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Unit 1 - Governance, Committee Roles & Constitutions 
 
Aim 
 
Provide society office holders with an understanding of good society governance, their 
roles and responsibilities, and how to run a successful committee. 
 
Objectives 
 
By the end of this session you should: 
 

 Understand some principles of good governance 
 Understand the role of the Society constitution 
 Understand the kinds of tasks a committee should do 
 Know what different office holder roles entail 
 Be aware of some methods and tools to enable successful committee meetings 

 
 
 
The 7 Nolan principles of public life 
 
These principles were created by a guy called Lord Nolan as part of a UK government 
initiative to lay down some rules of behaviour for Members of Parliament. We think 
they’re pretty good and should apply to all Society Office Holders too!  
 
1. Selflessness - Holders of public office should act solely in terms of the public interest. 

2. Integrity- Holders of public office must avoid placing themselves under any obligation 

to people or organisations that might try inappropriately to influence them in their work. 

They should not act or take decisions in order to gain financial or other material benefits 

for themselves, their family, or their friends. They must declare and resolve any interests 

and relationships. 

3. Objectivity - Holders of public office must act and take decisions impartially, fairly and 

on merit, using the best evidence and without discrimination or bias. 

4. Accountability - Holders of public office are accountable to the public for their 

decisions and actions and must submit themselves to the scrutiny necessary to ensure this. 

5. Openness - Holders of public office should act and take decisions in an open and 

transparent manner. Information should not be withheld from the public unless there are 

clear and lawful reasons for so doing. 

6. Honesty - Holders of public office should be truthful. 

7. Leadership - Holders of public office should exhibit these principles in their own 

behaviour. They should actively promote and robustly support the principles and be willing 

to challenge poor behaviour wherever it occurs. 
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Society Constitution 
 
The Society constitution is the same for every society, except for sections 1.0 and 2.0. 

where you define your Society name and aims & objectives. 

The constitution can be found in your Society starter or continuation pack and is signed by 

a member of the committee to indicate acceptance by the Society.  

Here are a couple of quotes about constitutions that will explain the role the Society 

constitution should play. As you can see from the second quote, constitutions play a vital 

role in democratic organisations, which is what your Society is! 

 
 

“A constitution is a set of fundamental principles or established precedents according 

to which a state or other organization is governed.” 

Wikipedia 

 

“Constitutions generate a set of inviolable principles and more specific provisions to which 

future law and government activity more generally must conform. This function, 

commonly termed constitutionalism, is vital to the functioning of democracy. 

A second function that constitutions serve is the symbolic one of defining the nation and 

its goals. In this conception, the constitution functions not so much as a set of rules as an 

ongoing set of practices that define the political unit, facilitating, under some 

circumstances, the emergence of constitutional identity. 

A third and very practical function of constitutions is that they define patterns of authority 

and set up government institutions.” 

https://www.ucl.ac.uk/constitution-unit/whatis/Constitution 

 

Committee Roles 
 
It’s really important to get your committee roles right, and to understand what each 
person does so that your committee can function effectively. 
 
These bullet points are not intended as prescriptive lists, but rather as suggestions as to 
some of the jobs individual Officer Holders could take one. ENSA recommends that the 
committee sit down together and write down what each person thinks each Office Holder 
should do.  
 
Comparing what each of you writes is a good way to start conversations about what 
responsibilities each person should have, and what business needs to be conducted by the 
whole team. 
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President 
 

 Act as figurehead for the Society, representing it to external bodies such as the 
University, the press or local businesses 

 Principle communicator to ENSA and vice versa 
 Has oversight of the workings of the Society and Committee, including knowing 

what each Office Holder does and how this fits into the Society’s development plan 
 Engages membership and gets them involved in activities 
 Drives development and promotion of the Society 
 Has an understanding of Society finances 
 Able to support other Office Holders in their roles 
 Acts as convenor at Committee or Society meetings 
 Encourages students to sign-up as members on the ENSA website 

 
Secretary 
 

 In charge of the Society calendar – e.g. arranging meetings, working out when is 
best to hold socials or events, making sure Committee meetings are regular 

 Calls Committee meetings and AGMs/EGMs – i.e. communicates the time and date 
to all members 

 Collates agendas for meetings, preferably circulating these to all attendees in 
advance 

