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Sports Club Starter Pack

	Name of Club:
	

	Date of Submission:
	


Only GCU students are eligible to start a Sports Club, the process to start and ultimately affiliate a sports club is outlined below.  A staff member from the Students’ Association will support students through the process.
1.
Registration and Meeting

Read over this pack and if you think you want to continue complete the online registration form to arrange a meeting with a staff member to discuss the next steps.

2.
Gauge Student Interest

a) Collect 20 student names and Student IDs who are interested in this new sports club.

b) Plan and organise one 'Give it a Go' activity for students.
3.
Club Management Meeting

Hold a meeting with students to decide objectives and elect a committee.  Complete the following sections in the Starter Pack: Club Checklist, Committee List, Constitution, Activity Plan, Finance Plan and Risk Assessment.
4.
Pack Submission

Submit all relevant information to sports@GCUstudents.co.uk and this will be taken to the next meeting of the Sports Council to be considered for affiliation.

5.
Affiliation

If confirmed by the Sports Council then it is sent to Student Voice for ratification. The new club is added to the online membership and activities can begin.
Helpful Information
Committee Training

The Students’ Association offers committee training for committee members aimed to develop the knowledge and skills required to run an effective club.  Please contact g.mctweed@gcu.ac.uk for dates and times.

Committee Online Resources

There are online resources to help you organise your club including booking rooms, running events and completing risk assessments:  Online Volunteer Resources
Transport and Travel

Always try to consider the most environmentally friendly and cost effective way of travelling to an activity.  The Students’ Association can hire vehicles for sports clubs, to apply for a vehicle go HERE, there is cost to hire vehicle that the sports club pays.

Clothing and Team Kit Supply

Macron are the Students’ Association preferred sports club clothing supplier.

If you are interested in ordering new team kit or leisurewear for your sports club please contact William Richmond William.Richmond@macron.com, 07752 746 240.

Data Protection

Being a committee member means that you have responsibility for the personal information of other people when they join your group. The Students’ Association provides Guidance and Rules on Data Protection; you must read this information to ensure you are working within our Data Protection Principles and meet all the legal obligations within the General Data Protection Regulations (GDPR).

Initiations

GCU Students’ Association does not condone initiation ceremonies whether on or off Campus; and believes the practice of initiations may be a dangerous and degrading exercise that jeopardises the safety of its members and can be a source of negative publicity for the Students’ Association. 

It is also possible that unforeseen circumstances that may result from such ceremonies can cause anguish that may affect students both personally and academically.  If a sports club is found to have organised an initiations activity, the club may be liable to disciplinary action in line with GCU Student’ Association Disciplinary Procedure.

*Definition: An initiation ceremony is an event in which members (often new members) of the activity group are expected to perform a task or tasks as a means of gaining credibility, status or entry within that club. This may involve peer pressure (though not explicitly) exerted on students, and may compromise a person’s inherent dignity as a person by forcing or requiring an individual to drink alcohol, eat mixtures of various food stuffs, nudity and behaviour that may be deemed humiliating.

Student Names and ID Numbers
The undersigned students are interested in participating in a new ___________________ Club at GCU Students’ Association.

	NAME
	STUDEN ID NUMBER

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Come and Try Evidence

Pleas provide information and evidence about your come and try event.
	Event Details



	Date and Time of Event



	Number of people attending



	Insert photo of event




Committee List
You must have a minimum of 3 student committee members. Please provide the details of your club committee below.
	Position
	President

	Name
	

	Email
	

	Telephone
	

	Student ID
	


Responsibilities:
To be the Chairperson at Club Committee and General meetings. To be the main liaison between the Club and GCU Students’ Association. To oversee all the affairs of the Club. To be the Club representative at Students’ Association meetings as and when required.

	Position
	Treasurer

	Name
	

	Email
	

	Telephone
	

	Student ID
	


Responsibilities:
To be responsible for all financial transactions including yearly budget application, collection of membership and weekly fees, keep an accurate record of all transactions, budget withdrawals and depositing funds with GCU Students’ Association. To be the Club representative at Students’ Association meetings as and when required.

