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Welcome page
This Team Napier Sports document is designed to assist you with the day to day running and long term planning of
your Sports Club. The items within it are ‘living documents’ which should be referred to and updated on a regular
basis.
The Team Napier club committees are an important aspect of Team Napier sport. They are responsible for ensuring
the Edinburgh Napier Students’ Association and Edinburgh Napier University can deliver a huge variety of sports
clubs to our students.
To assist clubs achieve the highest standards Edinburgh Napier Students’ Association provide all clubs with
committee training, support documentation and forums for discussion.
If you are unsure of anything within this handbook then please do not hesitate to contact any of the people listed in
the ‘useful’ contacts section.
What is Team Napier?
Team Napier is constituted under the Edinburgh Napier Students’ Association (ENSA) to encourage student
participation in sport. It is a student-led community that oversees and governs all student society and sporting
activities. Team Napier provides an alternative way of gaining new skills by holding office and getting comprehensive
training in how to do this.
What is ENSA?
Independent & democratic organisation where elected students lead ENSA – democratically through the Executive
and as part of the Board of Trustees which sets the overall strategic direction for the organisation
Our Vision:
‘To enhance the student experience continually and assist our students in achieving their full potential’
Our services:

1

Sport Committee Handbook

MAY 2017
MEET THE TEAM - YOUR KEY CONTACTS

Hannah Mcleod:
Vice President Sport & Societies
Your Political Leader for 17/18.
teamnapier@napierstudents.com
Daire Guilfoyle
Sport Development Coordinator
d.guilfoyle@napier.ac.uk
My role is to work alongside the Vice President and the ENSA staff to develop Team Napier to its full potential! I am
here to help you develop your club for the future. I will provide you with support, guidance, training and a
framework to help you turn your ideas into actions.
It is also my responsibility to ensure that students are able to access as many opportunities as possible to participate
in sport. If you have any ideas about how you think your club could improve then please get in touch.
Ian Stewart:
Sports Administrator
i.stewart@napier.ac.uk
I provide administrative support to all of our clubs, and Team Napier as a whole. I support the rest of the team
behind the scenes in areas such as membership checks, event support, facility bookings and finance enquiries. My
role is to administer, coordinate and organise the arrangements for the BUCS and SSS programme at the university. I
also do your commitment accounting!
Elayne McNally
Reception Services:
e.mcnally@napier.ac.uk
I also provide administrative support to all of our clubs, and Team Napier as a whole. I am often at the front desk
within the ENSA Office and deal with transport requests, making room bookings and First Aid assistance.
Helen Woodward
Finance Officer
h.woodward@napier.ac.uk
As Finance Officer I deal with all the financial transactions of your club. I also pay all invoices on your club’s behalf,
such as minibuses and facility hire.
Craig Reid
Graphic designer
c.reid@napier.ac.uk
I’m ENSA’s graphic designer and am also responsible for the maintenance of ENSA’s website and myNapier content.
My role is to produce artwork/graphics for all of ENSA’s services (including Team Napier), covering both printed and
digital media.
Paul Mitchell
Communications & Marketing
p.mitchell@napier.ac.uk
Ellie Snape:
Vbase Coordinator
e.snape@napier.ac.uk
Maxine Wood:
Deputy Manager
m.wood@napier.ac.uk
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Unit 1: Club Structure;
All ENSA affiliated Sports Clubs must have:
 a minimum of 15 student members signed up online
 a minimum of 3 student Office Holders
 a completed constitution
 a completed budget document outlining income and spend
 a set Membership Fee
If you do not have at least the first two criteria, you will not be officially affiliated to ENSA and put on
probationary status.

Committee Roles
Club committee members are members of the Team Napier who have been elected by their specific club to run that
club. The elected officers of the club shall share collective and individual responsibility to run their club in coordination with the aims and objectives of the club. Collectively they should provide a united front, but also work on
their own individual roles within their committee.
Expectation of Committee Members:
We expect the elected officers and club members to maintain strong links with Team Napier, other clubs and
Edinburgh Napier University. Our Sports Forum enables all clubs to have a say in the running of Team Napier and
representatives of the clubs must attend each forum.
The elected officers are expected to raise sufficient funds to cover the full cost of their activities for the year. This
can be done through the membership fee system, fundraising or sponsorship in order to enhance the services that
they can provide to the membership.
Within the club, the committee have overall control on the direction of the club after the AGM. Abuse of this power
may result in a vote of no confidence and the withdrawal of the committee and their responsibility.
The club committee have a number of responsibilities; they are –




Elected at the Club AGM to serve their members;
Elected to lead and provide a certain level of service / activities for your members;
Accountable for your actions / or lack of them to both your members and Team Napier / ENSA.