 Takes meeting minutes and stores these in an accessible place 
 Logistical support – e.g. booking rooms or transport via ENSA reception, working 

out the details of trips, booking equipment or catering for events 
 Arranging to take nominations and hosting elections of new Office Holders at AGM 
 Makes sure Society documentation and information is current – e.g. up to date 

meeting times on ENSA website and Facebook 
 Keeps an inventory of Society assets and equipment 

 
Treasurer 
 

 Responsible for overseeing spending according to the Society budget 
 Authorises Society spending in accordance with the agreed budget 
 Brings invoices/receipts to ENSA 
 Writes funding and sponsorship applications 
 Obtains quotes for equipment or services as required 
 Keeps track of all Society income, including taking responsibility for cash and 

paying this into the Society membership account at ENSA 
 Maintains budgetary spreadsheets to keep on top of finances 
 Reports on Society finances at Committee meetings and advises on spending 
 Brings sponsorship deals to the VP Sports & Societies for approval 
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Running a Meeting 
 
Running a good meeting isn’t hard but you do need to prepare for it. Some of these might 
sound basic, but as anyone who has sat through a lot of meetings can tell you, poorly 
prepared and managed meetings actually prevent work getting done! 
 
You’ll need to arrange the following things for your meetings to run smoothly: 
 

 A time, date and location 
 An agenda – i.e. what you are going to discuss 
 Someone to take notes, or ‘minutes’ – the secretary 
 Someone to move the agenda along – the chair or facilitator 

 
Agendas 
 
An agenda is a list of items to be discussed at your meeting. 
 
Some things to consider are: 
 

 ask the rest of the committee for items to add to the agenda 
 write and circulate it at least a day in advance 
 think about whether additional information or papers will need to be circulated 

too, such as background information to items up for discussion  
 at the start of the agenda schedule in a section to catch-up with any actions 

assigned at the last meeting 
 at the end of the agenda add an “A.O.B.” or Any Other Business section, sometimes 

called a “Matters Arising” section, to give people a chance to bring up anything 
they didn’t have time to get on the agenda, or to bring up issues that have arisen as 
a result of previous business in the meeting 

 put the time and date on the document! 
 
Minutes 
 
Minutes are the written record of your meeting and are usually taken by the secretary. 
Minutes are supposed to: 
 

 record what was discussed 
 record decisions 
 remind people of actions they agreed to take 
 note who was present or absent  
 note the time and day of the meeting 
 inform those who could not attend what went on 

 
You don’t need to write down every single thing that was said in a meeting to have good 
minutes, focus on the key points and summarise discussions. It’s important to be accurate, 
especially when a decision is made, so do ask the rest of the meeting to clarify what they 
have said to make sure you get it down right. 
 
If an individual agreed to take on a task in the meeting, write this down in the minutes as 
an ‘action point’ – this means everyone is sure who is responsible for that task – including 
the person assigned it! Circulate the minutes as soon as possible after the meeting. 
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Consensus Decision Making 
 
The following information is take from the Seeds for Change website, which is a useful 
place to look for resources about meetings, facilitation and decision making. Their site can 
be found at: www.seedsforchange.org.uk/resources 
 
Making decisions in meetings that everyone agrees on can be hard. This method may help 
you to think more closely about how you currently make decisions as a committee. 
 
What is consensus decision making? 
 

 A way of finding a balance between the needs of the individual to have control 
over what they sign up to, and the needs of the group to act together in order to 
get things done. 

 
 A creative and dynamic way of reaching agreement between  all members of a 

group that deal with the concerns of minority voices. 
 

 Considering a wider range of perspectives so that better decisions can be made, 
and the group is more committed to a decision. 

 
 It is about cooperation between equals. It encourages everyone to engage and 

participate. 
 

 Consensus is neither compromise nor unanimity – it aims to go further by weaving 
together everyone’s best ideas 

 
 
Conditions for consensus 
 

 Common goal – pulling in the same strategic direction 
 Commitment to consensus – be willing to try the process and listen to others 
 Trust and openness – Nolan’s principles, talk openly, not be adversarial or barter 
 Sufficient time – putting time in now saves time later 
 Clear process – make sure everyone knows the decision making process 
 Active participation – not just contributing but looking for solutions 
 Good facilitation – someone to keep the meeting going and synthesise thoughts 

 
Key skills for consensus 
 

 Active Listening: Suspend your own thought processes and give the speaker your 
full attention, making a deliberate effort to understand someone's position and 
their underlying needs, concerns and emotions. 
 

