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The Three Musketeers!Student Group:
Name:


[image: http://www.kenludwig.com/Three%20Musketeers%20with%20swords%20out.jpg]Mobashar Mahmood (Bash)
Sports and Activities Officer
Union.ActivitiesandSports@bcu.ac.uk 
0121 331 6814





Michael Gale 
Student Development Co-ordinator
Michael.Gale@bcu.ac.uk 
0121 331 6816





Lee Marsham
Student Activities Assistant
Lee.Marsham@bcu.ac.uk
0121 331 6819





Bash’s Power of three:
Development of Student Activities
Employability
Engage all students





Michael’s’ Power of three:
Budget
Department Management
Student Group Liaison


Sports Development FundLee’s Power of three:
Volunteering
Student Group Liaison
Student Group Admin


If you think your club deserves extra money for something that will benefit ALL your club members and will help towards progressing your group then you can put a proposal together. You will then have to present the proposal at the next Sports Council where it will be discussed amongst all sport leaders. It can be accepted, rejected or compromised. 
You can get the form from the Student Activities Centre or online (hopefully) and it looks like this….

[image: BLACK_LOGO]
								
								Funding Proposal Form

If your group requires extra funding from the union, please fill in this form and give as much detail as possible. Your proposal will be considered at the next funding committee and you will be informed of the result soon after. If you require funding for an event, please complete and return this form no later than two weeks before the event so that a funding committee meeting can be arranged in time. If your proposal is for equipment you need to attach three quotes for the item. 
Details of proposer

Student Group		

Position on Committee	

Name				

Phone Number		

E-mail				













Proposal

Amount of money requested

Details (please give as much information as possible. If the funding is for an event include date and details. If money is needed for more than one item give a break down of costs.)




Please explain how this money will benefit the group’s members




Office use only (tick, date and initial)
Proposal received 
Outcome of meeting:
Funding approved?
Amount agreed
Proposer informed












	











Match Day Procedures

Umpire Form

Captain/player pays the umpire/referee in cash
Claim money back using a payment requisition along with this form

[image: ]

You can not sign your own payment Requisition
You need to provide all receipts of anything purchased
If you are claiming for match costs then it needs to be done WITHIN the week of the fixture
If claiming for petrol then provide start and end postcode and Student Activities will work out the cost (£0.25 for every mile under 50 miles then £0.20 for every mile over 50 miles)

An example of an invoice is below but it must have 
The name and address of the organisation
The name of the person being invoiced
Invoice date
Your Reference number (obtained from the Students’ Union)
Invoice number (done by company or individual)
Total amount
How to make payment
If the invoice is for an individual and not a company they will need to state “I am responsible for my own Tax and N.I”
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BYRON HOUSE, SHAKESPEARE STREET, NOTTINGHAM. NG1 4GH
Tel: (0115) 848 6200	Fax: (0115) 848 6201

INVOICE
INVOICE TO:
Michael Gale
Student Development Coordinator
Birmingham City Students' Union





ACCOUNT REF.
0056



YOU’RE REF.				INVOICE DATE / TAX POINT		INVOICE NO.30 / 07 / 2010	
0056

TTT10



DESCRIPTION					QUANTITY	UNIT PRICE	NET GOODS VALUE



 
£187.50
£78.82


























£266.32



Student Activities Equipment:
	Pens
	Paper (pk 100 sheets)	
	





£1.25
£5.63




150
14

NETT 30 DAYS						TOTAL NETT GOODS
£46.61

Please make cheques payable to NTSU		TOTAL VAT
         Vat No. 11745124586				Invoice Total£312.92

Freshers Fair

Arrive 9am on Wednesday the 21st of September at the Doug Ellis Sports Centre

Signing up procedure:

New student asks to join



You give them a bar code sticker to stick on their ‘shopping list’



At the exit they purchase their membership card at the tills, money goes to the fundraising account





Give it a go Fortnight

Monday 26th of September to 6th October

If you haven’t booked a room or a space then contact the Student Activities Department ASAP.

