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WHAT IS THIS DOCUMENT?
For our Sports Clubs to run to the best of their
ability, they require an executive committee
that knows what they are doing, and how
they are going to do it.
To provide that guidance and knowledge,
we offer training during Welcome Week
each year. However, executive committee
members cannot always attend this training
and often miss out on key information.
To prevent this from happening, we have
created this referral guide for Sports Club
Executive Committee members to refer to
throughout the academic year if they are
unsure of anything.
The information in this guide is correct at the
time of issue (August 2018). It is designed to be
used by current committee members of Essex
Blades Sports Clubs only.

Of course, the Students’ Union Sports Office
are always happy to help you with anything
you are still unsure about.
You can get in contact with us by calling
01206 863211, email blades@essex.ac.uk or
attend one of our drop-in sessions at the
Students’ Union Reception. Drop-in session
times are listed later in this referral guide.
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A FEW ESSENTIALS BEFORE
WE GET STARTED…


You are all Sports Clubs, not societies!

It may not seem like a big deal, but referring to yourselves as a society rather than a
Sports Club means:
Different finance rules (you may lose money)
Delays when requesting assistance from Students’ Union staff (you will get put
through to the wrong department)
Confusion for members
If you are ever unsure of what is a Sports Club, you can find all the Sports Clubs at Essex
here: www.essex.su/sport . Basically, just call yourselves a Sports Club from here forward.



All Sports Clubs are powered by students.

This gives the elected executive committee within each student-led Sports Club the
power to make their club the best it can be.
However, it does also mean that for the club to run effectively, the committee must be
active! If the committee does not function well or put in the effort, the club will suffer.
Make sure all of the committee are working together towards common goals. Individuals
can be removed from positions if they are not fulfilling their role as they should be, as per
the Essex Blades Constitution.

 If you are ever unsure of something, please ask!
We (Students’ Union Sports Office) can only help you if you talk to us. And the more time
you give us to help you, the better.
Please don’t struggle in silence or not do something because you don’t quite know how
to do it. Likewise, don’t do something risky if you are not completely sure how to do it.
This referral guide should help, but you can always contact us if you want to be sure.

www.essex.su/sport
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HANDOVERS

LEAVING 2017/18 & MOVING INTO
2018/19
Elections have finished, and you have just been elected into your new Sports Club
Executive Committee position for 2018/19. Hooray. However, it’s now time to find out
exactly what your role will entail.

To make sure you are fully up to speed with your role and responsibilities straight away,
here’s what to do:


Attend your Sports Club end of year review/development meeting with the SU Sports
Coordinator (Lewis Higgins). If you cannot attend the meeting, ensure you read the
notes from the meeting that will be sent out.



Have a handover meeting with the person that held your committee role in the
previous year. They will be able to provide you with specific knowledge and tips to
help you. If you can’t meet them in person, give them a call or message. Ask
questions, take notes – gain the knowledge.



Speak to someone in the same committee role as you from another Sports Club.
Although ultimately each Sports Club and committee role is different, they will have
some similarities. You may be able to share tips and advice, which will be particularly
helpful when starting out.



Stay in contact with the rest of your 2018/19 executive committee. Talk to each
other, ask questions, share ideas, help each other out. You will be working together
all year so it’s a good idea to start early.
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WHAT TO DO DURING THE
SUMMER
Although the start of the new academic year may seem like a long way off,
there’s lots you can be doing during the Summer to ensure you and your
Sports Club are prepared.
Here are some tips and basic information of what to do during the summer,
lots of which is covered in more details later in the guide.


Check your emails regularly and respond to them. This will be the main
communication method used by Students’ Union Sports Staff so it’s
important you use them. It’s also a really easy way to ask questions if you
are not sure of anything.



Complete your essential club documents. These are essential for a reason
and your club cannot run without completing them. See the next page for
more details.



Stay in contact with other exec members in your club. Keep up with what
everyone else is doing and share ideas. Group chats are often the best
way to do this.



Order any kit or equipment that has been approved in your budget. The
Students’ Union Sports Office can order this for you if you get in touch.



Start some pre-season training. Encourage as many returning members of
your team to get back to Essex early to do pre-season as a team (SU can
book facilities for you) or encourage members that can’t make it back
early to stay active over the summer. You could potentially lend them
club equipment to practice too.

www.essex.su/sport
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WHAT TO DO DURING THE
SUMMER


Agree a playing membership, if required of course. We are encouraging
our Sports Clubs to be more self-sufficient, and membership fees are one
way to guarantee yourselves some income. You can have several
different memberships based on what each membership includes. The
Students’ Union Sports Office will suggest some prices for your membership
fees, however the final decision will be that of the Sports Club Exec
Committee. It is vital that clubs cover costs and do not go into debt.



Organise Come and Try sessions and Trials. Speak to the Students’ Union
Sports Office and ask for the amount of time you will need to properly
conduct your come and try/trial sessions. Once it’s confirmed and
booked in, ensure your coach and exec committee can make the dates.
Start publicising!



Confirm your training times and pass the details onto your club coach(s). If
your club doesn’t currently have a coach and needs one, there’s a
section later in the document with more information.



Club Standards. Every club activity conducted after the Sports Awards,
can count towards the following years Club Standards. This year, that
means any activity from Thursday 10th May 2018 can be used in your
applications. More on Club Standards later in the guide.

Tip: This list is not everything you can be doing over the Summer!
There is loads more you can be doing to get ahead of the game. Perhaps ask
the previous years committee what they struggled with and get started on that
early.
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ESSENTIAL CLUB
DOCUMENTS
There are a few essential documents that all Essex Blades Sports Clubs are
required to complete, sign and send in each year. Versions of these will be
sent to the club committee during the summer and more information on
each of them can be seen below.
REFERRAL GUIDE – this document! Although you do not need to sign it, this
will be a huge help to you during the year. Please ensure each executive
committee member saves a copy on your laptop/computer for you to
refer to when required.
RISK ASSESSMENT – There is a risk to all sports and anyone that takes part in
your sport needs to be aware of these risks. What we are asking is whether
there are any more risks associated with your sport compared to last year
(e.g. Rule changes, change of facility, different types of session). Staff in
the Sports Office are qualified at writing risk assessments, so if you need any
help then please let us know. This needs to be filled out in detail, or we will
ask you to do it again!
CLUB INVENTORY – For insurance purposes we need to know what
equipment that your club currently has so that we can insure it to the
appropriate value. To our knowledge, at the moment we have over £150k
worth of equipment between all of our clubs so is vital that we know what it
is, how it is stored and how long before we need to replace it all.
CODE OF CONDUCT – a guide of behaviour and conduct for all members
of your committee to read and sign. This is particularly important during the
year in the case of committee disputes (e.g. someone not doing their role
properly) as it proves as a reference point of what is expected from each
committee member.

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

ESSENTIAL CLUB
DOCUMENTS
CONSTITUTION – All clubs need to have an up-to-date constitution for the coming year.
Essentially it is a document that outlines your aims and objectives as a club, as well as the
roles and responsibilities that each of your committee holds. It is up to you to decide
these as a club!
DEVELOPMENT PLAN – All Sports Clubs will have an end of year development meeting,
but also development meetings during the academic year with Sports Office staff. It
would be a big help if you could complete the development plan with the other
documents requested so we can see where your club currently is. Last year’s committee
will have also completed this, so we can compare progress, see what’s working well,
what needs to be improved on etc.
SOCIAL MEDIA CHARTER – To ensure that all content on Essex Blades Sports Club pages is
appropriate, we have put together an Essex Blades Social Media Charter including a list
of ‘Do’s and Do Not’s’ to help our clubs follow good practice. Club Presidents will be
required to sign this document on behalf of their club.

ALCOHOL POLICY – During the Welfare training, the Social Secretary and Welfare Officers
will be required to sign both the Alcohol Policy and Confidentiality Documents on behalf
of their Sports Club. These documents will be sent to committee members before the
session to allow them to read them properly. It is vital that clubs adhere to the Alcohol
Policy to ensure the safety and welfare of all members. Signed copies of each
document will be held confidentially by the Students’ Union Sports Office.
COMMITTEE CONTACT INFORMATION – a list of the email addresses and mobile numbers
of those in your Sports Club committee. Mobile numbers will only ever be used in the
case of urgent information being required or an emergency. All information will be kept
confidentially by the SU Sports Office and not be passed onto any third parties.
REGISTERS – it is essential that all clubs collect weekly registers for training sessions. We are
required to accurately record active participation levels within all sports clubs. This will be
linked to future funding that clubs will receive. Failure to submit attendance registers may
result in cancelled club activity. These need to be submitted weekly to
blades@essex.ac.uk using the template provided to clubs.
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EXECUTIVE COMMITTEE
TRAINING
New for this year, we have provided you with this referral guide which includes a
huge amount of information that Sports Club Executive Committee members will
need during the year. Save a copy, and you can refer to it whenever you need to
know something during the year.
However, it is still important that relevant members of your committee attend the
training sessions during Welcome Week. These include more detail on specific areas
and give exec members the opportunity to ask questions.
The training dates are listed below:

TRAINING
SESSION

DATE

TIME

VENUE

General
Meeting

Monday 1st
October 2018

5pm

President, VicePresident

Finance
Training

Tuesday 2nd
October 2018

4-5pm

Treasurer,
President

Welfare
Training

Wednesday 3rd
October 2018

2-3pm

BUCS
Captains
Training

Wednesday 3rd
October 2018

4-5pm

To be confirmed
via email in
early
September

WHO SHOULD
ATTEND?