 Summarising: Make a succinct and accurate summary of what's been said to help 
move a group towards a decision. Outline the emerging common ground as well as 
the unresolved differences. Check with everyone that you've got it right. 
 

 Synthesis: Find the common ground, and any connections between seemingly 
competing ideas, and weave them together to form proposals. Focus on solutions 
that address the fundamental needs and key concerns within the group. 

http://www.seedsforchange.org.uk/resources
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Consensus Flowchart 
 

 
 

http://www.seedsforchange.org.uk/ 
 
 
 
 

http://www.seedsforchange.org.uk/consflow.pdf
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Role of the Facilitator 
 

 

Facilitation -  the act of assisting or making easier the progress or improvement of 
something. 

Facilitation is about helping the group to have an efficient and inclusive meeting. It 
combines a series of roles and tasks. These are often embodied in one person - the 
facilitator - but we encourage groups to think in terms of shared facilitation, with everyone 
sharing the responsibility for ensuring a meeting is well run, productive and participative. 
 
Key Tasks 
 
 

 Keep the meeting focused on one issue at a time 
 Keep discussion flowing, draw out quiet people, limit those who talk a lot 
 Clarify and summarise points 
 Help deal with conflicts in the group 
 Keep the meeting to time 
 Keep the group on track with the agenda  
 Make sure the decision making process is adhered to 
 Make sure proposals, decisions and action points are written down 

 
 
Difference Between a Facilitator and a Chair 
 
You might have heard of a meeting Chair rather than a Facilitator. They are similar roles 
and the key differences are outline below. 
 
 

A Facilitator… A Chair… 

 
never "directs" the group without its 
consent 
 

 
is in charge of a meeting 

 
does not make decisions for the group or 
take on functions which are the 
responsibility of the group as a whole 
 

 
is responsible for the meeting's outcomes 
and work product 

 
stays neutral and helps the members of 
the meeting be aware that it is their 
business that's being conducted. The 
success of the meeting is the mutual 
responsibility of the whole group. 
 

 
is the elected (or appointed) head of the 
team 
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Tools for Chairs & Facilitators 
 
These tools might be useful to you when acting as a Facilitator or Chair. 
 
 
Group Agreement - the group agrees at the beginning of the meeting what behaviour will 
help make the meeting a safe, respectful place for everyone. May include things like: 
switch off phones; no smoking; one person speaking at a time; no put-downs; respect etc. 
 
 
Go-rounds - everyone takes a turn to speak without interruption or comment from other 
people. Go-rounds help to gather opinions, feelings and ideas as well as slowing down the 
discussion and improving listening. Make sure that everyone gets a chance to speak. 
 
 
Paired listening creates a space where everyone is heard, so participants can explore and 
formulate their own thoughts and feelings on an issue without interruption. In pairs, one 
person is the listener, the other speaks about her thoughts and feelings on the issue. The 
listener gives full attention to their partner without interrupting. After a set time swap 
roles within the pairs. 
 
 
Parking space - when something comes up that's not relevant to the discussion at hand 
"park" it in the parking space (a large sheet of paper on the wall) and deal with it at an 
appropriate time later. This allows you to stay focused but reassures participants they will 
be heard. 
 

Keeping a speakers list - simply involves asking people to raise a finger when they wish to 
speak, and noting them down in order. They are then invited to speak in that order. The 
group will soon become impatient with people that ignore this protocol and just barge in 
and interrupt. 

 

Fist To five - a more complex version of the show of hands. Group members stick up: 

 Five fingers for strong support and a willingness to lead the proposal forward. 
 Four fingers for strong support, and a willingness to work on it. 
 Three fingers for minimal support, but a willingness to work for it. 
 Two fingers for neutrality. 
 One finger for no support. 
 Fist for no support and active opposition. 

 

Matchstick discussion - This can be used to place limits on dominant or over-eager 
speakers. It also encourages shy speakers to contribute. Each person is given the same 
number of matches (one to five matches depending on time available.) Every time 
someone speaks s/he gives up a match. When someone has used all their matches they 
may not speak again until everyone else's matches are gone too. Decide beforehand 
whether people may give their matches to other members of the group. 
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2, 4, 8 consensus - This exercise will take time, but will help a group reach a decision that 
everyone can live with! Probably not one you'd use every meeting, but useful for the really 
important discussions. It's usually best to impose tight time limits at every stage of this 
discussion or it can take ages! 