Sports Council
Sports council is held every month for all sport group leaders (two members of every Student Group is required to attend) and anyone else who would like to sit in. It is a chance for all group leaders to meet up and discuss current issues, past or up and coming events. The dates for the Society council in the year 2011-2012 are as follows:
4th October 2011  (City North)
9th November 2011 (City South)
7th December 2011 (City North)
18th January 2012
15th February 2012
15th March 2012
And one in the summer term

All at 5-6pm





Training

Facilities

Your facilities are booked out for you by Student Activities on the day that you have requested:

	Venue
	Monday
	Tuesday
	Wednesday 
	Thursday 
	Friday

	Doug Ellis Sports Centre
	Court
	Netball 
5pm – 7pm ½ H
Women’s Basketball
5pm-7pm ½ H
Men’s Basketball 7pm-9pm ½ H

	Netball 
7pm-8pm ½ H 

	Badminton 4-6.00pm (some weeks this would only be 5-6pm due to Wed fixtures)
 
	
	 

	
	
	
	
	
	
	 

	
	
	
	
	 
	 
	 

	
	
	 
	
	 
	 
	 

	
	AWP
	Women’s Hockey 
6pm – 7.30pm
Men’s Hockey
7.30pm – 9pm

	BCU Intramural Football 5-8pm
	 
	 
	

	
	
	
	
	 
	 
	

	
	
	
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 

	The Pavilion
	AWP
	Men’s Football
6-8pm
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 


Kickboxing are in Attwood Gym 6-730 (Mon + Thurs), Ju Jitsu Monday and Wednesday 730-9 and 7-9 (Attwood Gym Again)

This is pre-booked and paid for so it is essential that you use it. The facilities are booked every week of term time until your BUCS fixtures finish.

If you know that you are not going to be using it then let the Student Activities Team know so that they can cancel the session. This needs to be done 7 days before the training date otherwise your club will incur the cost.

If you want an extra training session or a one off training session then ask Student Activities Team and they will see what it available for you. However additional training sessions will be charged to your clubs account.

If you decide that the day you have chosen is not appropriate then contact Student Activities Team and they can see what else is available, however the availability of a regular 2 hour slot at peak time (weekday evenings) would be highly unlikely.
Coaches

The coaches you have are assigned to 14 weeks of coaching time only. 

Coach Monitoring Procedure

Student Groups to get this form signed each week by coaches
[image: UNION_LOGO_BLACK]                                                   Coach Monitoring Form


Student Group:

Coach Name:

Date of training:

Coaching session (e.g. a number between 1 & 14):

Signed (by club committee)……………………………..       

Print Name………………………………………………..                               

Signed (by coach)………………………………………..

Print Name………………………………………………..


Completed forms to be returned to Student Activities Centre by the end of the week

Student Activities staff to complete a spread sheet for sessions coaches have completed in the relevant dates and file pink forms in the necessary folder. Amount of sessions to be monitored to ensure they have no more than 14 unless confirmed by Student Activities Staff.
If you would like to have an extra session with your coach that is not a problem just let the Student Activities Team know and it will be charged to your club’s account.

If a coach does not turn up to a session that they have said they would then you need to let Student Activities Team, know ASAP so that they do not invoice the Union for hours they have not worked.

If there are any discrepancies with your coach let the Student Activities As know ASAP and we will try and work together to resolve it.


BUCS (British University and College Sport)

Your team is entered into a BUCS (British University and College Sport) League and these are the games that you play every/most Wednesdays. To see your fixtures you can look on www.bucs.org.uk/fl click on the sport or university and it will lead you to your league table with the fixtures. This is regularly updated by University administrators and so it is worth checking weekly to ensure that nothing has changed.

At the beginning of the academic year the Student Activities Team will distribute these to all team captains. Each week a list of fixtures for that week will be sent out along with the venues location and start times. 

Through out the year it is likely that some fixtures will be cancelled and re-arranged, you will be informed as soon as possible. If you can not get a team together then you must inform the Student Activities Team by midday on the Monday before the match otherwise your group could incur a facility cost and receive a walkover from the other team; 3 walkovers and you are out of the BUCS league.

Wednesdays

Transport

If your team uses cars to go to AWAY matches then petrol can be claimed back by filling in a payment requisition form with name of driver, date of match and postcode of start and end points. This needs to be signed by the captain and handed to the Student Activities Team within the week following the game (otherwise it may not be allowed to be reclaimed).

