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[bookmark: _Toc175834110]Your Societies Code of Conduct
Our Society will:
· Be open to all Sunderland University students to join.
· Be inclusive, welcoming and friendly to all students regardless of experience, background, disability, gender, sexuality, religion, ethnicity, or any other characteristic or trait.
· Act respectfully regarding the taking and using of photographs and filming and ensure our members have the option to opt out and to not have photos/films published in any format if requested.
· Ask all prospective members to complete the membership process and pay their membership fee.
· Be positive ambassadors for the SU and the University and will uphold, and not bring into question or disrepute, the reputation of the SU, University, or any society. 
· Comply with all policies of the Students’ Union and University, including Freedom of Speech.
· Ensure that all kit and equipment purchased through the Students’ Union is looked after, recorded in an inventory, and kept for future use of society members.
· Ensure that all media, including digital and print, is free from material that could be deemed offensive or in breach of the law.
· Ensure that all society activities and events are risk assessed and delivered safely.
· Ensure that society committee members are selected fairly in line with SU guidance.
· Ensure that the finances of the society are used only to benefit our members and no individual member shall receive financial gain from the society’s activities. 
· Ensure the proper handling of members’ data and not share members’ details or external marketing material without the members’ consent.
· Follow the SU’s financial and administrative processes and accept liability for any losses incurred as a result of not following the correct financial procedures of the SU.
· Maintain high standards of personal behaviour at all times and refrain from any form of harassment of others.
· Not enter into any contracts, sponsorship agreements or orders without SU agreement.
· Not hold an external bank account.
· Not permit initiations as a membership requirement. 
· Not raise money for a charity other than the SU without the prior agreement of the SU.
· Operate with the roles of President and Treasurer.
· Participate in all compulsory training to ensure that societies are compliant with SU policies and the law.
· Respect the rights of others to express, within the law, their beliefs and convictions.
· Treat facilities, staff and students at the University, and other individuals and organisations, with respect, abiding by any rules that may apply and any agreements that have been made with them.
· Accept that the SU may take action or un-register our society if we fail to comply with this Code of Conduct.

Your Data 
In undertaking this this role you consent to have your name publicised to students through the Students’ Union’s membership management platform [our website]. You can choose to add a preferred email and the Students’ Union may choose to publish your email to members as needed. You will also be registered to receive regular information from the Union in relation to this role. This is distinct from any other messaging the Students’ Union might send. If you wish to unsubscribe from role-specific messages we will take this as confirmation that you wish to cease your volunteering in that role. Your SU’s Data Protection and Privacy information can be viewed here: https://www.sunderlandsu.co.uk/dataprotection   

MEMBERS CODE OF CONDUCT:
All society members will:
· Be inclusive, welcoming and friendly to all students regardless of experience, background, disability, gender, sexuality, religion, ethnicity, or any other characteristic or trait.
· Act respectfully regarding the taking and using of photographs and filming and ensure our members have the option to opt out and to not have photos/films published in any format if requested.
· Be positive ambassadors for the SU and the University and will uphold, and not bring into question or disrepute, the reputation of the SU, University, or any society. 
· Complete the society’s membership process and pay the membership fee.
· Comply with all policies of the Students’ Union and University, including Freedom of Speech.
· Maintain high standards of personal behaviour at all times and refrain from any form of harassment of others.
· Not enter into any contracts, sponsorship agreements or orders without SU agreement.
· Not hold an external bank account on behalf of the society.
· Not partake in initiations and report any such activities and unacceptable behaviours to Your SU.
· Respect the rights of others to express, within the law, their beliefs and convictions.
· Respect the society’s kit, equipment and resources.
· Treat facilities, staff and students at the University, and other individuals and organisations, with respect, abiding by any rules that may apply and any agreements that have been made with them.
· Accept that the SU may take action or un-register our society if we fail to comply with this Code of Conduct.
MEMBERSHIP REFUND POLICY
· There is a 3 day “cooling off” period for society memberships, which means you have 3 days from the point of purchase to change your mind. Email yourcommunities@sunderland.ac.uk to request your refund.
· After 3 days, contact society committee to discuss further. It may be that the society is able to offer you further information or has alternative events coming up which you can get involved with. If you still want to go ahead with a refund after this, contact yourcommunities@sunderland.ac.uk who will contact the society committee to authorise. Refunds are considered on a case-by-case basis.
· If you or the Students’ Union cannot get in touch with the society committee within 14 days, a refund will be issued automatically. 
YOUR DATA
· By signing up to a society through our membership system (the Students’ Union website), you consent to your data being shared with Students’ Union staff and the committee of the specific society(s) that you have joined, in accordance with the Students’ Union’s Data Protection and Privacy policy, so that they can contact you with relevant information about the group’s activities, events and opportunities.
· Your data will be retained for the period of time you are a society member for. 
· If you opt-out of receiving communications through your society, we will assume that you no longer wish to be part of the society’s membership platform and your membership will be revoked in line with the society membership refund policy. 
· The Students’ Union’s Data Protection and Privacy information can be viewed here: https://www.sunderlandsu.co.uk/dataprotection   

