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Hello!

Welcome from your Students’ Union. We are really excited for you to be joining our 
community of affiliated student groups as an elected committee member!

Running a society, media outlet or RAG group is a great opportunity in many way. Being the 
leader on a committee will not only enable you to develop skills and run interesting activity 
but also empowers you to contribute to hundreds of students’ time whilst they are at City.

This book will give you all the core information you need to successfully run your group, 
from the day-to-day tasks like booking rooms and paying for items, to the broader stuff like 
developing skills and marketing yourselves.

This guide will be updated constantly at citystudents.co.uk, and is meant to be a live 
document for you and your committee to utilise. If you spot something that you think should 
change, that you’re not sure about, or you need some clarification on, then get in touch with 
us at suactivitiesteam@city.ac.uk

A message from your Vice President Community & Wellbeing, 
Rania Salim 

Our students are what makes our Students’ Union; we are here to represent and be your 
voice. This is your chance to take control and do what you love best by sharing your interests, 
activities and expressing it how you like. Students groups like yourselves play a very important 
role in students’ experiences, and can have a massive positive impact. We hope that you 
create many unforgettable memories at your time at City.

This is an amazing opportunity and time to be here at City. Myself and the Students’ Union 
team at City are here to support, guide and inform you whilst you lead the way! Remember to 
be yourself and bring your personality wherever you go, and we will provide you the necessary 
training, resources and information for you to be as successful as possible in your role. There 
will be the relevant contact details in this booklet, and please do not hesitate to contact me 
for any concerns or enquires at VPCommunity1@city.ac.uk.

I look forward to meeting you all soon! 

Rania Salim 
VP Community & Wellbeing
VPCommunity1@city.ac.uk

Our agreement

Running a student group with us means that we will provide you with all the support and 
resources you need to be successful. With these benefits come important responsibilities that 
are outlined in the Student Group Regulations and Constitution.  This agreement is signed by 
the President of each student group.

Here are some important parts of the agreement you should remember:

What you can expect from City Students’ Union

• We’ll provide an easy way for members to join your society. All the membership data will be 
stored securely on our website so that only select committee members will have access

• We’ll provide effective operational training for all committee members

• We’ll provide you with a dedicated Activities staff team to support you and your group to 
grow

• We’ll create funding opportunities you can apply for throughout the year

• We’ll provide facilities on campus where we can free of charge

• We’ll provide opportunities to recognise your achievements through celebration and awards

What we expect from you as committee members
• Society funds must ONLY be held in your City Students’ Union bank account. You can’t open 
a private account or hold money in other accounts (eg. Monzo, EventBrite, Just Giving)

• At the end of term you’ll promote the election for the following year’s committee members

• Each society will have a committee which runs the group

• Each committee member MUST attend annual training and sign their corresponding 
agreement/ constitution

• At all times you will remain financially solvent and free of debt. If you find that you may enter 
debt, you must contact us so that we can work with you to resolve the situation as soon as 
possible

• As a student group you are a representative of City Students’ Union and City, University of 
London. Your behaviour could potentially affect the public image of the institution and it is 
expected that you will behave in a manner that positively reflects our views.

• You must treat staff with respect and not subject them to discrimination or harassment of 
any kind
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The Basics

Using this guide
While there’s a lot of information in this guide, it is by no means exhaustive. It’s designed to be 
used in conjunction with the training you receive, the knowledge you already have as student 
leaders, and the resources available on our website.

Various parts of this guide come complete with an icon that looks like this              which 
indicates a useful page or document on our website’s Resource Hub. This can be accessed by 
heading to citystudents.co.uk/getinvolved/resourcehub and clicking the relevant section.

Getting in touch

We’re based in the Tait Building on the Northampton Square campus – come say hi!

City Students’ Union                               
CX118, City, University of London, 
Northampton Square         
London 
EC1V 0HB 
0207 040 5600

If you have a general query about the Union, you can email us at studentsunion@city.ac.uk or 
speak to one of our receptionists between 10am-5pm during teaching weeks. 

Room and stall bookings, external speaker requests, finance claims, publicity to approve, and 
all other forms should go to reception (either in person or via email) unless otherwise stated.

When you’re getting in touch about your specific student group, email suactivitiesteam@city.
ac.uk and the relevant staff member will get back to you.

Each area has a staff member that supports these groups. These staff are responsible for 
things like your bookings, finances, elections, events, and so much more, and they’re here to 
support the activities that you run. Our staff are:

Societies: Mark Riley
Student Media and RAG: Megan Chance

Both are full-time staff members available to meet if you have any questions or would like a 
chat at any point. Email the above activities team email to get in touch.

The SU is governed by three Sabbatical Officers, who are full time, elected students 
who spend a year leading the direction of the SU, and implementing the changes and 
improvements that you want to see. They are:

President Tuna Kunt - SUPresident@city.ac.uk
Vice-President Education Saqlain Riaz - VPEducation@city.ac.uk
Vice-President Community & Wellbeing Rania Salim - VPCommunity1@city.ac.uk

Rania is the Officer to get in touch with if you have any questions or suggestions for the SU, 
such as campaigns you’d like to be involved with, policy you’d like to submit, or changes you’d 
want to see on campus. Drop her an email and she’ll be happy to have a chat.

The Students’ Union

While you may be on the committee for your student group, you might not know too much 
about the SU – and that’s fine! This section is a crash course in what we do for anyone that 
doesn’t know, and a good refresher for anyone that does!

City Students’ Union is a charity, and we are run for students, by students. We have three Full 
Time Students’ Union Officers and a host of other current students who are annually elected 
by the student body to direct the Union and represent its students. The Students’ Union offers 
the opportunity for students to get involved and make their issues heard.

We exist to represent all 19,000 City University students. We provide support, representation, 
facilities, services, entertainment and activities for all of our members.

One area where we assist students regular is our advice service which supports students that 
are experiencing problems while at university. Whether it’s complaints about your course, 
getting help extending a deadline due to personal issues, or making an appeal about a grade, 
advice appointments are free, impartial, and open to all City students, and can be booked by 
going to citystudents.co.uk/advice.  

