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Your Role
Congratulations on being elected as a committee member by your student group! You have been 
voted in by your student members to lead your society throughout the year, meaning you’re 
responsible for representing your members and developing and improving the group. 
 
As your Students’ Union, we’re here to give you our full support in this role. This handbook 
provides some key information for you to be aware of as a committee member, so give it a read and 
keep it handy throughout the year. 

Our team are also here to give you any support you might need. We’ll keep you up to date with 
everything you’ll need to know, from upcoming training events to great opportunities, and always 
feel free to ask us absolutely anything. 
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The Student Development and 
Activities Team 

Your elected Vice President Activities:

Rachael Smart 
VPActivities@ljmu.ac.uk 

Societies Development Administrator:

Andy Litchfield 
A.Litchfield@ljmu.ac.uk

Student Development Activities Manager:

Beverley Crawford 
b.crawford@ljmu.ac.uk 

Student Groups Email- this is a shared inbox for all of the team. If you’re unsure of who your 
enquiry is for, or if someone is off you can email this and someone will pick it up and refer it to 
the correct member of the team:

studentgroups@ljmu.ac.uk. 

Aside from email, you can come and visit us in the John Foster Building- set up a meeting 
beforehand or visit one of our drop-in sessions. We also keep you informed via social media of 

upcoming events and opportunities.

We’ll do this via the Vice President Activities, Rachael’s, social media –give her a like/follow here:

https://www.facebook.com/vpactivities1617
https://twitter.com/LSU_VPA 

And to keep up to date with all things SU, here are our main social media channels:

https://www.facebook.com/LiverpoolSU/ 
https://twitter.com/LiverpoolSU 
https://www.instagram.com/liverpoolsu/ 
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Committees

All of our societies are student-led - this means that each society is made up of a committee of 
student volunteers (just like you) who put on events and activities for society members. Below are 
committee roles for a standard society at LiverpoolSU, with the different positions and types of 
responsibilities these roles entail. 

However, we do understand that each of our student committees function in their own unique way. 
This means that there may be different positions that you would like to add to your committee to 
help your society function better - if so, just have a chat with our Societies Administrator. 
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The Roles

President

• To support the President in the work they do
• To act as a deputy for the President at all LiverpoolSU meetings 
• To help support in the promotion of all LiverpoolSU events 

• To be the main LiverpoolSU contact 
• Ensure the Code of Conduct is followed by all members
• Ensure that all members have paid their membership fee 
• Organisation of the Freshers’ Fair stall for promotion of the society 
• Arrange regular meetings with members
• Attend all LiverpoolSU meetings and promote LiverpoolSU events to members

Vice President

• To promote your society in a positive way at all times 
• To support the President in the promotion of the society at Fresher’s Fair 
• To publicise all meetings at the request of the President 
• To publicise all LiverpoolSU information to all members
• To help increase society funds through sourcing sponsorships 
• To take control of social media accounts
• To interact with LiverpoolSU on social media platforms

Communications/Media Officer

• To organise society events and help publicise them to all members
• To ensure all society events are inclusive and non-discriminatory

Social Secretary

• To liaise with LiverpoolSU to manage the societies’ financial account 
• To create a budget for the society and keep track of incoming and outgoing funds 

Treasurer
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Annual Guide

Summer Break 
(June-September)

September

October

December

January

March

Monthly

• Book a Freshers’ Fair stall with us 
• Review your LiverpoolSU webpage and send any
  changes through to studentgroups@ljmu.ac.uk 
• Review commi�ee �nances
• Start your planning! �is is a great opportunity
  to start planning your society’s goals & your 
  calendar of events
• Decide a membership price & tell LiverpoolSU 
  about any regular room bookings

• Complete online training on U-Learn
• Recruit members at Freshers’ Fair:

• Hold a taster session/welcome event

• Holiday events/socials 

• Review Semester 1 activity
• Refreshers’ Fair (Date TBC)
• Second taster session

• LiverpoolSU club & societies awards event
• Commi�ee elections & handover

• Commi�ee meetings/catch-ups 
• Club and society of the month 
• Financial statements from LiverpoolSU

This is a breakdown of the activities you might do throughout the year.
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Room Bookings

LiverpoolSU can book LJMU rooms for your society activities. You may wish to book a regular 
room for meetings (every week, 2 weeks, every month) or you may wish to book one-off rooms for 
activities throughout the year.

