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Introduction from your Vice President 
 

My name is Megan Richardson and I am your elected student Vice President.  

As you can already tell, my job role entails the support, encouragement and development of sports and societies at the University as well as helping improve 

your student experience as a whole. As well as playing badminton for Scotland for 6 years, I was involved in S&S clubs through coaching the badminton team, 

being part of the netball team and a member of the Podiatry society. 

 

I believe that there is no better way to get involved, gain confidence and meet new friends than to participate and involve yourself in a new club or society. To 

receive student feedback on Sports & Societies, I sit as the chair of the Sports & Societies committee who meet 2 times a semester to discuss where 

improvements can be made for our QMUSU clubs and societies.  Throughout the year I meet regularly with teams and societies to monitor their progress and 

development. The Grand Ball gives me the chance to note and reward achievements at the end of the year. My aim this year is to support a record number of 

students to engage in S&S at QMU – so this is your time to #GetInvolved! 
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Students’ Union Structure 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



3 
 

 
 
The QMUSU Team 
The staff and elected officers at QMUSU are here to help you get the most from your time here and to ensure your activities run smoothly and safely. If you have 

any questions, concerns or comments please do not hesitate to get in touch with us.  

Megan Richardson - Vice-President – mrichardson@qmu.ac.uk  

Megan oversees all sports and societies. Part of her role as your Vice-President is to ensure the continued success of the SU’s membership and activities. 

Aislising Ni Bhrolchain - Sports and Societies Officer - ssofficer@qmu.ac.uk 

Aisling is the Sports and Societies Officer this year and she primarily assists the VP. Aisling also aims to make positive changes at QMU and is happy to listen 
to any feedback which can be taken forward to the S&S Committee. 

Derek Hainey - Finance Administrator - dhainey@qmu.ac.uk 

Derek ensures the effective administration of all aspects of Students’ Union finances. He is responsible for the presentation of financial management 
information and the development of the Students’ Union’s financial systems. He processes all the Sports & Societies ‘pay ins’ and claims. He maintains all 
budgets so that S&S Committees can see how much they have in their accounts. 

Arin Podder - Commercial Services Manager - apodder@qmu.ac.uk 

Arin manages Maggie’s. He will arrange Match T’s or event bookings. Feel free to contact Arin to discuss venue hire or fundraising events during term time. 

Dave Kydd - Union Affairs Assistant - dkydd@qmu.ac.uk 

Dave will assist you with the administration of your club/society. This ranges from room bookings, minibuses, fixture rearrangements and printing. It’s 
essential that you keep Dave well informed and get him the information he needs on time. 

Also in the SU team: Heidi Vistisen (Student President),  Kirsten  Baird (Manager), Cristina Zani (Comms), Cecile Guilloteau (Welfare & Representation) 

Sarah MacDonald – QMU Sports Centre Manager - SMacDonald1@qmu.ac.uk 

QMU Sports work closely with the SU team. Sarah manages the University Sports Centre and offers a range of facilities and services. Sarah ensures we 

provide a safe, friendly and informative environment for all customers, so you can enjoy your chosen sport to the full. Sports Centre staff will provide you 

with a high quality service and are very happy to assist with any questions. 

mailto:mrichardson@qmu.ac.uk
mailto:ssofficer@qmu.ac.uk
mailto:dhainey@qmu.ac.uk
mailto:apodder@qmu.ac.uk
mailto:dkydd@qmu.ac.uk
mailto:SMacDonald1@qmu.ac.uk
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A word from your Sponsor – Barrie Wilkins (Floorplay Events) 

First off, welcome back for another year of Sports & Society at Queen Margaret.  I am delighted to be working with you for a 3rd consecutive year as your Events 

Partner/Sponsor here at Queen Margaret University.  Floorplay Events work directly with your student union to ensure the smooth delivery of the events 

available to you here at QMU and to help generate income for each club. 

For those who have just joined a Sports or Society, I am delighted to welcome you to a whole list of benefits available to you as a member under the terms of 

your Sponsorship available.  

For those that don’t already know we are delighted to welcome you to your very own S&S sponsor night every Wednesday at WhyNot Club: - Love 

Wednesday. Last year myself and your Students’ Union got together to develop a weekly night where you can go to with your peer’s after matches or any 

activities you may be doing as a club and mix with other groups from QMU.  

Love Wednesdays is your night and we want you to have your input with regards to how it is run. 

As an extra bonus this year we have released a brand new student card exclusive to you here at QMU: - The Floorplay Gold Card, offering a range of student 

exclusive student discounts.  
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S&S Committee 

The Sports and Societies Committee informs and supports the work and activities of S&S at QMUSU. The Committee discuss matters raised by S&S members. The 
Vice President chairs the committee with the support of the Sports and Societies Officer. 
 
Membership of the S&S committee is open to six members of sports and six members of societies. Members have a responsibility to discuss issues with other 
students and represent the views of the student body to affect real change!  
 