[bookmark: _Toc175834111]Committee structure
· Terminology: students who run their society may be referred to as society committee members or society leaders.
· There are two compulsory committee roles: President (lead contact for SU and oversees the society) and Treasurer (responsible for society finances).
· Societies can also have other committee roles and there is a resource with suggestions and role descriptions available on the Committee Hub. 
· Committees are not recommended to duplicate roles (e.g. 2 social secretaries) unless this is absolutely necessary, and all other roles can be filled. For the same reason, Vice President roles are not recommended unless duties and responsibilities can be clearly laid out and differentiated from other committee roles, to avoid confusion and frustration amongst the committee. 
· Society leaders hold their committee position for the academic year, but can re-run for their position if they will still be a student the following year. 
[bookmark: _Toc175834112]Committee Elections
· Committees are elected year on year through elections via the SU website in the Spring. This provides better accessibility for all members, increased turnout, improved transparency – and less paperwork for the committee! Societies are responsible for the promotion of their own elections, but the Students’ Union will send out general comms and emails to all registered society members, notifying them of the opportunity. 
· Dates will be confirmed on the Committee Hub and via email/Teams chat in term 2.
· Societies may opt instead to hold an AGM (Annual General Meeting) whereby members have the opportunity to put themselves forward for a committee position and be elected. The same guidelines and dates apply as with online elections. Use of a secret ballot must be evidenced. 
· Candidates must be a current student at the University of Sunderland a member of the relevant society. They must also still be a student for the duration of the following academic year. 
· Associate members/Alumni cannot stand for election. 
· What if…
· There is only one nomination for each committee role?
· The election will still go ahead. Re-open nominations (RON) will still be a candidate option. 
· A society doesn’t take part/runs their own election? This will be void and the society will not be allowed to re-register. 
· Key roles (President and Treasurer) aren’t filled? 
· Nominations will be extended by one week followed by a voting period of 3 days. If there are still no nominations after this time, empty positions will be removed from the election and elected positions will be asked to job share key roles. 
· RON wins? 
· Election for this role (or roles) will be reopened for one week followed by a voting period of 3 days.
[bookmark: _Toc175834113]Removing Committee Members
· If a committee member is not performing their duties as required, you should always look to resolve this informally in the first instance. The committee member may be unclear with the responsibilities of their role, burned out or struggling personally or with their studies. Meeting with them and finding out how the committee can support them can be a useful first step and you can put a plan in place to help them feel more confident and comfortable in their role. If you would like support with having these conversations, you can contact the Your Societies team. 
· Occasionally, if a committee member continues to not perform their duties or their behaviour is deemed unacceptable, the Society may wish to hold a Vote of No Confidence (VoNC) via EGM (Extraordinary General Meeting) where members are given the opportunity to vote. 
· How to hold an EGM/VoNC: 
1. Attempt to resolve the matter informally first. 
2. If this has been unsuccessful, email yourcommunities@sunderland.ac.uk with a request to hold an EGM. 
3. All members of Your Society must be given at least two weeks’ notice for the EGM. 
4. Both parties should have the opportunity to make their case at the meeting.
5. 50%+1 of the Society’s total membership must vote in favour of the VoNC in order for it to pass. This includes paid student members only. Associate members cannot vote in an EGM. 
6. For example, if you have 10 student members of your Society, 6 members must vote in favour of the Vote of No Confidence.
7. Inform Your SU of the outcome. Another EGM (election) will also need to be held so that the position can be filled. Members can appeal any decision to Your SU by emailing yourcommunities@sunderland.ac.uk, detailing the reason/s for the appeal. 
· Votes of No Confidence can be stressful and humiliating for those involved and are best avoided. Please let the Your Societies team know if you are having trouble with a committee member so we can support you in resolving it.
· Occasionally, committee members may also wish to step down of their own volitation, due to personal circumstances or work stresses. In this instance, the committee member should notify the rest of the committee and also contact yourcommunities@sunderland.ac.uk so they can be removed from records. An EGM (election) will need to be held to nominate a replacement for that role. 

[bookmark: _Toc175834114]Society Memberships 
[bookmark: _Toc175834115]Membership types
There are two types of society membership:
· Student Membership: for current students at the University of Sunderland. Society student membership fees are now OPTIONAL, but your committee should consider if you have regular costs to cover, as this is what membership fees can be used for (grant funding cannot be used to cover regular costs). Usually, societies charge somewhere between £3-5 for the year.
· Associate Membership (OPTIONAL): for alumni (within three years of after graduation), staff of the University of Sunderland and students from other institutions. Societies must still charge for associate memberships.
· Society memberships run from 1st August (or whenever the society re-registers) until the 31st July the following year.
[bookmark: _Toc175834116]Refund policy 
· [bookmark: _Hlk167276013]There is a 3 day “cooling off” period for society memberships, which means you have 3 days from the point of purchase to change your mind. Email yourcommunities@sunderland.ac.uk to request your refund.
· After 3 days, contact society committee to discuss further. It may be that the society is able to offer you further information or has alternative events coming up which you can get involved with. If you still want to go ahead with a refund after this, contact yourcommunities@sunderland.ac.uk who will contact the society committee to authorise. Refunds are considered on a case-by-case basis.
· If you or the Students’ Union cannot get in touch with the society committee within 14 days, a refund will be issued automatically. 
[bookmark: _Toc175834117]Associate member policy 
· Associate members of societies can be:
· Alumni of the University of Sunderland (graduated within last 3 years)
· Staff of the University of Sunderland
· Students from other institutions
· As an associate member you can get involved with the activities and events of the society but there are some things which you can’t do, such as:
· Vote in society elections.
· Hold a society Committee position.
· Directly benefit from Your Societies Grant Funding (Associate members may be asked to make financial contributions to events and activities which are being funded using Your Societies Grant Funding)
· During the joining process you will be asked to provide information that confirms your associate member status. Associate Memberships are likely to have a slightly higher membership fee than the student memberships to reflect that these members cannot be financially supported through Your SU.
· The option to have an associate membership is non-compulsory and at the discretion of the society’s committee. 
· Societies who have associate memberships should adhere to a student to associate membership ratio of 70:30. 
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[bookmark: _Toc168403431][bookmark: _Toc175753375][bookmark: _Toc175834119][bookmark: _Hlk172211456]1. Disciplinary Policy 
1.1. Scope:
1.1.1. This policy sets out how to make a complaint relating to a member or committee member of a society, and the steps members or groups can expect the Students’ Union to take when dealing with such a complaint. 
1.1.2 There is a separate process for student complaints relating to the University or complaints against a student outside of the Students’ Union – see University website or contact SU Advice for information and signposting.  
1.1.3. A disciplinary matter may be considered as, but is not limited to:
· Behaviour causing or likely to cause physical, mental or emotional harm to others.
· Any form of harassment, discrimination or bullying of others.
· Drunken and disorderly behaviour.
· Bringing the Union or University into disrepute.
· Breach of any terms of affiliation, policies, byelaws or regulations of the Students’ Union or University.
1.1.4. This procedure does not cover complaints involving criminal activity.
1.1.5. Although concerns raised will be treated in confidence, the Union cannot guarantee anonymity. This is especially in cases where the nature of the complaint may make obvious the identity of the person raising the concern or where the behaviour is criminal or poses a risk to the life and wellbeing of the student concerned or others. The Union will inform you before any action which would disclose your identity. In some circumstances, the Union will still be required to take action, again where the behaviour is criminal or poses a risk to the life and wellbeing of the student concerned or others.
1.1.6. At any stage if a staff member believes that students are at risk, or that the issue would be best handled under University regulations, they should discuss this with the Safeguarding lead and contact the University. At this point, the Students’ Union investigation may be suspended, pending the outcome of University processes. Immediate sanctions against individuals or groups may be applied as deemed appropriate by the Students’ Union and University.  
1.1.7. Parties will be invited to disclose any accessibility requirements that may impact their ability to take part in this process.
1.1.8. Students’ Union staff members involved in complaints proceedings will never meet one on one with either party – a second member of SU staff will always attend to minute.