In order to book a room, you need to email studentgroups@ljmu.ac.uk with all of the details about 
the room, at least 2 weeks before the actual booking. We need to know:

• Date and time of the booking 
• Duration of the booking (how long do you need the room for?)
• What campus/building? You can be specific about the room, but bear in mind it might not be 

available, in which case another similar room will be allocated.
• How many people will you be expecting do attend?
• Do you require AV/Projector Screen?
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Memberships

LiverpoolSU club and society memberships run on a yearly basis. For every member, a new 
membership is set up in August/September and runs to the following August. This means that at 
the beginning of the new academic year you will need to encourage your continuing members to 
purchase and renew their membership. 

Students will only be an official member of your society once they join for a membership on the 
LiverpoolSU website. They will not be able to attend society events or trips or be covered under 
the insurance if they do not join. Even if your membership is free, they will need to join on the 

website.

Can non-LJMU students join a group?

Non-LJMU students that are allowed to join a club or society: 
• Members of neighbouring universities (University of Liverpool, Hope University, LIPA)
• LJMU alumni

• LJMU or LiverpoolSU staff members

We are not able to allow people outside of these groups to join LiverpoolSU clubs and societies due 

to insurance, health and safety purposes.

Managing your memberships

Each society can nominate one committee member to be given access to the dashboard of the SU 
website. This access will ensure you can see who has signed up for a membership of your society. 
In order to gain access to the dashboard, the nominated committee member will need to attend 
training with LiverpoolSU, where we will talk you through how to use it, and go through some data 
protection points.
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Marketing your Society
The most important rule in marketing your society is: don’t rely on just one medium of 
communication! Make sure you shout about your society, your activities and your successes in as 
many ways as possible.

Freshers’ Fair 
Fresher’s Fair is an extremely important event for all of our student groups – it’s your opportunity 
to meet new (and returning) LJMU students face-to-face and showcase your society. 

Start planning how your Fresher’s Fair stall will look- what will you bring to make your society 
stand out to the crowds and showcase what you do? 

Social Media  
We encourage all societies to use social media platforms such as Facebook, Twitter and Instagram. 
Here are some of our top tips on using these platforms effectively: 

• Use a generic email address when you create the account, not your personal account 
information. We suggest you create a gmail or other kind of email account for your 
society and use this, otherwise the social media account will not be able to be passed to 
future committee members. 

• Keep it up-to-date. It’s better to have no page than an out-of-date one. Remember, one of 
the first things students might do is look up your group on Facebook or Twitter, and it 
wouldn’t look like an appealing group to join if the last post was a year ago. 

• Keep it professional. Social media pages should be open, friendly and professional. 
Remember – they can be viewed by potential sponsors and it can be very damaging if one is 
seen to have any unprofessional or offensive material on it. 

• You can have a group for just committee members to communicate on so that the public 
cannot see it, but make sure you set this group as “secret” instead of “private”. This would 
prevent prospective members of your society from feeling blocked out of a group they can 
see but cannot access – make sure you have a public page that prospective members can 
view to get a feel for your society.  
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Your Society Webpage
Every society has a webpage on the LiverpoolSU website. This is where students can read up on 
your society and sign up for their membership, so it’s worth putting some effort in to making it 
informative and appealing. Try to make it friendly, include photos, any important details about the 
society and any information about upcoming events here. 

Have a look at your society page and ensure it’s up to date and has good content. To make changes, 
email studentgroups@ljmu.ac.uk and we can do this for you. 

Our website is also where you can sell tickets for events, society merchandise and collect money 
from your members for things like trips. If you have an upcoming event you would like to go on the 
website, please this form and our Societies Administrator will email you with confirmation when 
it is live.

Posters and leaflets
Due to the university’s Health and Safety Policy, posters can only be placed on designated poster 
boards around campus. In order to get a poster put up on one of these boards, ask the nearest 
reception or LJMU staff member how to access it (there is locked casing over many of them).

If you wish to hand out leaflets in a certain area around the university, let the Student 
Development and Activities Team know so we can notify the relevant people. If you want to leave 
flyers anywhere, ask the nearest LJMU reception desk whether this is possible.

Hoodies and merchandise
You may want to organise hoodies or merchandise for your society members. 