There are 3 main Committee Roles required for ENSA affiliation:
•
•
•

President
Secretary
Treasurer

Joint Responsibilities;


•
•
•

Be current students club members;
Organise the Annual General Meeting and the Extraordinary General Meeting;
be responsible for the day to day running of the sports club and planning activities and events;
be responsible for proposing policies, codes of conduct and rules that affect the club;
keep records of their club activity, meeting minutes and financial plans for the use of future club office
holders. Such documents and notes will form the basis of the hand over pack to be presented at the AGM to
the new committee;
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• be responsible for liaising with Team Napier which includes the accurate and timely financial reporting,
advance notice of events and trips and relaying good news stories about the club;
• Be responsible for taking all reasonable steps to ensure that the health, safety and wellbeing of all members
participating in the clubs planned activies. Where required, the committee will complete a risk assessment
for all club activities.
• Arranging a handover or succession planning for the relevant position.
If, for any reason, a committee office holder can no longer fulfil their duties, they should consider resigning from
their post. If, after obtaining advice and support from Team Napier, the committee office holder still wishes to resign
they should do so in writing to the Team Napier and another office holder may act in their place until and EGM is
held.
President:
The Presidents are the principal officers in the clubs. They are responsible for:












Overseeing the club on a day-to-day basis.
Chairing committee meetings and the annual general meeting (AGM).
Support the efficient running of the club.
Being actively involved in the development of the club through the creation, amendment and implementation of
a development plan.
Being the Team Napier Management’s Committee’s and ENSA’s main point of contact for their club.
Representing their club at local and national events
Managing the committee effectively
Making key decisions in consultation with other committee members.
Passing on the information they receive from Team Napier Management’s Committee to the relevant committee
member(s).
Ensuring that tasks that the Team Napier Management’s Committee expect are completed by the designated time.
As a senior committee member the President will assist other Committee Members in understanding their roles
and responsibilities.

Secretary:
The Secretary is the ‘nerve centre’ of the club and is the principal administrative officer. Their responsibilities are:








Be the first point of contact for club enquiries and deal with correspondence promptly.
Be the link between the club members, the club committee and outside agencies (e.g. other clubs, leagues,
sponsors, etc.).
Take the minutes from club meetings and distribute the minutes from the meetings to other committee members,
club members and Team Napier Sports Development Officer.
File and maintain club records.
Prepare the Annual General Meeting (AGM).
Ensure that all relevant affiliations and insurances are in place.
Maintaining up to date membership records and emergency contact details.

Treasurer:
Club Treasurers are the chief finance officers:
•
•
•

Looking after the club finances and being aware of their current state.
Manage the clubs income and expenditure and provide the ENSA with budget information.
Keeping the Team Napier Management’s Committee and ENSA Finance Administrator regularly informed of the
club’s finances.
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• Ensuring that all payments to be made have followed the correct procedure and have been authorised by the
ENSA Sports Administrator.
• Paying bills and record information about payment, transactions, invoices, etc.
• Issuing receipts for all monies received and record this information.
• Ensuring that all funds (gained through cash, cheques or by electronic means such as PayPal accounts) are
deposited with the ENSA Finance Administrator as soon as possible.
• Ensure that all petty cash held by the club is recorded with the ENSA Finance Administrator.
• Ensuring all sponsorship or merchandising contracts are copied to the Sports Development Coordinator and all
monies are deposited with the ENSA Finance Administrator within 14 days.
• Ensuring that club funds are spent properly.
• Reporting back to the committee regularly on the club’s financial position.
• Signing claim forms where appropriate.
• Producing the clubs end of year financial report and ensuring that a signed copy is sent to the Sports Development
Coordinator.
Top Tips for a Treasurer:
• Look after the funds with scrupulous honesty and be seen to be doing so.
• Remind the rest of the committee about the importance of spending efficiently and not wasting money.
• Do not overestimate your ability to remember details of financial transactions – write them down.
• Do not try to manage without a budget or you will be heading for financial difficulties.
• If you feel pressurised, confused or as if you are losing control, seek help from the ENSA.
Sub Committee:
Clubs also may have sub-committees which offer club members an opportunity to help the core committee
members. A sub-committee is a small group of people assigned to focus on a particular task or area (e.g. equipment
or sponsorship). A sub-committee generally makes recommendations to the Club Committee for decision.

Sample Committee Structure:

President

Secretary

Social Sec

Treasurer

Development

Match Day

Social Media
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7 Nolan Principles of Public Life

1. Selflessness
Committee Members (as Holders of public office) should act solely in terms of the public interest. They should not do
so in order to gain financial or other benefits themselves, their family or friends.
2. Integrity
Committee members should not place themselves under any financial or other obligation to outside individuals or
organisations that might seek to influence them in the performance of their official duties. They should declare any
conflict of interests.
3. Objectivity
Committee members must act and take decisions impartially fairly and on merit, using the best evidence and
without discrimination or bias.
4. Accountability
Committee members are accountable for their decisions and actions to the public and must submit themselves to
whatever scrutiny is appropriate to their office.
5. Openness
Committee members should be as open and transparent as possible about all the decisions and actions they take.
They should not withhold any information from club members unless there is justification for doing so.
6. Honesty
Committee members should be truthful to their members.
7. Leadership
Committee members should promote and support these principles by leadership and example.
What does this actually mean for your committee?
This means that you should









treat your members equally and that you are there to serve them, they are not there to serve you;
ensure that all those who have attached themselves to the club are actually a member and has the requisite
rights (student member v associate member);
Be as open and honest with your membership as possible and ensure transparency in any dealings;
Delegate to the wider membership ensuring that those who take on any tasks are aware of any procedures
and rules;
Adhere to the rules over agendas, voting and minutes;
Make sure the constitution is up to date and adhered to;
Deal with complaints from members in a fair, unbiased nature;
Make sure that everyone is a member.