Committee roles

President / Publication Editor / Station Manager

This role is responsible for overseeing all activity of the student group, including leading 
the student group, its Committee, and its Members according to the aims and objectives 
of the student group. They are responsible for ensuring that all activity is compliant with 
Union processes and policies, and that the student group embodies the values of the Union 
throughout all of its activities. 

The role holder will:
• Provide direction and leadership for the student group.
• Coordinate and delegate tasks appropriately to other Committee Members.
• Accurately represent the student group and its members by being its spokesperson.
• Liaise with the Union officers and staff.
• Ensure your group’s participation in key events such as Welcome, Awards, and Elections.
• Chair all Committee Meetings and General Meetings for the student group, and other 
appropriate meetings.
• Engage members of the group through activities, campaigns, events, and so on.

The following are additional responsibilities for a Publication Editor or Station Manager:
• Proof all media output from the student group before publication where and if practical, in 
accordance with our Publishing Policy.
• Ensure best practice is adhered to in live and near live media from the student group.
• Ensure the distribution of suitable schedule of publications/broadcasts and that those are 
regulated. 
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2.4.2 Finance Officer

The Finance Officer is responsible for the planning, authorising, and monitoring of all financial 
activities within their student group. They are primarily responsible for ensuring that all 
student group activity is compliant with the Union’s financial regulations.

The role holder will:
• Learn and understand the Union’s financial regulations, and ensure that all members comply.
• Ensure that the student group accounts remain in credit and within budget at all times by 
keeping track of all income and expenditure.
• Apply for any Union funding through the correct procedures in a timely manner.
• Ensure that orders for items/services are placed in a timely manner.
• Sign and authorise all your group’s expenditure, with exception of your own.
• Ensure that contracts are sent to the Union to sign in a timely manner.
• Ensure all funds raised for an external charity adhere are legal and adhere to financial 
regulations.

2.4.3 Communications Officer

The Communications Officer is responsible for the arrangement, promotion, and recording 
of all activities within their student group. They are primarily responsible for ensuring that 
all student group Members are aware and able to take part in all of their student group’s 
activities.

The role holder will:
• Publicise in advance the arrangements for activities, events, annual general meetings (AGM) 
and meetings to student group’s members.
• Organise room/venue bookings for meetings or activities through the Union by following the 
correct procedures.
• Record and make available minutes taken at the Annual General Meeting and other meetings.
• Organise and maintain the student groups City email account, Union webpage and social 
media channels.
• Ensure that all events and trips are registered according to Union procedures as and when 
appropriate.
• Communicate regularly with the student group’s membership.

2.4.4 Applicable to all Roles

The following are applicable to all roles and should be made clear throughout the election 
process:

• Adhere to all Union and City regulations and ensure that relevant procedures are followed.
• Understand and uphold the student groups responsibilities within the Society’s Constitution.
• Be jointly responsibility with other Committee Members for monitoring the student group 
email account and responding to enquiries.
• Be jointly responsibility with other Committee Members for monitoring any student group 
website and ensuring that no inappropriate content is permitted.
• Be jointly responsibility with the Finance Officer for the student group’s finances.
• Be responsible for events that have an external guest or speaker and ensuring all procedures 
are followed.
• Ensure that all students engaging in student group activities are fully paid members.
• Organise affiliation to national bodies, if relevant.

2.4.5 Benefits
The President / Publication Editor / Station Manager will receive bespoke training to assist 
them in fulfilling their duties and develop their skills. Experience in this role will lead to the 
post-holder developing a number of transferrable skills to further their employability and 
improve their academic experience. Post-holders will be able to cite their time in the role on 
their CV, and will also be able to take part in the Union’s Leadership Academy. 

2.4.6 Experience
Though experience of skills such as volunteer management, event organisation, and financial 
responsibility are desirable, they aren’t necessary for any of the roles, and many student group 
Committee Members come into the role without these previous competencies. All Members 
of a Society are able and encouraged to nominate themselves for any committee role, as 
these skills will be gained in the role itself. 

2.4.7 Key Dates
Role holders will normally assume the role on 1 August, and their tenure will expire on 31 July 
of the following year. Students are able to hold the same Committee Position for a maximum 
of two years.  In the event of a by-election these dates may differ, but will be made clear at the 
point of election.

2.5 Constitution
Every student group must have a constitution that it writes and signs at the beginning of each 
year. This should outline the aims and objectives that the student group want to meet, as well 
as confirm their commitment to upholding the values of the SU through all of their activity. 

2.6 Benefits of involvement
Whether you’re in a society, a student media group, or part of a RAG project, you’re all 
participating in what we sometimes call “co-curricular activities”. These are activities that you 
pursue alongside your studies that go a long way towards giving you real world experience in 
your area and helping you succeed in life. 

Students who participate in co-curricular activities are statistically proven to be more likely to 
stay in uni, graduate with a higher grade, get employment when they leave, and have a higher 
level of satisfaction with their experience in higher education. There’s also the fact that you’ll 
make new friends in your group, take part in interesting activities, go to great events, and 
build your skillset through organising and taking part in all of these things.

Student group leaders are also automatically enrolled into our Leadership Academy, which is 
a great way to learn new skills, network, and get an award at the end of the year. You can opt 
out at any time by emailing the relevant staff member for your group.

These things should all be a part of the way you advertise your society to potential members! 
New students are looking to make friends and make the most out of their time, and you’re the 
key to both of those things – so what are you waiting for?!
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Marketing

3.1 Welcome Fairs/Freshers’ period
Without doubt the best time for recruiting members and holding events is mid-late 
September and early October, traditionally known as ‘Freshers’ or ‘Welcome’.

As a student group, you’ll have the opportunity to attend our Freshers’ Fair as a stallholder, 
where you can meet the 5,000 students that attend over two days, promote your activities, 
and get them to become members of your group. 

Each group gets a table space that you can decorate with props, giveaways, banners, flags, 
pictures, or any charged/battery operated equipment. We can’t guarantee access to plug 
sockets or wifi, but you can still have a laptop or tablet displaying a video or pictures of your 
group if you wish.