Here’s the official LJMU store where you can personalise hoodies with the society name: (if your 
society doesn’t appear here, let us know on studentgroups@ljmu.ac.uk)

Infinity Apparel are the only other supplier who can use the official LJMU logo. If you want to use 
the LiverpoolSU logo instead, you can go through Wild Thang.

Top Tip: keep all of your branding consistent. Make sure you put the same logos/banners on your all 
of your channels so students can easily identify who you are. Make yourself easily searchable, by 
using the same name on your webpage, as you do your Facebook/Twitter pages. 
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Membership Fees
There are 2 bands of society funding at LiverpoolSU:

Band 1 membership: open to academic societies, faith groups, representation groups, and charity-
based societies only.

As a band 1 society, there is no contribution payable to LiverpoolSU- Membership can start at £0. 
However, in this band you cannot apply for the LiverpoolSU grant pot (see below).

Band 2 membership: available to all societies. 

As a band 2 society, for each member you pay a £3 contribution to LiverpoolSU (this comes directly 
from membership fees payable at the beginning of the year). Band 2 societies get access to the 
LiverpoolSU grant pot, where they can make an application to fund projects or activities (see below 
for more information!) 

Any membership fee over the £3 contribution will go directly into the society account for e.g. if 
you charge £10 membership, £3 will go to LiverpoolSU and £7 into your society account.

Finance and Funding
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The LiverpoolSU Grant Pot
Band 1 societies have access to the grant pot; if societies want to access funds, they have to make 
an application which goes to our student officer panel to review. We’ll respond to you with a 
decision on your application within 10 working days- so apply in plenty of time!

This year the societies grant pot will be a total of £5000, split into the following pots of money:

Promo & Marketing: £500

Special Events: £1500

Campaigns: £500

Trips: £1000

General Fund: £1500

You can apply for grant pot funding here. 

Just so you know, you can apply for the grant pot more than once as a society.
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Managing Money
Every approved society at LiverpoolSU is given an internal bank account, where money from all 
new purchased memberships will go. You can spend money from this account with the assistance of 
the Societies Administrator. 

All new societies must agree not to hold external bank accounts - this is to comply with Charity 
law, but also protect you from any personal liability to do with the accounts.

Your bank account with LiverpoolSU is called your ‘2105 account’- this is because the reference 
number of your account always starts with ‘2105’ followed by 3 unique digits. 

Be aware that this isn’t a bank account in the sense that you will be given account number, sort 
code or a bank card - it is an account that we hold the money to, so if you would like to make any 
payments, this will need to happen through us. 

How to get your statement 
Each month LiverpoolSU will get a breakdown of statements and send your individual statement to 
your Treasurer or President. You can see what the statement looks like below. Be aware that it can 
take time for money to be credited to your account or for money to be taken out, so always keep 
your own records.

You can also get a finance statement any time, by emailing studentgroups@ljmu.ac.uk. 

Please note: any balance left over at the end of the year, will roll over for the new committee.
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Dept Number 697

N/C  2105

Tran Number
124758
129444
131900
132150
132151

Type
JC
VR
VR
BP
BP

Date
01/09/2016
31/12/2016
28/02/2017
16/03/2017
16/03/2017

Supplier Details
Brought forward balance
Union Cloud - dec 16
Memberships
ChristmasSocialVenyeHire
CompetitionTrophy

Debit

219.00
30.00

249.00

249.00

Credit
323.30
66.00
80.00

469.30

469.30

Balance
-323.30
-66.00
-80.00
219.00
30.00

-220.30

-220.30

Account Totals

Department Totals

�is shows the total of your account. If a minus (-)
appears in front of the total, this means your account
is positive (i.e. you have this money to spend). If no
minus appears, you are in debt.

�e credit column
shows all of your
incoming money,
such as memberships.

�is debit column
shows what you’ve
spent money on,
such as venue hire.

Creating a budget plan

You can download the budget template above here:  
http://www.liverpoolsu.com/main-menu/student-groups/resources/resources-for-societies
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Spending Money
There are numerous ways to spend money in your account, depending on how big the expenditure 
is/what you are purchasing. Our Societies Administrator will be able to advise you on the best 
option.

Claiming money back & Payment Request Forms 
For smaller, less expensive purchases we advise that committee members buy things and claim the 
money back. 