By taking on board the Nolan Principles the committee will have a stronger base to work from and a greater chance
of being effective through meeting the requirements of the club and the membership.
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Constitution – Guidelines

A constitution is a guiding document that presents the objectives of the club and clarifies the rules that are in place
at the club. Every Team Napier club is required to have a constitution. Clubs should carefully consider what your
constitution needs for your own circumstances and also what your national governing body specific requirements
are.
1. Name of club: State the name of the club and by any abbreviations or acronyms it should be known by. If
applicable, state which national governing body you should be affiliated to.
2. Aims & objectives: The objectives should clearly state the reason for the clubs existence.
3. Membership: Included here would be a definition of the various categories of membership which would
depend greatly on the type of club
4. Sport equity: This section should include what sports equity means to your club. It is vital that the
constitution is open and non-discriminatory and that it reflects the sport’s equity policy. A club constitution
is a prerequisite for funding applications for organisations such as SportScotland, Big Lotto etc.
5. Committee: The aim of this sections should be to specify how this committee should be formed and how
they should look after the interests of the club. Each club will be slightly different but it would be normal to
specify which positions sit on the committee.
6. Finances: It is prudent for every club to ensure that the handling of its financial affairs is done in an efficient
manner and in a way which protects the individual committee members responsible for the handling of
money. Use this section to explain how this will be achieved.
7. AGM and EGM: Use this section to explain the protocols and procedures for your Annual General Meetings
and Extraordinary General Meetings.
8. Amendments to the constitution: Explain in the section the procedures to make any changes to your
constitution.
9. Discipline and appeals: Outline the club’s disciplinary procedure.
10. Dissolution: Procedures covering the dissolution of the club must be settled. In the event of funds remaining
after debts have been settled all funds and equipment shall be the property of Edinburgh Napier Students’
Association.
11. Declaration: Even before your club holds its initiation meeting (or at least one of your early meetings) it
would be advisable to draw up a draft constitution, so that you can adapt and agree it at the earliest
opportunity.
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Constitution Template

1

Name of Club
The club will be called name of club (Hereinafter will be referred to as The Club), and may also be known as
abbreviation of name (if required). Name of club will be affiliated to the Name of governing body

2

Aims and Objectives
The aims and objectives of the club will be:
 To offer coaching and competitive opportunities in name of sport
 To promote the club within the local community and name of sport
 To ensure a duty of care to all members of the club
 To provide all its services in a way that is fair to everyone

3

Membership
(a) Membership of the club is open to anyone interested in promoting, coaching, volunteering or participating in
name of sport, regardless of sex, age, disability, ethnicity, nationality, sexual orientation, religion or other
beliefs.
(b) The membership shall consist of the following categories:
 Full Student member
 Term 1 Student Member
 Term 2 Student Member
 Associate / Non Student Member
(Delete as appropriate)
(c) Each club must have a minimum of 15 Edinburgh Napier University student members, including the
committee, to run each year. These members must be registered as members with the ENSA by the end of
XXXX month if the club is to continue.
(d) All members will be subject to the regulations of the constitution and by joining the club will be deemed to
accept these regulations and codes of practice that the club has adopted.
(d) Members in each category will pay membership fees, as determined at the Annual General Meeting.
(e) Student members shall be eligible to take part in the business of the Club, vote at general meetings or be
eligible for selection of any Club team unless the applicable subscription has been paid by the due date
and/or membership has been agreed by the Club committee.
(f) Associate / Non Student members may not hold committee positions with the club or put themselves forward
for election to these posts.
(g) Associate membership are not permitted to vote in office holder elections
(h) Team Napier and Edinburgh Napier University Students’ Union are student led organisations and the clubs
must reflect this by ensuing that the number of Associate members does not exceed 30% of the total
membership.
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4 Sports Equity
(a) This Club is committed to ensuring that equity is incorporated across all aspects of its development. In doing
so it acknowledges and adopts the following Sport England definition of sports equity:
Sports equity is about fairness in sport, equality of access, recognising inequalities and taking steps to
address them. It is about changing the culture and structure of sport to ensure it becomes equally
accessible to everyone in society.
(b) The Club respects the rights, dignity and worth of every person and will treat everyone equally within the
context of their sport, regardless of age, ability, gender, race, ethnicity, religious belief, sexuality or
social/economic status.
(c) The Club is committed to everyone having the right to enjoy their sport in an environment free from threat
of intimidation, harassment and abuse.
(d) All club members have a responsibility to oppose discriminatory behaviour and promote equality of
opportunity.

5

(e) The Club will deal with any incidence of discriminatory behaviour seriously, according to club disciplinary
procedures.
Committee
(a) The affairs of the Club shall be conducted by a Committee which shall consist of the President, Treasurer
and Secretary (plus any other additional posts required by your club), who shall be elected at the Annual
General Meeting.
(b) All committee members must be members of the Club.
(c) If required, the committee shall elect a Vice Chair shall from among its number.
(d) The term of office shall be for one year, and members shall be eligible for re-election.
(e) If the post of any officer or ordinary committee member should fall vacant after such an election, the
Executive Committee shall have the power to fill the vacancy until the succeeding Annual General Meeting.
(f) The Committee will be responsible for adopting new policy, codes of practice and rules that affect the
organisation of the club.
(g) The Committee will have powers to appoint and advisers to the Committee as necessary to fulfil its
business.
(h) The Committee will be responsible for disciplinary hearings of members who infringe the club
rules/regulations/constitution. The Committee will be responsible for taking any action of suspension or
discipline following such hearings.
(i) The committee meetings will be convened by the Secretary of the Club and be held no less than (number of
meetings –) times per year.
(j) Only the posts listed above will have the right to vote at committee meetings.
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(k) The quorum required for business to be agreed at Management Committee meetings will be (Number – a
minimum of 3 is recommended)
6

Finances
(a) The club treasurer will be responsible for the finances of the club.
(b) The financial year of the club will run from DATE and end on DATE
(c) All expenditure must be approved by ENSA in advance of any spend
(d) All club monies will be banked in the ENSA account and held in the name of the club.
(e) A statement of annual accounts will be presented by the treasurer at the Annual General Meeting and a
copy sent to ENSA.
(f) All members of the Club shall be jointly and severally responsible for the financial liabilities of the Club.