Number of cars that can be claimed for:
Netball, Basketball, Football, Hockey and Cricket – 3
Rugby – 4

Minibuses

At the beginning of the year you will have a minibus test day where all players who are willing to drive the minibus and pass the necessary requirements learn how to drive the minibus so that it can be used to take players to AWAY matches. If you need to get members signed up and tested to drive the minibus please let the Student Activities Team know.

In order to hire a minibus you need to have:
2 players willing to drive it (in case one of the drivers gets injured)
Drivers must:
Be over 21 years old
Have been driving for 3 or more years
Have a full, clean licence. 

Before the minibus test we must have:
A photocopy of their paper part of the drivers licence
A photocopy of their card part of the drivers licence 
Completed form from our insurers. Once they are cleared they will need to undertake a minibus test. 

If you think you need a minibus for a game you should talk to the Student Activities Coordinator who will decide whether we think it is appropriate for you to have a minibus (determined by distance). It will need to be booked by Friday before the match.

Referees

Teams are responsible for booking their own match officials. If any one needs any assistance with it, please talk to the Student Activities Team who should be able to assist you.

On the day of the match the Captain will need to pay the match official and get them to complete an Individual Payment Slip. The Captain must then bring in a completed Individual Payment Slip and attach it to a payment requisition form to claim back the money. This needs to be signed by the captain and handed to the Student Activities Team within the week following the game. Charges for your referees will come out of your budget account.

Kit

The Kits are brand new this year and it’s your responsibility to look after it! If any kit goes missing you will have to buy a replacement through our supplier. 

You sign out the kit on the morning of the match (having counted it). The kit must either be returned after the match or on Thursday before noon. This is essential as the kits are picked up by our laundry service on Thursday afternoon. If a kit has not been returned in time then it is the captain’s responsibility to wash it. So please look after the kit and return it after every match. 

Team sheets

For every BUCS match you need to take and complete a team sheet. On the team sheet you should name all your payers for that day, give a minimum of 50 word description of the match and record the final score. It should be handed in with the Kits.

Equipment

At the beginning of the year you will be given a sum of money that you can spend on new equipment (if it is needed). It is the team’s responsibility to ensure that all equipment is looked after and is kept in a safe and secure place. If you need to spend more money than you are given then it will come out of your fundraising account. 

There are designated lock ups at both The Pavilion and City North Sports Centre for your equipment however it will need to be signed in and out whenever it is needed ……..insert procedure…….

Teas

Teams playing at HOME have the option of having teas in Lounge North. This is a privilege that shouldn’t be taken for granted, if you want teas after your match you will need to tell the Student Activities Team how many you would like by noon on the day of the match. If you don’t turn up for them then your accounts will be charged. 

The maximum number of teas you can order (that we will pay for) is:
Netball and Basketball – 12
Hockey and Football – 15
Rugby – 20

Anything more than this will come out of your Fundraising accounts. If you are playing AWAY and would like teas then you can still order them (before noon on the day) they will just be charged to your fundraising account.


Results

Should be emailed/phoned or text in to Student Activities Assistant by Wednesday evening.

Sponsorship
The key sponsor for all sports teams and societies this year is the Students’ Union. Teams and Groups are supported in a variety of ways from the yearly budget allowance to the budget accounts, subsidised facilities, free room bookings and discounted club entry to affiliate nights when working in partnership with us, as well as huge fundraising opportunities. However the more you use us the more we can give back to you than we already do. By working together we can improve the social, creative and sport offering to the students of Birmingham City University. Together we have a unique understanding of what makes students tick so we look forward to hearing your ideas on how to make use of Students’ Union facilities and affiliate nights to maximising your sponsorship.

Any other Sponsorship ideas need to be submitted to the Activities and Sports Officer Mobashar Mahmood and Commercial’s Paul Muller. However with full utilisation of YOUR Students’ Union combined with your creative ideas we can all successfully raise more money for YOUR Student Group
ALL CONTRACTS, AGREEMENTS OR DEALS NEED TO BE SIGNED BY AN EXECUTIVE OFFICER OF THE UNION AND NOT YOU. 
Finances
All groups affiliated to the Students’ Union have access to two accounts, the Fundraising Account and the Budget Account. These accounts are held by the Union’s finance department and are annually audited by an external auditor.