Invoices

If you are dealing with an external business/company, you can request that they send an invoice to 
LiverpoolSU and we can ensure that it is paid on your behalf. If you’d like to do this, please ask the 
company to send the invoice to studentgroups@ljmu.ac.uk, using your society name as a reference 
and we will do the rest. 

Credit Card Purchases

For more expensive purchases, LiverpoolSU can buy items directly for you with the credit card. 

What can’t you spend money on?

Your society account is for expenditures that will benefit your society as a whole or the majority 
of your members. 

The only prohibition to spending your society money is on alcohol. 

Spend the money (keep the receipts!)

Complete a payment request form

For expenditure under £50 you can
submit the form and scan of the 

receipt electronically

For expenditure over £50 all forms 
and receipts must be submi�ed in

hard copy to our reception desk
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Sponsorships

Many societies seek extra funding for their society members through sponsorships. This is where 
you approach a company or business and ask for benefits such as funding, discounted food/drinks 
or other preferential treatment. 

Who to approach for sponsorship?
 • National affiliation organisations 
 • Local businesses
 • Bars/clubs

Contracts

If you gain sponsorship from a company or business, they will often draw up a contract for you to 
sign. These contracts may set out terms that you have to follow in order to get the benefit for your 
society. 
For example, here is a standard contact term we see in student group contracts:

“We will pay £400 to [INSERT SOCIETY NAME]. This is to be paid in two instalments. The society 
members will be given free entry on Wednesday nights… All society events should be held at 
[VENUE]. The society should hold a monthly social at [VENUE] with a minimum of 25 members.”

For contracts and sponsorships, it’s really important to consult LiverpoolSU to ensure the contract 
terms are fair.

Most importantly, the LiverpoolSU Vice President Activities must countersign any contract. 
The VP must by the last signatory of any contract (after the President and the person on behalf of 
the company business) at which point the contract will become valid. If the VP does not sign the 
contract, you will become personally liable for all of the contract terms. We will only counter-sign 
contracts that last for the academic year - you cannot agree to anything longer than a year.

Please contact our Student Development and Activities Manager, Beverley Crawford, on 
b.crawford@ljmu.ac.uk for support with sponsorships.

Making Money

You may wish to fundraise for a charity/charities as part of your work. We’ve produced a full 
fundraising guide to help you through this process. Find out more about the rules surrounding 

fundraising, top tips and more here.

As LiverpoolSU is a charity, there are specific rules around fundraising and how the money is 
donated. Please consult our Societies Administrator before collecting any money, to make sure you 
are legally compliant. 

LiverpoolSU can make donations to charities directly in your name, and all funds must go into the 
SU’s fundraising account.

Fundraising
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What type of events can you run as a society?
• Discussions, panels, forums, external speaker events 
• Workshops, study days, academic sessions 
• Socials
• Film screenings 
• Large events such as end of year balls or parties

If you’re looking to hold an event, it’s best to plan it as early as 
possible and let the Development and Activities Team know what 
you’re doing so we can help. Here’s a few key things to think about: 
If you wish to sell tickets for your event, you should do so through the LiverpoolSU website. The 
Societies Administrator can upload your event to the website, and all the money will go directly 
into your society account. (If you want to sell any other way you must discuss this with the 
Societies Administrator beforehand).

In order to put an event on the website, fill in the following form.

Events

If you want to run an event for your society such as an end of year ball, this is an outline of how 
you would plan it: 

4-6 months before the event: 
• Select a provisional date for the event
• Identify a suitable venue and negotiate terms 
• Get cost estimates and create a budget

See e.g. budget below:

2-3 months ahead of the event:
• Book entertainment. Ensure they have appropriate insurance to conduct activities in the 

venue.
• Liaise with the venue: insurance details; details of menu; A/V equipment; parking/signs; 

security.
• Start to promote the event and sell tickets. Tickets sold through the LiverpoolSU website 

and money will go directly into your society account. Create a Facebook event, create 
posters, invite members. 

Month leading up to event:
• Finalise all details with venue re: numbers
• Meet with committee to run through the event and create duties for the event
• Create a table plan/place cards, and anything else necessary for the event 

Event example: End of Year Ball
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Income

Ticket Sales

Venue Cost

Other income e.g. grant pot funding,
external sponsorships

How many tickets do
you need to sell to
cover the total costs

How many tickets must
you sell to break even?