7

Annual General Meetings and Extraordinary General Meetings
(a) General Meetings are the means whereby the members of the Club exercise their democratic rights in
conducting the Club’s affairs.
(b) The Club shall hold the Annual General Meeting (AGM) in the month of month (March recommended) to:
 Approve the minutes of the previous year’s AGM.
 Receive reports from the President and Secretary.
 Receive a report from the Treasurer and approve the Annual Accounts.
 Elect the officers on the committee.
 Agree the membership fees for the following year.
 Consider any proposed changes to the Constitution.
 Deal with other relevant business.
(c) Notice of the AGM will be given by the club secretary with at least Number – usually 14 - 21 days’ notice to
be given to all members.
(d) Nominations for officers of the committee will be sent to the secretary prior to the AGM.
(e) Proposed changes to the constitution shall be sent to the secretary prior to the AGM, who shall circulate at
least 7 days before an AGM.
(f) All members have the right to vote at the AGM.
(g) The quorum for AGMs will be Number – suggested 25% of the membership
(h) The Chairman of the Club shall hold a deliberative as well as a casting vote at general and committee
meetings.
(i) An Extraordinary General Meeting (EGM) shall be called by an application in writing to the Secretary
supported by at least 10% of the members of the Club. The committee shall also have the power to call an
EGM by decision of a simple majority of the committee members.
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(j) All procedures shall follow those outlined above for AGMs.
8

Amendments to the constitution
The constitution will only be changed through agreement by majority vote at an AGM or EGM.

9

Discipline and appeals
(a) All concerns, allegations or reports of poor practice/abuse relating to the welfare of children and young
people will be recorded and responded to swiftly and appropriately in accordance with the club’s child
protection policy and procedures. The Club Welfare Officer is the lead contact for all members in the event
of any child protection concerns.
(b) All complaints regarding the behaviour of members should be presented and submitted in writing to the
Secretary.
(c) The Committee will meet to hear complaints within Number days of a complaint being lodged. The
committee has the power to take appropriate disciplinary action including the termination of membership.
(d) The outcome of a disciplinary hearing should be notified in writing to the person who lodged the complaint
and the member against whom the complaint was made within Number days of the hearing.
(e) There will be the right of appeal to the Committee following disciplinary action being announced. The
committee should consider the appeal within Number days of the Secretary receiving the appeal.

10
(a)

Dissolution
A resolution to dissolve the club can only be passed at an AGM or EGM through a majority vote of the
membership.

(b)

In the event of dissolution, all debts should be cleared with any clubs funds. Any funds and or assets of the
club that remain following this will become the property of Team Napier and Edinburgh Napier Students
Association

11

Declaration
Name of club hereby adopts and accepts this constitution as a current operating guide regulating the actions
of members.

Name

Position

Sign

Date

Name

Position

Sign

Date
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Unit 2: Club Finances
Budgeting
All sports clubs will have a budget. Your budget will underpin all of your club's activities and plans, in the short and
long term.
Your club's budget (also known as a financial plan / forecast) is a tool to help your club manage your money and plan
for a healthy future. It is best practice to have both a:


Short term budget, looking at your income and costs for the next year. This will keep you focused on your
everyday finances. You may find it useful to break this down into a quarterly or monthly budget to help you keep
track throughout the year.



Long term budget, looking at your income and costs over a longer period, say the next 3 – 5 years. This will help
you plan for the future, and in particular any one off projects you want to undertake (e.g. funding for facilities or
equipment).

Developing a budget for your sports club doesn’t have to be daunting. The areas below will keep you on track.
Keep it simple
Your club's budget doesn’t have to complex. In fact the most important thing is that it is appropriate for your club
and you use it regularly. One way to do this is to compare your actual income and costs to what you budgeted or last
year's figures. There are many budgeting tools available however for many clubs a simple spreadsheet will be fine.
The budgeting templates and examples will help get you started.

Keep it realistic
Overestimating your club income and underestimating costs can quickly get your club into financial
trouble, so make sure your budget is realistic. If you quickly beat your budget great, you can always revise
it.
An unrealistic budget can demotivate people and is less likely to be used.
Make sure it links to your club development plan
Your budget should support the objectives in your club development plan. These documents should work
together, for example you should assess your longer term objectives for the club against your longer term
budget. If your projected funds don’t match your ambitions then you may need to revise your objectives or
seek ways to boost your budget.
Together these documents will help shape your sports club and its financial future.
Get the right people involved
The responsibility of setting and monitoring a club's budget usually falls to the Club Treasurer. It is important
however that all of the committee have an understanding of the budget to ensure transparency over the club’s
finances.
And remember …
Section 5: Sports Union
Edinburgh Napier Students Association shall not be liable for any financial losses or debts caused by the Sports Union
or its clubs. These shall be the liabilities of its members, (ENSA Constitution).
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Managing money
Managing your money is an essential part of good club management.
Follow these simple steps to make managing your money more manageable.