Welfare Officer,
Social
Secretary/Rep
Captains of
BUCS teams
only. Non-BUCS
clubs not
required to
attend.

These training sessions are compulsory, and each Sports Club must have at least 1
attendee present. If the relevant role cannot make the training, another executive
committee member must attend in their place. Please inform us if you cannot attend
and provide the name of the committee member taking your place.
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FRESHERS FAIR
Freshers Fair kicks off each year with a huge number of Sports Clubs, Societies,
University departments and commercial stalls promoting their activities.
It acts as one of the biggest recruitment days of the year for Sports Clubs, so it is
vital your club is present on the day and well prepared. Here’s what you need to
know:
BEFORE FRESHERS FAIR


All Sports Clubs have an allocated table on Freshers Fair. This does not need
to be booked. We will tell you your location on the day.



Use the £10 Freshers Fair budget you all have! Get some freebies (e.g.
Sweets) or do some printing of flyers. Remember to keep the receipt, fill out
an expense form at the SU Reception and we can refund you.



Want to perform? There will be a very small performance area on Square 5
during Freshers Fair. Contact lhiggins@essex.ac.uk in advance if you are
interested in performing your Sport.

ON THE DAY – Saturday 6th October 2018


You will be given a Freshers Fair Pack on the day with key information. This
includes member sign-up sheets, barcodes (can be scanned at SU Reception
to join a club quickly), table labels etc.



Do not bring large equipment or speakers (e.g. Gazebo’s or large Sports
equipment such as Hoops, Posts, Goals). There simply is not enough space.
Any clubs bringing equipment that is not permitted unfortunately will be
asked to remove it. If you would like large equipment, please make your
request in advance to lhiggins@essex.ac.uk
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FRESHERS FAIR
ON THE DAY – continued


Bring a laptop or iPad! Although you will have pen and paper sign-up sheets, it’s
quicker to get sign ups using an excel spreadsheet. You need to record First
Name, Surname, Essex Email address and a column for new members to tick
saying they are happy to sign up and be contacted by your club.



Freshers Fair is a family-friendly, alcohol-free event. Any clubs seen drinking
alcohol at their stalls will be asked to leave!



Bring things to decorate your stall that are relevant to your sport e.g. small sports
equipment. Make it stand out.



Pack down your stall down when you leave and carry it to the table collection
point located on Square 5. Any tables not returned to the collection point at the
end of the Fair will result in a charge to that club.

AFTER FRESHERS FAIR


Email your sign-ups! Contact those that have expressed an interest in joining.



Send in your sign-ups. Sports Clubs are required to send the list of their sign ups
into blades@essex.ac.uk no later than the Monday after Freshers Fair. We can
then add these students as members of your clubs to save you the hassle.
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EVENTS ON SQUARES
Holding an event/stall on the Squares is an excellent way to promote your club,
do some fundraising and even help out a charity.
However, you will need to plan and request permission in advance for some
activities.
 Need a table? If you require a table for the squares, you can borrow one from
the Students’ Union free of charge. However, you will need to book a table by
contacting the Students’ Union Reception (su@essex.ac.uk) at least 1 week in
advance of your event.
 Risk assessing your activity. If you plan on doing an activity whilst on Squares
(e.g. displaying Fencing) you must complete a risk assessment. This is not as
daunting as it sounds. Each Sports Club is required to complete/hold an up-todate risk assessment in order to be able to train and play matches, so this will
simply need to be amended for use on Squares. Consider things like; using
hazard tape to mark out a ‘performer only’ area, warning signs, staying out of
walkways, use of Personal Protective Equipment and other methods in order to
reduce the risk of the hazard. The SU Sports Office can help you with this, but
we must approve it at least 2 working days (Monday-Friday) before your
planned event.
 Requesting permission from Estates – for large events (pretty much any event
that does not just involve a table) an Event permission form is required to be
completed. For low risk events, a minimum of 1 weeks notice is required. For
high risk events, a minimum of 3 weeks notice is required. Please complete the
form and send it to blades@essex.ac.uk for first approval.
 Selling Food/Drink? Make sure you have a member present who has
completed their Food Hygiene qualification. Details on this qualification will be
sent out during the Summer, but clubs can request more than one member
complete the qualification by emailing blades@essex.ac.uk. Additional courses
will be charged to club savings. It’s an official qualification that can be added
to a CV!

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

CLUB FINANCES /
SPENDING MONEY
It’s important that your club, in particular your President and Treasurer have a good
understanding of your club finances.

Understanding your Accounts
Budget Fund – this is the money allocated to you in your budget. It comes to us from the
University and we then allocate it to our Sports Clubs accordingly. If you don’t spend it,
we have to give it back to the University. If you are not likely to spend it, less us know so
we can re-allocate.
Non-Budget Fund – the money fundraised by the club or through membership fees and
will roll over each year if not spent. It can be spent on anything that will benefit the club
that has not been allocated in your budget (e.g. Equipment, Travel to non-budgeted
events). Spending of this money must be approved by club committee. No alcohol!
Ordering equipment for your club
When ordering equipment for your club, check it has been allocated in your budget and
that you have sufficient room to store it. If yes, there are several methods of ordering:
1. Email blades@essex.ac.uk making your request. Please clearly state your club, send
direct links to the equipment and include important information such sizes/quantities.
We will then order the equipment for you.
2. Purchase the equipment yourself (usually recommended if it’s a small cost) and claim
the money back using an expense form. You must attach a receipt!
Deliveries can be addressed to Dominic King, University of Essex Students’ Union,
Wivenhoe Park, Colchester, Essex, CO4 3SQ if you prefer.
If you are ordering personal equipment (e.g. Kit) using the club accounts, money from
individuals must be collected and in your account before the order is made. Do not
collect money in a personal account from members, as this has a risk of fraud.
Always factor in VAT (20%) and delivery costs. Avoid ordering from outside the UK as
goods are subject to import tax and less secure.
If the equipment is not in your budget but you need it, you may have to fundraise.
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CLUB FINANCES /
SPENDING MONEY
Budgets are submitted by Sports Clubs in February/March and are
then approved in the Summer.
Approved Sports Club budgets are then sent to the relevant Sports
Club committee members to follow during the academic year.
We have created an easy to follow ‘Understanding your Sports Club
Budget’ guide, which should clear things up.

If you have not been granted the money you requested, look at ways
to fundraise to cover costs.
It is essential that you follow your budget strictly during the year to
ensure you have sufficient funds for all club activity.
Remember, any granted money left unspent at the end of the
academic year is returned to the University, so ensure it is spent! If you
need any help, please ask.
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CLUB FINANCES /
SPENDING MONEY
Weekly Budget Reports
Keeping track of your club spending is easy, once you know how. The Treasurer and
President of each Sports Club will receive a weekly budget report via email, a bit like the
one below.

This email will include an attachment, which is your weekly budget report. Have a read
of it each week to check everything is how it should be with your accounts. This
document shows you what it all means: Using your weekly Sports Club budget report
This report should be used closely with your Sports Club budget. For example, if you were
allocated a budget of £1000 for the year, with £500 for equipment, £300 for travel and
£200 for competition entry – that’s what you should be spending. Check that the
descriptions match up with these allocations.
Your ‘Budgeted Funds’ will be £0 on the report at the beginning of the year, so as you
spend the money you may think, hang on, we’re in debt. Don‘t worry, you’re not. The
money is added to your account at the end of the year to wipe the debts up to the
amount you were allocated in the budget, i.e. if your report shows your club is -£1000 on
your Budgeted Funds, and your club was allocated a budget of £1000, you’re working to
your budget perfectly.

If you notice anything that should not be there, or something that has been charged to
the wrong account (Budget/Non-Budget) please email blades@essex.ac.uk and we will
sort it.
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CLUB FINANCES /
SPENDING MONEY
Expense Forms
A main responsibility of a
Treasurer. Forms must be
Signed off by Treasurer or
President before handing
Them into the Students’
Union Reception. Make
Sure you are available for
people to get forms
signed off!
Include as much detail as
possible, the more detail the
better.
Sports Club Expense forms can
be collected from the SU
Reception, or from the SU
Sports Office.
As the exec members
responsible for the budget, it
is important you ensure
money is spent wisely, e.g.
Using cheaper travel method
Receipts must be included
on all expense forms. Any
claims without receipts
may be delayed or rejected.
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CLUB FINANCES /
SPENDING MONEY
Please read the back of the expense
form carefully to ensure you are aware
of all guidance notes, terms and
conditions.
 All expense claims must be
submitted within 1 month of the
expense taking place.
 Receipts must be attached on all
expense forms, including referee or
umpire receipts. The only exception is
for petrol where it is calculated by
mileage at 25p per mile. Please ensure
you include on your expense form:
- Start post code
- Destination post code
- Return journey?
- A total calculation, e.g.
41 miles x 2 = 82 miles
82 miles x 25p = £20.50

