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Committee Induction 

Overview 
Congratulations! You have either been elected by your peers to take the responsibility of running 

your Society for the 2017/18 academic year, or taken the first step to setting up your very own 

Society. This is an important step in your life while here at Salford and we guarantee it to be one 

of the most rewarding. It’s no easy feat to help run a Society, which is why we at your Students’ 

Union will be here to help you every step of the way!  

This guide will give you an overview of the Union, how it works, where you as committee 

members fit in, and the main point of information that all committee members need. You can 

then refer to the other handbooks on the Committee Hub as needed. This guide is designed to 

accompany the committee induction video which is also embedded on the Committee Hub.  
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What is the Students’ Union? 
The Students’ Union is a charity (number 1138093) of student-elected representatives, whom 

work to ensure the University experience for Salford students is the amazing, life changing 

experience it should be. It is a non-for-profit organisation and completely independent from the 

University, working entirely for students, with the aim of helping you love your life at Salford. As 

a charity, it is governed by charity law, which has implications on how it runs and how it spends 

its money, ensuring everything is geared towards students. When students register with the 

University, they automatically become a member of the Union, making the Union’s total 

membership for 2016/17 over 60,000. 

Mission, Vision, & Values 

Our Mission (why do we exist): 

We exist to serve students and inspire them to lead their development. 

Our Vision (what we want to be):  

To be the outstanding organisation in the UK for delivering a positive student experience. 

Our Values: 

We are………. 

• Passionate: being enthusiastic and believing in students  

• Devoted to Integrity: owning our behaviour and practicing what we preach  

• Dedicated: having an in-depth understanding of all our students and their needs 

• Ambitious: using innovative thinking to be the best 

• Open: being transparent, accountable, sharing ideas and information 

• Enthusiastic about Equality: bringing fairness and equality of opportunity into 

everything we do 
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Services 
The Union runs a range of services for students, click on a logo to find out more: 

 

  

  

 

 

 

 

 

 

How does the Union work? 
The organisation is headed by a Trustee Board, the members of which are placed there in trust 

of the students to ensure the Union is running for the students. Currently, the Board is made up 

of four student trustees, four external trustees, and for 2017/18, your five elected Sabbatical 

Officers – (from left to right) Jon-Connor Lyons, Kobby Ofori, Zamzam Ibrahim, Famous Dekeri, 

,and Emily Vos-Bevan. The Students’ Union 

President is the head of the Trustee Board. 

Your sabbatical officers are your officers, 

elected each year through the Students’ Union 

elections by the students and sit in office for 

one calendar year from July. Something 

interesting to note, is that all of these officers 

served on Society committees last year, so 

you’re well represented.  
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Student Democracy 
The Union is all about giving more power back to students so they are well represented, and have 

as much say in how the Union runs. For 2016/17, the Trustee board devolved powers to two 

student bodies, which make more “on-the-ground” decisions for the Union.  

The first of these bodies is the Union Council. This is made up of your five elected sabbatical 

officers, ten executive members, five volunteer elected officers, and twenty randomly selected 

students.  

The Volunteer Elected Officers are 

elected in October every year by 

Salford students, and serve for one 

calendar year. They represent five 

areas of work:  

• Societies and Sport 

• Community and Wellbeing 

• Liberations 

• International 

• Academic 

Student Executive 
Each of these Officers chairs a Student Executive specific to their area, and the executive 

members of the Union Council are taken from these Executive (two from each). The Student 

Executives have devolved power from the Union Council, in the same way that the Union Council 

have devolved power from the Trustee Board.  They are broken down as follows: 
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The Societies and Sport Executive determines the outcome of funding applications, approves 

policy, looks to make improvements specific to its area, approves or dissolves societies, reports 

any issues to Union staff or where appropriate, Union Council, as well as much more. They meet 

in the first week of each month from September through to May. Societies have four 

representatives on the Student Executive from the following areas: 

• Academic 

• Cultural/Faith/International 

• Liberation 

• Other 

Positions in the Student Executive are announced by the Student Opportunities Coordinator as 

and when they need to be filled. The current process to apply is through application, and the 

Volunteer Elected Officer and Sabbatical Officer whom sit on the Executive appoint the positions.  