If you wish to approach any of the S&S committee regarding any queries, questions or ideas, the 2016-17 S&S committee are as follows; 
 
Chair: Megan Richardson  
S&S Officer: Aisling Ni Brolchain  
Secretary: Dave Kydd 
 
Sports:  

- Blayne Beck (Netball) 
- Katie Graves-Morris (Tennis) 
- Daniel Shoch (Men’s Basketball) 
- Isabel Canepa (Volleyball) 
- Judit Agusti Aranda (Women’s Basketball) 
- Iona Bell (Badminton) 

 
Societies: 

- Stephanie Lee (Good Food Society) 
- Jamie Millar (Vegan Society) 
- Kieran Sweeney (Anime) 
- Catherine Leask (Cheerleading) 
- Lewis McDonald (First Aid Africa Society) 
- Robbie Kennedy (Running Club) 
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Team & Society Committees (how to form, meetings, elections, positions, handover) 
 
The Committee 
Every Club or Society must have a Committee. The structure of a committee varies, but as a minimum there should be a Captain / President, a Vice Captain / Vice 
President and a Treasurer. Other Committee roles can be allocated according to need (e.g) Secretary, Social Secretary etc.  
The Committee should work together to ensure all the key responsibilities are met: 

 Conduct of members 

 Safety of members 

 Maintaining good communication with SU inclusive of updates and financial planning 

 Promotion to recruit new members during Freshers’ Week 

 Keeping an inventory of equipment for its security and good maintenance 
 
Captains and Presidents - Must keep the club running and are accountable for decisions of appointed committee members as well as the behaviour of all 
members when representing QMUSU. They are the main contact with the Students’ Union.  

 
Vice Captains and Vice Presidents – Support the Captain/President to run the club and are responsible for the running of the club in the absence of the Captains 
and Presidents, and are accountable for decisions which are made. 
 
Treasurer - Responsible for the financial well being of the club and is expected to have good understanding of financial procedures and budget status and work 
with the finance administrator on budgets and fundraising. Some of the duties and responsibilities may include: 

 Budget management 

 Cash flow management. 

 Reviewing accounts monthly 

 Keeping accurate records of spending 

 Identifying income sources 
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Presidents & Captains Captains Only 

 Room Booking  BUCS 

 Administrative procedures (postponements, cancelations etc.)  Mini bus booking 

 Financial Procedures including budget control  Training booking and cancellation 

 Insurance  Match rules and requirements 

 Website  Pitch Hire for matches 

 Equipment and storage  Ref contacts 

 Sponsorship & Union events  First aid box requirements  

 

Electing a Committee 
 
All committees must hold elections at the end of the academic year to select the committee for the following academic year. Elections must take place at a 
General Meeting of the club/society and members must be given advance notice. Only members of the club/society can stand for election and vote in elections. 
Voting should be done in person at the meeting by secret ballot. Further advice on holding elections is available from the SU. 
 

How to handover to the new committee: 
 
To ‘handover’ means to give up your committee position and pass over all the really important information and skills to the new committee member who is 
taking over your role. A good committee handover will give your new committee members the support they need, as well as allowing the society to develop 
further and build on all the hard work you’ve put in this year. It’s useful to keep a folder all year with important paperwork etc to hand over to the new 
committee. 
 
There is lots of information that you need to handover to your new committee. We would suggest that your run your own handover session and create a 
handover document for them. Remember, some of the things that may seem obvious to you are completely unfamiliar to a new committee member who may 
not know anything about the SU or running a society.  
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What to include in your handover document: 
 
Society/club constitution   Committee Roles and Responsibilities  On going issues or plans 
Minutes from meetings   Budget, accounts and details of money  Passwords for email accounts, websites etc. 
Records of members    Mailing Lists      Records of sponsorships 
Examples of successful publicity  Details of equipment     List of useful contacts – bookings, sponsors etc. 
If you can, leave your contact details with a new member so that if they need to ask you about something important then they can contact you in an emergency. 
Handover anything physical such as inventory, equipment, keys etc.  
 
Please ensure that the incoming Captain is aware that they must book all pitches well before the start of the season – All fixtures are available to view on the 

BUCs website from August. Please have all pitches / venues booked by 31st August for the coming season. 
 

Branded Clothing 
 
This year our kit provider is Rhino. In addition to providing kit for our sports teams they also provide QMU branded and personalised clothing for societies. For 
more information contact your Vice-President or visit www.rhino-teamwear.com  
 

Grand Ball 
 
Our annual Grand Ball is a time to celebrate and reward Sports and Societies for their hard work and achievements throughout the year. 
 
The event includes a sit down dinner, an awards ceremony and an after party. It is important to note that while the SU does all it can to accommodate everyone 
who wants to go the sit down dinner has a capped number of seats and tables regardless of the venue, therefore not everyone may get a ticket to the dinner. 
Information on ticket allocation will be circulated to all Captains/Presidents nearer the event.  
 
It is also important to mention that each team and society will be asked to nominate individuals for specific awards such as the captains award, blue, half blues 
or colours awards. More information on when and how to do this will be circulated nearer the time.  
 

 
 

http://www.rhino-teamwear.com/
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Finance  
 
Budgets  
 
The SU receives a limited amount of funding from the University for S& each year. We endeavour to split this funding as fairly as possible between all S&S and 
it’s important you follow the guidance for budget requests. 
 