1. Start in Pairs. Each pair discusses the list of options and is asked to agree their top 
three priorities. 
 

2. Each pair then comes together with another to form a group of four. The two pairs 
compare their lists of top three priorities and agree on a joint top three. 
 

3. Each group of four comes together with another to form a group of eight. Again, 
each group takes its two lists of priorities and reduces it to an agreed top three. 
 

4. Repeat until the whole group has come back together. Hopefully three clear 
priorities have emerged. In the worst case scenario the group has six top priorities 
and may need to reduce it still further through facilitated discussion or another 
prioritisation tool. 
 
 

Six thinking hats - This tool encourages a group to look at a situation from a new angle. 

Each 'hat' represents a different way of looking at something.  

There are a number of ways to do this exercise. For example, individuals within the group 

can wear different hats whilst the group discuss an issue. Another alternative is that 

everyone in the group can try on one of the 'thinking hats' for a while, then everyone can 

put on another one.  

As facilitator you may want to think about the order in which the group wear the different 

'thinking hats'. Below is one possible order for a creative problem solving process. The 

roles the 'hats' bring give you a chance to thoroughly examine every option and to 

prioritise or choose the best one(s). 

 White hat: White hatted people concentrate on the facts - what information and 
knowledge do you know about the situation? What can you learn about the 
situation from this information? What info is missing? Can you plug the gap? If not 
can you take it into account when discussing the situation? What can you learn 
from past trends? 

 Green hat: Green hat people think creatively in a no-criticism, freeform thinking 
kind of way. 

 Red hat: Red hats are the emotional input of the discussion. They allow themselves 
to be intuitive and act as much on hunches as fact. They are sensitive to the 
emotional responses of others in the group. 

 Black hat: Black hats live under a black cloud! They should think pessimistically. 
Look for the flaws in the plan, find the obstacles! 

 Yellow hat: Yellow hats bask in sunlight - they should think positively looking for 
the value in every possibility. What benefits does it bring? 

 Blue hat: The blue hat is worn by the facilitator(s). They concentrate on process, 
calling on the other hats to add in their thinking as and when it's appropriate and 
making sure that each option is scrutinised from all perspectives. They are neutral, 
helping the group achieve its task without trying to shape the decision. 
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Unit 2 – Society Development 
 
Aim 
 
Provide Society office holders with an understanding of strategy development and 
implementation for their Society. 
 
Objectives 
 
By the end of this session you should: 
 

 Understand the different components of an organisational strategy, what they 
look like and what they’re for 

 Recognise a couple of different tools to aid strategy creation 
 Know how to develop a vision and mission for your Society, and create a strategy 

for Society development based on these 
 Know how to create goals for your Society to aim for this year 

 
 
Components of an Organisational Strategy 
 

 Mission statement 
 Vision 
 Strategic objectives 
 Goals 
 Action plans 

 
 
Mission Statements 
 
A mission statement answers the question “why do we exist as an organisation?” 
 
Mission statements should be: 
 

 realistic 
 specific 
 short (it would fit on a t-shirt)  
 based on core competencies 
 easy to understand 
 focussed on customers 
 inspiring and motivating 
 static over time 
 something your committee are proud of 

 
A mission statement provides focus and direction for an organisation, and will frame your 
strategic planning. To create a mission statement you might want to consider what your 
market wants, who your competition is, where you operate, and what resources you have. 
To write a good one can take time; why not come up with a few different mission 
statements and have people vote on them? 
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Vision Statements 
 
A vision statement should answer the questions “where are we going?” and “what does 
the future look like?” 
 
Vision statements should be: 
 

 quite long term (at least 5 years off) 
 audacious 
 describing the impact you wish to have 
 defining a direction for the organisation to travel in 
 concise 
 future oriented 

 
A vision statement is a declaration of the aspirations of an organisation, and will guide 
your strategic objectives. 
 
You can use tools like SWOT analyses to help create your vision statement. SWOT analysis 
will help you think about potential growth areas, potential limitations, and what strengths 
your organisation can really play on. 
 
SWOT Analysis 
 

Strengths 
 
 
 
 
 
 
 
 
 
 
 
 
 

Weaknesses 

Opportunities 
 
 
 
 
 
 
 
 
 
 
 
 
 

Threats 
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Strategic Objectives 
 
If your current situation is point A, and your vision statement is point B, then your strategy 
is the line that connects the two points. Your strategy will break a vision statement down 
into small components and answer the question “how do we get there?” 
 
When you’re coming up with a strategy, remember that you’re the architect, not the 
bricklayer.  
 