Top tips for a great Freshers’ Fair
• Be as welcoming and inviting as you can – remember, most of the students you’ll meet are 
first years who’re looking to make friends and get involved, so make the most of it! This 
includes not staying sat in your chairs, starting the odd conversation, and SMILING! 
• Make your stall bright, colourful, and attention-grabbing – These fairs often have upwards of 
200 stalls at them, all trying to attract students’ attention, so make sure that yours stands out 
as much as possible.
• Have a good gimmick, giveaway, or selling point for members to remember you by – 
everyone gives out leaflets or various bits of waste plastic that tend to end up in the bin, so 
this is your opportunity to be creative, be different, and be YOU!
• Keep it clean and tidy – it sounds like a given, but a messy stall isn’t going to attract as many 
members as one that looks tidy and professional, so keep your area mess-free for the entirety 
of the fair. It’ll also make your pack-down quicker!
• No paper allowed – Due to Data Protection laws, you are not allowed to have paper/online 
signup sheets to get contact details of potential members. The way we combat this is by 
handing out ‘Society Passports’ to every attendee, and by giving each group barcode stickers 
to hand out to potential members. Attendees collect these stickers and can then take 
these to our shop or reception to quickly scan and purchase the memberships they want. 
Any group found collecting data on paper or an online form will be asked to remove and 
potentially destroy it. 
• Delegate the responsibilities of the day – Fairs are long days that involve hours of standing, 
talking, and being “switched on”, so make sure you have a rota of you and fellow committee 
members that are taking it in turns to talk, get lunch, or cover the stall. If you’re alone, see if 
you can work something out with the stall next to you.
• Have fun – It’s a lot of work and a very time-consuming task to cover a Freshers’ Fair for your 
group, so you might as well have a good time while doing it. Get chatting to the stallholders 
around you, grab the freebies on offer from our advertisers, and don’t hesitate to ask SU staff 
any questions you might have!

3.2 Using our website
Our website is not just a few pages with information on the SU, it’s also a platform that you 
can log in to and customise too. Each student group gets its own page on our website where 
members can sign up, and you can customise this page with a logo, bio, blog posts, videos, 
contact information, and more. 
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3.3 Social media
Currently, all groups run their own social media pages, and we don’t get involved or try to 
control the content you put out there – they’re your networks, so you should get to decide 
how they’re run! With that said, we do have some basic requests that we ask you comply with, 
as well as general guidance on how to follow the law around publishing and sharing content:

• Don’t bring the SU or University into disrepute - This doesn’t mean that you can’t campaign 
for causes or promote something contrary to what City SU or City, University of London is 
promoting, but it means that you cannot make outright libellous claims against any persons or 
body. 
• Remember that the content you publish is there forever, even if you delete it - Your posts 
can be screenshotted or recovered via a range of methods, so even if you remove something 
within seconds it is still ‘out there’ on the internet.
• Find the tone that works for you – Your group should have its own personality, and we don’t 
police that. All that we ask is that you simply make sure that your content is appropriate for 
your audience, and that you steer away from anything that might be classed as inappropriate 
i.e. swearing, graphic imagery, sexually explicit material, or any content likely to cause distress 
or harm.
• Ensure that your pages are tidy, regularly updated, and accurate – Social media will be where 
a lot of students go to find you you, so make sure that your contact details, logo, biographies, 
and latest posts are right for your group.
• Delegate responsibility where possible – While its good for multiple committee members to 
have access to your social media pages, ideally it should be the responsibility of just one or 
two people to update it, to ensure some consistency.

3.4 Branding and marketing
All posters and materials (including branded items such as mugs, pens etc.) that you create as 
a society must include the SU logo and be approved before you send them to print or publish 
them. You can find high quality versions of our logos on the Resource Hub. 

We recommend canva.com as a simple poster making platform, though you can use any 
image or editing software. Societies are allowed to use their Subs Account to fund poster/flyer 
printing, though we encourage you to be realistic and sustainable wherever possible.

You are not allowed to use the university’s logo on materials, unless you have explicit written 
permission (ie. from a school when you are collaborating with them on an event).

All posters and marketing materials need approval from the SU before you publish them. To 
have your materials approved simply email the SU Reception  studentsunion@city.ac.uk. 
Ensure that it features our logo, the date and time for any events advertised on it, the location 
(providing you have had booking confirmation), and any details of the event (you can only 
advertise guest speakers once they are approved). 

To use our website and access your admin page:

• Go to citystudents.co.uk and log in using the button in the top right corner (with the same 
information you use for signing in on all City University websites).
• Find your student group’s page under the ‘Get Involved’ menu.
• Along the bottom of the screen click ‘Page Admin’ and then ‘[Name of group] admin tools’.

Here you’ll find your admin page, which has a vast variety of tools for you to use. Here’s a run-
down of the most important and frequently-used ones:

• Edit Details – Here’s where you can upload a logo, edit your biography, and add social media 
links among other things. 
o The ‘Listing Description’ has a 200 character limit as this is what comes up in search results 
online, while the main ‘Description’ underneath it allows you to write much more, embed 
pictures and videos, and edit the HTML.
o Some newer societies may have an option to pick a web name for their page, which is the 
text that appears in the URL after ‘citystudents.co.uk/getinvolved/society/’. You can only do 
this once, so make sure it’s short, sweet, and spelt correctly!  
o PLEASE ensure that you save your progress as you go, as sometimes this page times out 
and you may lose any data you enter.

• News – This is where you can write news articles or blog posts that will appear on your 
society page, and we can also add them to the main homepage of the entire site. 
o You can do all the same things as you can in your page description, such as embedding 
content and formatting text, so this is a great tool for advertising your activities, writing an 
opinion piece related to your field, or generally showing off your society!

• Events – Here you can create detailed listings for your upcoming events. 
o Once you’ve got confirmation of your space booking, make sure you upload your events 
here as it’s a great tool for attracting more students – especially if you tick the box that say 
‘Societies Event’, so that it shows up in our main events calendar online. 
o Head to the events section of this guide for more info on things such as ticket selling and 
event promoting.

• Members – All the students that purchase memberships for your society will be visible here.
o You can sort these into different groups dependent on membership type, or view them 
alphabetically.
o You cannot download this data due to data protection laws, but you can email all members 
via the website itself.