Can you get additional
funds?

How much is the
deposit and when does
this need to be paid
to secure the venue?

Food/drink What are you providing?

Security What do the venue
require?

Total Income

Total Income

Wristbands/tickets
How are aendees
identifying themselves?

Entertainment e.g. DJ, band,
photographer, photobooth

Decorations for the venue e.g. table
covers centrepieces

What additional things
are you providing to
add value?

What else do you need?

Proposed CostExpenditure
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It is important that when you plan an event, you think about how inclusive and accessible it is. 
Students may have needs that you have to meet to ensure they can take part in your activities. When 
planning, take some time to consider the needs that your members may have so you can ensure 
everyone can participate if they want to. Don’t worry, you’re not meant to be an expert in all 
disabilities - LiverpoolSU is here to help! 

Here’s some things to think about:
What do we mean by wheelchair accessible?

Is the venue you have booked for an event able to be access by a wheelchair user? Is there a route 
into the venue that is step-free? Also, if you have booked transport, have you checked with the 
transport company it is accessible? If you know a member uses a wheelchair, it may be worth 
asking for the specific dimensions of their wheelchair- as not all wheelchairs are the same.

If you’re booking a room at LJMU, when booking you can ask for an accessible room. 

Ask for extra info when people register for the event

When an event is set up on the LiverpoolSU website, it is possible to ask specific questions to 
those who sign up. When you’re filling in the event form to get it put up on the website, you can 
make a note to ask whether anyone has any attendee has access needs and we can add this in to the 
registration process for you. You can also ask whether they are comfortable to be contacted about 
their access needs so you can find out if they need any additional support from the committee or 
LiverpoolSU to attend the event. 

State whether events are accessible, even if they are not

This means an individual doesn’t have to get in touch for every event to know whether it is 
accessible or not.

Always put a phone number and email address for communication - some impairments will prevent 
students from using one or the other.

Host a variety of events

It’s important to make sure everyone in the society feels there are events they can attend. This 
might mean including non-alcoholic venues for example. Some students may not feel comfortable 
in venues like bars or pubs for a number reasons, for example if they have overcome substance 
abuse or they may not drink. 

If you do hold events that involve drinking or are at bars/clubs/pubs, ensure that they are 
completely optional and students do not feel pressure to attend to feel a part of the society.  

Making Your Events More Accessible
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We know that you may want to provide food for your members at certain events, so we have put 
some rules and regulations in place to make sure our members are safe to consume food in these 
circumstances. (Better to be safe than sorry!)

Please be aware that you have a duty of care to anyone that you provide food for, so you need to 
ensure you follow our food provision guidelines - if you give or sell food to anyone and it causes 
them to become ill, you could become personally liable if you are at fault. 

Homemade food - yes or no?

You can provide homemade food, but you must refer to the regulations in this document. 

Low risk* home-made food should be made safe to eat, and should 
be made with good food hygiene, stored and transported safely. 
*For our purposes, low risk food is something that has a low likelihood of causing food poisoning. 
Generally this will be foods that do not need to be stored at a particularly temperature (don’t need 
to be refrigerated or re-heated to eat).  Such food are crisps, pastries and cakes (without cream) 
sweets, biscuits. If you are unsure whether something constitutes a low-risk food you can contact 
the Student Development and Activities Team.

Food Safety Guidelines for preparing food at home:
• Always wash your hands before handling or preparing food
• Make sure all surfaces, bowls, plates, utensils etc. are clean 
• Store any food in clean, sealable containers away from raw food. 
• Store any food appropriately 
• Do not use raw eggs in anything that won’t be thoroughly cooked 
• Avoid handling food: use suitable utensils to serve anything 
• Ensure you have a full list of ingredients to hand and clearly label food with any notable 

allergens e.g. nuts 

High Risk Foods:

There are certain high risk foods which you cannot provide if you are preparing them yourself:
• Anything containing rice 
• Cakes with fresh cream
• Chicken, meat, fish or dairy products that require temperature control (heating or 

chilling)

If you are a food-based society, or you prepare food on more than one occasion, we require at least 
one member of the committee to oversee food safety and take a food hygiene course. This is the 
recommended course: https://www.virtual-college.co.uk/courses/food-hygiene-courses/level-2-
food-hygiene-for-catering. 