[bookmark: _Toc175753376][bookmark: _Toc175834120]2. Disciplinary Procedure and How to Make a Complaint 
2.1. Stage One: Informal Resolution
2.1.1. Complaints must be received via email to the correct email address yourcommunities@sunderland.ac.uk within 28 days or as soon as reasonably practicable following the incident. Upon request, a member of SU staff may also meet with a student to complete an initial assessment and gather the following details, which must be included in complaints:
· Name
· Email address
· Contact number
· Date of incident 
· Location(s) of incident 
· Individual(s) involved in the incident 
· Summary of the incident 
· Any relevant evidence
2.1.2. The complaint email will be reviewed by the a Student Communities Coordinator or the Student Communities Manager, who will send confirmation via email that the complaint has been received, within five working days of the complaint being received. If an initial assessment has been completed, the email will also ask the student to confirm that all details are correct. 
2.1.3. A Student Communities Coordinator, Students Communities Manager, or appropriate nominee will determine if the complaint can be resolved informally, or if it needs to be escalated to Stage 2 (formal complaint). If the complaint relates to criminal activity or an equally serious accusation, the staff member will pass the complaint on to the relevant authority and University as appropriate. If this occurs, the procedure will be suspended until the relevant authority reaches a decision. 
2.1.4. A Student Communities Coordinator or nominated staff member will attempt to try and resolve most complaints informally in the first instance. This may involve meeting all involved parties together or separately.

[bookmark: _Int_MtuFX73F]2.1.5. If the complainant believes that their complaint has not been effectively resolved, they must make the staff member responsible for investigating the complaint aware within 10 working days of these informal meetings. The complainant must provide reasons for taking the complaint further. The Student Communities Manager, or Head of Student Engagement (if the Student Opportunities Manager has been dealing with the complaint), will then review the complaint and can proceed to the second, formal stage of the complaints procedure.

2.2. Stage Two, Part One: Formal Complaint
2.2.1. An Investigating Officer will be nominated – this will be a member of Students’ Union staff, usually the Student Communities Manager. 

2.2.2. The Investigating Officer will send a summary of the complaint to those named in the complaint, who will then have a right of reply and opportunity to provide any evidence. If the identity of the complainant is known, the subject(s) of the allegation will be instructed to not contact them.

2.2.3. The Investigating Officer will then invite each party to meet individually for an investigatory meeting. Individuals are permitted to bring a representative, such as a friend, for support. The Investigating Officer should make clear possible outcomes to both parties.
This investigation stage should take no longer than 10 working days, then the Investigating Officer will submit their findings to a Complaints Panel. Copies will be shared with the complainant and individual(s) named in the complaint. 
2.2.3.1. The investigation period may be extended under exceptional circumstances, such as if the complaint is submitted during an assessment or holiday period. The Investigating Officer will inform all parties of the extension including reasons for this.

2.3. Stage Two, Part Two: Complaints Panel

2.3.1. The Complaints Panel shall convene to hear the complaint(s) and the Investigating Officer’s findings. The individual(s) will attend the panel, give a statement and answer questions from the panel. The Panel has the authority to determine whether the complaint is upheld, and any resulting sanctions, or dismiss the complaint if there is no case to answer. 

2.3.2. In the period between a complaint being received and any decision of the Complaints Panel, the alleged offender(s) shall, at the discretion of the Student Communities Manager, have access to services or facilities suspended in so far as it is necessary to undertake an effective investigation. This should be considered in relation to the risk of harm or distress to staff or students, or where it would be deemed feasible that ongoing access to a service or facility may impact upon an effective investigation.

2.3.3. The Complaints Panel shall consist of:
· 1x Student Officer
· 1x Manager from outside the Student Communities team, not involved in investigation. 
· 1x relevant member of University staff OR other Students’ Union staff member, not involved in investigation.
· One of the above roles shall also be Chair of the panel.
· If a concern is raised about the members of the panel to the CEO of the Students’ Union, they will make final decision about the panel composition.
2.3.4. Complaints Panel procedure:
1. Panel appointed based on above.
2. Panel will review documentation and ask the Investigating Officer for any clarity. 
3. Panel may ask to meet with complainant to clarify any remaining points. 
4. Invitation to those named in complaint: Chair of the Panel will write via email to those named in complaint, inviting them to a Complaints Panel, the date of which will be determined no more than 10 working days after the formal complaint was received. The Panel will make reasonable attempts to arrange a Panel hearing at a time that is mutually convenient for all parties. If the individual(s) or group named by the complainant fail to attend the Complaints Panel, the panel may be deferred. Should the panel feel that without reasonable cause, the individual(s) or group failed to attend two arranged panels, the rescheduled Complaints Panel shall continue in their absence. Invitation shall contain:
a. Outline of alleged offence(s)
b. Date, time and location of Complaints Panel.
c. Informing those named in the complaint that they have the right to bring a representative for support, such as a friend, to the panel, if invited as an individual.
d. Informing those named in the complaint that they may provide written statements for themselves to the Chair at least 24 hours in advance of the Complaints Panel. 
e. Detail of who makes up the Complaints Panel and inform the member that if they wish to lodge any concern about those involved in the Panel, that they must do so in writing/via email to the CEO within 48 hours of receiving the invitation.
f. Inform that if they fail to appear, the case will be held in their absence.
2.3.5. The Complaints Panel will be ordered as follows: 
1. Introductions
2. Investigating Officer presents findings. 
3. Hear from the individual(s) or group(s) subject to the complaint for any further information in their defence. 
4. Panel asks questions of those subject to the complaint as it sees fit.
5. Those subject to the complaint and the Investigating Officer asked to leave the room while the panel discusses and reaches a decision as to their findings, and if necessary, decides upon a suitable sanction, before being called back into the room and informed of panel’s decision. 
6. If applicable the Chair informs the member of their right to appeal against the decision.
7. Both parties notified of outcome in writing via email and report filed.
[bookmark: _Toc168403432][bookmark: _Toc175753377][bookmark: _Toc175834121]3. Possible sanctions (in order of severity) 
Depending on if complaint is brought against individual(s) or society as a whole:
1. Written warning 
2. Letter of apology to complainant(s) 
3. Meeting with Students’ Union to discuss the behaviour
4. Required attendance at specific training/mediation session/society improvement plan
5. Ban from events
6. Suspension from society membership/committee/suspension of society privileges including room bookings, grant funding, access to funds etc
7. Not able to be a Student Leader within the Students’ Union in any form in future (elected or non-elected).
8. Dissolution of student group 
9. Referral to University disciplinary process 