	Position
	Secretary

	Name
	

	Email
	

	Telephone
	

	Student ID
	


Responsibilities:
To be responsible for calling meetings, preparing agendas, taking minutes and maintaining club scores and results of competitions. To be the Club representative at Students’ Association meetings as and when required.
Club Checklist

Please select Yes or No in the checklist below.

	Sports Policy
	Have you read, understood and will adhere to the Sports Policy?
	Yes/No

	Email
	Are you currently able to access to your club’s @gcustudents.co.uk email address? 
	Yes/No

	Data Protection
	Have you read, understood and will adhere to the Data Protection Policy and Guidance and agree to report any data breaches immediately.
	Yes/No

	Health and Safety
	Have you read, understood and will adhere to Health, Safety and Wellbeing Policy?
	Yes/No

	Risk Assessment
	Has your club risk assessment, shown in this document, been created and where applicable reflects guidance from your national sports body and/or facility guidance?
	Yes/No

	Incident Reporting
	Have you read, understood and will adhere to Emergency Procedures and know how to submit an Incident Report?
	Yes/No

	Equality, Diversity and Inclusion
	Have you read, understood and will adhere to the Equality and Diversity Policy?
	Yes/No

	Transport
	Have you read, understood and will adhere to the Transport Policy?
	Yes/No

	Overseas Trips
	Do you understand that the club cannot plan any overseas trips without the approval of the Students’ Association?
	Yes/No

	Initiations
	We believe that sport is a place for everyone to feel safe and welcome to participate. Does your club committee pledge never to run any initiations?
	Yes/ No

	Finance
	Have you read, understood and will adhere to Section 6 of the Students’ Association Finance Policy and Procedures? 
	Yes/ No

	Safeguarding
	Will your club be working with children or vulnerable adults*, either directly or by working with another charity or organisation?
*A child is anyone under 18 years of age. ‘Vulnerable adults’ are defined as anyone over 16 years of age who is unable to safeguard themselves, their property and their rights.
	Yes/No


	Sports Coaching
	Any individual who coaches or instructs a student sports club (whether they are paid or a volunteer) must register with the Students’ Association.
Please ask your coach to register HERE.

	First Aiders
	Every sports club should consider having a registered first aider for activities.  
Please ask your first aider(s) to register HERE.


Activity Plan
To help you plan your club’s activities for the year, please use the boxes below to outline your planned activities. This section should help identify what you should be including in the Finance Plan section.  Things to include: the number of training sessions, matches, competitions, trips, events, social activity or end of year awards ceremony.

	TRIMESTER 1 (September – December)


	TRIMESTER 2 (January – April)


	TRIMESTER  3 (May – August)




Finance Plan

Please read and complete the finance section below, outlining all your clubs expected income and spending.

Finance

Every sports club has a bank account with the Students’ Association and all financial transactions must be through this account.

To contact the Finance Office email finance@GCUstudents.co.uk.  They can provide an account statement for you.
It is strongly recommended that your Club Treasurer keeps their own accurate spreadsheet of income and spending.

Funding
Every new sports club can apply for up to £500 to help get the club started.
Common Good Fund – This is annual funding from the GCU Foundation to help you develop your club and run events and projects. This fund will launch in October and information circulated to all clubs then.

Sports Membership and Joining Fee
The Sports Club Membership page explains the membership structure.  
Sports Clubs receive the Club Joining Fee paid by each member.  Participants can come and try a sport once without membership, but thereafter must have paid the membership fee.

Any student who participates without a membership is not insured or eligible to take part in competition.  Please encourage all your participants to become members online. 

*NB* All committee members must join too.

Sponsorship and Fundraising

Sports club can organise their own sponsorship or undertake their own fundraising activities.  More information is available HERE>>>.

Spending
Please consider every area your club might spend money on, this may include coaching or instructor fees, affiliation fees, extra lessons or training, competition entry fees, fixture costs, referee payments, equipment and kit, club trips, publicity costs as well as transport and travel costs.

*NB*

The Students’ Association pays for the hire of sports facilities for training and team fixtures.
Hire drive vehicle costs are paid by your club, this cost is £40 per vehicle per day, plus fuel.