You can try breaking down the strategy into a series of categories, and then think about 
objectives you could set for each category, for example: 
 

 Category 1: Finance – objective is to increase revenue 
 Category 2: Members – objective is to recruit more members 
 Category 3: Internal Processes – objective is to improve marketing  
 Category 4: Committee – objective is to train all committee members 

 
There might be further, or different, categories depending on your organisation’s mission 
statement and vision. 
 
Your strategic objectives will go on to inform the short term goals your society sets, so 
make sure they are somewhat realistic and will lead to the attainment of your vision. Your 
strategic objectives might be looking one, three, five, or more, years into the future. 
 
 
 
Goals 
 
Goals are the shorter term aims that derive from strategic objectives and should be 
focussed on specific outcomes.  
 
You can use tools like SMART analysis to create and assess goals. SMART stands for 
‘Specific, Measureable, Actionable, Realistic, Time-bound’. You can try writing a goal down 
and then checking to see if it has each of these components. 
 
An example goal for a Society might be: 
 

Arrange committee training on inclusivity and diversity during the summer vacation 
 
 
 
 
 
 
 
 
 

 The goal is Measureable – the measure being completion of the training 
 The goal is Realistic – this is training that ENSA can arrange 

 
 

This is Actionable This is Specific  This is Time-bound 
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Action Plans 
 
Action plans detail how the goal will be achieved. They assign individual responsibility, 
refer to specific tasks, and work on short time-frames.  
 
You can use a template like the one below to write action plans. This is an example of an 
action plan for implementing the example goal above. 
 

Priority Action Item Who Start End Cost 

Medium Approach ENSA about 
training 

Secretary 20/7/2017 31/7/2017 0 

Arrange time when all 
committee can make it 

Secretary 1/8/2017 5/8/2017 0 

Liaise with ENSA and 
disseminate training info 
to committee 

Secretary 6/8/2017 10/8/2017 0 

Attend training - 18/8/2017 - 0 
 
 
This action plan clearly states what actions need to be taken and by whom. Even if a group 
will be working to execute the plan, the person in the ‘who’ column takes overall 
responsibility for getting it done. 
 
There are multiple tools that you can use to plan out actions and keep on top of targets, 
it’s really up to individual preference and how your brain works! 
 
 
Accountability 
 
As a team, your Committee should be accountable to each other. You each have a 
responsibility to execute your Office Holder roles and to complete actions that you are 
assigned to. 
 
Regular meetings are essential for this accountability to work. 
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Unit 3 – Society Finance 
 
Aim 
 
Provide society office holders with the tools to manage their society finances. 
 
Objectives 
 
By the end of this session you should: 
 

 Understand ENSA finances, the society affiliation fee and strategic funding  
 Know how to operate your society finance account  
 Know how to create a budget  
 Be thinking about potential fundraising and sponsorship ideas  
 Understand the society finance policy and any restrictions that apply to spending 

 
 
Society Finance Basics 
 

 no Society is permitted to hold an external bank account or credit card 
 

 the Society account is where all of the membership fees and any additional income 
are deposited 
 

 money in the Society’s account is cumulative and may be built up across a Society’s 
years of operation, making it possible for Societies to plan for the long term 
 

 you can check up on your account balances and obtain a transaction report at any 
time by getting in touch with ENS 

 
Paying money in 
 
You can pay cash money or cheques into your account at any time in the ENSA office. 
Cheques should be made payable to Edinburgh Napier Students’ Association with your 
Society name written on the back of the cheque. Money transacted on the ENSA website is 
automatically deposited in your account. 
 
 
 
Paying money out 
 
To use the money in your account you can either pass ENSA an invoice that needs to be 
paid directly, or you can claim money back upon the production of receipts.  
 
If there are insufficient funds in your Membership account or Strategic Funding award to 
pay an invoice or reimburse members, then ENSA will not authorise this payment. 
 
You will need to fill out a requisition form for all Society outgoings. Cash for purchases can 
often be paid back immediately, and large amounts will be transferred to an individual’s 
bank account. 
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Creating an Annual Budget 
 
 
Creating a budget is key to managing finances properly.  
 