[bookmark: _Toc175753378][bookmark: _Toc175834122][bookmark: _Toc168403433]4. Right to appeal
4.1. Either party can submit an appeal against the decision of the Complaints Panel. 4.2. Appeals can only be lodged on the following grounds:
· The Complaints process has not followed the correct procedure; and/or
· New information has become available that could not be presented at the time of the original investigation or Complaints Panel; and/or
· The actions applied as a result of the investigation are not supported by the evidence provided.
4.3. An appeal must be submitted in writing directly to the Students’ Union CEO within seven working days following receipt of the Complaints Panel outcome. The CEO will then convene an appeal panel either led by the CEO or their appointed independent chair, alongside a Students’ Union Officer who has not been involved prior. 
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5.1. Non-compliance may include, but is not limited to, the following:
· Breaking society code of conduct 
· Financial mismanagement of the society, including taking transactions outside of the SU website
· Damage or misuse of equipment
· Failure to comply with appropriate procedures e.g. risk assessments, trip pack, Freedom of Speech, etc
5.2. There are different levels of severity of non-compliance, which will be determined on a case-by-case basis at the discretion of the Students’ Union. For example, process breaking may start at level 1 whereas damage (physical or reputational) may escalate further immediately and may also instigate the Stage 2 complaints procedure towards the individual(s) involved. Sanctions will be imposed as follows:
· Level 1 offence: Society committee receive a written warning.
· Level 2 offence: Society accounts and privileges frozen for a period of time as determined by the Students’ Union – members will also be notified of this.
· Level 3 offence: Society committee removed and EGM (Extraordinary General Meeting) triggered to elect a new committee. Society will be frozen and removed from the Students’ Union website in the interim. 
5.3. Late charges: Societies will be subject to a late charge for delayed return of borrowed resources or equipment at a rate of £10 per day, charged to society’s deposit account. Any damages to resources or equipment will incur additional charges.

[bookmark: _Toc175834124]Starting a Society
· The minimum requirement to start a society is 2 committee members and 4 students who are interested in joining the society as student members.
· The process:
1. Students who want to start a society can fill in a New Societies Declaration form, detailing who the committee will be, who is interested in joining and what the society will be called/purpose. 
2. Student Communities Team then decides on society approval. 
3. Once approved, the committee can complete registration, society training and their master risk assessment. 
· Groups with similar or the same aims cannot be affiliated at the same time. Society affiliation operates on a first come, first serve basis. Societies must have completed registration fully before being officially registered with the Students’ Union. 
· The Students’ Union does not affiliate any groups linked to sporting activity. Responsibility for these groups sits within Team Sunderland who have the appropriate insurance cover and resources for these kinds of activities.

[bookmark: _Toc175834125]Running Activities and Events
[bookmark: _Toc175834126]Room Bookings & Society Activity/Event Requests
[bookmark: _Toc175834127]How to run an event or activity 
· Societies can request to book a room/space or a hold an activity through the Activity Notification Form. This is a MS Form and is embedded on the Running Events page of the Committee Hub. 
· One-off activities of any kind should not go ahead without approval from the Students’ Union to ensure they can be properly supported and risk assessed. Pre-approved, regular activities that fit within the day-to-day running of the society and are covered by the society’s Master Risk Assessment, do not have to be approved on a case-by-case basis.
· Recommended timescales:
· (at least) 6 weeks before event or activity: Submit event idea to Your SU including all details of planned guests and food. Create a budget (using the budget template on the Committee Hub) and apply for a grant if the society needs help with costs.
· Once event confirmed/4 weeks beforehand: Publish event on the website with tickets and start advertising! 
· Once budget and funding confirmed/2 weeks beforehand: Order everything needed for the event. Make sure to keep receipts! The SU can place orders for you, as well as paying invoices directly from your society accounts (2 weeks’ notice required - please check that delivery times will be sufficient).
· Don’t forget to complete your risk assessment!
· For events with more costs/paid tickets involved such as balls, it is recommended that tickets go on sale before any payments are made to the venue etc. This is to ensure that there is sufficient interest for the event and bookings can be upheld.
· If something goes wrong, activity lead or nominated committee member should complete an incident report form and send to yourcommunities@sunderland.ac.uk 
· For on-campus activities, security should be notified in the first instance. CitySpace staff are also first aid trained. 
· For off-campus activities, seek help from designated first aider at venue, call 999 if necessary.
· For off-campus, out of hours activities, societies should be provided with an out of hours Students’ Union contact. 
· Access to University rooms is restricted out of hours and this can change on a term-by-term basis. Out of hours building access can be requested through the University’s Sharepoint form by the Students’ Union. Risk assessment and student card numbers for access are required.
· All society events should be aimed at University of Sunderland students only. Please see Associate Member policy for more information. Children are not permitted to attend on-campus events. Societies are encouraged to collect sign-ups via the SU website for all events and use sign-ups to track attendance and capacity of venues. Sign-ups and attendance monitoring are compulsory for any events on-campus which use budget.
[bookmark: _Toc175834128]Room booking etiquette: 
· All rubbish to be disposed of
· No decorations to be stuck on painted walls or tied to room fixtures e.g. speakers, screens etc.
· Room to be reset to the way found after event – allow for pack down time and take pictures before and after. Society are liable for any damages.
[bookmark: _Toc175834129]Insurance
SU Societies and their members are covered by the Students’ Union insurance that sits with Endsleigh, subject to appropriate risk assessments. Please contact yourcommunities@sunderland.ac.uk for any specific insurance related queries. 