Get organised and stay organised. Set up a routine that works for you to maintain control of your money
month to month.



Remember cash is king. You will need to manage your cash flow carefully to make sure you have money to pay
your bills as they arrive.



Record all money in and out of the club and find a way that works to do this easily e.g. cash sheets or cashbook,
a spreadsheet, or budgeting tool.



Keep any personal finances separate from club funds. Don’t mix up your money or money from the committee
with the clubs money, at best this is confusing, at worst this could lead to fraud.



Ensure that all monies from sponsorship, fundraising etc. must go through the clubs account



Keep receipts for all expenses and make sure these are in line with your club policy on expenses



Check your club bank accounts at the end of each and every month to what you expect to have been paid in
and out. If there are any differences make sure you understand why.

Managing costs
Clubs without facilities
Even if your club doesn’t have its own facility you can still look at ways to manage your costs more effectively.


Look at what you spend. To start saving money, the best place to look is where you spend money. Your budget
and last years’ figures are great places to start. Look at the largest balances first to see if you can make savings
here.



Ask yourself could we do this differently. Just because you have always done something the same way doesn’t
mean you can’t change. Think about your expenses, could you switch to a different supplier, or do you need to
spend the money on that item?



Ask for a discount. Asking for a discount can work surprisingly well. Politely enquiring whether that is the best
price can see your club save on a range of goods and services. We are a charity after all!



Use free services. Many online resources offer free simple services and then charge when you need more
complex support. You can take advantage of this Freemium model, but make sure you know what services are
free and what the costs implications are for paid services so you don’t get caught out.



Consider bartering. Is there something your club can offer in return for goods and services?



Ask your members. You’re members may be happy to provide services / skills for free (e.g. website design) or
at a discount, or may know someone who can help. Just make sure you are clear on the club's requirements
and expectations and manage this accordingly to avoid any disputes. You will also need to make sure there are
no conflicts of interest if you are engaging members, friends or family to do work at the club.



Ask around. Your governing body may have discounts available to affiliated clubs or recommend preferred
suppliers who can help and other clubs may be happy to share where they have found good deals, especially
on kit and equipment.
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If you have stock (e.g. club kit, refreshments or bar stock), make sure you keep detailed stock records
and do regular stock takes.



Remember the big picture - monitor your finances against the budget and the previous year.



Keep everyone up to date with the financial position- think about how to communicate with your
members, keep your reports simple.

SPONSORSHIP
Clubs are encouraged to get sponsorship. Before anything is agreed or signed, speak to NSA who will
advise on an appropriate way forward.
GENERAL GUIDELINES
1. Always seek advice and keep ENSA informed. We are here to help you get the most out of your
sponsorship.
2. Remember your worth, don’t sell yourself short. Let us know what you have been offered and we can let
you know if it’s a good deal or not. If you don’t keep us informed you could lose out.
3. Any deal must be authorised by the VP Sports & Socs before a final agreement is made with a sponsor.
4. Don’t get carried away, remember your worth but don’t take it too far or a potential sponsorship deal
may suddenly turn into no deal at all!
5. Ensure you fulfil your obligations in the contract or the sponsor has the right to terminate the
arrangement.
6. be creative - there are more sponsorship opportunities out there, don’t just approach bars and pubs.
Think about other companies who might want to market themselves to students.
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Financial Procedures
Financial Responsibility






Each club is responsible for the overheads that are involved in running the club.
Each club must set an appropriate membership fee which covers all of the clubs minimum expenditure to
cover costs. Any deficits/projects/events/merchandise/equipment will need to be covered through further
fundraising or sponsorship.
ENSA shall not be liable for any financial losses or debts caused but the club. These shall be the liabilities of
the club members.
Team Napier clubs are not authorised to go into debt or have any form of overdraft facility.

ENSA Account
All monies raised by a sports club must be placed in the Edinburgh Napier Students’ Association (ENSA) bank
account. No clubs may operate an independent bank account or bank cards.
Purchases
Before you spend any money from your account you must ensure that the expenditure has been authorised.
To do this the Treasurer, on behalf of the club, should fill in an Order Form which should be obtained from and
submitted to the Sports Administrator, Ian Stewart, (i.stewart@napier.ac.uk)
The Sports Administrator will check the following:




The suggested purchase was stated in the club finance / budget plan
The club has sufficient funds in their account
The purchase meets best value for money requirements (items don’t have to be the cheapest)