You will be issued a budget request to complete and return to the SU. Before completing the form, you should review the current year spend and also do 
calculations with regards to the basic costs of running your club/society costs (room bookings, resources, entry fees, affiliation costs, training costs, facility hire, 
transport costs, officials etc) You must be realistic and no amount is guaranteed. 
 
Deadlines  

 Budget Forms will be emailed out during the first week of June. 

 Deadline for completed funding requests forms to be received by the Student vice President is 31st July.  

 The Student Vice President and Finance Administrator will meet to discuss completed forms in mid August.  

 A letter confirming agreed budget for the coming year will be sent to the committee by 31st August  
 
Ensure that you have all committee signatures on record by 15th September (no funds can be issued until all signatures obtained!)  
 
 
Budget Review  
At the end of December/beginning of January it is best practice to review budget spend that has already been used and what is still required for each club & 
society. This may free up some funds that can be re-allocated to others who may have been refused funding or who may require extra.  
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Forms : There are 4 forms in use for Sports & Societies, (see end of document or  www.qmusu.org.uk )  
 
Claim Forms  
The Treasurer from any club/society can submit a claim form for core and non-core spend. The form must be signed by all three committee members. Receipts 
or Quotes must be provided with the claim form. Claims in advance must be followed up with a receipt within 48 hours.  
Once claim received it will be forwarded to the Vice President for authorisation, the treasurer should also be advised that the claim will be paid as soon as 
possible but it may take over 24 hours to process due to availability of staff. The Vice President will then forward the form to the Finance Administrator to 
arrange payment.  
 
Match Official Receipt  
This form is used to pay for umpires and referees and is for home matches only. The treasurer can claim the costs in advance, but we must have the signed form 
back within 24 hours after the match. As with Claim form it must be approved by the other two committee members and submitted with supporting evidence of 
costs. Failure to return paperwork by the next working day may lead to the pre-payment being withdrawn. 
 
Pay-In  
Clubs & Societies must complete a pay-in form when submitting fundraising monies; membership fees; affiliation fees or donations for deposit to your Core 
and/or Non Core budgets. You must be given a receipt before leaving – this receipt must be filed and kept by the treasurer of your sport or society.  Money 
should be deposited with the SU within 3 working days of being received by the club/society. 
 
Representative Sport Funding Request 
All students who are competing in representative Sport competitions must contact with the Vice President with regards to competing. You should then complete 
the Representative Sport Funding form no less then 3 weeks in advance and attached any backup with regards to costs should be attached to the form.  
The Vice President will agree amount to be funded and depending on the amount this will be dealt with by cash or bank transfer. The general rule is that 
anything over £50 will be paid by BACS. 
 
Monthly Reports  
At the end of each month the Finance Administrator will ensure all a report of the Core and Non-core accounts is updated. This will be emailed to the treasurer 
with a note that they should check this against their records and advise if any discrepancies.  
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Sport and Society Kickback 
 
When you pay for your S&S insurance you receive a keyfob. This keyfob entitles S&S members to discounted entry at Love Wednesday (£2) and Kono Fridays at 
Lola Lo.  The keyfob system tracks your attendance at nights provided by our sponsor Floorplay Events – in turn generating money for your club.  Every time you 
pay to enter one of these nights £1 is put back into your club and £1 is put into a Sports and Societies Fundraising pot.  
 
Fundraising/Events 
 

In addition to any funding provided by the SU, all sports and societies are required to undertake at least two fundraisers during the academic year in order to 

help contribute to the running costs of the club.  

There are a variety of ways to do this but at least one of the fundraisers must be in Maggie’s Bar & Café.  To arrange an event in Maggie’s contact Arin Podder, 

Commercial Services Manager, on apodder@qmu.ac.uk 

If you want to book space in the main University building you should contact assist@qmu.ac.uk to check availability. Demand for tables is very high so you must 
be organised in advance.  If the fundraiser involves home baking and food preparation, the Captain / President must complete a Cake Sale form which can be 
found here: http://www.qmusu.org.uk/top-menu/sports-societies/forms-essentials/fund-raising-event 

 

Counting House 

Societies this one is ideally for you!  

We know that societies have struggled to find anywhere which can provide 'space' to rehearse or put on shows. Through working with The Pear Tree we have 

managed to secure a relationship with The Counting House - a popularly used Fringe Venue - to provide our students with accessible space on specific days 

throughout the week. Whether it be rehearsals, performances or a dinner or ball, The Counting House can be a pre booked space in the centre of Edinburgh for 

the total sum of nothing - it's FREE! (..if you just buy a few drinks when you're there, book in advance and say thank you!)  

Address;    38 West Nicholson Street, Edinburgh, EH8 9DD. To make a booking contact your VP on mrichardson@Qmu.ac.uk 

mailto:apodder@qmu.ac.uk
mailto:assist@qmu.ac.uk
http://www.qmusu.org.uk/top-menu/sports-societies/forms-essentials/fund-raising-event
mailto:mrichardson@Qmu.ac.uk
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Printing 
To arrange printing the committee must submit a Claim Form to the Union Affairs Administrator. 
 