[bookmark: _Toc175834130]Speaker and Guest policy
[bookmark: _Toc175753697][bookmark: _Toc175834131]Scope
· This policy applies to all speakers and guests (as defined below), regardless of whether this takes place on or off campus, or remotely by digital means, including the playing of pre-recorded speeches. Sunderland Students’ Union is required to account for all student group events, regardless of location.
· Key change to previous process: If you are inviting a member of University of Sunderland staff to speak at your event, you will need to submit a Guest Speaker form two weeks before the event takes place. Even if the speaker is known to the University of Sunderland, we still require a form submitted and approved for the speaker so that we can keep a record of speaker events that have taken place. 
· Please note that there are no legal or moral differences between Sunderland Students’ Union and our many diverse student groups: when a student group invites a guest speaker or shares a publication, Sunderland Students’ Union is formally the body that has issued the invitation or published the document and is accountable to regulators on that basis.
· Sunderland Students’ Union will support you to develop and share opinions that may be controversial, challenging or unpopular. Although students aren’t required to respect other students’ opinions, Sunderland Students’ Union expects every person taking part in our activity, including student group activity, to behave respectfully. Anyone who books and uses the Students’ Union / University premises is expected to adhere to the following rules:
· Exit the premises when their booking slot ends.
· Clean up the space after use, returning to its original position.
· Allow everyone to safely enter and exit the building (not blocking entrances/exits).
· For visiting speakers:
· Always treat them with respect.
· Do not prevent them for speaking or drown them out.
· Do not physically attack or intimidate them.
[bookmark: _Toc175753698][bookmark: _Toc175834132]Definitions
· Speaker: Any individual(s) or group(s) speaking at an event, regardless of whether the event is on or off campus, or if the speaker is known to the University or not.
· Guest (or External Guest): Any individual(s) or group(s) from outside of the University of Sunderland community. This may include, but is not limited to, performers, artists, stallholders, facilitators, etc.
[bookmark: _Toc175753699][bookmark: _Toc175834133]What do societies need to do?
All speakers and guests require approval before being permitted to attend any University, Students’ Union or Society event. Through the Activity Notification Form, we can be aware of guests coming to campus and can ensure events taking place with guest speakers are held safely and in a way that supports free speech. 
For societies, the process is as follows:
1. Provide details of any planned guests in the Activity Notification Form with at least 4 weeks’ notice. If you are inviting a speaker in and don’t have all the exact details yet, we would suggest submitting a form as soon as you plan to invite them, so we know to expect them, and then updating us with the relevant information as soon as you have it. If your group is inviting a faith worker to speak on campus, we will also contact the Chaplaincy to ensure that the speaker does not contravene any of the Chaplaincy’s policies for sharing faith and beliefs on campus. 
2. Ask all planned guests to complete the Speaker and Guest declaration form.
3. Await approval before confirming event with planned guests. Please note that stallholders may also be required to complete additional licencing checks.

[bookmark: _Toc168403448][bookmark: _Toc175753700][bookmark: _Toc175834134]Risk level
When reviewing a request for a guest speaker, the staff member conducting the checks will research the organisation the speaker belongs to, their social media, any press relating to the speaker and their credentials in delivering their chosen talk. We will also consider questions such as the below:
· Is there the possibility of a situation in which harassment, violence, intimidation or verbal abuse might occur? 
· Is the speaker likely to express views which are unlawful or risk drawing people into terrorism or are shared by terrorist groups, as defined by the governmental list of proscribed groups and organisations.
· Is the speaker from a geographical area or discipline where the political, legal or wider societal situation may attract protest? 
· Is the speaker likely to attract large scale attendance, whether friendly or unfriendly, from outside the University of Sunderland?
· Does the speaker belong to a proscribed organisation?
· If the speaker belongs to a proscribed organisation, these organisations are banned by UK law and so we would not allow the event to take place. If the answer to any of these questions is yes, we may need to impose conditions upon the event or refer the speaker request to the University Executive for their decision. 
· Requests are then assessed for approval on the following basis:
· Level 1: assessed by Student Communities Coordinator and Student Communities Manager – usually training or workshop facilitator, academic talk, etc.
· Level 2: escalated to Head of Student Engagement or nominated member of SLT (SU) if any risks identified as above. 
· Level 3: reputational risk/risk of disruption/harm – escalated to University Executive and Students’ Union SLT for assessment and approval.
[bookmark: _Toc168403449][bookmark: _Toc175753701][bookmark: _Toc175834135]Conditions of approval 
· In some cases, depending on the speaker and topic, the event may need added conditions to ensure it can go ahead safely. 
· If the speaker is visiting to argue their views on a subject, we may suggest that an additional speaker from the opposing viewpoint is invited to ensure the debate is balanced. 
· If the topic of the talk is particularly distressing, we may ask that a suitable venue is chosen (e.g. not an open-air venue) and we may suggest including a content warning on the promotional material for the event. 
· If the speaker is particularly well known or controversial, we may need to involve Security staff to ensure that the event is not over-crowded and can take place safely.

Freedom of Speech
· Sunderland Students’ Union will work with the University of Sunderland to ensure that all reasonably practicable steps are taken to secure free speech on campus. The key considerations to be weighed up include the following:
(a) whether taking the step, or not taking it, would secure or restrict freedom of speech;
(b) the practical costs of time, money, personnel, resources of taking the step, or of not taking it; and
(c) financial constraints.
[bookmark: _Toc168403450][bookmark: _Toc175753702][bookmark: _Toc175834136]Why do we need 4 weeks’ notice? 
· 4 weeks’ notice is required for guest speaker requests to allow us time to complete the necessary checks and ensure we have everything in place for the event to go ahead safely. 
· If a speaker is particularly popular or controversial, there may be more content that we need to look through to assess the appropriate level of support, or refer the request on to SLT of the University. 

Are there any exceptions to the form? 
We are aware that speakers from certain professions, such as medical staff in the NHS, often do not receive their rota in time for the 4-week speaker deadline and so cannot confirm until closer to the event. In some instances, we may be able to approve speaker forms with less notice, but you must discuss this with the Communities team in the first instance. If there is a speaker you would like to invite, please let us know as soon as practically possible, even if dates aren’t confirmed yet.

[bookmark: _Toc175753703][bookmark: _Toc175834137]Why might a speaker request be rejected?
· [bookmark: _Int_KVhaxuIK]If not enough notice has been provided to put in place appropriate safety measures for the event to go ahead safely and within Students’ Union procedures, as outlined in this document. 
· If the cost of providing security to cover the event, when deemed necessary, is too high for the Students’ Union or University to cover.
· If an appropriate venue is not available, an alternative date may be recommended. 
· If the event going ahead would restrict freedom of speech.

[bookmark: _Toc168403451][bookmark: _Toc175753704][bookmark: _Toc175834138]What can I do if my speaker request is rejected? 
· If your speaker request is rejected because there is not enough notice prior to the event, you must not invite the speaker onto campus and you should reschedule to a later date. Where permission for a guest speaker is refused due to the nature of the talk or conditions are imposed, the event organiser may appeal to the Students’ Union CEO, who will refer to University Exec for a decision.