Only once these checks have been satisfied will the purchase of the goods be authorised and the purchase made on
the clubs behalf.
If clubs go out and purchase items directly which are not part of the club finance / budget plan and ENSA has not
been notified or has not authorised the purchase, then the individual will be liable for the cost.
How to pay money into my Club account
There are various ways for clubs to pay money into their clubs account. Online membership or ticket purchases are
automatically banked for you. When fundraising or gaining sponsorship you should ensure that the ENSA bank
account is quoted to any fundraiser or sponsor.
Should funds be raised in cash then these should be banked with the ENSA Finance Officer, Helen Wood, as soon as
possible. This is for personal security reasons and to ensure that substantial amounts of cash are not requiring
transported across town. The Finance Officer, who is based at the ENSA head office in B34, Merchiston, will bank the
money on the clubs behalf and ensure it gets to the club account safely.
We wish our financial systems to be open and transparent and we ask that club committee or members do not take
expenses or pay people out of any cash you have received. For example, you should not pay a DJ from the ticket
money collected at the door to your event but should ask them to submit an invoice and payment can be made using
the Order Form.
How to reclaim money from the club account
In the majority of cases, good practice will prevail and the club will submit the Order Form in advance seeking
authorisation etc. There are some exceptions, such as reclaiming funds spent on petrol, where this is not possible.
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In this situation you should contact your Treasurer and ask them to e-mail the Sports Administrator and indicate the
reason for the cost and the amount.
The Sports Administrator will then undertake a number of checks before confirming with the Treasurer that payment
can be made.
Once confirmed, the individual should arrange to see the Finance Officer in the ENSA main office, bring with them
their receipts and other appropriate paperwork, such as a completed Yellow Form and they will be reimbursed.
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Projected Membership Income
Please state the projected membership income (i.e. 40 members x £30 = £1200).
Projected Membership Income

Amount
£

Other Sources of Income
Please state below any income you are expecting to receive in. This may include income from events, projects, sponsorship, and fundraising.
If you are going to receive sponsorship, or there is potential of you receiving sponsorship, please state where from and an approximate amount. All sponsorship
must be agreed and signed by Team Napier Management.
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BUDGET
INCOME

Sub Total

Membership Fees

£

Sponsorship
Fundraising

Total Income
18
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EXPENDITURE

Kit
Trips
Equipment
Coaching
BUCS Fees
Facilities

Expenditure Cond.

Total Income
Total Expenditure
Surplus/Deficit
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Unit 3 Sport Development:
Producing a development plan is often perceived as an onerous task taking up valuable volunteer time. It should not
be seen in this way. Rather it should be seen as a list of “to do’s” which will ultimately save time and effort in
progressing the club.
A good club development plan should be based on the club’s current position and a realistic long term model
(usually three or five years). The plan can incorporate recruitment targets, coach and referee development, in fact
any area of your club that can be improved.
Why Plan?
• Identify and prioritising aims and objectives for the future (essential for sustainability).
• Use club resources more efficiently and effectively.
• Professional & businesslike approach
• Be proactive NOT reactive
• Improved services for members.
• Attract new members.
• Succession planning
• Build Relationships
How to Plan?
The plan should be based on five simple questions:
1. History – Where have we come from?
2. Audit ‐ Where are we now?
3. Aims ‐ Where do we want to be?
4. Plan ‐ How will we get there?
5. Review ‐ How will we know we have achieved our targets?

History
Begin with a brief history of the club.
2. The Audit
Before you can begin to plan for the future you need to consider the current position. This can be most easily
achieved by conducting a SWOT analysis which identifies strengths, weaknesses, opportunities and threats
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3. The Aims
Having analysed where you are, you now need to consider where you want to be and establish your aims for the
future. Using the SWOT analysis you should aim to build on the strengths, address the weaknesses, utilise the
opportunities and deal with the threats.
The aims that you set should be SMART:
• Specific – to your club
• Measureable – how will you know the aim has been met?
• Agreed – between all the committee members, volunteers, players (as appropriate)
• Realistic – achievable in terms of the SWOT analysis, finance, NGB support, etc
• Timed – when you plan to achieve the aims.
4. The Plan
Once you have identified your aims, the plan will set out HOW you will achieve them but first they need to be
prioritised usually over a one, three or five year period. How your aims are prioritised may depend on the simplicity
of the task or perhaps the financial cost of achievement. Remember, aims must be REALISTIC in terms of timescale
and cost.
The Plan can be formulated in any number of ways but a simple template is on the next page to help you get started.
5. The Review
Once the action plan is agreed it is a working document that should be reviewed and updated regularly to ensure
progress is being made and targets met. It should be modified to take account of changes in personnel, unforeseen
delays, funding issues etc. A report should be made at the monthly committee meeting with regards to progress and
to acknowledge the work of the volunteers involved.
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Club

WHAT

HOW

WHO

WHEN

COST

What do you want to
achieve?

How will you
achieve this
objective

Who is going to do
it?

When will it be
achieved by?

What resources will
you need? Time,
money etc

Example - New
junior girls section

Create new girls
junior teams

Arrange courses, pay
for courses, school
visits

6 months

New coach(es),
marketing

How will you
measure success
(quantitative, i.e.
numbers and
frequencies)

12 new members, 1
new team established
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4. BUCS & Competitions:
What you need to know...

With BUCS happening all year round, there is a lot of important information you all need to know and
remember. Please read this carefully as it may save you a trip to the ENSA office, phoning us or emailing in!
BUCS CLUB REGISTRATION

Prior to every new season the Sports Administrator will register each sports club with BUCS and enter the
teams into their leagues. It is the responsibility of the club committee to check with the administrator that
they have been entered.
BUCS CONTACT AT ENSA