Printing is charged at: 
A4 Black and white - £0.10 
A4 Colour - £0.15 
A3 Black and White - £0.11 
A3 Colour - £0.16 
Printing will be available for collection no sooner that 24 hours after the claim form is submitted and this should be considered by the committee when placing 
the order.  
 
 

Health & Safety/Risk Assessment 
 

The health and safety of Society members is of the upmost importance to your Students’ Union. As a committee member you have the responsibility of leading 

others and therefore have a duty of care to ensure that they are not exposed to foreseeable risk of injury as far as you reasonably can.  

Risk assessments: 

It is essential to carry out a risk assessment for all S&S activities.  This does not need to be complicated but should take into account all the obvious risks  

associated with your activity and any measures necessary to prevent them. A sample risk assessment form can be found at the end of this booklet. 

Reporting an accident/incident: 

At the time of the accident/incident it should be reported to all appropriate officials e.g. sports venue staff, opposition, event organisers etc. 

All accidents and incidents must be reported to SU within one working day and an accident report form must be filled in. This form can be found at the end of 
this booklet. 
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Sports Rules and Regulations 
 
It is the responsibility of all captains, to know, at the very least the general rules for your sport. On the BUCS website make use of the search feature to look up 

any thing you’re unsure of.  

You should be familiar with the following key areas. 

 Eligibility  

 Conditions of play 

 Match officials  

 Fixture Administration  

 Postponed and abandoned matches  

There are the two main governing bodies for University sport in Scotland: 

BUCS - British Universities and College Sports is the national organisation for higher education sport in the UK. 

 
Each week your scores need to be logged in to the BUCScore system to submit scores from your home matches by the SU. You must get 
the information to the SU in good time as detailed below. 
 

Scores 
 For home games played on a Wednesday you must email the Union Affairs Administrator – union@qmu.ac.uk and dkydd@qmu.ac.uk before 10am the 

next morning which is the deadline for submitting scores.  

 For Home games played on a Saturday you must email the Union Affairs Administrator – union@qmu.ac.uk and dkydd@qmu.ac.uk 
before 10am the following Monday morning which is the deadline for submitting scores.  

 
It is your responsibility to ensure that the correct scores are emailed to the SU before the deadline as you may be forced to forfeit matches or pay for fines due 
to late reporting or changing any inaccuracies with BUCS. 
 
Please also double check the BUCS website to ensure that away results have been entered correctly by the other institution. 

mailto:union@qmu.ac.uk
mailto:dkydd@qmu.ac.uk
mailto:union@qmu.ac.uk
mailto:dkydd@qmu.ac.uk
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Rearranging Fixtures 
 
If a team is having problems and may not be able to take part in a fixture please inform the SU immediately. Please be aware that due to the strict BUCS rules 
this may result in your team taking a walkover and possibly a fine. If this decision is taken last minute then the team will still have to pay transport costs. 
 

 If you need to re-arranged a match, you must email the Union Affairs Assistant – union@qmu.ac.uk and dkydd@qmu.ac.uk as soon as you know you 
cannot compete.  The fixture will need to be negotiated directly contact the opposing teams Union. 

 Teams must provide a valid reason, in line with BUCS guidelines, and 3 alternative dates. 

 If a suitable alternative date can be agreed with the other University, it should be updated by the home University on BUCS. location.  

 If a rearrangement cannot be agreed, due to no satisfactory reason or insufficient advanced warning the outcome will be a ‘walkover’. This means the 
team concedes to the other team who are automatically given the points for the game and would lose 3 of their own points. This is a last possible resort 
and should be avoided whenever possible. If needs be involve SSS for support to prevent this.  

 
You can view all upcoming games and results by logging on to www.bucs.org.uk 
 
All committees are supplied with the standard issue BUCS handbook, providing a comprehensive break down of all rules and regulations. If you lose your 

rulebook, all regulations can be found on the BUCS website:  www.bucs.org.uk 

 

 Scottish Student Sport (SSS) is established to ensure quality and breadth in well-managed sporting programs, increasing and 

promoting involvement in physical activity, and aiding and supporting the development of appropriate professional structures and systems throughout sport in 
higher education in Scotland.  
 

Governing Bodies for Individual Sports  

In addition to BUCS & SSS all sports teams are required to affiliate to the governing body of their specific sport. This will usually include a team affiliation fee, 

paid for from the core budget – remember to include this in your core budget application – and a player registration fee. Each team member is responsible for 

their own player registration. 

mailto:union@qmu.ac.uk
mailto:dkydd@qmu.ac.uk
http://www.bucs.org.uk/
http://www.bucs.org.uk/
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Sport Centre Bookings  
 
To book QMU Sports Centre for training or a match, a member of the committee must first check availability with the sports centre by emailing the 
sportsreception@qmu.ac.uk  or enquiring in person at the sports centre reception 
 
You must also know where the funding for the booking is coming from to pay for the hall booking. Has it been agreed for regular training or for matches in your 
core budget? If not, do you have sufficient funds in your non-core budget? This must be made clear as the invoices are addressed to the union.  
 
Once hall/astroturf availability and funding is confirmed you should e-mail the SU on union@qmu.ac.uk to request the booking. The e-mail must contain the 
following information:   
 

 Date(s) and time(s) of booking(s)  

 Purpose of booking e.g. training, home match etc  

 Which budget is paying for the booking (Core / Non-Core)?  
 