	Description
	Amount

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	SUB-TOTAL
	£


Income
Please complete the table below with all expected income for your club.
	Description
	Amount

	Your club account balance:
	

	Membership

What is your predicted income from membership fees for the year.
	£

	Funding Income Applications

What amount of funding will you apply for?

1. Initial Funding

2. Common Good Fund
	1. £
2. £

	Fundraising or Sponsorship

What fundraising or sponsorship are you planning?
	£

	Other Income

Is there any other income e.g. weekly fees, profit from clothing sales?
	£

	
	£

	
	£

	SUB-TOTAL
	£


Finance Totals

Please fill in the spending sub-total and income sub-total from above and then calculate the difference between the two.

	Spending Sub Total
	£

	Income Sub Total
	£

	Difference
	£


Constitution

Please create your constitution using the framework below.
[Please insert Club name here] Constitution

1.0
Name

1.1
The Club shall be known as the [Please insert name here] Club (hereinafter referred to as the “Club”). It shall be affiliated to Glasgow Caledonian University Students’ Association (hereinafter referred to as GCU Students’ Association) and shall be bound by the Constitution, Schedules, By-Laws and policies of GCU Students’ Association.

2.0
Objectives

2.1
The objectives of the Club shall be:

[Please insert objectives here]

3.0
Membership

3.1
Membership of the Club shall be open to all registered GCU students, Life Members and GCU staff who purchase a Sports Membership and pay the Club Joining Fee.

4.0
Committee

4.1
There shall be an elected committee entrusted with the responsibility of pursuing the Club Objectives above.  The committee shall be a minimum of three positions and consist of the following positions:

4.1.1
President

4.1.2
Treasurer

4.1.3
Secretary

[Please insert other committee positions here]

5.0
Committee Roles

5.1
These are the roles of the committee members.

5.2
President Role: To be the Chairperson at Club committee and general meetings. To be the main liaison between the Club and GCU Students’ Association. To oversee all the affairs of the Club. To be the Club representative at Students’ Association meetings as and when required.

5.3
Treasurer Role: To be responsible for all financial transactions including yearly budget application, collection of membership and weekly fees, keep an accurate record of all transactions, budget withdrawals and depositing funds with GCU Students’ Association. To be the Club representative at Students’ Association meetings as and when required.

5.4
Secretary Role: To be responsible for calling meetings, preparing agendas, taking minutes and maintaining club scores and results of competitions. To be the Club representative at Students’ Association meetings as and when required.

[Please insert other committee roles here]

6.0
Committee Responsibilities

6.1
Responsible for the day-to-day operation of the Club.

6.2
To ensure compliance of the rules and policies of GCU Students’ Association, including its Constitution, Schedules and Bye-laws, Data Protection Policy, Health, Safety and Wellbeing Policy, Safeguarding Policy and Incident Reporting.

6.3
To ensure adherence to the Sports Policy and Transport Policy.

6.4
To take all necessary steps to ensure that meetings, activities, events and socials complies with the Equality and Diversity Policy.

6.5
To ensure the sustainability of the Club by welcoming and encouraging the involvement of new students.

6.6
Responsible for any property under the control of the Club.

6.7
To annually review the risk assessment for the Club and take all reasonably practicable health and safety actions to reduce the likelihood of injury to members on Club activities and events.

6.8
To make nominations on behalf of the Club for the annual Sports Awards.

6.9
To hold Committee meetings as and when required during the academic year. At least 3 days’ notice of meetings must be given to all members of the committee.  The quorum for a Committee Meeting shall be one third plus one of all committee members.

6.10
In the event of a vacancy occurring on the committee, the committee shall have the power to co-opt a member to fill such vacancies until the next General Meeting 

6.11
Hold an Annual General Meeting in Trimester B to elect a new committee for the year ahead.

7.0
General Meetings

7.1
A General Meeting may be called for by the committee or by a petition of members who make up at least 5% of the total Club membership.

7.2
All Club members with voting rights shall be entitled to attend and vote in Club General Meetings.

7.4
The President shall chair the meeting ensuring that the meeting runs smoothly and that all members have an opportunity to contribute.