1. Research your costs – call suppliers, research online, ask companies for quotes 
2. Predict income – better to under-predict and have surplus 
3. Look at fixed and variable expenses – fixed expenses stay the same every month, 

and variable ones change over time 
4. Think about necessary expenses vs optional expenses (needs vs wants) 
5. Remember to account for hidden expenses like VAT 
6. Start with a yearly budget, then break it down month by month 
7. Decide if you want a reserve of money for emergencies 
8. Decide if you want to bank money for next year 
9. Keep track of spending and make revisions – your budget is a ‘live’ document 

 

 
Event Budgeting 
 
 
Creating an event budget follows a similar process to the one above, but there are some 
different things to consider. One of the major things to think about is venue hire. If you 
have to pay for a venue they will likely ask for a deposit in advance of you getting tickets 
on sale, so you need some money in your account to begin with. 
 
Typical event costs can include: marketing, venue hire, décor, AV, catering, name badges, 
volunteer t-shirts, props/equipment, speaker fees, travel, accommodation, goodie bags, 
signage on the day, bands/acts, permits. 
 
Event income can come from: ticket sales, fundraising, event sponsorship, funding awards, 
or revenue from exhibitors at your event. 
 
 

1. What are your costs and will each cost stay the same regardless of ticket sales, or 
will some change? 

2. Think about setting an emergency budget, this will usually be about 5-10% of your 
other costs. 

3. What is your break-even point? This should be around 40-60% of ticket sales. Your 
break-even point should never be 100% of ticket sales! 

4. Project your income. Be realistic and have a plan B, or even a plan C or D. 
5. Check ticket prices against your competitors, and ask members for feedback. If 

your event is priced too high then your sales will be low. 
6. Don’t be afraid to negotiate when spending money! Shop around, ask ENSA for 

recommendations or check to see what equipment we can lend you. 
7. Track your spending and adjust your budget as you go. 
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Fundraising & Sponsorship 
 
There are loads of ways to raise money and a quick internet search will provide you with a 
big list of ideas for your society. Common fundraising activities include: 
 

 Raffles 
 Collections 
 Events 
 Sponsored Activities 
 Selling branded items 
 Bob-a-job 
 Matched giving 
 Alumni schemes 

 
 
Corporate sponsorship can be a lucrative fundraising method for Societies. Things you can 
offer to businesses could include: 
 

 Their logo on all printed material 
 Shout out’s every month on social media 
 The opportunity for them to get in touch with your members via email 
 If it’s a bar or restaurant, you can guarantee a certain number of socials are hosted 

there each year 
 
Tips: 
 

 Try to carefully select corporates that ‘fit’ your society.  This could include any 
suppliers you might have, companies who may want to recruit your members, or 
businesses who develop products which your society may use.  
 

 Have a brainstorm about your societies links – where do you work part time, where 
do family members and alumni work.  
 

 Look at other Societies doing similar activities and their sponsors. 
 

 Always use a written contract 
 

 Ask ENSA to look over any contracts, we can give advice and co-sign them so that 
individual’s in your Society aren’t liable.  
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Unit 4 – Communications 
 
Aim 
 
Provide office holders with an understanding of data protection, marketing and 
communications. 
 
Objectives 
 
By the end of this session you should: 
 

 Understand the ENSA website  
 Be aware of the Data Protection Act  
 Know how to improve your social media marketing  
 Have improved your general marketing knowledge  
 Know what support and resources ENSA has to support your marketing  

 
 
ENSA website 
 

 Each Society and Sports club have a page 
 ENSA can change the text, images, links, etc. – just email us 
 ENSA can create events and ticket sales for you 
 Memberships can only be purchased via the website 
 You can write news stories for the website 
 VBase is where you can record personal development 
 You can gain administration rights to you group’s page and see your members 

 
 
Data Protection 
 
The Data Protection Act (1998) is “designed to protect personal data stored on computers, 
electronic devices or in an organised paper filing system”. 
 
The act is also about protecting the right to privacy and allowing ‘data subjects’ to access 
and review their data. 
 
The 8 Principals of the Act are that data is: 
 

 fairly and lawfully processed 
 processed for specific purposes 
 adequate, relevant and not excessive 
 accurate and up to date 
 not kept for longer than is necessary 
 processed in line with individuals’ rights 
 secure 
 not transferred to other countries without adequate protection 
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Personal data means data which relates to:  
 
a) a living individual who can be identified from those data 
b) a living individual who can be identified from those data and other information 
which is in the possession of, or is likely to come into the possession of, the data controller 
 
Sensitive personal data means personal data about 
  
a) race or ethnic origin 
b) political opinions 
c) religious beliefs 
d) trade union membership 
e) physical or mental health  
f) sexual life 
g) criminal record 
h) court proceedings 
 

You can be personally fined up to £500,000 for an ACCIDENTAL breach! 
 