Budget Account
As Birmingham City Students’ Union is considered as a charity, and the money in the budget account is money given from the Union, there are restrictions on what the money can and cannot be spent on.
All expenditure though the Budget account must benefit all members of the club or society and evidence will be required to support this. 
It is probably advisable to discuss what can and can’t be spent on the budget account before you plan to spend any money with a member of the Student Activities team.
Below is a table showing what can be spent from the budget account:

	Table 1

	What the Student Group Budget account may fund
	
	

	Essential Equipment Purchase
	Equipment Maintenance
	Administration
	Printing 

	Travel
	Publications to members
	Training
	Guest Speakers with prior approval




Fundraising Account
All affiliated groups are required to charge a membership fee. This money is then stored in the fundraising account along with any other funds raised by the group, either though ticket sales, fundraising events or donations. 

Any money raised must be paid into the finance department within 5 days and this will then be credited to the fundraising account.

Expenditure through this account must again benefit all members of the group but the event or reason for expenditure need not relate to the nature of the group. Money can be used for ‘social events’ within reason. Food or soft drinks may not be purchased without prior authorisation from a member of the Student Activities team; alcohol is not allowed to be purchased through fundraising account at all.

The balance of the account will be carried over from year to year however if you overspend on your budget account it will be cleared by the fundraising account. 

If a group does not function for a period of two years the balance of the fundraising account will be transferred to the Development Fund. 

	Table 2
	What the Student Group fundraising account may fund

	
	

	Social Functions where cost is subsidised per head with prior approval
	Desirable Equipment
	Guest Speakers 
	Travel to friendlies

	Accident Insurance
	
	
	



N.B. alcohol cannot be purchased with money from either ACCOUNT under any circumstances.



















[bookmark: _GoBack]Fundraising
For a charity:
If a Student Groups wants to raise money for charity then:
The group must contact the RAG president so that they know about the activity and give it the go head (RAG do not have to be present at the fundraising activity)
All fundraising has to be done in conjunction with the RAG Society so this means that on any publicity or at any fundraising events it needs to state that ‘this event is in conjunction with RAG.’
Publicity will also need to clearly state where money raised is going to.
All cash raised needs to be paid into the RAG account through finance. A receipt will be given to the Student Group Leader so that they can prove how much was raised.
The Student Group leader will need to fill out a pink payment requisition and attach their receipt with who the cheque is to be written out to. This will need to be signed by either the Activities & Sports Officer or the Student Activities & Development Manager.
The cheque will be raised by Finance and posted directly to the charity or collected by the Student Group Leader if desired. 

For their own group:
The idea must be proposed to the Student Activities Department 
All publicity must be passed by Activities and Sports Officer
If it is an event then the correct event procedures must be followed (see helping hands- Holding an Event)

Commercial can offer the following days and possible fundraising avenues for our Student Groups:

Events at the Lounge:

Mondays – Pre bar events, e.g. quizzes, karaoke, game nights, pool comp etc.
Tuesdays – Available for all style events
Wednesdays – Pre bar events, e.g. quizzes, karaoke, game nights, pool comp etc.
Thursdays – Available for all style events
Fridays – Pre bar events, e.g. quizzes, karaoke, game nights, pool comp etc. 
Saturdays – Available for all style events
Sundays – Available for all style events

Events at External Venues can happen on Tuesdays, Thursdays & Sundays 

For all events at External Venues a full proposal from the Group is required outlining why they want the event to be held in that venue, what the event is, the benefits and then a full budget. For this to be considered all Union sponsorship agreements must be fulfilled first. Commercial want to see this so they can offer their expertise to ensure the Student Group is getting the best deal, there is maximum benefit to your resources and the event can be a success.

Fundraising Avenues:

Student Groups can sell tickets on behalf of Commercial and receive the following commission. 

Mondays: LOADED at Gatecrasher – £1 per ticket (To Be 100% Confirmed by PM)
This is the perfect venue for Society Socials as you can book a private room for your student group and the folks at Gatecrasher will look after you. 

Wednesdays: Minky Moo at Risa – ticket split to be negotiated with PM
We can organise special events for Sports Teams, if you’re celebrating a run of games or you have a big match that you all want to go out and socialise after.