Ian Stewart (Sports Administrator) Landline: 0131 229 8791 Email: i.stewart@napier.ac.uk
All fixture dates are set centrally by BUCS and can be found on their website. Venues and start times are
then set by each institution to fit with the BUCS program. If any changes need to be made, the Sports
Administrator will liaise directly with the equivalent body at the opposition institution.
Home fixtures will take at the same venue wherever possible. Match officials are paid their fees in cash
which must be collected from the finance officer in the ENSA Office, prior to the fixture, along with some
accompanying paperwork. Once signed by the official, the paperwork must be returned to the ENSA Office.
Away fixtures take place all over the country. Minibus or coach transport will be booked by the ENSA
office (Elayne). Clubs take responsibility for contacting the ENSA office in advance and requesting their
requirements. Clubs must fill in the essential passenger information form prior to departing and email back
the completed form to Elayne. If this form is not completed the trip may be cancelled. Club Presidents will
then be sent a confirmation email with details of their booking with all the necessary documents that need
to be sent/handed in to the transport officer after completing the journey.
PLAYING UNDER PROTEST (HOW AND WHAT HAPPENS)
The team feels on arrival or during fixture, the conditions do not adhere to those outlined in BUCS
regulations (e.g. Not a qualified ref / neutral ref / no ref / poor conditions/questions of eligibility of players)


Fill in the ‘playing under protest’ form: (Obtain from Ian Stewart);



What is the problem?



How will it affect you?



Both teams must sign it (opposition can’t refuse)

Hand forms to Ian Stewart (Sports Administrator) at the ENSA Office - by 10am the next working day.
WHEN THE PLAYING UNDER PROTEST FORM SHOULD BE USED?
Answer: As soon as the issue arises! Whether this be at the start of the fixture or during the fixture.
Reg 12.14.1 – If a team feels, upon arrival or during a fixture, the conditions do not adhere to those
outlined in the BUCS regulations, or fixture confirmation they should complete a Playing Under Protest
form immediately.
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WHEN IS THE PLAYING UNDER PROTEST FORM NOT APPROPRIATE?
Possible answers: when no regulation has been contravened, when an appropriate official has made a
‘controversial’ decision or when a team has travelled with prior knowledge of a breach of regulation.
Reg 12.14.2 – If a team travels to a fixture with prior knowledge of a breach of regulations they are
deemed to have accepted these conditions of play and can therefore not play under protest for that
reason.
NOTE: COMPLETION OF THE ‘PLAYING UNDER PROTEST’ FORM ONLY ALLOWS AN INSTITUTION THE RIGHT
FOR APPEAL AND DOES NOT GUARANTEE THE OUTCOME OF THE APPEAL.

HOW DO BUCS FIXTURES WORK?
1. Team Sheets: To be completed by clubs. It is vitally important that you keep all completed team sheets
for every fixture you compete in. Firstly, they are required in case the ENSA are asked to make eligibility
checks on any player(s). Secondly, for away fixtures they also act as a backup passenger list for the
transport you are using. Some sports are required are to complete NGB sheets and accuracy of completing
them are important or fines could be incurred.
2. Transport: will leave from and return either from the front entrance of Merchiston Campus or Sighthill
Campus. Departure times will be confirmed in advance – please follow the transport policy. If you cancel a
bus last minute, you may still be liable for the charge. Elayne will be able to answer all your transport
needs!
3. Results after matches (what to do) BUCS have strict deadlines for institutions to submit fixture results
by. Failure to do so can incur severe sanctions. Therefore, immediately after your fixture has finished,
please email the Sports Administrator – Ian Stewart (I.Stewart@napier.ac.uk) who will contact BUCS.
Please state the Sports Club, the opposition and the score. SSS & BUCS have introduced fines for late
submissions. ENSA will pass on these fines to the club if they do not submit results and may impose further
sanctions for repeat late submissions.
Transport Essentials:



The more people in the club who can drive the minibus the better – do the minibus test!



Book in advance. Late bookings = no bus!



Make sure you can cover any fuel costs



Fill in essential passenger information form



Arrive in plenty of time for your bus leaving



Treat the driver with respect



Clean the bus after use – no rubbish to be left on bus



Return keys and record any damage / mileage



Absolutely no alcohol!

Sport Committee Handbook
FACILITIES

MAY 2017

As stated earlier, we strive to ensure that the Sports Union has the resources and facilities to deliver
effective programmes. The Sports Union uses [EN]GAGE at Sighthill for several Sports and also uses a wide
variety of external facilities.
It is vital that good relationships are maintained with internal and external partners to ensure Team Napier
continues to grow within the community:
RULES AND REGULATIONS

We recommend that all teams read the BUCS rules which can be found here: www.bucs.org.uk/rules
OVERALL:

Please trust Ian. He is always working behind the scenes to ensure that we are getting the best possible
advantage but this can take some negotiation so we ask you to please be patient and flexible! He is very
knowledgeable on BUCS and if you experience any issues during a fixture or league in general, seek advice
at the earliest possible time. Do not try and sort out and issue without seeking advice as this could put your
club, Ian and the Sports Union in a difficult situation.
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5. Health & Safety
1)
2)
3)
4)
5)
6)
7)

Committee Responsibility
Risk Assessment procedures
Club/Society relevant medical issues/special requirements
Accident/Emergency procedures
First Aid
Equipment
Transport