All of these are designed to give more power and say back to students.  

Staff & Structure 
The Union is headed up by the Senior Leadership Team (SLT) which is made up of the CEO and 

two directors. They are line managed by the Trustee Board. From there, the Union splits in two. 

On one side we have the enablers, and on the other side, the creators. The idea being that the 

enablers enable the creators to create. 

Trustee Board 

Senior Leadership Team 

Enablers Creators 

Student Communication 

Atmosphere Kitchen & Bar Student Engagement & Advice 

Finance Student Opportunities 
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Student Opportunities 
Societies fall under the Student Opportunities department, and have the department’s largest 

pool of students. It is the largest department in the Union and has four main areas of working: 

• Peer Support – mentoring, hall of residence reps 

• Sport – club sport (BUCS & recreational), campus leagues, Give-Sport-A-Go 

• Societies 

• Wellbeing 

The department also does crossover work with other departments both in the Union and across 

the University. The department is made up of the following people: 

 

 

The entire department is located in University House. We are available 9am-5pm Monday to 

Friday, and you can stop by to see us by going to the Info Point desk in the main foyer where our 

Info Point staff can call down for us.  

In 2017, the Union launched the wellbeing zone app to help student’s enjoy their time at Salford 

and look after their wellbeing. Click on the graphic below to find out more: 

Steph Pratt 
Head of 

Opportunities 
& Wellbeing 

Laura Godwyn-Outten 
Club Sport  
Coordinator 

Stephen Smallman 
Student 

Opportunities 
Coordinator 

Alice Sugden 
Student 

Mentoring 
Coordinator 

Andy Hargreaves 
Sports 

Participation 
Coordinator 
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Communications 
Emails 
Your main contact in the Union for Societies is Stephen Smallman. He is your coordinator 

and facilitates everything you do. He can be reached on S.Smallman@salford.ac.uk, or on 0161 

351 5421. The best way to get in touch with anyone from the Union is via email. Should your 

coordinator not be available, you can email ussu-studentopportunities@salford.ac.uk. 

The majority of communications between Societies and the Union will go through University 

emails, so it’s very important for you to keep on top of yours!  

Each Society will have a “contact us” form on the website for people who want to get in touch, 

and the inquiries from that will be forwarded to one person from each Society, this will ideally be 

the Secretary.  

Social Media 
Each Society must have a Facebook “like” page (you can have a group as well if you want), a 

Twitter, and Instagram account. This is part of a Union objective to promote our Societies more, 

and having these accounts will make it far easier for you to market yourselves, and for us to 

market you! We have a student photographer who we will be sending to your vents to capture 

high resolution photos and videos which you will have access to. Keeping your social media up 

to date is crucial to the success of your Society and helps it continue to grow! 

You can follow the Student Opportunities department on Facebook & Twitter 

@USSUStudentOpps. 

You can also follow the Union’s generic channels on Facebook, Twitter, Instagram, and Snapchat 

@salfordsu and our Sports area on Facebook and Twitter @TeamSalford.  

Arranging a meeting… 
We’re always happy to see our committee members in person, however we’re not always at our 

desks and often people can miss us when they stop by. So, to simplify the process and to save 

on a few emails, we’ve created an appointment form on the Committee Hub. This is by no means 

meant to be a barrier to you coming by to see us, but to make it easier for Societies to come by 

and see their coordinator. So if you would like to stop by and see Stephen for whatever reason, 

simply fill out the form. 
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Important Documents 
We get it, no one likes filling out documents! So we’ve tried to merge as many of them together 

as possible. Below are the ones each Society needs to complete to register with the Union.   