Food Safety Guidelines for Events
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Internal Catering 

Catering can be provided internally by LJMU Eat, which can be ordered through the Student 
Development and Activities Team. They can provide food such as snacks/sandwich platters and 
drinks such as tea/coffee, water and juice.

If you wish to order internal catering, please contact the Student Development and Activities team 
via studentgroups@ljmu.ac.uk and they can provide a list of items you can order. Your final order 
must be sent to the team at least 1 week before the event.

External Catering

You can use external catering for events on university campuses but you must order through the 
Student Development Activities Team, or let us know what you are ordering in advance.

They must be a reputable caterer/restaurant and have a food hygiene rating of 4 or above. You must 
be able to provide members with a list of food allergens in the dishes.

Food provided from external sources must be consumed upon delivery of the food and cannot be 
ordered in advance and stored elsewhere.

Important: Whenever you are providing your members with food, or running an event with food 
(that is more than just pre-bought sweets/biscuits) you must let the Student Development and 
Activities Team know by emailing studentgroups@ljmu.ac.uk. 
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Who is an external speaker?

An external or guest speaker is anyone that is not an LJMU staff member or student, or a 
LiverpoolSU staff member.

When do I need to fill out a form?

You need to fill out an external speaker form whenever an external speaker is coming to talk to 
your society members at an official society event - this can be on an LJMU campus or an external 
venue.

Why is there an external speaker policy?

LiverpoolSU has worked with LJMU to make an external speaker policy which is easy and accessible 
for you. We have an external speaker policy to mitigate risks associated with external speakers, 
but also in keeping our commitment to freedom of speech.

The process

Please note: you cannot advertise an event or sell tickets until your external speaker has been 
approved. Therefore, you should get in your external speaker request form as soon as you can.

Find the external speaker request form here.

External Speaker Policy for Events

Fill in the external speaker request form 
(at least 3 weeks before the event)

Send the form to the 
studentgroups@ljmu.ac.uk

Wait for the response from LJMU 
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It’s important to start costing your trip in advance - this means you can work out costs for tickets 
to see how much students will have to pay and how much can be contributed from the society 
account. 

Only registered members can go on trips. 

You must notify LiverpoolSU of a trip at least 2 week in advance.

You need to think about:

Running a trip

Trips

What type of transport is required? 
A coach, hire car, or can you use 
your own vehicles?
Transport requests need to be made 
at least 2 week before travelling.
Is it an overnight trip?

•

•

•

Work with LiverpoolSU to create a 
Risk Assessment
Submi ing an itinerary to LiverpoolSU 
Submi ing a trip list before departure
Brie�ng the trip leader on the accident 
procedure

•

•
•

•

Transport and
Accomodation

Health and
Safety
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Trip Checklist

Confirm trip with LiverpoolSU

Create a budget plan for trip, including 
transport costs, accommodation costs (if 
needed) and anything additional. Work out how 
much is needed to run the trip, and how much 
members will need to contribute

Sell tickets on the LiverpoolSU website & get 
members to sign up

Book transport 

If you want to hire a vehicle fill in this form

If members want to drive their own vehicles, 
fill a private vehicle registration form, and 
a driver registration form (must be done at 
least 1 week before departure to ensure we can 
approve the driver!) 

Fill in a trip list before department 
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If you are on a society trip and there is an accident or near miss of any kind, you should report 
this to LiverpoolSU. You can find the full accident reporting procedure here, but here are some 
main points for you to keep in mind:

• Only a qualified person should administer any first aid treatment - you can work with 
LiverpoolSU to arrange first aid training for committee members

• Take necessary steps in an accident (i.e. calling emergency services) 
• Report any accident to LiverpoolSU via our accident report form, as soon as possible after 

the incident
• Talk to LiverpoolSU about reviewing your risk assessment to ensure your activities can go 

ahead safely in the future

Accident Reporting and Procedure
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Before the end of each academic year (March/April) each student group has to run an election to 
elect their next committee members who will lead and run their group for the following year. 

Elections are an essential part of running student groups; each group must hold a democratic, 
free and fair election. 

This year, we are piloting running all elections through the Students’ Union website. This is 
to ensure the democratic process runs correctly and that only fully paid members can vote in 
committee elections.