In addition, all organisations dealing with personal information must adhere to the values 
of: 
 

 Transparency – individuals should have a clear and unambiguous understanding of 
why their personal data is being collected and for what purpose it will be used. 

 Consent – individuals must give their consent at the time their information is 
collected, with the opportunity to opt‐out of any further uses of this information. 

 
 
Do you collect members contact details? Do you have sign-up sheets or team lists? How 
about transports lists or list of event attendees? Are there any circumstances where you 
might hold sensitive personal data such as food allergies or medical information? 
 
If so, ask yourself: 
 

 Do I really need to collect this information? 
 Am I using the data for the right purpose? 
 How will it be stored securely? (Encryption/locked away) 
 Is it stored within the European Economic Area (EEA)? 
 How/when will I dispose of it? 
 Who am I sharing it with? 
 Who has authority to see it? 

 
Anyone who handles personal data should complete Data Protection training and sign a 
declaration with ENSA – this includes you if you want to get sign-ups at Freshers Fair! 
 
You may be held personally liable if: 
 

 you use or disclose information about other people without consent or 
authorisation 

 you give information to someone else who does not need the details to carry out 
their legitimate duties, even if it was accidental 
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Marketing tips 
 

 When communicating on behalf of your Club or Society, whether this is an email, a 
letter, a poster, a tweet or a presentation, remember you are representing the 
organisation as a whole. Be polite, professional, trustworthy and credible. 

 
 Think in terms of stories. People engage far more with any communication if it is 

presented as a story, even if this facts, figures and statistics. Make it personal. 
 

 Be concise. By keeping your contributions short and to the point, you are most 
likely to engage and inspire other people. 
 

 Avoid using jargon. Make sure to explain any specific terms or abbreviations fully. 
 

 Do not plagiarise or infringe copyright. Researching a topic and getting ideas from 
other sources before creating content is always a good step, however do not 
directly copy someone else’s work, it’s illegal. 
 

 Use multiple drafts. It can be important to redraft even a simple email to make sure 
what you are trying to say is as clear as possible and has a logical structure. 
 

 Read it out loud. It may sound silly but reading your work aloud is a tried and tested 
writing technique, it’ll help you spot mistakes and craft your message. 
 

 Have your work proof-read. Not only will this help catch any typos but it will make 
sure the information you want to get across is clear to someone who isn’t as 
familiar with the topic as you. 
 

 Beware of humour. Someone else may not find it funny, in fact they might find it 
offensive. 
 

 NEVER use someone else’s email, Facebook, Twitter or any other communication 
system without their express prior permission. This could be a disciplinary offence. 
 

 If you require any graphic design work, please submit a ‘Design Brief Form’ as early 
as possible to our Graphic Designer. We have competing demands for producing 
and publishing content and are not able to easily accommodate last minute 
requests. 
 

 Tag friends, ENSA and other Clubs and Societies on social media, and share other 
people’s posts to increase traffic. 
 

 Don’t post inappropriate or offensive content online, especially when drunk! Not 
only will you risk excluding and offending people, but you are representing ENSA, 
your Club or Society, and the University. Social media posts are often public and 
permanent. 
 

 Be creative! Use photos and videos to engage people more and think about the 
kind of things that attract you to an event or news story. 

 
 



 
 

22 
 

Unit 5 – Health & Safety 
 

You guys are responsible for the safety and wellbeing of your members! 

 Think ahead 
 Check equipment is safe 
 Don’t encourage binge drinking 
 Know the local emergency procedures 
 Consider getting first aid training from ENSA 
 Borrow a first aid kit from ENSA 

 

Risk Assessments 

These are written out plans which identify and evaluate risk, and if necessary put measures 

in place to prevent harm. 

We assess risk every day when crossing roads or commuting to University. Risk 

assessments are just about writing these things down so that other people can see them. 

ENSA provides insurance cover for pretty much all Society activities BUT you still need to 

provide risk assessments to comply with the conditions of the insurance.  

If someone gets hurt at a Society event and the harm could have reasonably been 

prevented had you carried out a risk assessment, our insurers will likely not pay out and 

the Society will be expected to cover expenses and compensation!  

 

When do you need a risk assessment?  