[bookmark: _Toc175834139]Food at society activities and events
· Any external catering on campus must have an up-to-date copy of their public liability insurance available to send to Your SU, plus a 4 or 5 food hygiene rating. The same is recommended for societies visiting any eateries off-campus. 
· Any food served on campus should have allergens clearly displayed. 
· Societies are permitted to buy in shop bought snacks for an activity: Foods such as biscuits, cakes, crisps, sweets, sandwiches etc. are classed as snacks if bought prepared from a shop and can be served at room temperature and do not require any specific storage requirements.
· Students cannot serve their own food unless they have an up-to-date food hygiene certificate.
· University catering (Elior) may also be able to cater for your activity or event, this should be prearranged through Your SU.
[bookmark: _Toc175834140]Bake sale policy
1. Policy Statement
1.1 Sunderland Students’ Union will support societies holding bakes sales providing the following rules are adhered to. Due to the risks that come with food preparation and serving, there is a specific list of items that are permitted to be served at bake sales. Anything outside of this list is not permitted due to insurance restrictions and health and safety guidelines.
1.2 Bake sales are a great way for societies to raise funds either for charity or their own society, however, committees should also consider other means of fundraising and consider the cost of living and targeting the same groups of students. We want to ensure that bake sales remain well-attended and not an over-used means of raising funds.
2. Scope
2.1 This policy is for all society members to read and sign to confirm they understand and agree before any bake sales are booked in and take place.
Sunderland Students' Union expects its society members to adhere to this policy at all times.
3. Key principles
3.1 Bake Sales should only contain the listed items below:
· Cookies / Biscuits
· Brownies
· Cupcakes / Cake (No fresh cream)
· Flapjack
· any other items are to be discussed and agreed with YourSU.
3.2 Only 1 bake sale per campus per week can be booked (1 at City, 1 at St Peter’s).
3.3 Societies can hold up to 2 bake sales each per term on a first come first served basis.
3.4 Full ingredient list and bake sale should signed off by Your SU before the bake sales begins and the ingredients list is to be promptly visible at all times throughout the bake sale.
4. Bake Sale etiquette
4.1 Make sure all items are cut up and prepared to serve before setting up. No knives will be provided or brought to the bake sale. No items should require any refrigeration.
4.2 All those preparing, and serving, food should have washed their hands beforehand and not use any out-of-date ingredients.
4.3 Do not use hands to serve items. Always use tongs or a cake slice.
4.4 Any signage, information or images presented alongside your bake sale should be directly related to your society, or the specific charity or cause you are raising money for.

[bookmark: _Toc175834141]Trips
· A society trip is any society activity outside Sunderland, which involves an overnight stay or transport.
· Any society going on a trip must complete a Trip Pack to inform Your SU of details about the trip. This includes:
· Trip start and end time/dates
· Trip purpose
· Destination address and postcode
· 2x trip leaders and contact details
· Travel provider details
· Accommodation provider details (for overnight trips)
· Where students are using their own vehicles to transport Society members, they must complete a ‘Driving Own Vehicle’ form.
· Itinerary 
· Participant list (this can also be collected through sign-ups on the SU website)
· Full name
· Email
· Student number and contact number
· Emergency contact name and number 
· Societies should also provide travel provider risk assessments and insurance documents as applicable. 

[bookmark: _Toc175834142]Incident report procedures and Out of hours
· Any accident, including non-emergency incidents and near-misses, should be reported to Your SU as soon as possible and within one week of an incident taking place. There is a report form on the SU website. 
· A copy of the incident report procedure is available on the Committee Hub as its own document and will also be provided to any society organising a trip (see above). SU out of hours contact will vary and will be provided to societies on a case-by-case basis. 
· Always contact 999 in an emergency. 

[bookmark: _Toc175834143]Risk Assessments
· Every society should complete a Master Risk Assessment at point of registering/re-registering with the Students’ Union. This document covers all common, low-risks associated with running a society and day-to-day activity.
· Separate risk assessments should be completed for any activity which falls outside of the Master RA, including, but not limited to, balls, trips and large-scale events, on or off campus.
· Templates and guidance for completing risk	assessments can be found on the Committee Hub.

[bookmark: _Toc175834144]Using the Website (known as UnionCloud)
· Societies can set their own terms and conditions for ticket sales via the website.
· Societies should use the SU website to collect sign-ups and monitor attendance for all events, particularly those where grant funding has been used. 
· Tutorials on how to use the dashboard and website are available on the Committee Hub.

[bookmark: _Toc175834145]Society Finance
[bookmark: _Toc175834146]Financial guidelines for societies
· The Students’ Union is a registered charity and independent from the University.
· Our financial year runs from the 1st August – 31st July.
· The Students’ Union is a cashless organisation, so all transactions take place via the website, card reader or contactless means.
· Society accounts cannot be overdrawn.
· It is the society committee’s responsibility (usually the society treasurer) to keep track of the society’s income (money coming in) and expenditure (money being spent) – an up to date balance and account breakdown can be requested at any time to yourcommunities@sunderland.ac.uk and a budget tracker template is available on the Committee Hub. 
[bookmark: _Toc175834147]What CAN’T be purchased from the Deposit account?
· Alcohol, plus anything that doesn’t meet the aims and objectives of the society or values of the Students’ Union.
· The exception is if drinks are being paid for as part of an events package, e.g. for a society ball.
· Anything that has not been authorised by the society treasurer.  
[bookmark: _Toc175834148]Dormant societies and accounts
A society will be considered dormant if it has been inactive without a committee for two full academic years. After this point, any funds left in the society’s deposit account will be reallocated to an active society with similar aims, if applicable, or redistributed as the Students’ Union sees fit. 

[bookmark: _Toc175834149]Types of account
The Students’ Union holds 3 accounts for each society:
· Deposit account – main account where any society income is held, e.g. from memberships, website ticket sales, etc.
· Grant account
· (Charity) Fundraising account 
[bookmark: _Toc175834150]Sage accounts
Payments made on the SU website for society memberships, event tickets etc updated on Sage every two weeks when the reports come through to the finance team.
[bookmark: _Toc175834151]Spending and payments
· Payment requests can take up to 3 weeks to be processed and paid out. This is because all payments must be processed and signed off before being paid out by the finance team, payment runs are done once a week on a Wednesday. Funds will usually reach the specified account on a Friday. 
· Payments will not be processed unless all information is received in full and correctly. 
[bookmark: _Toc175834152]Reimbursements
· Societies can request reimbursement for items purchased for their society using the payment request form on the Committee Hub. 
· Receipts or other proof of payment such as order summaries must be submitted, in full, for payment to be processed. This should include, at a minimum:
· Order/purchase date
· Name of supplier
· Itemised list of purchases including prices
· Total order/purchase amount
· Reimbursements must be submitted within a month of event if Grant Funding used.
[bookmark: _Toc175834153]Invoices
· Invoices should be addressed to Sunderland Students’ Union [society] (NOT University of Sunderland) and must include, at a minimum:
· Invoice date
· Name of supplier to be paid
· Itemised list of what is being purchased 
· Information on how to pay e.g. bank details 
· Invoices should be emailed to yourcommunities@sunderland.ac.uk as the original document, NOT a screenshot, to comply with the Students’ Union financial records and audits. 