 Fraudulent claims (e.g. claiming
for an expense twice, or one that did
not happen) will result in refund claims
being refused and further action
taken against the club and individual.
You are effectively stealing from your
club anyway, so don’t do it!
 We aim to process expense forms
within 2 working days of submission. If
they are submitted to Reception on a
Monday, we will receive them at 5pm
on Monday. We then have Tuesday
& Wednesday to process them,
hopefully making them ready for
collection by Wednesday evening.
During busy periods though, this may
not always be possible.
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CLUB FINANCES
TOP TIPS!
 Stay on top of the finances. Find out when people are claiming for money and why.
Could you have saved money by going a cheaper route?
 Fill out expense forms correctly with descriptions of what expense is for!
 You now know the rules, make sure your members are aware of them.
 Read your weekly budget reports. Ask questions if you think it’s wrong – there’s no such
thing as a silly question.
 Do not keep money that has been fundraised in cash in a ‘safe’ place. It’s not safe,
pay it in to the SU Reception as soon as possible.
 Do not open any other bank accounts relating to the club or in the clubs name. It’s
illegal.
 Be proactive. If your club needs something and you don’t have the money, fundraise.
Look for donations from companies (tax-free!) but please be aware ‘sponsorship’ will
be subject to VAT.
 Expenses over £150 will need a Cheque Request/BACS Form as the SU Reception will
not give this amount out in cash. We will need your Full name, Bank Name, Bank
Account Number and Sort Code.
 All BACS Payment requests must be submitted by 5pm on Monday’s. There is one
payment run made per week on Wednesday mornings, and payment will reach
accounts by the Friday.
 International payments may take longer, and have additional charges added to
them. These charges are not put on by the SU.
 Finance Clinics. If you need more help, our SU Finance team will be happy to meet
with you. If you’re in debt, you have no choice!
 If your committee does not complete it’s obligations, payments will be withheld and
club activity suspended.
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CLUB EQUIPMENT &
STORAGE
It is important that you keep your club equipment in good condition and store it
securely.
Your club will have allocated storage space at one of the following locations:
 Squash Courts (Lockers)
 Pavilion Store
 Activity Hall 1 (Lockers)
 Storage Container (Grass Pitches)
 Sports Hall Cupboards
 Sports Arena Store
 Other (e.g. Sub Aqua, Rowing)
If you’re not sure where your club equipment is stored, check with the Students’
Union Sports Office.
Here’s some other important information about club storage:
 Keep it locked up. Your equipment is expensive and vital to your club. Keep it safe,
lock it all up securely.
 Do not use your own lock, ask the Students’ Union for one. That way, if you forget
your key, you can borrow our master key.
 Keep your storage/locker area clean and tidy! If it’s clean and tidy, it is easier to
find your equipment and less likely it will get damaged by other users.
 Be respectful of other equipment in your area. Particularly if you are sharing a
storage area. Do not throw or step on any equipment as you may damage it.
 Do not store members personal equipment in your club storage area. There simply
is not enough room, and it is not insured by us.
 Need a spare key? Email blades@essex.ac.uk and we’ll sort you one. A £10
deposit will be taken.
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COACHING
To help develop the skills of your club members, it’s often wise to get a coach on board.
It’s a big help at matches/competitions as coaches often see things that those playing
cannot see, and may be able to advise on tactics to get the win. Here’s what to do:
Can our club afford a coach? With the recent budget cuts we have been subject too,
coaches have to be mostly funded by the clubs themselves. The most common way to
pay for these coaches is by charging a club membership fee. The cheaper your coach
is, the lower your membership fee will be. Remember to check your budget and liaise
with your Treasurer/President to ensure you can afford the coach before you start
looking!
Please speak to a member of Sports Office staff before you inform an applicant they
have been successful, as there may be a reason why it can’t happen. We can also
advise on what you should be looking for.
1) Advertise the position. Once you know your training times and how many hours you
would like the coach for each week (based on cost) you can begin advertising the
position. Here’s an example advertisement for an Essex Blades coach that can be
edited for your club. Invite applications from all interested, get your advertisement
out online and social media but remember to contact local clubs, governing bodies,
organisations etc. that can help you promote the role.
2) Go through the applications. Several of the club committee should go through the
applications identifying those who may be suitable and those who are not. Compare
thoughts and identify who you would like to find out more information from.
3) Talk to the potential coach. Have a chat with them on the phone (or in person if
they’re local) asking more about them, their coaching background and what they
could bring to your club. If they’re happy to, and if it can be arranged easily you may
want to attend a session they currently coach to see what they’re like in person.
4) Ask for references from previous clubs/organisations they have coached. Similar to
the above, it may help identify a strong candidate. Here’s a reference form.
Once you have a decision on a coach you would like to employ, please contact
blades@essex.ac.uk to speak to a member of staff. We will go over everything with you
and double check all is ok. If it is, we’ll start the admin process.
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COACHING
FREQUENTLY ASKED QUESTIONS
Who can we ask to coach us? Anyone, to an extent. However they must be a
minimum of Level 2 qualified (some exceptions), not have any criminal convictions or
negative disciplinary records, and agree to our Essex Blades Coaching Agreement.
Coaches must be qualified and insured (Public Liability £5 million) to be paid. Level 1
coaches can be used, but only in a volunteer capacity.
How does our coach get paid? Sports Club coaches need to submit a monthly
invoice to sufinance@essex.ac.uk and dsking@essex.ac.uk addressed to the
University of Essex Students’ Union. Either the Club President or Treasurer must be
copied into the email to confirm the club are happy with the amount being
charged. Club progress reports and attendance registers must also be submitted to
receive payment.
We’ve searched and found a coach we would like to employ. What do I do next?
Speak to the Students’ Union Sports Office. We will check that all is ok, as well as
potentially going through some additional processes such as reference requests. All
coaches must have signed the Essex Blades Coaching Agreement before they are
recognised as the coach of that Sports Club. No signed agreement, no payment, no
coach.
We want to get rid of the coach we currently have. How do we do it? The first step is
to report the concerns you have to the Students’ Union Sports Office. We will discuss
with you the problems you are having, if they can be solved or if not take you
through the process of changing coaches.
Can we put a member of our Sports Club (student) on a coaching course? A more
affordable way to provide coaching for your Sports Club members is to pay for 1 or
more members of the club to take a coaching course, and they then coach for free
in return. Details of coaching qualifications/courses can be found on your National
Governing Body (e.g. England Hockey) website. This method is more cost-effective,
however it can potentially lead to problems such as selection bias for matches
and/or a reduction in training time of that student as they have to focus on
coaching rather than training themselves.
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TRAINING SESSIONS FOR
YOUR SPORTS CLUB
Lewis Higgins (Sports Coordinator – lhiggins@essex.ac.uk) is your main contact for
any queries relating to your Sports Club training sessions.
This includes:

Requests for additional sessions

Requests to change day/time of a session

Reporting of any problems at your sessions – e.g. staff set-up
Please do not contact members of Sports Centre staff (including the Sports Centre
Reception) requesting changes. This will result in a delay to your request as it may be
forwarded onto various staff members before it reaches Lewis.
Booking additional sessions
Requests for additional sessions at the Sports Centre requires a minimum of 2 weeks
notice. Unfortunately, bookings with less than 2 weeks notice will not be accepted.
Regular term-time Sports Club training sessions do not incur a charge, but clubs will
be charged for facility hire for any additional sessions booked. Please consider this
before you make your request.
Cancelling training sessions
If you know your club will not be using a training session, please email
lhiggins@essex.ac.uk otherwise your club may incur a charge from the Sports Centre.
Please give as much notice as possible when cancelling a session.
If it is out of office hours (e.g. late evening) and you suddenly need to cancel a
training session, please call the Sports Centre on 01206 873250.
Cancellations due to weather (e.g. frozen pitches) will be made by Grounds Staff.
They will inform a member of the Students’ Union Sports Office who will then pass on
the message if there is a cancellation. Here’s more information on the Sports Centre
cancellation policy.
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TRAINING SESSIONS FOR
YOUR SPORTS CLUB
Use of Sports Centre facilities
All Sports Clubs and their members must commit to using the facilities safely. This
includes the proper set-up/down of any equipment (e.g. Floodlights) used at your
session. Sports Centre staff will hold a compulsory induction for all clubs using their
facilities at the beginning of 1st term.
Facilities, in particular the Grass Pitches, cannot just be used at anytime. Grounds
Staff work tirelessly to ensure the Grass Pitches are in the top condition for when
you use them, and they plan their pitch maintenance around your sessions and
matches. If you turn up on a random day (particularly when the ground is wet),
use the pitches and tear them up, they will remain in a poor condition for when
you play a fixture on them.
If you would like a session to train on your specific pitch, please email
lhiggins@essex.ac.uk with at least 2 weeks notice. Grounds Staff can then plan to
prepare/repair the pitch after use. Please note though, not all requests will be
granted due to limits on pitch use, in place to prevent damage.
Strength & Conditioning equipment
Not all training has to take place on your playing field. If your club is interested in
borrowing some Strength & Conditioning equipment (e.g. Medicine Balls,
Ladders, Skipping ropes, Kettlebells) from the Students’ Union free of charge, you
are welcome to it. Equipment must be returned within 24 hours of collection.
To book the equipment, please email blades@essex.ac.uk as early as possible,
ideally with at least 3 working days notice.
Be creative! Sessions can take place outdoors, such as hilly areas around campus
(can be used for hill sprints!), local paths or it may be possible to book you an
indoor facility. Indoor facility bookings require a minimum of 2 weeks notice.
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TRAINING SESSIONS FOR
YOUR SPORTS CLUB
Regular training times
Regular training times have been decided based on ideal requests made by
each Sports Club at the end of year development meetings held between
March-June.
These will be passed onto clubs in August, to allow them to inform their current
coach or begin the search for a new one.
Please consider it is extremely challenging to fit Sports Club, Essex Sport Active,
Fitness Classes, External bookings and recreational bookings into the facilities we
have. The Students’ Union will ensure your training times work for you, but you
may have to be flexible as of course everyone wants weekday evenings
between 6-8pm!
It is also very, very difficult to change a training time once they are booked in.
You can request a change by emailing lhiggins@essex.ac.uk but please only do
so in serious cases (e.g. the coach and the majority of the team cannot make
the session) rather than just because it’s not exactly what you wanted.
Pre-season/out-of-term training
The teams/clubs we have recognised as performing well in 2017/18 began
training before arrivals day, conducting a short pre-season training.