Elections and Handovers

Student Group informs 
all members of upcoming 
election

Candidates nominate
themselves and send 
manifestos to
President

President sends all
candidates and their
manifestos to 
LiverpoolSU

Voting opens:
Members encouraged
to vote

Voting Closes and results
announced

Manifestos: a paragraph about 
who the candidate is and why 
they are running for that role

All manifestos should be sent by 
the President to 
studentgroups@ljmu.ac.uk. 

Deadlines to send manifestos 
and voting dates will be 
confirmed closer to the time.
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When your time as a committee member comes to an end, you’ll need to think about how to make 
the next person in the role’s life as easy as possible. Create a handover document so the next 
committee can successfully run your group once you leave and all of your hard work doesn’t go to 
waste. 

Don’t leave it all until your last week – it’s good practise to work on your handover document 
throughout the year, for example, when you have trips and events, write down the process of how 
you organised them, note down important contacts and key material they will need as you find out 
through the year.

Here are some important things you can include in a handover document: 

• Job descriptions of the committee roles 
• A little about LiverpoolSU and what we do to help 
• A timeline of what committees need to do and when 
• Basic committee information - how often do the committee meet, how do you communicate?
• The events you have run and an evaluation of the events (where they successful? What would 

you do differently?).
• Any key contacts you’ve made over the year (e.g. venues, LJMU staff)
• Password for social media accounts and email accounts
• Records of equipment that student group has purchased 
• Any promo materials you have 
• Advice on common issues and how to overcome them and a briefing of any ongoing issues 
• What do you wish you had done differently? Any information you wish you had been passed 

when you started?

Handovers
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High Education Achievement Report (HEAR)

All LiverpoolSU volunteers (club and society elected committee members and Course Reps) can 
have their volunteering hours appear on their Higher Education Achievement Report record when 
they graduate. This means that your volunteering role can be recognised by employers, and can 
differentiate you from other candidates – definitely worth doing! 

Club and Society of the Month 

Each month LiverpoolSU celebrates the success of one club and one society. 
You can submit your society for nomination to be recognised as the society of the month. Submit a 
nomination here. 

End of Year Awards

LiverpoolSU holds an annual awards ceremony to recognise our clubs, societies and their 
volunteers. 

Rewards and Recognitions
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To be a well-run society, you need a committee that is actively engaged, organised and enthusiastic 
about your society’s activities. Here are some top tips for ensuring this true for your committee: 

• Have a committee Facebook/WhatsApp group to be able to discuss ideas, events and 
opportunities 

• Have regular face-to-face meetings where you can encourage open discussion and listen to 
each other’s ideas  

• Make sure members feel comfortable to raise any issues or concerns in a safe 
environment. If members have any issues, you can direct them to contact studentgroups@
ljmu.ac.uk  

• Make sure everyone on the committee is contributing to the running of the society  

• Use us! If as a committee you have any issues or need any advice, contact the Student 
Development and Activities Team

Managing Committees

28



LJMU has over 20,000 students; this means an extremely diverse body of students! LiverpoolSU has 
over 100 club and societies, and our aim is to make sure that every LJMU student feels that they 
can get involved.
  
How can you ensure inclusion for all members?

The first step is to be aware that your audience is diverse. People in your society, or prospective 
members, may have different interests and needs, so it’s important to have this in mind when 
planning events, trips and socials as a society. 

Think about the accessibility of your society (for making events more accessible, refer back to 
the events section of the handbook). Accessibility can take many different forms; from physical 
accessibility to buildings, to cultural accessibility. Here are some top tips to ensuring diversity 
and inclusion in your society:

• Create a group which respects its members and celebrates the diversity of its 
membership. Get your members involved in making decisions about where to have socials, 
and what activities to do to ensure their voice is heard. 

• Try to consider all students’ needs when arranging socials: they could be personal, cultural 
or religious beliefs.  

• You cannot have society initiations, in accordance with LiverpoolSU policy. 

• Ensure that there are non-drinking alternatives. 

• As a society, you are responsible for ensuring activities are available to everyone 
wherever possible, and that you make reasonable adjustments to cater for people with 
disabilities. We’re here to help if you need any help or guidance with this.  

• You may wish to appoint a diversity position on your committee, or give extra 
responsibilities to an existing committee members around inclusion. 

We want your society to be as successful as possible; if you have any questions or concerns about 
the suitability of a venue, an event or a trip, ask!

Society Diversity and Inclusion
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