• Messages – This is where you can send emails to all, some, or individual members of your 
student group.
o Emails are customisable with the same tools as articles and pages above.
o You can also view the numbers of recipients that open each email, which is useful if you plan 
on sending some form of regular newsletter.
o It’s also possible to set emails as ‘From’ either the society account or your own personal 
account, as well as replies automatically going to either one. 
o We recommend sending each email as a draft to yourself before you send it to your entire 
mailing list, so that you can check for typos, make sure that everything’s formatted correctly, 
and add any last minute bits.
o From there, you can also schedule or send emails right away, and the page will allow you to 
select any or all of your members as recipients. 
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Sponsorships
Another great way for groups to source extra money is by getting sponsorship. Sponsorship is 
a business transaction between your group and a company that provides money for a project 
or event carried out by your group. This partnership should be considered as a business 
transaction as the partnership generally benefits both parties in the agreement. 

If you are interested in seeking sponsorship for your group, or a specific event then get in 
touch with [staff member] who will be able to support you with this.

The SU will support you with the legal side of things when it comes to getting sponsorship, 
and with that in mind you should never sign any contract on behalf of your group or the SU. 
Anything you sign without permission from us will be considered invalid by us, and you’ll be 
individually liable for covering costs or services named in the contract.

Recommended Resource: ‘Sponsorship Guide’

4.4.1 Things a Sponsor can do for you

• Finance – money in return of advertising or use of their business, or a percentage from any 
business you send their way.
• Equipment – whether it’s kit for an activity, props for an event, or promotional material.
• Discounts – cost reductions for use of services or products, or referrals to their business.
• Facilities – venue hire or goods loaned to your group for an activity.
• Catering – either providing catering themselves for external events, or covering the cost of 
in-house catering at City.

4.4.2 Things you can do for a Sponsor

• Advertising – promoting a business in some manner, such as incorporating a logo onto 
promotional material, inviting a representative to speak at your event, or contacting your 
members about a relevant offer or event through our website.
• Custom – arranging to hold events with a sponsor or coordinating members’ usage of their 
service.
• Volunteering – being an ambassador for the company, helping them advertise, or assisting at 
their events in some way.

4.4.3 Top Tips

Make sure that your arrangement with a sponsor is mutually beneficial, and that you hold up 
your end of the bargain by honouring any obligations you agree to make.

Your group and your sponsor might have common goals such as community outreach or 
charitable fundraising, so think about what companies might have similar aims to your group. 

Keep your arrangement simple and realistic, so that you can ensure both sides get what they 
want out of the deal, and that you can be confident with what you’re doing. It’s also worth 
noting that we won’t approve any sponsorships that last beyond the end of the academic year, 
so keep your agreements time-appropriate. 

The Sponsorship Proposal, Agreement, Income Request Form, and draft letter are all included 
in the Sponsorship Guide, available to download on the Resource Hub.

Finance and funding

This section will explain how to spend and pay for things, how to raise money, how to get 
reimbursed, how to get extra funding, and how to raise money for charity. 

4.1 Accounts
Every society has an account with us, and we manage it to make sure that you don’t 
overspend or go into the red. External bank accounts are not permitted under any 
circumstances, and any funds related to your society should be paid into your Union account 
as soon as possible. You can do this by taking cash to the SU reception during open hours. 

Each society’s account is split into two streams; you have a Subs Account (sometimes referred 
to a ‘Budget Line’) which is your main account where your membership and ticket sales, 
sponsorships, and donations go, and you have a Development Fund Account (sometimes 
referred to as ‘Grant Funding’), which consists of money allocated to your group by us.

4.2 Memberships
All the money that is generated by membership sales for your group goes straight into your 
subs account automatically, so you don’t need to worry about transferring funds anywhere – 
all you need to worry about is getting people to sign up!

All groups must offer a Standard Membership which is open to all City students, and this must 
be at least £1. Groups can also offer an Associate Membership to non-students and alumni, 
which must cost at least £1 more than a Standard Membership.

Student groups can set their membership fees annually, but this cannot be changed after 
the first purchase has been made unless permission has been granted by the relevant staff 
member.

Remember, membership sales are subject to VAT, which you can read more about later in this 
section.

4.3 Grant funding
Often groups want to find extra money to host the activities that they want, and the SU can 
help! We have a pot of money called the Development Fund to give out every year to fund 
events, campaigns, trips, and any fun stuff that groups wish to run.

To access the Development Funds, groups need to write an application, which can be 
downloaded from the Resource Hub. This application should include a thorough, detailed 
breakdown of what the money you’re requesting is going towards, including what it’s for, 
quotes (including VAT) or links to the products or services themselves, an estimate as to how 
many students will benefit from this money, and why it’s important for your group to have it. 

It should also include the information on the funds you’ve already raised or plan to raise, or a 
summary of the efforts your group has made to attempt fundraising. If your application does 
not include this information, you run the risk of receiving none or only partial amounts of what 
you’ve applied for. 

This funding is awarded by the Societies Board or Student Media Board, which is an elected 
group of students from that area who review applications and the evidence submitted with 
them. Make sure that your applications are proofread, the sums add up, and that you’ve 
provided as much information as possible. 

Recommended Resource: ‘Funding Application’ and ‘Funding Criteria’ 1312



Spending
The SU will pay for the items/services you wish to receive when you submit a Purchase Order 
Form to us with an invoice. Make sure you supply links to the product(s) and any design work 
we may need so we are able to place the order on your behalf. Invoices can take up to 30 days 
to be paid (usually less), so just make sure your supplier is aware of these terms.

Alternatively, you can also pay for items and claim the money back yourself.

Make sure that any transactions above £50 are approved by your relevant coordinator in the 
SU, and that your group has the funds to cover the purchase.

Recommended resource: Purchase Order Form

For any transactions that involve paying an individual for a service or product, the individual 
must provide either a Unique Tax Reference number (UTR) or a company number, for us to be 
able to pay them. Without this, we cannot pay them under any circumstances. 

Claiming
For purchases that you can afford (and we would never ask you to go beyond your means), 
you can buy whatever your group needs and claim the money back from the group account, 
provided you keep your receipts.

Send us a Claim Form either by email or by bringing a physical copy to our reception, along 
with all receipts/itemised proof of purchase (credit/debit card receipts are not accepted, as 
receipts need to be itemised with a breakdown of what you’ve bought), and we’ll refund that 
money directly into your personal bank account within 30 days (usually less).