We would encourage all clubs and as many of their returning members as
possible to hold pre-season training before welcome week. Due to the late start
at Essex, many competitions (including BUCS) begin very soon after welcome
week, some within a matter of days. It’s therefore important that you get as
much practice as possible.
To book a facility for pre-season training, please email lhiggins@essex.ac.uk
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BUCS
British Universities and Colleges Sport is the national governing body for higher education
sport in the UK.
Essex have a total of 70 teams across 21 sports competing in BUCS for 2018/19.
Sport
American Football
Badminton
Basketball
Cricket (Indoor)
Cricket (Outdoor)
Equestrian
Fencing

Male
2
2
1
2

Female
2
2
1
1

2

2

Mixed
1
2
-

Football
5
2
Futsal
2
1
Golf
2
Hockey
2
2
Korfball
1
Lacrosse
1
1
Netball
2
Rugby Sevens
1
1
Rugby Union
2
1
Squash
3
3
Table Tennis
3
2
Tennis
3
3
Ultimate Frisbee
1
Volleyball
2
2
Polo
1 targets, each individual
1
Essex is very Water
focused
on achieving our BUCS
and team-

representing the University of Essex has their part to play in helping us achieve our goals.
Our target for 2017/18 was to achieve a positon of 28th in the UK and 3rd in the region.
2017/18 Results
UK Ranking: 38th
Regional Ranking: 6th (South Eastern Region)
Total BUCS points: 1017.5

2018/19 Targets
UK Ranking: 25th
Regional Ranking: 2nd
Total BUCS Points: 1500

To keep track of how the University is performing click HERE
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BUCS POINTS
LEAGUE
Teams will play matches on Wednesdays (except for American Football and Futsal
which are played at weekends). Teams that compete in a league structure, will
generally play each league team twice (one home and one away match), unless
the league is larger than 6 teams.

BUCS points will be awarded as follows, dependant upon the league tier and
number of teams per league.

Therefore, if you compete in tier 3 and above you will definitely secure BUCS points
just by completing all of your fixtures, even if you finish last place in the league. This is
why it’s really important to attend all fixtures, in order to play your part in achieving
points for the University and helping to reach the overall target.
WALKOVERS
If you do not attend a scheduled fixture (league or cup) you will concede a
walkover. You must do everything to avoid this. The implications of conceding are:
1 Walkover – you will lose half of your league BUCS points
2 Walkovers – you will lose all of your league BUCS points and BUCS will impose a fine.
If your team gives a voluntary walkover, you will be called into the sports office to
have a review of the team/club.
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BUCS POINTS
CUP
Alongside the league, teams will also play in a cup competition, however the style of
the cup varies per sport and league tier that you play in.
League/Tier

Cup Competition

Premier

Championship/Super 8’s

Tier 1

Trophy

Tier 2, 3 &4

Conference Cup

Tier 5 & below

Conference Plate/Bowl

The majority of teams will not start earning any BUCS points until they reach the
quarter finals of their cup (semi-finals for some sports i.e. American Football).

A general breakdown of BUCS points that are awarded for the majority of cup
competitions are as follows:

The breakdown of points for each specific sport can be found on the BUCS website
HERE . Some sports will vary in their points offer.
It’s imperative that you focus on both the league and cup fixtures in order to
maximise your points. Teams in tier 2 have the best chance of doing well in the
conference cup as you will be against teams of similar ability or lower. We will be
setting targets for teams for both the cup and the league.
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BUCS INDIVIDUAL
CHAMPIONSHIPS
What are individual championships?
These are competitions that allow individuals to represent the University in a
range of sports. The majority of competitions are at a national level.
Opportunities that BUCS offer:
The full list of events can be found on the website, under the specific sports
areas. Click HERE to see the full range of sports they offer.
Financial support
We will only be able to offer full financial support (entry, travel and
accommodation where necessary) if you can evidence that you are likely to
finish top 8 in your event.
Section 3.2 of our BUCS Travel and Accommodation policy will explain more.
Data agreement form
In order to enter an individual event, you must first complete an entry form
and tick to say you are happy with your data being shared by BUCS. The
consent form can be found HERE and must be returned by e-mail no later
than one week before the entry deadline;
How to get involved
Contact bucs@essex.ac.uk if you are interested in competing in any of the
individual opportunities.
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BUCS CAPTAINS
Captains need to be elected by the club and large teams may wish to elect
vice-captains to assist them.
Responsibilities of a captain:
 Work with the coach (if there is one) to select teams for fixtures.
 Submit weekly training registers to blades@essex.ac.uk
 Assisting with training and organisation of the team on match days.
 Organise transport for the team, whether that’s booking an SU minibus or
putting in train requests with the sports office.
 Booking and paying officials.
 Communicate any issues with Emma (bucs@essex.ac.uk) .
 Collect and drop off the captains pack each week.
 Ensuring that the team sheet and score sheet are completed correctly.
Please make sure that the writing is accurate and legible.
 Dealing with any issues that arise before, during or after a fixture.
 Knowledge of sport specific rules and regulations, in addition to general regs.
Training
All captains will be invited to a training session at the start of term and will be sent
a copy of all important BUCS documents.

BUCS captains training: Wednesday 3rd October, 4-5pm
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BUCS CAPTAINS PACKS
TEAM SHEETS – Captains must complete the sheet prior to the match. You will
need to provide a list of everyone who is playing and you must provide their first
name and surname (no nicknames). The verified column is in relation to checking
student cards. It’s important to always carry student cards (or the captain could
scan copies and keep them in the captains pack) and check the oppositions
card at the start of the match. Please make sure that you collect the team list
from the opposition and that both captains sign at the bottom.
SCORE SHEET – Please record the final score of the match and return in your
captains pack no later than Friday for Wednesday fixtures and Tuesday for
weekend fixtures. Some sports i.e. Squash will have an additional score sheet to
complete for further information such as number of sets won.
PLAYING UNDER PROTEST – This is to be filled out upon arrival, or during a fixture if
you are not happy with the conditions being offered i.e. BUCS ruling not being
adhered to. A copy can be found under Appendix 5. If you are in doubt please
check with us by phone (SU reception 01206 863211, BUCS phone 07935134538).
ACCIDENT REPORT FORM – This form must be completed for any injuries that take
place during a BUCS fixture, whether home or away. The form needs to be
completed in full and returned to the Students’ Union sports office no later than
one day after the incident occurred. We will organise first aid provision for all
campus based home fixtures on a Wednesday (either in the form of St John’s
Ambulance for outdoor sports, or Essex Sport staff for indoor sports).
REF/UMPIRE RECEIPTS – It is the responsibility of the home team to provide officials
and the responsibility of the captain to arrange payment on the day. The official
must sign the receipt to evidence that they have received payment. You will
need this receipt to claim back expenses.
SPORT SPECIFIC RULES AND REGS – Inside each captains pack will be a copy of
rules and regs specific to your sport. Please make yourself and your officials
aware of BUCS rules, but their will be a copy in your pack as a reminder of what
to do when situations arise.

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

BUCS OFFICIALS
REQUIREMENT OF OFFICIALS
In order to ensure that your team is meeting official requirements for your tier, please
refer to Appendix 2 on the BUCS website.
Please note that in order to be classed as ‘neutral’, the official must not be a current
student, staff member, member of the club (player or coach) or closely related to a
member of the team.
HOW TO BOOK OFFICIALS
The previous committee or captain should have the contact details for officials they
used. It is advised to build a good relationship with refs/umpires so that you can secure
them for future matches.
When booking an official, please get confirmation of their booking by e-mail. If you do
agree dates with them verbally please ask them to confirm this in writing also. If an
official was to cancel the job at short notice, you then have proof that the ref was
originally booked for the fixture.
Make sure to book officials in advance, for certain sports such as American Football all
refs need to be booked for the year upfront. If you are struggling to find officials please
contact bucs@essex.ac.uk asap so that we can help you to source someone. Make sure
to use all of your resources first, including your national governing body.
PAYMENT OF OFFICIALS
Most officials will be paid in cash at the fixture. The captain (or another elected team
member) will need to pay the official, ask them to sign a ref receipt and then claim the
money back through a sports expense form.
CANCELLATION OF OFFICIALS
If your match is cancelled due to weather, or the opposition cannot field a team on
the day please inform your officials as soon as possible to prevent them travelling.
If the official cancels the job within 48 hours of start time, inform the sports office asap
to see what the options are.

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

BUCS TRANSPORT
Transport costs for BUCS are all covered by our central budget, but please pick
the cheapest, most suitable method of transport to get your team to the match.
CAR – If you drive your own car to a fixture you are eligible to claim back 25p per
mile travelled. You can claim this back through a sports expense form. Students
who wish to drive will need to send a photo of their driving license (front and
back of card) and a copy of their insurance to blades@essex.ac.uk in order to
claim back any expenses.
SU MINIBUS – Clubs will have the cost of 1 x minibus tests covered in their budget.
Students must be 21 years old with a minimum of 3 years driving experience in
order to take the test. Once a qualified SU minibus driver, the buses can be
booked through the SU website HERE. Please book in advance as minibuses will
be allocated on a first serve basis.