7.5
The quorum for General Meetings shall be one third plus one of all Club members.

8.0
Voting

8.1
Each member at the General Meeting has one vote; the Chair has a casting vote in addition to a deliberative vote; proxy votes shall not be permitted.

8.2
For a member to qualify for voting rights at the Club general meeting they must have paid the club joining fee.

8.3
Voting on resolutions shall be by a simple majority.

9.0
Finance

9.1
The Club shall operate all its financial transactions within the Financial Regulations of GCU Students’ Association.

9.2
In the event of the disbandment of the Club, all assets of the Club shall become the property of GCU Students’ Association.

10.0
Amendments to Club Constitution

10.1
Amendments may only be made by a General Meeting and subject to the approval of the Sports Council.

11.0
Affiliation

11.1
Where appropriate the Club may affiliate to their national governing or representative body.

12.0
Interpretation

12.1
In the event of a dispute within the Club with the interpretation of any part of this Constitution, and there being no covering clauses in the GCU Students’ Association Constitution, Schedules, Bye-Laws or policies, the Club can defer to the Sports Council and their decision shall be final.
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                         Risk Assessment Form


	Title of Risk Assessment
	

	Give a brief overall description of the task to be risk assessed:
	

	 Location of Event or Activity:


	
	Date of Event or Activity:

(if applicable)
	

	Name & Title of person conducting the Risk Assessment:
	
	Email Address of person conducting the Risk Assessment:
	 

	Date of Risk Assessment:


	
	Date Risk Assessment is to be reviewed: (if applicable)
	


	No.
	Hazard description
	Potential injury or damage
	Persons at risk
	Control Measures

Current measures in place for prevention or protection
	Risk
	Further action needed to reduce risk? If yes, state action required
	Action required by whom and when
	Date completed

	
	
	
	
	
	Severity
	Likelihood
	Risk Rating
	
	
	

	1
	
	
	
	· 
	
	
	
	
	
	

	2
	
	
	
	· 
	
	
	
	
	
	

	3
	
	
	
	· 
	
	
	
	
	
	

	4
	
	
	
	· 
	
	
	
	
	
	


Risk Ratings

	Severity (The likelihood of harm arising from a hazard)

	Rating
	Likelihood (The severity of harm arising from a hazard)

	Rating

	Significant/Fatal: Long term disability, chronic ill-health, fatal injury or disease. For example, occupational cancer, acute fatal disease, fatality
	4
	Certain: occurs frequently, inevitable under the circumstances, known past incidents
	4

	Major: Reportable to the HSE, over 7 days’ absence, major injury, occupational disease. For example, fracture, broken bone, amputation, burn covering more than 10% of body surface, dermatitis, carpal tunnel syndrome. RIDDOR definitions.
	3
	Probable/Likely: high inclination of occurrence or easily foreseeable under normal circumstances                     
	3

	Moderate: Up to 7 days absence or serious injury. For example, burns, sprains, concussion, work-related upper limb disorder, ill-health leading to discomfort.
	2
	Possible/could happen: foreseeable under normal circumstances, known past incident or ill-health but not common    
	2

	Minor: No injury, minor pain/injury either not requiring first aid or first aid on campus or treatment off campus. For example, minor cut/laceration, bruise, eye irritation, headache, ill-health leading to temporary discomfort.
	1
	Unlikely: occurrence close to zero, only in exceptional/unforeseeable circumstances, capable of taking place or may occur given an unlikely sequence of events
	1


Risk Rating
	Risk Rating

	Severity
	4
	4
	8
	12
	16

	
	3
	3
	6
	9
	12

	
	2
	2
	4
	6
	8

	
	1
	1
	2
	3
	4

	
	
	1
	2
	3
	4

	
	Likelihood


	Risk Rating
	Risk
	Guide to required action

	1-3
	Low
	No additional controls are required, however monitoring is required to ensure that controls are maintained.

	4-9
	Medium
	Risk reduction measures should be implemented within a defined time period. Interim measures may be necessary in the short term.

	12-16
	High
	The work should not be started until improvements are made to reduce the risk. If this is not possible, even with unlimited resources, work has to remain prohibited.