Well, if you are… 

 Going on a trip 
 Putting on an event 
 Using specialist or dangerous equipment 
 Making food to provide to your members 
 Taking part in physical activity 

You can use your common sense to make judgements about this. Taking your Society on 

the train to Glasgow for a gig is much less risky than taking your Society hiking in the 

Cairngorms!  

Think about the potential for harm and whether you need to take any measures to 

mitigate harm 

If your society, by it’s very nature, takes part in risky activity, then you can just write one 

annually that will cover all of your activities.  
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Risk assessment form 

This is the risk assessment model that ENSA uses. You can download a blank risk 

assessment from the Societies Forms section on the website.  

 

Hopefully the likelihood and potential severity calculation is quite straightforward. 

As you can see, the actions resulting from the risk assessment are not onerous, and the 

risk assessment is certainly not preventing the activity from going ahead. 

Always come and ask for advice and help if you need it! 
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Let’s cover some of the things you might put in a risk assessment… 

Trips 

 People could get lost or separated from the group, so make sure you have an 
itinerary and that committee phone numbers are distributed 
 

 If you’re abroad and someone is injured you will need to know the number for the 
local emergency services 
 

 Going hiking can be dangerous and people die every year in the Scottish 
countryside – think about how you will navigate, what equipment you need, how to 
contact mountain rescue, how to deal with injuries, what to do in extreme 
weather.. 
 

 Find out about medical conditions from your members – check they have their 
medication and that you know how to help them. Take emergency contact details. 
 

 Have you only got one driver in you van? What happens if they break a leg! Think 
about contingency plans. 

 

Events 

 If you’re putting on an event and the venue doesn’t have its own staff, you’ll have 
to think about everything from overcrowding, to emergency exits, to temperature 
control, to first aid. 
 

 Do you have volunteer marshals to help people navigate the space, keep walkways 
and emergency exits clear, and provide assistance to those who need it? 
 

 Electronic equipment should be PAT tested, plug sockets should not be overloaded 
or daisy-chained, and wires should not be frayed. 
 

 Keep those trip hazards out of the way! Especially near fire exits. 
 

 Are you setting up equipment or moving bulky items around? Remember to bend 
from the knee not with your back, and ask for trolleys to help shift gear.  

 

Specialist Equipment 

 Most specialist equipment comes with instructions, so make sure you tell others 
about these instructions and check people are following them 
 

 Are you trained in using the equipment? If not, try and arrange some training that 
you can cascade down to members. 
 

 Does use of the equipment need protective gear like goggles, hard hats, or gloves? 
Or do people need to make sure long hair is tied back and loose clothing tucked in? 
Tell your members and obtain safety gear where needed. 
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Food 

 Your home kitchen hasn’t got a food hygiene rating but you need to be very 
thorough when preparing food. Did you use gloves when handling food? Wash your 
hands thoroughly? Wear a hair net? Cover up cuts and scabs? 
 

 Some foods are more dangerous than others – raw meat, reheated rice, raw egg - 
and can lead to serious illnesses. Research and implement appropriate handling, 
cooking, and storage procedures. 
 

 Allergies are increasingly common and you will need to publicly list your 
ingredients for consumers.  

 

Physical Activity 

 For many sports and activities you will go to a specialist venue who will cover all 
the risk assessment and insurance stuff – so don’t worry about it! 
 

 Let people know ahead of time what will be involved in the activity so they can 
make an informed decision about their capabilities. 
 

 If the Society are providing equipment then make sure it is fit for purpose. The 
more serious the potential harm, the more you need to have rigorous checks in 
place. 
 

 If you’re instructing people in how to do something, make sure you know what 
you’re doing! 
 

 Plan for injuries, make sure people are hydrated, encourage people to bring a 
snack, and do a warm-up. 
 

 Find out about any existing medical issues and make sure people have their 
medication! It ain’t no fun having an asthma attack on a trampoline. 

 

And finally, a word on Transport 

ENSA can book vehicles for the Society and will make arrangements for insurance. There 

are certain criteria to be allowed to drive hired minibuses, vans and cars: 

 Over 21 
 Driving for two years 
 Current full UK licence (EU/International licence holders can only drive vehicles 

with up to 8 seats) 

Register as a driver for your Society at ENSA reception – you’ll need to bring in your 

licence. Do this at least 3 weeks in advance of you hire period. 

ENSA also provides minibus tests for Society drivers, to familiarise people with this type of 

vehicle.  

Payment for hire vehicles will be taken from your Society account. 