All bookings and/or cancellations must be approved and finalised at least 48 hours before use of the facilities.  

 
External Sports Facility Bookings 
 
Before booking an external facility you must know where the funding for the booking is coming from. Has it been agreed for regular training or matches in your 
core budget? If not, do you have sufficient funds in your non-core budget? 
 
External facilities should be instructed to invoice QMU Students’ Union for the attention of the Finance Administrator. 
If you are struggling to locate a venue for your home games, a variety of pitches can be booked here - http://www.edinburghleisure.co.uk/venues/sports-pitches 

 
Sports and Societies Insurance and Key Fobs 
 
To participate in any Sport or Society Activity insurance cover is mandatory. The insurance policy covers full and part-time students for a range of major 
accidents and includes accidental death. After joining a sport or society post Freshers’ Fair, this must be purchased and collected by the 31st October. 
 

mailto:sportsreception@qmu.ac.uk
mailto:union@qmu.ac.uk
http://www.edinburghleisure.co.uk/venues/sports-pitches
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QMUSU operate a tiered insurance system, which can be can purchased by following the below 5 steps… 
 
Step 1. Visit www.qmusu.org.uk and click on the S&S Insurance link which will take you to Skiddle 
 
Step2. Choose the relevant level of insurance for you activity:  
 
High risk  
Basketball, Camogie, Cheerleading, Dance Society, Football, Gaelic Football, Hockey, Volleyball, Netball, Rugby and Snow Sports Society. 
(Cost for 2016 -  £15.75 for the academic year). 
  
Medium risk  
Badminton, Cobweb Theatre, Comedy Society, Drama Society, Good Food, Musical Theatre, Running Club, Tennis and Table Tennis. 
(Cost for 2016 -  £10.55 for the academic year). 
  
Low risk  
Anime, Christian Union, Dietetics, Exchange Club, Film, First Aid Africa, Islamic Society, Occupational Therapy Society, Photography, Coppafeel Uniboob, 
Nightingale Choir PAWS, Podiatry Public Speaking, Radiography, SNP, Psychology and Writer’s Society. 
(Cost for 2016 -  £8.00 for the academic year). 
 
Step 3. Complete payment on the skiddle website.  
 
Step 4. Print out the payment confirmation details and bring to the Student union Reception where this information will be used to confirm that you are covered 
to take part in your chosen activity. 
 
Step 5. The Student Union will issue you with a Sports and Societies membership key fob on confirmation of payment, which you must show when requested at 
any time while participating in Sports and Societies activities.  
 
In the case of an accident, it is your responsibility to ensure that the students involved completes an Accident Report Form no later one working day from the 
accident (a copy of the form is attached to this document). 

 
 

http://www.qmusu.org.uk/
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Kits  
 
The SU will support the purchase of kit as much as it can however funds are limited. Teams must draft a kit order for approval by the Student Vice President 
before ordering from the supplier. Our supplier this year is www.rhino-teamwear.com 
 
Before a match, the kits MUST be signed out from the office 24 hours before a match and should be returned before 12pm on Friday. (If a Saturday Match, kit 
must be returned by 12pm on the following Monday). Teams are responsible for cleaning and maintaining kit. The SU will not replace damaged kit. Some team 
captains choose to keep their kits themselves, however it is important to state that it is therefore their responsibility to ensure none are lost or damaged 
otherwise; 

 Please check the kit is clean and there is no damage to it or the bag. 

 Failure to return clean kit will result in a £10.00 fine per day.  

 Damage to the bags or kit will result in a £25.00 fine.  

 Lost kit will result in a fine depending on price of each strip 

 
Umpires 
 
It is the club’s responsibility to organise all umpires for their BUCS fixtures. If you’re having difficulty finding an umpire please get in touch with Scottish Student 
Sport (SSS) or the Union Affairs Assistant. Before fixtures, referee receipts should be collected from SU Reception, completed, signed by the referee and returned 
to the SU attached to a cash claim form after the match has finished  
  

Room Bookings  
 
Room bookings must be made at least 48 hours in advance.  
Sports and Societies can book rooms using the University systems: http://timetable.qmu.ac.uk/celcatlive/#%5Csv0158%5CTT_201516_B 
Use your University log in. If you are unsure there are instructions to help.  
Please note that the room is NOT confirmed until you receive an email to confirm this.  
All academic rooms must be booked from and to quarter past the hour. Bookings can be made in blocks of up to 5 weeks. 

 
 

http://www.rhino-teamwear.com/
http://timetable.qmu.ac.uk/celcatlive/#%5Csv0158%5CTT_201516_B
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Travel to Fixtures and Events 

 
There are several options when organising transport to a fixture or event. You must ensure your budgets covers this: 

 Public Transport  

 Private Vehicle (If you choose this option the Captain MUST ensure that the tax, MOT, insurance and servicing are all up to date) 

 Minibus Hire  (The SU can book a minibus for you if you have a driver - see below) 
 

Minibus Booking  
To book a minibus a member of the committee will contact the Union at least 7 days in advance, supplying the following information:  

 Dates and times of hire,  

 Number and size of vehicles required,  

 Who the driver(s) will be,  

 Whether the booking is to come from Core or Non-Core budget.  
 