Make sure that any transactions above £50 are approved by your relevant coordinator in the 
SU, and that your group has the funds to cover the purchase.

Recommended resource: Student Activities Claim Form

4.8 Understanding VAT
As a membership organisation we have to pay VAT on most of our income, and student 
groups are no different. Here’s a breakdown of where you do and don’t pay VAT.

Income Type How does it go into your account? Do we pay VAT on 
it?

Memberships Paid directly into subs account when purchase is 
made

Yes 20%

Ticket Sales Paid directly into subs account when purchase is 
made

Yes, 20%

Sponsorship We invoice sponsor once Income Request Form is 
submitted

Yes, 20%

Donations Cash donations paid to SU reception, we invoice 
big, one-off donors once Income Request Form is 

submitted

No

Fundraising Paying in form needs to be submitted along with 
the cash

No (for charity)

4.4.4 Step by Step guide

1. Research and identify potential Sponsors
2. Introduce yourselves with the draft letter in our Sponsorship Guide
3. Prepare your Sponsorship Proposal and get approval from us before sending it off
4. Discuss the Proposal with your Sponsor
5. Fill in the Sponsorship Agreement with the details you agreed with the sponsor
6. Get the Agreement signed by a senior staff member in the SU
7. Sign it yourself and send that to the Sponsor to sign
8. Fill in an Income Request Form and submit it to the SU

All the aforementioned forms are available on the Resource Hub.

Fundraising 
Whether it’s for a charity or for your own society, donations are where nothing is received by 
donors in return for the money donated. Ensure nothing is given to the donor in return for 
their kind donation for it to be classed as a donation, as this enables you to pay no tax on the 
money you raise.

The SU has a number of secured collection buckets that you’re able to borrow from our 
reception desk during opening hours. Remember to label the bucket clearly stating where the 
money in it will go, and if applicable you should include the registered charity number of any 
organisation that it is for. All money should be collected on campus, and you should not open 
the bucket, take it off campus, or count the money yourself. 

Once you have fundraised, please complete the Paying in Form and hand in to the SU 
reception with money you wish to deposit at the end of each day of fundraising. Remember 
to give yourself enough time to count the money out with a staff member when you pay the 
money in (so don’t turn up at the reception two minutes before it closes!) Out of hours, you 
may store buckets in the societies’ storage cupboard, CityBar, or in a locker that you have 
reserved, in order to return the bucket the morning after. Please note that these areas are not 
necessarily secure, and individuals take full responsibility for items and moneys left there. 

The Students’ Union will then count the money and arrange a transfer to your subs account or 
the chosen charity, letting you know how much was raised, and also letting the charity know 
that it was you who raised those funds if applicable. 

Alternatively, we can allow funds to be transferred into your society account by bank transfer 
(if funds have been donated to individuals directly), providing we have plenty of notice and 
details of the transaction. 

In order to raise money for charity through your group, you have to send the following 
information to the SU two weeks in advance:
Charity Fundraising Checklist Completed (Y/N)
Email the charity you would like to fundraise for to let them know.
Send us a copy of the charity’s response, which confirms to the 
Students’ Union that the charity has given permission for you to raise 
money for them.
Complete and send us a charity collection form.
Book a stall (on the main walkway) if required, a room in the 
university, or whatever space you need to do your charitable project/
event. A room booking form is required to book a room or stall (see 
Events section) with the appropriate notice period outlined in 5.1.14 15

 
Recommended resource: Charity Fundraising Form



Any forms submitted with less than 4 weeks’ notice, or with missing information, will be sent 
back to the student group and they will be asked to rearrange the date of the speaker. 

The form will ask for the following:

• Your name, contact number and email address, as well as your society name and committee 
position
• The name, contact number and/or email address of the guest speaker
• At least three websites, profiles or social media accounts held by the speaker
• A minimum of 20 words on why the speaker was chosen for your event, and the topic the 
speaker will be talking about
• The name, date, start time, end time, and confirmed location of the event
• Expected number and category of attendees (ie. society members, all students, staff etc)

When we receive your form, we research the speaker and the event in accordance with our 
External Speakers Policy, which can be read at citystudents.co.uk/about-us/policy/. This 
policy details the nature of the research, the process that we follow, and all the possible 
outcomes, so please familiarise yourself with it before submitting a request.

If approved, we then send the request to the University, who conduct their own assessment 
separately in accordance with their Code of Practice on Freedom of Speech. 

All of this is to simply ensure that the event can go ahead on campus in a safe and fair 
manner, and that it is accessible to all students and staff at City. Mitigations may be placed on 
higher risk events to enable them to be delivered in a more secure and efficient manner, and 
examples of these mitigations are listed in our External Speakers Policy. 

If you’re dissatisfied with the outcome of the assessment of the speaker or event, rejection of 
a speaker or event, or the mitigations placed on an event, you can appeal the decision within 
two working days of the decision being made. Details on how to do this are in the External 
Speakers Policy.

Catering
Currently all of the refreshments at City are served by a company called Sodexo, who have 
the exclusive contract to cater the events at City and provide all of the refreshments in the 
canteen spaces. This means that legally we have to stick to the contract the University has 
with Sodexo, meaning that in almost all scenarios, you need to order catering through them.

To order catering:

• Ensure that you’re placing an order AT LEAST four working days before the event, though 
preferably much earlier.
• Browse the Sodexo menu on the Resource Hub (there’s one that is specifically for CityBar 
events, and one for the rest of campus).
• Ensure that your society has enough funds to cover everything, including extra costs such as 
cleaning, tablecloths, or corkage.
• Make sure your event location has tables that the food can be served on.
• Email the Activities team or your relevant coordinator with a full list of the items you’d like, 
including exact quantities.
• We place the order and take the money directly out of your account, and orders are usually 
confirmed within a day.
 
Recommended resource: Catering Menu

Events
This section will go over the different types of events you can have as a student group, and 
how to make them happen. This includes info on the right forms to fill in, checks to make 
before hosting an event, and the timelines to work with for each different type of event.

5.1 Booking space
The first thing to lock down for any event that you’re having is the venue, and being able to 
book it for your preferred date and time.