TRAIN – We have a business account with Trainline and therefore usually works
out cheaper for us to book the tickets for teams. It also prevents players from
paying and claiming back costs.
Train ticket requests should be emailed to bucs@essex.ac.uk a minimum of 24
hours before your fixture, or you can drop by SU reception 4-6pm on Tuesday to
book your tickets for the next day. For weekend fixtures, please e-mail by Friday
10am. You will receive a confirmation e-mail when the tickets are booked, which
can then be collected from any ticket machine at any train station using any
debit card (you will not be charged anything).
COACH – These will only be booked if there are sufficient people and/or teams
going to the same area in order to make the coach cost effective. Emma Sainty
is in charge of booking coaches and will inform team captains the week before
a fixture if they have been allocated a coach. You must not book your own
minibus/coach with an external provider. Please contact bucs@essex.ac.uk for
any coach enquiries.
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SOCIALS
One of the best parts of being a member of a Sports Club is the social aspects.
We encourage our Sports Clubs to have regular social events, and to provide
options for all (e.g. non-alcoholic socials or non-alcoholic options at socials).
However, it is essential that all socials are conducted in a positive, safe and equal
environment.
Good practice at socials:
 A member of the Sports Club executive (usually the Social Secretary) should be
responsible for the organisation and running of the social. This executive
member should remain sober and in control at all times to ensure the safety of
all members.
 Avoid any controversial and/or possibly offensive games and activities (e.g.
Reaction, Roastings).
 Ensure that nobody feels forced or pressured into an activity.
 Everybody should have the ability to say no to anything, without any
consequence or guilt.
 An opportunity for Sports Club members to provide feedback on socials should
be in place. A First Year or Social Representative would be the ideal
committee member to receive this feedback and pass it on to other members
of the committee.
 Ensure discriminatory language, chanting and behaviour (e.g. racist,
homophobic, sexist, xenophobic, anti-Semitic) is avoided.
Locations of socials
Please consider that holding socials in University accommodation may be a
breach of your accommodation contract, and is the main complaint we receive
from the University. It is important you read the terms and conditions of your
contract before holding any social events at your accommodation. Please be
respectful of others living in your accommodation and others in the local area
when holding socials.
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SOCIALS
Initiations/Hazing
As per the Students’ Union Alcohol Policy, signed by Sports Club Presidents at the
start of each year, the following events and behaviour is not endorsed or
condoned by the Students’ Union:
 An initiation and/or Mothers and Daughters/Fathers and Sons are events in
which members (often new members) of the club are expected to perform
any activity as a means of gaining credibility, status or entry into that club.
 Any event where peer pressure is placed upon members of a particular club
and may involve the consumption of alcohol, eating concoctions of various
food stuffs, nudity, any behaviour that may be deemed humiliating and any
activity which includes physical violence.
Although we strongly do not condone initiations and hazing, we are aware that
these activities can still happen ‘underground’.
It is important that as executive committee members you understand why such
activities are not endorsed and should not be conducted. You may see it as a
harmless welcome for new members, a bit of fun, but that’s not how everyone
sees it.
Initiations and hazing can put off potential members/players, create
uncomfortable or intimidating atmospheres and ruin someone's experience of
that sport or even the University. It can be seen as bullying or abuse, and have
serious consequences.
There have been cases of students who have been subjected to initiations or
hazing leaving University, being arrested/given a criminal record, and in some
tragic cases, losing their lives.
Sadly, this has happened abroad and across the UK in previous years, and a
quick search online will provide you with such news stories, highlighting the
devastating outcomes that initiations and hazing can cause.
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SOCIALS
The majority of students that arrive at Essex will be 18 years old (or some even
younger), just out of full-time education and living away from home for the first
time. They may be impressionable and want to show off to senior members of a
Sports Club. It is therefore vital that you as senior and committee members are
respectful, responsible and welcoming to all.
Please don’t feel the need to conform to ‘tradition’ and hold initiations for new
members. It doesn’t matter if you think an initiation has always happened in your
club and you think it’s normal, it isn’t. Be the change that you want to see and
stop initiations and hazing from happening in your Sports Club.
Any Essex Blades Sports Club found to be holding, condoning or taking part in any form of
initiations or hazing will be subject to disciplinary action against both the club and individuals
responsible.
The University has implemented a new anonymous reporting system for anti-social behaviour. It
will be reported, so don’t do it!

Offensive social activities/themes
Please also consider the implications of any fancy dress themes! You may not
deem them as offensive, but others may do. A list of some potentially offensive
themes that we do not endorse our Sports Clubs taking part in are listed below:
White T-Shirt Parties. These are banned by the Students’ Union and all SU
venues due to the often discriminatory language written on the T-Shirts.
Clubs found to be engaging in this social event will be subject to
disciplinary action.
‘Gender Bender’ – avoid using offensive terms such as these to label your
social event.
Cultural themes (e.g. Greek/Toga’s, Mexican) – we have a very diverse,
international campus and students may be offended seeing their culture
associated with drinking, nudity or anti-social behaviour.
If you are not sure if a theme is alright to proceed with, you can check informally
with Students’ Union Sports Office staff.
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SOCIALS
As a Students’ Union, we want to encourage you to do as many social events as
possible, including sober socials.
If you are not sure if a theme is alright to proceed with, you can check informally with
Students’ Union Sports Office staff.
If you are struggling for social events, here’s a list of ideas that may help:





























Recreational Sport sessions and big events (e.g. Colour Dash)
Essex Sport leagues/tournaments
Jump Street
Rollerworld
Ice-Skating
Day trips – London, Chelmsford and Cambridge are all accessible by train, as are
more local towns such as Clacton-on-Sea (Beach?!)
Watch live local Sport (There are loads of local sports clubs and events in a wide
variety of sports throughout the year, some are even free to watch!)
Watching big sporting events (e.g. NBA Play-Offs, Superbowl) as a team/club
Team meals – Breakfast, Lunch or Dinner!
Quasar
Bingo
Fireworks
Quiz Nights – the SU Bar holds one every week.
SubZero - Sports Fed, Milk It etc.
Games/Film Nights
Ten Pin Bowling
Paintball
Go Karting
BBQ by the lakes
Colchester Zoo
Cinema/Theatre Trips (Cine10 is on campus)
Charity Shop Socials – buy a full outfit from a charity shop. Keep the receipts and
count it towards your fundraising for club standards applications.
Sport-Swaps – invite another Sports Club to try your sport, then have a go at theirs.
Take part in a Volunteering Project as a group
Tour
Sports Awards/Internal Club Awards
Essex Blades Showcase Matches

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

FUNDRAISING
Fundraising is an essential part of being a Sports Club. You can do fundraising for
yourselves as a club (e.g. for new equipment) or for a charity that you would like
to support.
There are lots of creative ways that your club can fundraise, without having to
stand on the Squares all day selling cakes in the cold.
Here are some good ideas:
 Have a club piggy bank. Keep one for the club where every so often club members
can donate loose change. Ensure it is paid in regularly to your club account/to charity
at the SU Reception to avoid money going missing!
 Challenge another club to play a sport. Charge members pay a small fee to take part.
You can even have a refreshments stand for supporters. If that’s too easy, why not try
playing in fancy dress?
 Have a stall in the Squares. It doesn’t have to be a bake sale (although it can be!).
You could: sell milkshakes, guess the weight/contents of a jar, sell Krispy Kremes, play
non-alcoholic drinks pong for prizes, knock down tin cans for prizes, paint nails (link to
specific events e.g. Pride, St Patricks Day) or even do fitness challenges for a prize (e.g.
holding dumbbells the longest). If you would like to book a table for use in the squares,
please email su@essex.ac.uk in advance.
Tip: If you are selling Food or Drink, a member of your Sports Club committee must have
completed their Food Hygiene certificate. This member must also be present at the
fundraiser. Risk assessments will also be required for some activities, e.g. fitness challenges.

 Hold a Click project. Fundraise for equipment, coaching costs, etc. and get your
money matched by University Alumni. More details here. If you want personal playing
kit, ask members to donate money to the fund rather than pay separately. The money
will go further with the Alumni contribution.
 Sponsors/Donations. More information on sponsors/donations here.
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FUNDRAISING
 Hold a raffle. Ask members/local businesses to donate prizes.
 Perform a Sport Marathon. Whether it’s a 12-hour Tennis match or a 24-hour Row, it’s a
fantastic effort and something people will donate to support.
 Hold a Glitter stall in Sub-Zero or elsewhere. Charge a small fee for each person.
 Engage with large Students’ Union and University events. Freshers Week activities,
Fireworks night etc. You could sell candy apples, glow sticks or even play games.
 Donate equipment to a charity. Although this is not directly fundraising, you are
donating equipment that has cash value. The organisation you give it to may sell it
and use the money for its services, or donate it to those who need it. You can donate
Sports equipment (e.g. Boots, Trainers, Kit) to Boots2Africa, clear out your student
house at the end of the year and donate to Emmaus, or even speak to local charity
shops/organisations and find out specifically what they need.
 Living below the line. Buy a week’s food shop using only £5, raising money from
donations in the process. This links well to a charity that combats similar issues (e.g.
Colchester Food Bank).
 Organise a club dinner. Profits from ticket sales going to a selected charity or club
fund. You could hold a raffle or small auction on the night to raise additional money.
 Themed socials. Ideas include dressing up as princesses and ask each member to
bring a couple of pounds to be donated to Little Princesses Trust or wear football kit
and donate to Football Beyond Borders.
You can pay in cash that you have raised at the Students’ Union Reception using a
paying in slip. If the money raised is for charity (other than yourselves), please complete
a RAG form.
Tip: Paying money in! When fundraising, costs must come from profit. This means, if you spent
money on ingredients or equipment for the fundraiser, you must deduct those costs from the
amount you raised.
Here’s an example: £100 (raised in cake sales) - £20 (cost of ingredients) = £80 fundraised. You
would then pay £80 into the SU for either your club or to be given to your chosen charity.
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FUNDRAISING
Raising money offline/in-person
When raising money for charity offline, the cash raised can be paid in at the
Students’ Union Reception. If you have been raising money for your club, please
pay the money in using a paying in slip. If the money raised is for charity, please
complete a RAG (Raising and Giving) form.
Remember, you cannot use your club funds to pay for any fundraiser for an
external charity. Any expenses will need to be taken from the money raised – all
profits go to charity, rather than every penny.
EXAMPLE: £100 (raised in cake sales) - £20 (cost of ingredients) = £80 fundraised.
You would then pay £80 into the Students’ Union Reception for either your club or
to be given to your chosen charity.
Using Just Giving
If you would prefer to take online donations, you can set up a Just Giving page.
When setting up your page, list the charity as ‘Essex Students’ Union’ and email
blades@essex.ac.uk and sufinance@essex.ac.uk before you begin collecting
donations so we know to put the money in your account and confirm it has been
set up correctly. We have an account that will prevent you incurring charges.
You can also choose to fundraise for charities by listing them as the charity you
are fundraising for. Email a link to blades@essex.ac.uk so we can count it towards
the RAG total.