N.B. The Students’ Union insurance does not allow students to drive vehicles larger than a 17-seater (including driver).  
 
In order to drive a minibus the driver must be: 

 Over 21,  

 Has been driving for 3 years or more  

 Has a full clean license.  

 Vehicles must only be used for direct travel to and from fixture venue. Deviation from these routes is a direct violation of QMUSU’s insurance policy. 
Captains are advised to check over the conditions of the vehicle, noting any damages or faults before departure. Any damage inflicted to the vehicle must 
be reported to the Students’ Union immediately. 

 MINIBUS MUST BE REFUELLED BEFORE IT IS DROPPED OFF – the money for this can be claimed back afterwards on production of a valid receipt.  
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Vehicle Insurance 
 
As with all vehicles, the minibus you have booked will require insurance to cover the period that your Sport / Society are using the vehicle. 
 
Please ensure that you request at the time of booking that the Union Affairs Assistant completes the Endsleigh Temporary Additional Vehicles for Students' 
Union Insurance document: 
https://www.endsleigh.co.uk/business/education/forms/students-union-temp-vehicle/ 
 
The Students’ Union will take a copy of the driver’s license of the proposed driver and hold it on file, however you must inform the Student Union at each 
booking, who is driving and if there have been any endorsements to their license at every subsequent booking. 
 
When collecting the keys each driver will be:  

 Asked to sign a Waiver to confirm they still have a clean licence.  

 Assigned a First Aid Kit for use during the period of their hire. 

 Provided with insurance paperwork to cover for the period of the hire. 
 
The above first Aid kit and Insurance documentation must be returned to the SU reception on the next working day. Failure to do so will result in a fine of £10 
per day.  
 
Vehicles must be refuelled before returning to campus, and a claim form to recover the costs can be submitted to the Student Union for same day processing. 
Any fines imposed by the Minibus hire company for vehicles returned which have not been refuelled will be paid by the Sports Club or Society responsible for the 
hire and not the Student Union. 

 
 
 
 
 
 
 

https://www.endsleigh.co.uk/business/education/forms/students-union-temp-vehicle/
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Queen Margaret University Students’ Union 

Sports & Societies Code of Conduct 
 

All QMU students are members of the Students’ Union unless they opt out and are bound by the regulations set out in the Students’ Union constitution. 
 

QMUSU aims to provide all of its members with the support and guidance they need to achieve success. The Membership Code of Conduct sets out the standard 
of conduct the Union expects of its members and that it believes is consistent with helping the overall membership get the most from their student experience. 
 
For purposes of the Code a ‘member’ subject to this code shall include a member of any club, group and/or society operated by, or operating within, QMUSU 
and which would otherwise be held accountable through their committee members, either individually or collectively to the University and/or the Students’ 
Union. 
 
QMUSU and the Board of Trustees have an ongoing responsibility to their membership as a whole and therefore have the right to suspend or terminate 
membership if in the event, a member’s conduct is found to be in breach of this code, or any part thereof. 
 
Failure to comply with the Code of Conduct constitutes misconduct and may result in students being referred to the University’s disciplinary procedures. 
 

Members of Clubs, Societies and Students of Queen Margaret University agree to: 
 

 Operate in a manner which promotes inclusion and personal development for all members. 

 Operate in a safe and supportive manner. 

 Compete in a manner of good sportsmanship, regardless of the nature of the competition, when representing the Union and the University in a sports 
fixture. 

 Operate within the rules of the sport/activity including national guidelines which govern the sport/activity. 

 Not use any form of peer pressure. 

 Not carry out, take part in or promote ‘initiation’ ceremonies. 

 Not be unduly intoxicated at any event or activity where such behaviour could be deemed unacceptable or unprofessional. 
 

 During social events to be aware of behaviour and the impact on others, particularly members of the local community. 

 Not to consume alcohol whilst being transported to or from any activity organised under the umbrella of the Union or the University. 
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 Comply with the Union financial policies governing the use of funds to clubs and societies. 

 Report any concerns for the health and safety or welfare of its members. 
 

The following shall constitute misconduct under the S&S Code of Conduct: 
 

 Violent, indecent, disorderly, threatening, abusive or offensive behaviour to any other person - staff, student, official or visitor.   

 Abusive, threatening or offensive language (verbal or written – including social media websites) to any other person - staff, student, official or visitor.   

 Action likely to cause injury or impair safety on Union or University  premises; 

 Harassment, including racial or sexual harassment and harassment on the grounds of disability of any other person - staff, student, official or visitor. 

 Damage to, or defacement of, Union or University  property or the local community caused intentionally or recklessly  

 Misuse or unauthorised use of University premises or items of property (including computer misuse,  fire alarms or fire extinguishers). 

 Failure to comply with the Union Financial Regulations and with any decision on the use of Union funds made by a properly constituted body of the 
Union. 

 Failure to comply with the Union regulations for hiring and driving minibuses. 