For any teaching or meeting room on campus, please fill out the Room Booking Form 
located on the Resource Hub and return it to. Please ensure that all of the required fields are 
completed – incomplete or incorrect forms are the top reason why delays occur in the SU, so 
double check all forms before you send them our way. All room bookings must be sent to us 
with at least ten working days’ notice.

Recommended resource: Room Booking Form

For a stall along the main walkway at the Northampton Square campus (1st floor, University 
building), simply fill out a Stall Booking Form and return it to studentsunion@city.ac.uk. The 
same rules apply, but for stalls you only need to give us five working days’ notice.

Recommended resource: Stall Booking Form

For anywhere external and off campus, venues will usually require a contract of some kind, 
even if the hire is free. It’s extremely important that you never sign anything on behalf of your 
group, and that contracts or written agreements are only signed by a senior staff member in 
the Students’ Union. This protects you, us, and the venue in the event of any issues with the 
transaction. Documents that you sign will not be recognised by us as valid, and you’ll be liable 
to any costs incurred within the contract.

Simply come to an agreement with the venue about the date, time, and service that you 
require, and then forward them our way so that we can look over any paperwork. From there 
we sign it off, take care of any payments as long as your group’s account can cover it, and we 
confirm the booking with the venue. Please give us at least five working days’ notice for any 
external bookings that don’t require payment, and please note that any payments of any kind 
can take up to 28 days.

Recommended resource: Purchase Order Form

5.2 Guest speakers
We support all societies to host activities involving speakers external to City, as they can often 
bring a wide range of experience, knowledge, and direction to your group’s events and benefit 
your members. Anyone attending an event as a speaker for your group must be approved by 
City SU and City, University of London.

If you wish to invite an external speaker (someone who is not a student or a staff member at 
City,) to one of your events, complete the External Speaker Request form on the Resource Hub 
in full detail and submit it no less than 4 weeks prior to when you would like them to attend 
your event. 
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Democracy

Here you’ll find out all about how your societies operate year on year, and how the SU runs 
your free and fair elections for committee members each year.

6.1 Election rules
Part of our obligation as an SU is to ensure that all of our committee positions are elected 
fairly and democratically, and that every member has the chance to stand should they wish to 
do so.

We do this by running student group elections on our website, where we can ensure that 
you are a fully paid, standard member of your group in order to nominate/vote in elections. 
Associate members are not eligible to vote, and memberships go off sale during election 
periods. 

It’s as simple as logging in, heading to the society election page, and entering your 
information under the role you’d like to stand for. You also get to submit a picture and 
manifesto which all voters can see when the polling opens.

Nominations are usually open for a week or two, and voting is usually the same, with full 
notice being given to all members on citystudents.co.uk and via email.

Once the election is over, we’re able to run an automated count of all votes and announce 
the winners, who will assume their role on 1st August of the following academic year. Vacant 
positions are able to be contested in by-elections under the same rules, which will also be set 
up online by the SU.

Like with the Sabbatical Officer elections, any complaints can go to SUelections@city.ac.uk. 
Elections are conducted in accordance with the City SU Student Groups Regulations, which 
detail the rules around campaigning, complaints, and other processes.

Recommended resource: Students Groups Regulations

6.1.1 What do Committee Leaders Need to do During the Election Period?
• Committee leaders are expected to inform all your standard members of when the election 
period is and how those who wish to stand can nominate themselves.
• Committee leaders should remain impartial when talking about the elections to society 
members, but you can vote for whoever you want to.
• Committee leaders should give every candidate fair and equal promotion during the election 
periods. Do not announce who is standing for what positions until the nomination period has 
closed.
• Committee leaders should encourage all standard society members to vote – the more 
votes, the more democratic your society can be.
• Committee leaders should inform all members of the new committee when the results are 
announced by the SU.
• Committee leaders remain in post until the 31st July. The new committee do not step into 
post until 1st August, but can of course assist the members in post before that time.

5.4 Extra Costs
Events can sometimes incur extra costs, depending on the nature of the event. It’s up to the 
society to ensure that these costs are covered.

5.4.1 Security
Tait and University Building are both open late and at weekends, but for any out-of-hours 
events in other buildings (including College and Drysdale), you’ll unfortunately need to pay for 
security to open the buildings. This can cost up to £26 per hour, and must be for a minimum 
of four hours. This will be arranged by the SU and Timetabling when you place the booking 
request.

5.4.2 Portering
Room layouts can often be changed to suit your event, but for some rooms such as The Great 
Hall, this requires actual staff to come in and move furniture or use specialist equipment 
(especially when moving partitions or tiered seating). Again, this can cost but not always, 
depending on what the room is being used for. Portering should be requested at least three 
working days in advance.

5.4.3 Cleaning
It’s the responsibility of all groups to ensure that spaces are left clean and tidy, and that 
furniture is restored to normal after use. If there are repeated instances of a group leaving a 
space unclean or untidy, cleaning costs may be charged to the SU, which will be taken from 
your society account.

5.5 Trips
If you’d like to run a trip somewhere with your group, there are a few things to check.

• Give us as much notice as possible when planning a trip - ideally at least 20 working days – as 
your trip may involve complex travel arrangements, paperwork being signed off, and extensive 
documentation depending on the nature of the trip itself. 
• Ensure that the venue, activity, or touring group providing this trip has some form of public 
liability insurance, which will need checking by the SU.
• Confirm that there is a registered first aider present, either in the group or on site.
• Take emergency contact information from all attendees and have it on hand at all times, as 
well as any relevant medical information including allergies or medication.

5.6 Health and safety/risk assessment
Most regular activities are covered by the usual risk assessment involved with classrooms 
being used and people gathering within them. However, some events might require 
something extra, especially if there’s a large amount of people, special equipment being used, 
lots of catering, or a physical activity taking place.

You’ll also be asked to produce a risk assessment at the start of the year that covers all your 
core activities. This is just to show that you’ve thought about the kinds of things that your 
society gets up to, and just needs to cover the regular everyday activities that you host.