Tip: If fundraising for charity NEVER pay the money into your club
account. It becomes extremely difficult to get this money to the
charity you were raising the money for without breaking charity law.
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CLICK
 Click is the crowdfunding platform for Essex. Crowdfunding is funding a project
by raising lots of small amounts of money from a large number of people,
typically via the internet.

 Click is the world’s leading University crowdfunding platform.
 You don’t pay anything to have a platform.
 Match-funding! For every £1 raised on your platform, Click will also give you £1
up to a total of £250!

 To start a project, head to the Click website. You can also email
click@essex.ac.uk if you have any questions.
Tip: There is no limit to how
many Click projects you can
do in a year! Aim for lots of
projects up to £500 to maximise
matched contributions.
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SPONSORSHIP &
DONATIONS
Sponsorships and donations are an excellent way to fundraise for your Sports
Club. You can have multiple sponsors if you wish, and as many donations as you
like.
What is the difference between a sponsorship and a donation?
A sponsorship is different from a donation.
A sponsorship is where the person or organisation making the payment receives
a significant benefit such as having their logo displayed at an event, or being
allowed free or preferential rate access to an event.

A donation is where the payment is freely given and the donor receives nothing
in return but may receive a simple acknowledgement such as the donor’s name
being included in a list of supporters in a programme.
Donations are tax-free; Sponsorships incur VAT – so ensure you factor VAT into
your costs when arranging sponsorship!
Who can sponsor our club?

Almost anyone, with the exception of any organisation that is a direct competitor
of an SU or University venue (e.g. Bars, Restaurants, Gyms). Some good
organisations to approach for sponsorships include:
 Local businesses, particularly in the Colchester area or somewhere you play in
a local league.
 Graduate recruiters
 Companies you already use for services – e.g. Trophy companies, kit
manufacturers, equipment suppliers
 Businesses with an existing link to the University – e.g. those based at the
Knowledge Gateway
 Organisations who work directly with students – e.g. STA Travel
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SPONSORSHIP &
DONATIONS
How do we get a sponsor and what should we ask them for?
We’ve created a helpful Essex Blades Sports Club Sponsorship Proposal Guide,
which should answer a lot of these questions.
There is a huge amount you can offer a potential sponsor, and lots that are
unique to each sports club. Just remember, the more you are offering them in
return, the more you should be charging them.
Once you have created your proposal, start sending it out to organisations you
think may be interested. There are some examples on the previous page.
Organising a final agreement with a sponsor
Once you have engaged in discussions with a potential sponsor and you are
happy to proceed, please get in touch with blades@essex.ac.uk where a
member of staff will help you complete the final agreement.
Please also do not complete an agreement or sign anything without speaking to
a member of staff! This is to ensure you are not getting ripped off, but also that
the agreement is legitimate and the final details (e.g. payment method) can be
arranged smoothly. Agreements are not valid until signed by SU staff.
Donations

Donations can be made at anytime of year and can come from anybody! Often
friends, family and alumni will be able to make small donations to your club,
particularly when supporting a Click project.
Some Alumni may even be interested in donating to the club regularly and setup a direct debit payment. If your Sports Club Alumni are interested in doing this,
please email blades@essex.ac.uk for more details.
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VOLUNTEERING
To achieve Club Standards, all Sports Clubs are expected to volunteer as a club
throughout the year.
Volunteering offers the chance to give something back to the community or
make a difference to the people around you. It also provides an opportunity to
develop new skills or build on existing experience and knowledge. And more
often than not, it’s good fun.
Here are some great ways for your club to volunteer during the year:
 Volunteer with the vTeam! Our SU-led vTeam provide a variety of volunteering
opportunities during the year. It could be a one-off project, placement or regular
project. Check out more information about the vTeam here.

 Visit a local care home.
 Help out at University open days.
 Help out at big Students’ Union events (e.g. Colour Dash, Fireworks, Mass Participation
Sports events)
 Assist Essex Sport with their events (e.g. wildcats)
 Dog walking.
 Clean up litter on campus or in the local community. Pickers can be provided!
 Help coach your Sport at a local club or school.
 Help pack bags at supermarkets.
 Stewarding events in your Sport (e.g. Park Run, Dance competitions).
 Help a local charity/organisation with their project or event.
 Help a national charity/organisation with their campaigns. A great example of this
would be helping Stonewall by selling Rainbow Laces.

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

VOLUNTEERING
Additionally, all Sports Club committee members are volunteering their time
throughout the academic year, possibly without realising.
When you coach your club session for free, give up your time to attend an Essex
Blades General Meeting or training session or even when you’re doing admin
work for your Sports Club – you are volunteering.
We want to ensure that the fantastic work you do is recognised. We’ve teamed
up with our vTeam to ensure our members can log their volunteering hours
throughout the year, in an easy and practical way.
To start logging your hours, you can create your Volunteering profile here:
https://www.essexstudent.com/volunteering/profile/
At the end of the year, or at the end of your time
at Essex you can print off your volunteering hours in
a format similar to a CV. It’s a great way to
document all the wonderful volunteering you
completed, but it’s also very handy when applying
for jobs in the future!

Tip: To achieve club
standards, committee
members are required
to log their
volunteering hours.
It’s much easier to do
as you go along,
rather than rushing to
complete it in April!

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

SOCIAL MEDIA

Social Media pages will be ONE of the main ways that Essex Blades Sports Clubs
are promoted to current and potential new members. It is also the main way to
promote club activity to other members of the University community, sponsors,
family and friends, National Governing Bodies and other partners.
With all the above considered, it is therefore essential that all Essex Blades Sports
Club social media pages are active, but that all posts are appropriate.
To ensure that all content on Essex Blades Sports Club pages is appropriate, we
have put together an Essex Blades Social Media Charter including a list of ‘Do’s
and Do Not’s’ to help our clubs follow good practice.
Sport is for all – and our Sports Clubs should act as ambassadors for this message
by making sure they are inclusive and welcoming of all new members.
You can find the social media charter on the next page. This is an essential club
document that needs to be signed and returned over the summer.
Tip: If you don’t have any club
social media pages, start one
up! It’s a great way to promote
your club activity to current
and potential members.
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ESSEX BLADES SOCIAL
MEDIA CHARTER
DO’s


Support other Essex Blades clubs & individuals share their success.



Use appropriate images/videos and language.



Engage with the wider community (e.g. local
clubs, campaigns).



Tagging/linking Essex Blades, use hashtags.



Post videos, interesting content.



Display sportsmanship and respect at all times.
Be a positive competitor.



Promote all training sessions/matches – make
accessible to all.



Update all scores & results - Celebrate all teams
within your Sports Club, whether they win or lose.



Engage positively with other Essex Blades
accounts.



DO NOT’s


Swearing or abusive language.



Discrimination.



Negative comments about rivals or members of
your club.



Promotion of alcohol/drugs.



Racism/cultural appropriation/sexism.



Negative comments towards other Sports or Sports
Clubs.



Post controversial opinions.



Put down other Universities or their competitors.



Post about initiations – they are banned!



Post photos of the same friends within club –
always post whole club photos to avoid cliquey
atmosphere.

Protect privacy – check permission before
posting photos.



Only post success of elite squad or first teams –
clubs are made up of lots of teams and members.



High quality content – including spelling,
grammar & images.



Do not like/share/retweet any content that is
offensive or breaches any other points of this
charter on Essex Blades Sports Club accounts.



Promote inclusiveness and participation (not just
competition).



Do not use Essex Blades accounts to follow
inappropriate accounts.



Post regularly. Active pages are more appealing!





Post about socials e.g. end of season
meals/celebrations. However, do not post
pictures of excessive alcohol.

Don’t have more than three people working on
content for your accounts – this will lose style and
consistency.



Be enthusiastic and welcoming to all!