Committee Details 
Each committee must have a chairperson, secretary, treasurer, and wellbeing officer. Their details 

must be submitted on a committee details form anytime there is an Annual General Meeting 

(A.G.M.). If there is a change in committee members or you need to add committee members, 

you can submit a separate form via the Committee Hub to register them. If a committee member 

wishes to step down, they must notify Student Opportunities via email. More details can be found 

on the Committee Hub here. 

Constitution 
This sounds complicated but it isn’t! The Societies and Sports Executive approve a draft 

constitution at the start of each academic year for all Societies on behalf of the Trustee Board. 

You will be sent a draft constitution which outlines how the Society will run. All the committee 

members need to do is fill out the Society name, the Society’s aims and objectives for the 

academic year, and sign it at the end (these can be done as e-signatures or as typed signatures; 

for example: J. Bloggs).  

Society Registration 
This document has combined around five documents into one! The basics of it are as follows: 

• Nominated committee member’s details for the “contact-us” page. 

• Society social media, membership, & website details. 

• Risk Assessment.  

The majority of these are self-explanatory, however below are some guidelines on the 

membership fee, and further along in this document are guidelines on risk assessments and the 

website. 

Membership Fee 
Each Society’s membership fee is a minimum of £1, with an additional £1 fee which the Union 

takes to help cover the costs of facilitating them. We however recommend that Society’s set their 

membership at £5 or more as you keep 100% of your membership money. If you would like staff 

or alumni to join your Society, a separate membership option must be created, even if it is the 

same price.  
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Risk Assessments 
Complete when risk assessment is done.  

Website 
Each Society committee member will have access to the Committee Hub. This contains all of the 

information and documents you will need to run your Society. It can be found under the Societies 

tab of the main website page.  

Each Society will also have a webpage on our site, which includes all of the information people 

need who want to join up. Keeping the details of this up to date is crucial as it’s likely the first 

place prospective members will go. If you need to update your section of the website, email the 

Student Opportunities Coordinator who can do it for you.  

Societies will be able to access their membership details on the back end of the website. Please 

see the induction video which is produced alongside this handbook for a more thorough 

overview of the website and how it works.  

Events & Room Bookings 
There is a separate handbook for events, however we do encourage Societies to have events on 

our main webpage, with the following conditions: 

• The event must be available to all Salford students, any internal events can be advertised 

through your own communication channels.  

o Any ticketed events MUST go through our website, not Eventbrite or another similar 

site.  

• The event can be created by Union staff, and this will usually be done while you’re in the 

process of organising your event. Once the Union has set up the event, committee 

members will be able to edit the event and access booking details.  

If you are planning any events, meetings, or need to book a room anywhere 

on campus, you must go through the Events Guide first, before submitting a 

venue booking form on the website.   

A full breakdown of the rooms we have inside University House is available on the Union website 

under the Host an Event section. 
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Storage 
The Union has a storage cupboard available to Societies for their belongings. This is located 

downstairs in University House next to the Activities Space. You can access it between 9am-5pm, 

Monday to Friday by signing the key out of Info Point. To get access outside of these times you 

will need to get a University House porter to open the door. Their office is on the right hand side 

of the main foyer in University House next to the cash machine. Porters are not always around 

when you need them so try and get access in working hours.   

Marketing 
For all roller banners, flyers, posters, and pretty much any marketing material, Societies must use 

the Union templates which can be found under the Society Management section of the 

Committee Hub in the Marketing folder. The templates ensure that your material is official on 

campus and will not be thrown out by the Estates team. Each template has a strip at the bottom 

(and the top for roller banners) – these are not to be edited.  

Roller Banners 
Pictured right, these are very useful and can be used for any of 

your events and our fairs. We encourage Societies to make these 

as “timeless” as possible. So graphics and pictures of the Society, 

as well as social media information is all encouraged. Putting on 

meeting times and/or email addresses which will go out of date in 

less than a year’s time is not. All designs are to be sent to Student 

Opportunities who will order the banner for the Society. 