Recommended resource: Risk Assessment Form

18 19



6.2 AGM
As per the Union’s bye-laws for student groups, every society must hold at least one formal 
meeting each year. Your Annual General Meeting (AGM) is exactly that! These meetings need 
to have an agenda sent out to all your members at least one week prior to the date to give 
everyone the opportunity to attend. These meetings also need to be minuted and the minutes 
are to be sent to your Coordinator for record keeping of any changes to your society.
Please send the date, time and place of your AGM to your Coordinator so that we know you’re 
having it – we’re normally available to come and help if you’d like SU presence in the event that 
you’d like us to, but it’s not essential and it’s entirely your meeting, not ours.

6.2.1 Items for the agenda
• Give a breakdown of your society finances and expenditure/income over the past academic 
year.
• Find out what your members have enjoyed/not enjoyed this year - use this information to 
feedback to the Union (if applicable) or handover to your new committee so they can develop 
your society going forward.
• Vote on sub-committee positions.
• Discuss and vote on constitutional amendments e.g. membership fees, society aims etc.
• Discuss and vote on regular or new external affiliations you may have with external 
companies/organisations.
• Any other business - this gives your society members opportunity to highlight any issues 
they want to raise.

6.3 Handover
Creating a Handover Document is a great way to support new committee members long after 
you have left the committee. It is a record of the things that you have done throughout the 
year and reviews what worked and what didn’t. It means committee members don’t start from 
scratch and can learn from your experiences.

You can create your Handover Document however you like, although we recommend using a 
Google Document as multiple people can access and edit the document at the same time and 
can be easily updated passed over each year.

6.3.1 Things to include in a Handover Document:
• Descriptions of each role and their responsibilities.
• Key Contacts in the SU and University, as well as external sponsors, venues, etc. 
• List of events you have run, descriptions of how they were organised, what went well and 
what didn’t.
• Usernames/passwords for your City email, social media and website accounts.
• Group-specific information such as key activities, special dates in the year, and areas for 
collaboration.
• Any further recommendations based on your experience.
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7.3 Societies Rewards

City societies are responsible for a huge amount of activity that engages thousands of 
members every year. From charity fundraisers to educational trips, famous guest speakers 
to careers fairs, societies put in a huge amount of work to improve their members’ time at 
university, and we want to reward that behaviour!

That’s why we’ve launched Society Rewards. This scheme intends to recognise the huge 
amount of effort that committee members put in to their groups every year, and incentivise 
the kind of activity that can truly make a society excellent. 

Society Rewards are broken down into different categories, such as ‘Finance’, ‘Democracy’, and 
‘Equality & Diversity’. In each of those categories are different criteria points that societies can 
tick off through the year, and each of those criteria is worth a certain number of points (with a 
maximum number of points for the year as well).

The total points that a society earns throughout the year will contribute towards either a 
Bronze, Silver, or Gold award, and your society will be rewarded with funding, recognition, and 
other perks within the SU!

The full criteria is kept up to date at citystudents.co.uk/getinvolved/societies/rewards/.

Awards and Rewards

7.1 Carrot awards
The Carrot Awards celebrates and recognises the outstanding achievements and contribution 
of particular students, staff or individuals involved in any Students’ Union activity. This can be 
from sports to student advice, from raising awareness to student representation. 

We also have awards specifically for our student groups, in the following categories:

• Student of the Year
• Student Group of the Year
• Most Improved Student Group
• Best New Student Group
• Student-Led Event of the Year
• Best Contribution to Charitable Fundraising Award

Nominations for these usually open in semester two, and you get the opportunity to tell us 
why you think your nominee should win their respective award! The ceremony is held in April, 
and is our chance to celebrate the amazing work you do throughout the year and get dressed 
up!

7.2 NSAs
Similar to our own awards, NUS hosts a National Societies Awards every year for all groups all 
over the UK to be a part of. This event is held at a different university every year, and is usually 
accompanied by some sessions or talks relevant to different student areas.

At the time of writing, their categories are:

• Best Academic Society
• Best Arts Society
• Best Fundraising & Campaign Society
• Best Cultural & Faith Society
• Best Hobbies & Interest Society
• Best Media Society
• Best New Society
• Best Society Event
• Individual Award for Outstanding Contribution
• Most Improved Society
• Best Society

Nominations for this usually open in the spring, and the ceremony is held in May. Nominations 
can be quite long due to the amount of text they ask you to write, but we can help you write 
your nominations if you’re struggling. 

If your group gets nominated we can assist you in attending the awards, and in 2019 City’s Pro 
Bono Society came 2nd for the ‘Best Society Event’ out of over 800 nominations!
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8.4 Equality, diversity and inclusion
City SU is committed to ensuring equality of opportunity for all, which includes our student 
groups. We endeavour to facilitate the successes and achievements of any group or individual 
regardless of race, sex, gender, sexual orientation, disability, religion, socio-economic 
background, age or any other protected characteristic.

We aim to develop a culture of diversity and inclusion within all of our activities in which all 
those connected to the university feel proud of their identity and able to participate fully in 
university life. 

Examples of this including electing Liberation Officers to run campaigns and support students 
of different backgrounds and demographics, affiliating societies centred around various 
cultures and religions, and pushing the university to do work around issues like accessibility, 
sexual harassment, and hate crimes on campus. We know that this isn’t the be all and end all 
though, so if you have an idea or suggestion for how City SU can further improve its culture, 
please let us know. 
 
Anyone who has experienced or witnessed offensive and discriminatory behaviour should 
draw this to our attention and can do so by contacting the Students’ Union at studentsunion@
city.ac.uk. All communications will be treated in the strictest of confidence.

8.5 Complaints
We hope that you are always satisfied when you get involved with the Students’ Union, 
however we recognise that sometimes you may feel the need to make a complaint. 

We take all complaints seriously and the process for both informal and formal complaints 
is set out in Bye-Law 13: Complaints and Disciplinary Procedures, which can be read on our 
website under ‘Governing Documents’ at citystudents.co.uk/about-us/govdocs/.

If you feel unable to make the complaint informally or are unhappy with the outcome, you can 
make a formal complaint using the form available at citystudents.co.uk/contactus/.

8.6 Disciplinary Procedure
Where a complaint is referred to a Disciplinary Panel by the President or the complaint is 
about an individual, the Board of Trustees shall have the power to establish a Disciplinary 
Panel and a Disciplinary Appeals Panel to consider complaints made by any person against a 
Student Member, Associate Member or opted-out student of the Union or any Union office 
holder.