 Failure to comply with the Union Regulations for conduct of elections and meetings. Behaviour which could bring the Union or the University into 
disrepute 

 Failure to report, within 14 days, any criminal conviction or any driving licence penalties, for any member that is responsible for driving any vehicle for 
and on the Union’s behalf 

 Failure to abide by Union and University policies and procedures. 
 

Breach of Code 
 
If QMUSU receives information which indicates an activity or member has breached this Code it shall take appropriate action and /or sanctions.  A range of 
sanctions are available to  QMUSU dependent on the breach, including the withdrawal of funding from and/or the dissolution of any team or society found to 
have breached the code.



  

 
 

 
 

Regulations for Home Baking & Student/Staff Cake Sales – Stall in 1875 

East Lothian Council Environmental Health Department have advised QMU that to comply with 
legislation students/staff wishing to organise home baking and cakes sales as a one off event must 
follow the guidelines as detailed below: 
 
1. A designated kitchen that has the appropriate facilities should be used which includes; 

A wash hand basin. 
Clean hygienic surfaces. 
Ambient & chilled storage facilities. 
Clean protective clothing must be worn during production. 
 

2. A designated person with appropriate FOOD HYGIENE training and certification must take charge of 
the exercise. This person should complete the application form. (See below) 
 
3. The ingredients are purchased from a recognised supplier e.g. supermarket.  
 
4. Only LOW RISK items should be prepared e.g.  Tray bakes, Ginger cake / Banana cake/ Victoria sponge 
/ dry biscuits are all good examples to choose from. Products that require refrigeration should not be 
offered for sale.  
(Unless students/staff can provide complete temperature traceability.) 
 
5. Goods should be offered for sale either covered or packaged to avoid contamination and tongs/gloves 
are used when handling unwrapped foods items. 
 
6. Labelling – can be set up via a PC. 

 Label details to include name of food and ingredients. 

 Location produced i.e. “QMU Student Cakes” 

 Best before date   
 
7. Allergies - someone will have to look at this with reference to nuts / egg / milk etc in the products, 
www.food.gov.uk  provides the information together with ingredients. 
 
8 If cakes and other products are purchased e.g. from COSTCO, this should be made clear at the stall. 
Retain labelling and best before dates. 
 
9. Queen Margaret University reserve the right to: 
a. Prevent stall holders with poor hygiene or a history of complaints from taking part. 
b. Stop a stall holder from selling goods which are deemed unsuitable.  
  
Students/Staff who wish to book a table in 1875 for authorised fund raising events should email the 
Facilities Team, either through the estates department janitors@qmu.ac.uk or through the ASSIST self 
service portal, ‘porterage request’.  
Please note space is limited and booking in advance is required.  
 

 

 

http://www.food.gov.uk/
mailto:egault@qmu.ac.uk
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REQUEST FOR BAKE SALE IN UNIVERSITY REFECTORY. (1875) 

Nominated person in charge of the Bake 
Sale: 

  

 

Are you food Hygiene trained and hold a Food Hygiene Certificate? YES NO 

 

Names of other persons who will be 
preparing and cooking food items:  
 
Are they Food Hygiene trained and hold a 
Food Hygiene Certificate? 

 

 

Address where food items will be 
produced: 

 
 

 

 

 
Where will ingredients be purchased? 

 

 

 

 
What food items will be produced and 
how many of each? 
 

 

 

How will the food items be transported 
from place of production to the stall? 

 

 

 
Will any food items be ready made? If so 
where were they bought? 
 

 

 

Signed:  

Date:  

Please return the completed form to assist@qmu.ac.uk 
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Date 
Completed 

Page 
Number 

Person completed 

sheet handed to. 

A SEPARATE RECORD SHOULD BE FILED FOR EACH PERSON INVOLVED. It should then be removed and handed to the 

person or Department noted on the front cover of the book for safekeeping. 

ACCIDENT REPORT FORM 

1. Details of person involved in accident.  
Name:…………………………………………………………………………………………………………………………………………………………………………… 
Address:…………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………… 
Postcode:………………………………………………………………………………………………………………………………………………………………………. 
Occupation:…………………………………………………………………………………………………………………………………………………………………… 
Department:…………………………………………………………………………………………………………………………………………………………………. 

2. Details about person filing this report.  
If you did not have the accident but are filing the report, place your details below. 

Name:…………………………………………………………………………………………………………………………………………………………………………… 
Address:…………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………… 
Postcode:………………………………………………………………………………………………………………………………………………………………………. 
Occupation:…………………………………………………………………………………………………………………………………………………………………… 
Department:…………………………………………………………………………………………………………………………………………………………………. 

            /          / 

3. Description of incident. (Use the back of this form if more room required.)  
A) Give time and date when accident occurred.  Date:……………………………….  Time:………………………………… 
B) Give place of accident (Room/Dept./Area):……………………………………………………………………………………………………………… 
……………………………………………………..……………………………………………………………………………………………………………………………… 
C) Give details of how the accident occurred with cause if known:……………………………………………………………………………… 
………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………… 
D) Give details of any injury suffered by person involved:……………………………………………………………………………………………. 
…………………………………………………………………………………………………………………………………………………………………………………….. 
E) Sign and date this record before handing to nominated record keeper, whose name is on the front of book. Please 
also write the date and the name of the person you handed this record to in the 2 boxes at the top of the sheet. You 
may take a copy of this record for your own records. 
 