Use wider campaigns to promote your activity
e.g. This Girl Can – you may also get extra
publicity and other benefits from it.
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Tip: Make sure you get log-in
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
To become an official member of a Sports Club, you must have a membership
for that Sports Club. This can either be done through the Students’ Union Website,
or via the Students’ Union Reception.
Sports Clubs have varying levels of membership. Clubs may offer a free social
membership as well as having a paid memberships required to attend training
sessions and compete in matches.
It is vital that your members are registered and have the correct membership for
the following reasons:
 No membership, no insurance – if you are not a registered member of that
Sports Club, you are not insured against injury whilst taking part in that Sports
Club activity.
 Stay up to date with club information – a Sports Club Exec can use the
Messaging Admin function on the Students’ Union website to email all
members with important information. If you are not a member, you will not
receive this message.
 Ensure training sessions are properly managed – in some sports, training
sessions may have to be limited to competitive teams. It is easy to manage
who is eligible for a competitive team if those attending have got the correct
membership.
 Elections – if you are not a member of your Sports Club, you cannot stand in or
vote in any elections within that Sports Club.
 Budget – if your club requires income from your members to cover some costs
(e.g. Coaching), it is essential members that are using those services have paid
the required membership prior to taking part and are therefore contributing to
the cost.
Tip: All Sports Club memberships
expire on 31st July each year. Make
sure to get your new one from the
1st August!
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
Deciding your Sports Club Membership
Due to the varied cost of running each Sports Club, some may be required to
charge membership fees in order to cover all costs. Clubs can have several
different membership tiers based on what each membership includes. Here’s an
example:
- BASIC MEMBERSHIP (£0) - allows the member to attend Come & Try sessions
and Trials, vote in club elections, added to the club mailing list, attend socials
and means they are insured against injury whilst at Come & Try sessions and
Trials for the Club.
- PLAYING MEMBERSHIP (£20) - includes all benefits of Basic Membership but also
allows the member to attend all club and team training (where applicable)
sessions with qualified coaches during the academic year and enter
competitions.
The Students’ Union Sports Office will suggest some prices for your membership
fees, however the final decision will be that of the Sports Club Exec Committee.
All members need the basic free membership, however only competitive
members require the playing membership.
Editing your Sports Club page on the SU website
The easiest way to make a change to your Students’ Union webpage, is to make
the
request
to
a
member
of
staff
via
this
link:
https://rae69.typeform.com/to/Q8EN3S
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
Welfare Questions
When joining a club or purchasing a membership, you will be asked a few
welfare questions.
This information will be held confidentially by the Students’ Union and the
relevant Sports Club, only to be used in the event of an emergency. Please
ensure these are accurate and up to date.

Elections
Each Sports Club Executive Committee is elected, as those of you reading this will
have been. You must be a member of your Sports Club to stand in or vote in an
election.
Elections for the following academic year take place towards the end of Term 2,
with a by-election held in Term 3 for any unfilled positions. An election box will
appear on your Students’ Union webpage during the dates the elections are
open.
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
Messaging Admin (via the Students’ Union website)
Messaging admin will be one of your key tools for communicating with members of
your Sports Club during the year. It is an internal email system that contacts all
members of your Sports Club via the website, without the need for you to type in
everyone’s email addresses.

Access is restricted to a maximum of 3 exec members per Sports Club, in the order
below. This is to ensure members are not spammed with constant emails that lose
their value.
1. President
2. Communications Officer
3. Publicity Officer (if Communications role not applicable)
4. Secretary/Social Secretary (if Communications and Publicity Officer roles not
applicable)
5. Vice-President (if Secretary/Social Secretary, Publicity and Communications
Officer roles not applicable)
Using Messaging Admin:
1. Log into the SU Website as you would to buy a club membership or purchase a
night out ticket.
2. The relevant committee members will now have an option in the top right corner
called ‘Site Admin’. Click this, and your Sports Club should appear.
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
3. Click the name of your Sports Club. The following dashboard will appear. Click
‘Messages’

4. Choose ‘Send email’. You can also check your drafts and sent items from this
main ‘Messages’ page.

Tip: Please use Messaging Admin responsibly (it can be taken away!), but do remember to use it!
It’s a great way to contact all club members and ensure they receive your correspondence.
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CLUB MEMBERSHIPS/
USING THE SU WEBSITE
5. Ensure you are selecting the correct boxes on the ‘Send Email’ page.
• Make sure it is sent ‘From’ and ‘Reply To’ your Essex Email account,
otherwise you won’t receive the replies!
• Clicking ‘To’ will allow you to add all of your club members to the email
you send.
• Add a Subject and attachments (if applicable)

Tip: You can also check who has purchased your various memberships by using the ‘Sales
Reports’ tab on admin tools and adjusting the dates where necessary.
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PROMOTING YOUR CLUB
There are lots of excellent ways to promote your club, and many reasons why
you should do it throughout the year. Sports Clubs should not just rely on Freshers
Fair for their promotion and recruitment as not all students are on campus or
even at the University by then, some may not find your stall, others may be
interested in other Sports at that point etc.
The key message is – keep up the promotion of your club all year round. Promote
your training sessions, results, socials, volunteering, fundraising and everything else
that makes your club amazing. It will boost your publicity at the University and
may help you recruit that superstar player.
Here is a list of ideas to help promote your club:
 Use Social Media, in particular the Facebook Freshers group. There are
thousands of students on this page so it is an easy way to bring attention to
your club, whether it be through encouraging people to come to training,
watching a home game or to visiting your stall on the Squares.
 Wear club training kit around campus. Wear your hoodies, shorts, tops etc.
around campus to promote your sport and show people that you’re an active
club. This is club promotion whilst going about your normal day!
 Sponsorship – Some of our clubs have sponsorships with various business, giving
them discounts on their products. Sponsors will also promote your activities and
support you.
 Rebel. Have a piece written in student magazine Rebel about your Sports Club.
You can find out more information here: https://www.essexstudent.com/rebel/

 Attend student Meet & Greets. These are held at the beginning of each year
for a vast number of communities at Essex, including International, Part-Time,
Postgraduate and LGTB+ students. Pop along, bring some information about
your club and watch your membership grow!
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PROMOTING YOUR CLUB
 Do some volunteering/fundraising. By volunteering your time or doing some
fundraising for your club or a charity, you will be out representing your club.
Wear club kit and shout about the good things you’re doing on social media. If
you email blades@essex.ac.uk in advance, we’ll help promote your activity as
well.
 Have a stall on squares. Linked to the above. You can do a lot with a stall on
squares, including demonstrate your sport, sell food and hold competitions.
Remember to check out the Events on Squares page of this document for
more details first though.
 Use banners or boards. Print out a large banner with the club name on it, or an
Instagram board which you can get people to take photos in and then
upload to your social media account.
 Use your Sports Club Mailing List. If you seem to be lacking numbers at training,
email your mailing list to see if anyone who signed up but didn’t follow through
with joining is still interested. Here’s more detail how to use your mailing list.
 Accommodation runs. Post leaflets/flyers through accommodation and target
specific areas that you know can link to your Sport. A great example is the
Table Tennis table in the common room above the Pavilion shop at Meadows.
 Be creative with your social media - Vlogs, Blogs, YouTube. Create a platform
where people can read or view information about your club, such as a
YouTube channel showing your highlights.
 Social sessions. Invite people to a fun training session through social media, or
even invite other clubs too with the incentive that they can count it as a sober
social!
 Hold a charity game. Organise a charity game whereby you charge a small
fee to people to play in a match, proceeds then go to charity. Counts as
fundraising too – and once again, it’s great publicity!
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CLUB TRAINING AND
LEISURE KIT
Leisurewear. Training kit. Merch. Stash.
Whatever you call it, wearing club clothing is a great way of feeling part of that club,
looking more professional and also giving your Sports Club some free advertisement.
We encourage all of our Sports Clubs to wear training and leisurewear to matches,
training and even around campus for the reasons listed above. Here are some tips
around ordering Sports Club Training/Leisurewear:


Order from the same supplier. It sounds silly, but it has happened in the past
where members of Sports Clubs have ordered leisurewear that doesn’t match! If
you don’t know any suppliers, local company Andreas-Carter Sport offer official
Essex Blades clothing and even have a dedicated website. However, there is no
obligation to use this company. If you find another that is more suitable or have
someone you already use, you are welcome to do so.



Keep clothing and text consistent. This includes having the same name of your
club written on the back rather than various alternatives (e.g. Essex Blades
Women’s Football Club, UEWFC, Uni of Essex Women’s Football)



Leisurewear must be purchased by the individual. As it is often personalised with
names and sizes are unique to that individual, it cannot be purchased from your
club budget.



Could you include leisurewear in your membership?
It’s easy to do. Contact the SU Sports Office for help with
this. We’ll add some questions (e.g. Size, Initials) to the
welfare questions asked when a membership is
purchased and send the information to you so you can
place the order.



