and UBU Council