[bookmark: _Toc175834154]Booking and using the card reader
· Request to book the card reader via the activity booking form or emailing yourcommunities@sunderland.ac.uk and let us know what buttons you would like set up, for example £1 cake, £3 keyring, etc. 
· Download the Zettle by PayPal app.
· Collect the card reader from SU Reception and we’ll log you in and show you how it works (there’s also a walkthrough on the Committee Hub!) – please log out once you are finished so the next person can log in. 
· Card fees – are absorbed by Your SU if you are raising money for your society, so 100% of funds raised go into your deposit account. HOWEVER, if you are raising money for charity, card fees are taken off the total raised. This is because the Students’ Union cannot make donations, in any form, to other charities, under charity law.
 
[bookmark: _Toc175834155]Sponsorships and external affiliations policy  
Societies can make appropriate sponsorship agreements which could provide them with beneficial resources including money. All agreements must have the permission of Your SU. Any financial payments must be paid into the relevant society bank account and not into the bank account of any individual. USSU Finance will arrange to invoice the sponsor for collection of any agreed financial payment.
1. Sponsorship arrangements should not put pressure on society members to attend / drink at designated bars and clubs. We would be unlikely to agree any sponsorship arrangements with bars or clubs that set out minimum spend arrangements that we deem to be unreasonable.
2. Each sponsorship arrangement will be considered carefully by the Students’ Union and where necessary we may need to seek legal counsel before we can make a decision as to whether we can sign off the arrangement. 
3. We consider student welfare as a priority and will restrict any sponsorship arrangements that do not reflect this. 
4. Sponsorship arrangements should be made for the best interest of the group and not just one person, this includes any personal incentives and gifts offered.
5. Any items of equipment (capital items) gifted to a society will belong to the Students’ Union though they will be used exclusively by the recipient society as long as that society remains registered. 
6. Societies cannot share membership information with any third party. Instead the offer should be to share information to the membership.
7. Any gift or hospitality received by society members should be recorded and declared. Any gift or hospitality that is cash must be declared whatever the amount. Email the yourcommunities@sunderland.ac.uk with details of the gift or hospitality.
8. Do not sign a contract with a sponsor until the Students’ Union has given the go ahead.

[bookmark: _Toc175834156]Grant Funding
[bookmark: _Toc175834157]What is Grant Funding?
· Grant Funding is money awarded by the Students’ Union to support student-led activity. This means it must comply with charity law and the same processes as any other spending made by the Students’ Union. 
· There is a set budget for Grant Funding every year, which is determined by Trustees and SU Finance over the summer. The SU’s financial year runs from the 1st August – 31st July every year, which is the same start and end date as society memberships. 
· Grant funding must be claimed for within one month of the activity or intended purpose it was applied for. After this time, any unspent grant funding will be reclaimed back into the grants pot for other societies to apply for.
· Grant Funding does not carry over year to year. Any allocated Grant Funding that is left unspent is reclaimed and redistributed by the Students’ Union at the end of the financial year.  
[bookmark: _Toc175834158]Terms and Conditions
· Student leaders should meet with the Your Communities team to discuss any grant applications that are for £1000 and above.  
· Grant funding should be used to supplement your goals and not relied on to sustain a society. You should consider and plan using other sources of funding to be sustainable, which could include society memberships memberships, ticket sales, fundraising and sponsorships. 
· There is no limit to number of applications you can submit in a year, but please submit separate application for distinct resources/requests.  
· Societies must have a minimum of 10 members to access grant funding. 
· Applications must fit the aims of the society and the Students’ Unions’ values.  
· Any resources funded remain property of Your SU.  
· For support with events and trips, you will need to evidence member interest e.g. sign-ups/tickets sold. Funding for this kind of activity may be awarded on a per-person basis. 
· All applications are taken at face value on a case-by-case basis, so it is your responsibility to ensure all costs and quantities are correct, that all evidence is included and that you have provided a clear explanation and justification for what you have applied for. 
[bookmark: _Toc175834159]How to apply for funding 
· Submit an application for the amount you would like, evidencing exactly what the money would be used for and specifying how it will benefit their members. You should also consider if and how they are going to use other sources of funding, such as funds from your deposit account (which includes membership money, any tickets sold through the website, and other income).  
· Evidence could include a screenshot from a website which shows the cost, a screenshot of a quote from a company, or a photo of the price in a shop, etc. Include as much evidence as you can, otherwise your application may be rejected. 
· Sometimes you may be asked to have a certain number of sign-ups on the SU website for an activity/event they have applied for costs to cover, to demonstrate the interest from members. 
[bookmark: _Toc175834161]What factors are considered?  
· Number of paid society members against how many people the grant will benefit. 
· How much a society has in their deposit account. You must clarify why this isn’t being spent and what you will be using this for. 
· How much will the grant subsidise the total cost. 
· How the grant will benefit the society and its members as a whole 
· Whether the society have shown evidence of “shopping around” to ensure you get the best price/deal
[bookmark: _Toc175834163]What COULD be funded?
· Support for events and social activities  
· Support for trips, travel and residential activities 
· Equipment purchases (any equipment remains the property of Your SU) 
· Publicity costs 
· Food/drink (non-alcoholic)  
Please note: Your SU can provide general resources such as cups, napkins, cutlery etc for approved on campus activities – please give plenty of notice so we can make sure we have stock!
[bookmark: _Toc175834164]What CANNOT be funded? 
· Personal/individual owned items (i.e. clothing)  
· Alcohol 
· Prizes for competitions that don’t directly benefit your society members or students.  
· Retrospective items (we can’t pay for things you’ve already done) 
· Donations, in any forms, to other charities or any items involved in fundraising activity, including raffle prizes. 
· Repeating payments e.g. weekly meets, annual external affiliations. 
· Materials supporting political parties – the SU is a charity and so funds cannot be used to support particular political parties  
[bookmark: _Toc175834165]Automatic Grants
· Societies who sign-up to a Students’ Union fair or Give it a Go Week receive automatic grant funding for their stall or activity. 