1 – Committee Responsibility
One definition of responsibility is: “Doing what needs to be done”. This can encompass compliance with laws and
regulations; ensuring the aims of the club/society are met; ethical considerations (doing the right thing); protecting
members from harm; protecting & growing the club or society’s financial resources; and contributing to the greater
good of the community.
It’s great that people have stepped up to be committee members – if no-one is organising their activities, they
cease to exist. Everyone should acknowledge the fact that this is a responsibility. You are suddenly required to take
care of something, which affects other people’s experience. We all know about the benefits and rewards that come
with these roles – but there are also challenges that need to be met.
One important challenge is Health and Safety, in respect of club/society activities.
A duty of care is owed to all members of Team Napier, both sports clubs and societies. ENSA is obliged to hold
Public Liability insurance (in order to protect the rest of the world from ENSA’s members and staff!), as well as
purchasing insurance for vehicles hires.
Sports Union members benefit further from personal accident insurance cover, when training or playing
competitively for Team Napier. Some NGBs also provide or offer opportunities to purchase, further cover as part of
their team or player registration process, and individuals can also take out their own policies if they so choose.
So, with ENSA’s basic legal obligations covered, it is essential that each club and society committee are fully aware
of the responsibility they have for ensuring all activities take place in a safe place, with safe equipment and are
organised and conducted by safe people (including coaches/tutors and volunteer helpers). Guidance on good
practice can be found via NGBs, experienced coaches, venue/facility staff and activity providers. Participants are
considered safe when they have received appropriate guidance and instruction prior to taking part in any activity.
(e.g. the Security Society planned a visit to the Climbing Centre – how did that go? The facility staff would have given
a safety briefing, with more instruction if required for less experienced participants?)
Equipment is deemed to be safe if it is serviceable and fit for purpose. Some items of equipment may require
regular checks/servicing by someone suitably qualified.
No venue or location can be totally safe, however, all facilities and activities within those facilities should have an
up-to-date risk assessment, it can then be considered a safe place or controlled environment.
In all circumstances the committee and coach is responsible for reviewing risk assessments on an annual basis. If
your club moves to a new location or introduces new activities, you must update your risk assessment. Failure to do
this might deem the committee negligent in their duty of care.
2 - Risk Assessment Procedures
All clubs and societies should complete an annual risk assessment, based on their planned activities (including
trips/travel), equipment and location of activities. A written copy of the risk assessment should be submitted to
ENSA, and subsequently updated throughout the year as required.
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As individuals, it can sometimes seem un-necessary for formal assessment of risks, as we instinctively “look out for
number 1” using our senses, and react appropriately, and if carrying out an activity we are familiar with, will
automatically assess for risks without really thinking about it. A more formal risk assessment does become a
necessity when you have a duty of care to others (your club or society members, and 3rd parties affected by your
activities.
Certain clubs and societies may be required to complete separate risk assessments for specific events or activities.
Clubs and societies should seek advice if unsure. The Health & Safety Executive publish a leaflet “5 Steps to Risk
Assessment”, which I can provide a link for.
3 - Club/Society relevant medical issues/special requirements
It’s important that club or society members with medical conditions or special requirements, declare this IF it’s
relevant to their own and other members safety (e.g. explaining to team-mates about severe allergy reactions which
may be triggered unexpectedly, and showing how to use an epi-pen if required). Again, NGBs/coaches may be able
to advise on making provisions for members with special requirements.
4/5 - Incidents & Accidents/First Aid
In the event of an incident or accident, first aid should be delivered as appropriate, and help called for if required (it
is important that when calling for help, that accurate information about the nature of the incident, and location of
the casualty is provided). First aid kits can be provided by ENSA, and first aid advice is available from ENSA staff
trained as first aiders. There should be first aiders on duty at any venue/facilities that you may use, and possibly
defibrillators as well. A report should be submitted to ENSA detailing any incidents, for our information as well as for
procedure review purposes.
6 - Equipment
As well as regular assessment of the state of the club or society’s inventory, those items of equipment should be
checked before every session, and note taken if unserviceable or in need of repair/replacement. Equipment
identified as dangerous should not be used, and members should be made aware of any limitations/adjustments to
be made, if damaged/worn equipment can still be used in a different/limited way.
7 - Transport
Re transport, ENSA takes a number of steps to ensure people are kept as safe as possible.
ENSA can book transport for away matches or trips, and will make arrangements for insurance. There are certain
criteria required to be allowed to drive hired minibuses, vans and cars, relating to age, licence type and
endorsements, and ENSA staff member Elayne based at our Merchiston office advises on driver eligibility. ENSA also
provides minibus tests for designated drivers, to familiarise people with this type of vehicle. The hire companies are
responsible for the general maintenance and roadworthiness of the vehicles.
Once the club/society member/s collect a hire vehicle, the responsibility transfers to them in terms of designated
drivers – driving safely, looking after the vehicles, securing it when unattended etc. If a driver incurs traffic offences
(e.g. speeding), then the driver is liable. Although the driver is charged with keeping the passengers and other road
users safe, the club or society committee have a duty of care re respecting the hire vehicle as well as their members,
if individual members (passengers) distract the driver.
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6. Data Protection & Social Media
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
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)
b)
c)
d)
e)
f)
g)
h)

race or ethnic origin
political opinions
religious beliefs
trade union membership
physical or mental health
sexual life
criminal record
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?
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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
Marketing your club

Making sure that your club’s achievements and activities are well publicised can have huge benefits. Having a good
reputation on and off campus can result in your club attracting new members and growing as a club. Sponsors will
be far more likely to support your club if you can prove to them how well your club is known. Here are a few
different ways you can promote your club.
ENSA WEBSITE


Each club has its own page on napierstudents.com. It is the committee’s responsibility to keep the pages
updated regularly (email c.reid@napier.ac.uk or p.mitchell@napier.ac.uk).



If there is something specific you want to add to your webpage then please come along and talk to us - we
may be able to add your feature, such as photos or embedding a video.

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.
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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.