Signed:……………………………………………………………..  Date:…………………………………………………………………. 
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General Risk Assessment Form 

 

Date: (1) 

 

Assessed by: (2) 

 

 

Checked by: (3) 

 

Location:  (4) 

 

Review date: (5) 

 

 

Task / premises: (6) 

 

 

 

 

Activity (7) Hazard (8) Who might be 

harmed and how 

(9) 

Existing measures to control risk (10) Risk rating (11) Result 

(12) 
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Action plan (13) 

Ref 

No 

Further action required Action by 

whom 

Action by 

when 

Done 
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Notes to accompany General Risk Assessment Form 

(1) Date: Insert date that assessment form is completed.  The assessment must be valid on that day, and subsequent days, unless circumstances change and 
amendments are necessary. 
 

(2) Assessed by: Insert the name and signature of the assessor.   
Checked by:  Insert the name and signature of someone in a position to check that the assessment has been carried out by a competent person who can 
identify hazards and assess risk, and that the control measures are reasonable and in place.   The checker will normally be a the chair of the team/society or 
a SU staff member  
 

(3) Location: insert details of the exact location, ie building, floor, room etc 
 

(4) Review date: insert details of when the assessment will be reviewed as a matter of routine.  This might be in 1 year’s time, at the end of a short programme 
of work, or longer period if risks are known to be stable.  Note that any assessment must be reviewed if there are any significant changes – to the work 
activity, the vicinity, the people exposed to the risk, etc 
 

(5) Task / premises: insert a brief summary of the task, eg use of misc electrical equipment or event involving equipment set up/decoration etc. 
 

(6) Activity: use the column to describe each separate activity covered by the assessment.  The number of rows is unlimited, although how many are used for 
one assessment will depend on how the task / premises is sub-divided.    
 

(7) Hazard: for each activity, list the hazards.  Remember to look at hazards that are not immediately obvious.   
 

(8) Who might be harmed and how: insert everyone who might be affected by the activity and specify groups particularly at risk.  Remember those who are 
not immediately involved in the work, including cleaners, young persons on work experience, maintenance contractors, Estates personnel carrying out 
routine maintenance and other work. Remember also that the risks for different groups will vary.  Vulnerable groups could include children on organised 
visits, someone who is pregnant, or employees and students with known disabilities or health conditions (this is not a definitive list).  
For each group, describe how harm might come about, eg an obstruction or wet patch on an exit route is a hazard that might cause a trip and fall; use of 
electrical equipment might give rise to a risk of electric shock; alcohol at an event could cause an accident. 
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(9) Existing measures to control the risk: list all measures that already mitigate the risk.  Many of these will have been implemented for other reasons, but 
should nevertheless be recognised as means of controlling risk.  For example, bar staff have training not to serve those who are already drunk, electrical 
team on hand who know how to handle equipment etc. 
 

(10) Risk Rating: the simplest form of risk assessment is to rate the remaining risk as high, medium or low, depending on how likely the activity is to cause harm 
and how serious that harm might be.   

 The risk is LOW - if it is unlikely that harm would arise under the controlled conditions listed, even if exposure occurred, the injury would be very slight. 
 The risk is MEDIUM -  if it is more likely that harm might actually occur and the outcome could be more serious eg minor physical injury. 
 The risk is HIGH - if injury is likely to arise (eg there have been previous incidents, the situation looks like an accident waiting to happen) and that injury 

might be serious (broken bones, trip to the hospital, loss of consciousness), or even a fatality. 
 
(11) Result: this stage of assessment is often overlooked, but is probably the most important.  Assigning a number or rating to a risk does not mean that the risk 

is necessarily adequately controlled.  The options for this column are: 
 

 T = trivial risk.  Use for very low risk activities to show that you have correctly identified a hazard, but that in the particular circumstances, the risk is 
insignificant.  

 A = adequately controlled, no further action necessary.   If your control measures lead you to conclude that the risk is low, and that all legislative 
requirements have been met (and University policies complied with), then insert A in this column. 

 N = not adequately controlled, actions required. Sometimes, particularly when setting up new procedures or adapting existing processes, the risk 
assessment might identify that the risk is high or medium when it is capable of being reduced by methods that are reasonably practicable.  In these cases, 
an action plan is required.  The plan should list the actions necessary, who they are to be carried out by, a date for completing the actions, and a signature 
box for the assessor to sign off that the action(s) has been satisfactorily completed.   

 U = unable to decide. Further information required.  Use this designation if the assessor is unable to complete any of the boxes, for any reason.  
Sometimes, additional information can be obtained readily (eg from equipment or chemicals suppliers, specialist University advisors) but sometimes 
detailed and prolonged enquiries might be required.  Eg is someone is moving a research programme from a research establishment overseas where health 
and safety legislation is very different from that in the UK.   

 For T and A results, the assessment is complete.           For N or U results, more work is required before the assessment can be signed off.  
 
(13)  Action Plan. Include details of any actions necessary. Identify someone who will be responsible for ensuring the action is taken and the date by which this 

should be completed. Put the date when the action has been completed in the final column.  
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