For a full breakdown of the disciplinary procedure, please consult Bye-Law 13: Complaints and 
Disciplinary Procedures, which can be read on our website under ‘Governing Documents’ at 
citystudents.co.uk/about-us/govdocs/.

General Guidance

8.1 Meetings
It’s good to document any meetings that your society or committee has, so that any member 
can contribute or have an accurate record of what’s going on.

• Ensure that an agenda for every meeting is sent out several days in advance, including any 
points for discussion and a section for ‘Any Other Business’ (AOB). 
• Give attendees a good chance to submit agenda items ahead of the meeting.
• Have an attendee take minutes (this can be as informal as jotting items down on a pad and 
typing them up later) and ensure that they’re sent out to all attendees soon after the meeting.
• Make a note of any actions identified in the meeting with a clear indication of who is 
responsible for the action, and any deadline to this action. For example, an action may be 
written in minutes as ‘ACTION: Aaron to book coach for society trip by 1st October’.
• Review outstanding actions from previous meetings and update where appropriate.
• Give all members the chance to share their thoughts, and ensure that all voices are brought 
in wherever possible! Not everyone is comfortable with speaking up especially when around 
new people, so it’s your job as committee members to facilitate discussion and ensure that all 
viewpoints are represented and recognised.

8.2 Student Group Boards
City SU’s activity areas are governed by three boards:

• Societies Board
• Student Media Board
• RAG Board

These were founded in summer 2017. They empower our groups by giving you a platform 
to direct how you should be run and maintained. They’re also the bodies that reviews and 
approve things like new groups applications, development funding bids, and any ideas for 
change or improvement across the student groups at City.

The board will be made up of the Vice-President Community and Wellbeing, the relevant 
Part-Time Officer, and representatives from City’s groups. For example, the Societies Board 
contains two reps from each society category (Academic, Faith and Spirituality, Cultural and 
International, Special Interest, Political and Campaigning). 

Your Board reps are here to support and give voice to student groups. If you have anything 
you would like to be brought forward to Board meetings then get in touch with your relevant 
representative, as they would love to hear from you! These reps will be made known to you 
once elected, early in semester one. 

8.3 Student Group Forums
Occasionally we hold forums throughout the year to gather as many committee members 
together and gather feedback from you, as well as let you know about anything that’s 
happening. These are great opportunities to tell the SU what you think about literally anything 
related to your group or the SU as a whole, and there’s normally some food provided!

We hold approximately two Forums per semester, and these are announced via email to all 
committee members. Other members are also welcome to join too, and the Forums don’t 
usually run for longer than an hour. 
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Our Chaplaincy Team Members are available on the following days:

Reverend Ian Worsfold - Monday - Friday
Sheik Musa Admani - Monday – Friday
Sister Catherine Cruz – Tuesdays
Reverend David Allen – Fridays

Other chaplains are available by arrangement:

Reverend Andrew Baughen (Christian – Anglican), T: 0207 251 1190
Father Gregory Wellington (Christian – Orthodox), T: 020 7040 4212
Rabbi Gavin Broder (Jewish), T: 07811 286664

9.4 Sustainability

From social justice to climate change, gender equality to health and well-being, City University 
and the SU are supporting the United Nation’s Global Goals. Our student projects are a great 
way to learn more about the topics of today and gain valuable experience of putting your plans 
into practice.

Project topics range from fast fashion, beekeeping and saving our seas, but through 
them all you can join other students to have an impact at City. Work in teams to organise 
environmental projects, raise awareness of the natural world or even start your own society. 
Benefits include:

• You’ll make a difference to the local community and the wider world
• Opportunities to meet like-minded students 
• Getting to build skills in communication, project management and campaign planning 
• Having the opportunity to organise and work on big events on campus

No experience is needed, just a passion for learning, action, and the ability to meet at least 
one hour per week. 

To find out when we meet or to get more info, email sustainable_city@city.ac.uk.

Thanks!

You’ve made it! (Pat yourself on the back) 

Thanks for reading through our Student Groups Handbook. If you have any questions not 
answered by the information in this guide, or recommendations for further improvements, 
please don’t hesitate to get in touch with us!

Miscellaneous

9.1 Submitting policy to Student Council
Any student can submit motions to Student Council, which would then be debated and voted 
on by the Council to become policy of the Students’ Union. This can be in any area that you 
feel strongly about or that you want to change about City. 

To submit a motion to Student Council email studentrep@city.ac.uk with your proposed 
motion. Templates are available on our website at citystudents.co.uk/student-voice/
studentcouncil/policy/

9.2 Affiliating with external partners
Your group may have an organisation that it wants to affiliate with, such as a religious groups, 
academic body, or political party. We encourage all groups to pursue affiliations where 
relevant, and many of our groups have affiliated with charities like Amnesty International, Girl 
Up, and Women in Media. 

The SU’s Bye-Law 12: Affiliations can be read on our website under ‘Governing Documents’ 
at citystudents.co.uk/about-us/govdocs/. This outlines the process of how to affiliate, 
responsibilities involved with affiliation, and how we review them.

Any student group affiliations must be approved by a two-third majority vote at the student 
group’s AGM, and notice must be made available to all SU members and trustees on an annual 
basis. Student Members of the Union may call a referendum on the question of continued 
affiliation to any particular organisation in accordance with the referendum bye-law.

9.3 Chaplaincy

The Chaplaincy Team is an extra resource to support you in your time at City. They offer 
support to everyone, welcoming every faith, belief and culture, and they’re here for all 
students at City. 

Our multi-faith team has a diverse role to play in the life of City - from offering a listening ear 
to students and staff, to supporting student faith societies, to celebrating your success at 
Graduation. The Chaplaincy Team can also provide information on local places of worship and 
provide contact details for faiths not represented on the team. You’ll find them in the City 
Faith Centre, Level 1 Tait Building.

Come and share with the other Faith Societies at The Presidents’ Lunch which we host once a 
term; Here you can suggest what other resources you may need to support you in your work, 
and you can tell us about your experience of being a student of faith at City. The multi-faith 
room can also be booked for your society’s events - come and talk to us to find out how. 

Contact:
E: chaplaincy@city.ac.uk 
P: 020 7040 4219
Instagram: cityunichaplaincy
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