Fridays: FRAT PARTY at HMV Institute – £2 per ticket
We can organise special events for Sports Teams, if you’re celebrating a run of games or you have a big match that you all want to go out and socialise after.


	EVENT PROPOSAL

	
	 
	 
	 
	 
	
	

	 
	STUDENT GROUP:
	 
	
	

	
	 
	 
	 
	 
	
	

	
	EVENT NAME:
	 
	
	

	
	
	
	
	
	
	

	
	EVENT TYPE:
	Bar crawl, Club Night, Quiz, Karaoke? 
	
	

	
	
	Before deciding date and venue make sure that you have checked the general rules for event bookings, i.e. no Wednesday night events apart from at Walkabout etc…

	
	
	
	

	
	EVENT DATE:
	 
	
	

	
	
	
	
	
	
	

	
	EVENT VENUE:
	 
	
	

	
	
	
	
	
	
	

	
	CAPACITY:
	 
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	EVENT DESCRIPTION:
	 
	 
	 
	 
	

	
	 Include any theming, why you are doing the event, orientation of music

	

	
	
	

	
	
	

	
	
	
	
	
	
	

	
	EST MARKETING COSTS:
	 
	

	
	
	
	
	
	
	

	
	ANY KNOWN EXTRA COSTINGS:
Venue hire? 
Food costs? 
Transport costs? 
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	
	
	

	
	TICKET PRICE:
	 
	

	
	
	
	
	
	
	

	
	EST INCOME
	Never base your income on a sell out event, think about how many people you ‘want’ to turn up. Halve that number and use that as the basis for working out your budgets.  

	

	
	
	
	

	
	
	
	

	
	NB. YOU WILL HAVE TO PAY V.A.T ON YOUR EXPENDITURE
	

	
	
	
	
	
	
	

	
	
	
	
	
	


This sheet needs to be handed into Student Activities Centre. Once it has been approved you will be asked to fill in the Entertainment Event Sheet. This is the sheet that is given to the manage of the event so they know exactly what is going on

	ENTERTAINMENT EVENT SHEET

	
	
	
	
	
	
	

	
	EVENT NAME:
	 
	
	EVENT DATE:
	 
	

	
	
	
	
	
	
	

	
	EVENT TYPE:  
	 
	
	CAPACITY:
	 
	

	
	
	
	
	
	
	

	
	EVENT TIMES:
	 
	
	DOOR TICKET PRICE:
	 
	

	
	
	
	
	
	
	

	
	ADV TICKETS SOLD:
	 
	
	DOOR TICKETS AVAIL:
	 
	

	
	
	
	
	
	
	

	
	Bar Access Time:
	 
	
	Décor Requirements:
	 
	

	
	
	
	
	
	
	

	
	EVENT DESCRIPTION:
	 
	 
	 
	 
	

	
	 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	
	
	

	
	LOCATION:
	 Venue
	

	
	
	
	
	
	
	

	
	ADDRESS:
	 
	

	
	 
	
	

	
	
	
	
	
	

	
	VENUE CONTACT:
	 Name, Number and Email
	

	
	 
	
	

	
	
	

	
	REQUIREMENTS:
	 
	 
	 
	 

	
	Casual Staff:             (Job Roles)
	 
	
	 Do you need any staff on the door?

	

	
	Security:
	 
	
	 How many will you need? Need 2 for first 100 and 1 security person there after 100. Attendees. Circumstances may vary.
	

	
	Catering: 
	 
	 
	 Will you need or be having any food?

	

	
	
	
	
	
	
	

	
	Marketing Plan Attached:
	
	Event schedule Attached:
	 
	

	
	
	
	
	
	
	

	
	Managers Notes of Event:
	 
	 
	 
	

	
	 
	

	
	
	

	
	
	

	
	
	

	
	
	



Contacts


Student Activities Centre
Student.activities@bcu.ac.uk; 
0121 331 6804


Union Activities and Sports Officer
Mobashar Mahmood
Union.activitesandsports@bcu.ac.uk
0121 331 6814


Student Development Coordinator
Michael Gale
Michael.gale@bcu.ac.uk
0121 331 6816

Student Activities Assistant
Lee Marsham
Lee.Marsham@bcu.ac.uk
0121 331 6819
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