[bookmark: _Toc175834167]Marketing and social media policy
This policy covers anything related to marketing of societies and social media usage by societies at USSU, including group chats.
[bookmark: _Toc175834168]Social media
As your webpage and any society social media accounts are officially part of Your Societies and Sunderland Students Union, they must adhere to the Your Societies Code of Conduct. It is the society committee’s responsibility to monitor and moderated what is being posted by your members. Any breach of this policy could result in a disciplinary procedure being instigated. 
For this policy, social media is defined as any platform that allows for instant communication between a student group and its members or the wider public, and any platform that allows for data to be shared between it. This includes platforms such as Facebook, Twitter, Whatsapp, Instagram, Snapchat, Youtube, Tik Tok, Discord and any other platforms that include sharing of videos, blogs, text and any other form of communication. This list is not exhaustive and with new social media platforms that start up on a regular basis, this policy will continue to cover any social media platform used by an USSU affiliated student group.
Society social media, including group chats, should not contain any of the following:
· Acknowledgement of intent to stalk an individual or collect private information without disclosure.
· Advertising products or services not approved in advance by the Students’ Union.
· Advocating, inciting, perpetrating, or providing a platform to advocate the incitement or perpetration of violence against groups or individuals on the grounds of ethnicity, religion, culture, sex, sexual orientation, or political beliefs. 
· Appearing to impersonate another person.
· Attacking specific groups, organisations or any comments meant to harass, threaten, or abuse an individual.
· Breaching GDPR laws: This includes the sharing and posting of any personal information or data without following the appropriate GDPR guidance. This includes information such as; name; student number; address; email address; phone numbers etc, but also includes things like photos; videos and IP addresses. The Information Commissioner’s Office (ICO) regulates data privacy for individuals in the UK and provide guidance on ‘personal data’ which you can see here. Always ask for students’ consent before sharing content of themselves including photos and video.
· Brings the University or Students’ Union into disrepute. 
· Description or encouragement of activities which could endanger the safety of others.
· Including content that relates to confidential or proprietary business information.
· Linking to or containing sexually explicit content material.
· Racist, sexist, homophobic, sexually explicit, abusive, or otherwise objectionable language. 
· Spam, link baiting, or files containing viruses that could damage the operation of other people’s computers or mobile devices.  
· Using an offensive username.
· Using an offensive, violent, or illegal image as their profile picture
· Violating copyright, intellectual property rights, defamation, and contempt of court.
· Violating the law or discussing illegal activity.
[bookmark: _Toc175834169]Group Chat etiquette
This could apply to any group chat platform or other social media platforms where group communication can occur, such as Discord. 
· Create a terms of reference of being part of the group chat. What are the expectations of behaviour and rules for posting?
· Politely remove any messages or content that contravene the terms of reference or society code of conduct and explain why on the chat or to the poster privately why this has been removed. If this is a repeated occurrence by the same person, remove them from the chat and message them privately. Speak to Your SU if you need advice.
· Set expectations that the group chat is only open to official members of the society and remind students to sign-up as a member via the website. Links to chat should only be sent out once students have officially joined the society. 
· New year, new group: start a new group chat each year instead of letting existing chats carry on.
· Set and respect boundaries: Set expectations with your members about monitoring and responding. Make it clear what kind of questions are appropriate to ask on the chat, and what aren’t and set times for when members will/won’t get a response. If you have any safeguarding concerns about members, refer them to the University’s Wellbeing Services or Security. You are not counsellors! Always call 999 in an emergency.
· Only post content that is relevant to the society and your members and don’t spam the chat. 
· Every registered member of your group must be given access and allowed to join the group and committee members must make sure they have a system in place to make sure this happens. Seek permission from an individual before adding them to a society group chat, such as WhatsApp or Messenger. The individual must always have the ability to opt out of communications, and you must be timely in dealing with these requests.
· Members who do not want to, or cannot, join must not be excluded from the information posted in the groups. You must use multiple methods of communication, including your society web dashboard, to send out key information about your student group’s activity to make sure all can access it.
[bookmark: _Toc175834170]Logos
Societies may use the Students’ Union logo (available on the Committee Hub) in your society’s logo and to promote approved society activities, however societies must not use the University of Sunderland’s logo as this contravenes the University’s marketing policies. 
[bookmark: _Toc175834171]Data & GDPR
The Students’ Union has its own data and privacy policy which is available to read here: Privacy Policy @ University of Sunderland Students' Union (sunderlandsu.co.uk)
The Information Commissioner’s Office (ICO) regulates data privacy for individuals in the UK and provide guidance on ‘personal data’ which you can see here: What are identifiers and related factors? | ICO
Always ask for students’ consent before sharing content of them, including photos and videos.
Storing data:
· All data you collect must be stored securely via the Students’ Union website and only accessible to Committee Members that have a legitimate need to access it.
· Use password-protected files and make sure any hard copies of personal data are stored securely. This should be on the SU website only whenever possible. If you need to transport data, please ensure this is done with encrypted devices or memory sticks.
· Personal member data must never be shared outside of the society or with a third party, such as a society sponsor, unless you have written consent.
Using data:
· [bookmark: _Hlk167273213]Always use the BCC field when sending member emails and seek permission from individual members before adding them to a society group chat, such as WhatsApp or Messenger. Individuals must always have the ability to opt out of communications, and you must be timely in dealing with these requests.
Retaining and deleting data:
· You must delete information that you no longer need. This is known as Storage Limitation. We have a shredder available to use in the Students’ Union. For example, following the Freshers Fair or any events where you’ve collected personal information on the door, you must delete the information and destroy any hard copies of personal data. 
· You can only retain the membership data of your members for the period in which they are a member – this means that as soon as someone stops being a member they should be removed from any mailing lists. The list of members downloaded from your page on the Union website is the definitive list you need to follow. You must check this regularly and, if anyone has stopped being a member, delete all data you hold on them.


Change log
28th June 2024: 
· Updated Data & GDPR information to include more on retention and deletion of member data. Added data policy to society member policy. 
5th June 2025: 
· Updated to Communities handbook
· Removed society recognition scheme 
· Society student memberships now optional
· Removed ‘how decisions are made’ and ‘deadlines’ from grant funding, pending changes
· Generified wording of Grant Funding section
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