Use of the Essex Blades/Essex SU logo. Please email
blades@essex.ac.uk for high quality versions of our logos.
Blades pointing down, not up!
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team and may even
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WELFARE
The Welfare of our members is of huge importance. Each club is required to have a
designated Welfare Officer who is responsible for ensuring their members are happy,
healthy and safe in all aspects of club activity.
Some examples of good practice that can be adopted by the Welfare Office from
each Essex Blades Sports Club include:
 Complete the First Aid Training organised and funded by the Students’ Union. Each
Sports Club is granted money in their budget each year for a member to
complete a basic first aid course. This is a short, but insightful course that will be a
great benefit to your club. Clubs can have more than one member take the
course if they wish. The cost of additional members completing the course will be
charged to the club non-budget fund at £30 per person.
 Share good First Aid practice. The St John Ambulance website includes a First Aid
advice section, giving first aid advice for parents but also looks at life saving first
aid techniques, like the primary survey for assessing casualties, and describe in
detail the role of a first aider. This first aid advice section from St John Ambulance
examines a range of common conditions and explains how you can treat them
using first aid. Here’s the guide: http://www.sja.org.uk/sja/first-aid-advice.aspx

 Encourage your members to take care of themselves. Whether is ensuring positive
mental wellbeing through relaxation or meditation, or encouraging members to
take a free heart screening through the charity Cardiac Risk in the Young
(www.testmyheart.org.uk) – it is important you look after your members. Ensure
everyone feels welcome and included in the club, check up on people you
haven’t heard from in a while and encourage your members to use free support
programmes such as Silver Cloud and Chat with Charlie.
 Ensure your members are actually members! Ask all members of your club to get
the relevant membership for your club on the Students’ Union website. If they are
not a member, they are not insured against injury whilst taking part in training,
matches or competitions. It also ensures the collection of welfare information such
as allergies, medication and emergency contact details. Use your attendance
registers to monitor participation and cross-reference this with your membership
list.
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WELFARE
 Familiarise yourself with the serious accident/emergency procedure:
 Ensure there is no immediate danger to you or the casualty.
 Ensure comfort and safety of casualty but do not move them.
 Find a First Aider immediately:
o Sports Centre Staff
o St John’s Ambulance
o Campus Security
o Registered Sports Therapy Students
 Do not directly call ‘999’, you must call Campus Security on ‘2222’ (from a
University landline) or 01206 872222 from a mobile who will liaise with the
Emergency services.
 If the individual requires hospital treatment, the team captain should inform the
injured student’s emergency contact of the current situation.
 If a student from another University is injured whilst playing on University of Essex
campus, please follow the above procedure and liaise with their captain. Inform
the SU!
IF YOU ARE AWAY FROM THE UNIVERSITY:
 Contact Emergency Services (Dial 999)
 Ensure comfort of casualty but do not move them
 Ensure the safety of the rest of the group
 Contact the University Information Desk 01206 872222 and state:
o Your name and where you are calling from
o The club/students involved
o The nature of the incident
o The name of the hospital where the casualty has been taken
o The name of any police officer involved
IF A STUDENT REQUIRES HOSPITAL ATTENTION:
 Ensure a minimum of 2 students stay with the injured person, and accompany them
to Hospital. It is recommended that 1 of these individuals is a Captain or ViceCaptain.
 A member of the team with a driving licence and car should attend the Hospital as
well if possible.
 Any expenses incurred (e.g. Taxi fare) will be fully refunded as long as a receipt is
provided.
 The team captain should inform the injured student’s emergency contact of the
current situation.
 The rest of the team should return back to the University at the end of the fixture,
but maintain contact by phone.
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WELFARE
 Ensure socials are conducted in a positive, safe and equal environment. Avoid any
controversial and/or possibly offensive games and activities. Ensure that nobody feels
forced or pressured into an activity, and that everybody should have the ability to say
no to anything, without any consequence. Socials are one of the best parts of being
part of a Sports Club, so make sure everyone feels welcome and enjoys them.
 Introduce a mentor scheme. Rather than the Welfare Officer being required to check
on each club member, the mentor scheme allows for other members to care for one
another. Introduce this at the beginning of the year, pairing new members with an
existing member with similar subjects, commitment to the club and other interests if
possible. Existing members are there to offer support for first years if they may have any
questions or issues at all with the club, socials, their subject or university life in general. It
is recommended that you ensure mentors are having one or two meetings each term
in order to make sure members feel supported. If there are any issues at all which the
mentor feels unable to deal with these should be fed back to the Welfare Officer
either privately or at a committee meeting, if appropriate.
 Ensure accident report forms are submitted, even if there was a near-miss rather than
an accident. It’s important that the risk of accident and injury is as low as possible, so
even if someone didn’t get hurt but they nearly did – send blades@essex.ac.uk an
accident report form. It may highlight unsafe equipment or activity that could save
someone in future!
 Complete Bystander Training. Student Support offer Bystander Intervention workshops
helping to equip you with the skills needed to help those around you who may be
being sexually harassed. Not only do the workshops teach people the skills to help
diffuse situations of sexual harassment, but also aims to give you the confidence to
speak up if someone uses victim-blaming language, or racist, sexist, or homophobic
language.
More information for Welfare Officers is available in our Essex Blades Welfare Guide,
including information on Tour and a general guide to medication.
If you have any serious issues which have been presented at all, especially with regard to
conflicts in the club, discrimination or bullying which as a club you do not feel
comfortable dealing with then please do not hesitate to email blades@essex.ac.uk
where a member of the Sports Office or the Essex Blades Welfare Officer will be able to
provide confidential assistance.

www.essex.su/sport

Need a hand? Email
blades@essex.ac.uk

CLUB STANDARDS
Standards are an award given out to clubs who have clearly demonstrated their
commitment to not only their sport but to the development of their club.
Clubs are also rewarded for providing volunteering, fundraising and social
opportunities for their members. There are 3 standards; Bronze, Silver and Gold with each standard requiring greater club commitment to achieve.
Being recognised for any club standard is a fantastic achievement, but it takes a
truly exceptional club to achieve gold standard.
Below is a table including some of the requirements to achieve each club
standard.
STANDARD

VOLUNTEERING
EVENTS

SOCIALS

COMMITTEE
MEETINGS PER
TERM

FUNDRAISING

Bronze

2

4

2

£200

Silver

4

8

3

£500

Gold

5

12

4

£800

How to apply for club standards
Complete the club standards application form and send it to
blades@essex.ac.uk by the deadline stated on the form. If you have any
questions contact a member of staff by using the same email address.
Club Standards are awarded at the annual Sports Awards evening each year,
with the club being presented with a framed certificate.
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KEY CONTACTS
Students’ Union
The Students’ Union Sports Office head up all Sports Club activity,
including BUCS and Just Play. They will be your main contact points
for anything related to your Sports Club.
NAME

JOB ROLE

EMAIL

HOW CAN I HELP?

Dominic King

Sports
Development
Manager

dsking
@essex.ac.uk

Overall Sports Strategy, Sports
Development, Finance
Enquiries, invoices, expense
forms, credit card purchases,
BUCS Strategy and General
Sports Enquiries

Lewis Higgins

Sports
Coordinator

lhiggins
@essex.ac.uk

Expenses, Budget checks, Club
development, SU Website,
Memberships, Training & facility
bookings, General sports
enquiries.

Emma Sainty

BUCS & Events
Coordinator

esaint
@essex.ac.uk

BUCS (entry, fixtures, travel,
officials), Enquiries from
captains, Travel for club
trips/competitions, Derby Day,
Sports Awards.

Rob Neale

Just Play
Coordinator

rn17727
@essex.ac.uk

Just Play related enquiries,
including guidance on
volunteering & professional
development opportunities &
information on large events.

Frances Onyinah

VP Student
Activities

fonyin
@essex.ac.uk

RAG, Tour, Club/Welfare Issues,
Disciplinary procedure

Tip: The majority of your communication with the contacts listed will be via email,
so ensure you are checking your emails regularly!
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KEY CONTACTS
Students’ Union
We also have some general email addresses if you are not sure who
to contact:
blades@essex.ac.uk – for any Sports Club/Essex Blades enquiry.
bucs@essex.ac.uk – any BUCS enquiry.
justplay@essex.ac.uk – any Just Play enquiry.
derbyday@essex.ac.uk – any Derby Day enquiries.
We also hold a number of drop-in sessions at the Students’ Union
Reception each week to help with any urgent enquiries.
Appointments do not need to be booked. The Blades drop-in
sessions at the Students’ Union Reception will be:
Monday 12-2pm | Tuesday 4-6pm | Thursday 12-2pm
You can also call us on 01206 863211 or 07935 134538 (out of hours
phone).
Sports Centre
The Students’ Union will deal with all your facility bookings, so please
contact them in the first instance. However, in the event of an
emergency please call 01206 873250.
Other advisable contacts include local clubs, National Governing
Bodies (e.g. Essex FA) and Active Essex.
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GLOSSARY
Need help with something quickly? Click the key word below to be
taken to the relevant page in this referral guide.
Accounts
Alcohol Policy
BUCS
• Captains
• Captains Pack (team
sheets, score sheets etc.)
• Individual Championships
• League/Cup
• Officials
• Points
• Transport
• Walkovers
Budget
Budget report
Club Constitution
Club Development Plan
Club Inventory
Club promotion
Club Standards
Club training sessions
• Booking additional
training sessions
• Cancelling training
sessions
• Pre-season/Off-season
training
• Strength & Conditioning
Coach payment
Coaching
Code of Conduct
Committee training
Development meetings
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Donations
Elections
Equipment ordering
Equipment storage
Event permission
Events on Squares
Expense forms
Freshers Fair
Fundraising
• Click
• Fundraising ideas
• Just Giving
• Paying in money
Handovers
Key contacts
Leisure & Training kit
Lockers
Member insurance
Membership
Playing memberships
Rebel
Referral Guide
Registers
Risk Assessment
Selling food & drink
Social Media
Social Media Charter
Socials
• Good practice
• Initiations/Hazing
• Location
• Sober social ideas

• Themes
Sponsorship
Sponsorship agreements
Student mixers
SU Staff drop-in sessions
SU webpage
• Admin access
• Editing your page
• Using Membership admin
Volunteering
• Volunteering ideas
• Volunteering log
Welfare
• Accident forms
• Bystander Training
• Chat with Charlie
• Emergency First Aid plan
• First Aid training
• Mentoring
• Silver Cloud
• Welfare questions

Need a hand? Email
blades@essex.ac.uk