Posters and Flyers 
Same principle as the roller banners, however these can have 

information specific to this academic year; such as meeting times 

and venues. All designs need to be approved by Student 

Opportunities – we have a supplier but feel free to go elsewhere.  

Clothing 
We’re currently arranging for a clothing provider to become our 

go-to supplier for Societies in 2017/18. This will simplify the 

process for Societies in designing and ordering clothing. More 

information to come – keep an eye on your emails! 
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Transport and Trips 
There is a section of the committee hub dedicated to this, however below are some key points 

about arranging transport and trips.  

Goods Van 
The Union owns a goods van which students who are MiDAS trained can use to transport 

equipment. It is mainly used by Sports Clubs and our Events department, however Societies are 

welcome to book it out as well. To do so, you will need to submit a van booking form on the 

committee hub, where you will also find a breakdown of our booking procedure.  

Minibuses, Coaches, Buses, Trains, & Flights. 
Societies can book driverless minibuses through us, again so long as they have MiDAS training. 

Our providers provide us with discounted business rates, and the procedure for booking is the 

same as booking out the goods van. A Society can also book minibuses and coaches with drivers 

through us, again through the van booking form. Other transport such as buses, trains, and flights 

can also be booked through the Union so it comes straight out of the Society account.  

MiDAS (Minibus Driver Awareness Scheme) 
Society members can complete MiDAS training through us to be eligible to drive for the Society. 

We send out information about this during semester time, however those interested can email 

Student Opportunities so we can get in touch with you directly when the time arrives. More 

details can be found on the Committee Hub. 

Vehicle Registration 
If a student wishes to use their car for Society transport and claim back their petrol money, they 

will need to submit a vehicle registration form along with a valid driver’s license, MOT and 

Insurance certificate. The form is available on the Committee Cub.  

Trips 
Any Society wishing to take a trip outside of Greater Manchester must submit a trip form to 

Student Opportunities at least one month in advance. The Union will not take deposits for trips, 

book travel or accommodation until a trip form is submitted and approved. Student’s travelling 

further afield (Wales, Scotland, London etc.…) or abroad will need to make contact with Student 

Opportunities at the earliest opportunity. All attendees must be paid members of the Society for 

insurance purposes, and the biggest thing which delays trip forms being approved is attendees 

not being paid members, along with inadequate risk assessments.  
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Finance 
This makes up a large part of how Societies run, and as such has its own handbook. The 

Treasurer’s handbook can be downloaded from the Committee Hub and should be read by all 

committee members.  

Queries 
We realise this is a lot of information to take on board! If you have any queries or questions about 

anything in this guide or anything else then email the Student Opportunities Coordinator, 

Stephen, on S.Smallman@salford.ac.uk.  

All that’s left now is to wish you all the best in running your Society, and remember that your 

Union is here to help you every step of the way! 

 

Page 14   

mailto:S.Smallman@salford.ac.uk

	Overview
	What is the Students’ Union?
	Mission, Vision, & Values
	Our Values:
	We are……….
	• Passionate: being enthusiastic and believing in students
	• Devoted to Integrity: owning our behaviour and practicing what we preach
	• Dedicated: having an in-depth understanding of all our students and their needs
	• Ambitious: using innovative thinking to be the best
	• Open: being transparent, accountable, sharing ideas and information
	• Enthusiastic about Equality: bringing fairness and equality of opportunity into everything we do
	Services

	How does the Union work?
	Student Democracy
	Student Executive
	Staff & Structure
	Student Opportunities

	Communications
	Emails
	Social Media
	Arranging a meeting…

	Important Documents
	Committee Details
	Constitution
	Society Registration

	Membership Fee
	Risk Assessments
	Website

	Events & Room Bookings
	Storage
	Marketing
	Roller Banners
	Posters and Flyers
	Clothing

	Transport and Trips
	Goods Van
	Minibuses, Coaches, Buses, Trains, & Flights.
	MiDAS (Minibus Driver Awareness Scheme)
	Vehicle Registration
	Trips

	Finance
	Queries


