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 WHAT IS
YOUR ROLE?

As an academic lead you will need to support the student-led and
student-run activities, events (and more) of your academic society. You
are not expected to run the society - that is the job of the committee! 

You can offer some practical support with planning events, suggesting
guest speakers, and ensuring that the committee are following the SU
processes to make sure their events are safe, well planned, and
effectively delivered. 

The following information will give you insight into the structure of the
committee, the expectations of the SU on the committee, and the
support that the SU offer the society. 

You will work with your academic society(/ies) to find what works for
you - some societies will need less input than others, and some may
have lots of questions and want more hands-on support at the start of
the year. 

The following information should help you to support the society at
different points in the year, however, don't forget that the Student
Groups Team at the SU are here to help at every step! 

If you have questions that aren't covered here, or your society need
additional support send them our way at activitiesadmin@shu.ac.uk. 

What is your role?
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WHAT IS AN
ACADEMIC SOCIETY?
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First and foremost, all our Sheffield Hallam Students’ Union Societies are student-led.

These groups are a space for students to develop some useful organisation,
communication, and leadership skills, all while sharing their interests with their peers.
Academic societies do differ slightly from Social societies, but the social aspect is still
an important part of what they can offer. Academic societies are more likely to have
events with guest speakers, collaborations with external organisations, university input,
and/or collaborative events. 

Societies are run by committees usually comprising a President, Secretary, Treasurer,
and Equality and Diversity Officer. These are the core roles, and societies do have the
option to run by-elections to establish additional roles, such as a Social Media Officer
or Vice President. 

Our societies have been risk-rated, meaning that any society that engages in regular
higher risk activities will have been categorised as a High-Risk society. Our High-Risk
societies receive additional training, may have to complete additional paperwork (for
example equipment maintenance records), and must have another core committee role
of Health and Safety Officer. These societies will have been contacted to explain their
status. If you are supporting a society that has been categorised as High-Risk you can
ask for more information by email activitiesadmin@shu.ac.uk and you can join any
relevant training sessions.



WHAT IS AN
ACADEMIC SOCIETY?

Calling and chairing committee meetings
Making sure the society meets its aims and objectives
Delegating tasks to make sure everything gets done and everyone is involved
Making sure that the society adheres to the SU’s policies and all paperwork is
submitted on time
Making sure that the committee attends all necessary training and meetings with
the coordinator
Making new members feel welcome
Contacting other societies/volunteer projects etc. to arrange collaborations
Being a budget holder for the society account and understanding the procedures
around society finance and funding.

All committee members form part of a team that works to further the development of
the society and they share some common responsibilities such as ensuring the
society runs smoothly, listening to the members, and collaborating with each other. 

President: 
The President role suits a strong leader who is compassionate and willing to help
other committee members with their responsibilities. They oversee society activities
and host formal meetings both with the committee and the members. A student who
takes on the role of President will develop leadership qualities, gain experience in
organising individuals and groups, and experience in facilitating formal meetings. All
committee roles will benefit from committee training opportunities available through
the Students’ Union. 

This role can include:

PAGE 3



Booking rooms
Completing relevant paperwork
Managing society communications
Handling members data
Taking notes/minutes in committee meetings
Signing contracts – where appropriate

Secretary: 
The Secretary role suits an organised individual who is a good communicator. They
support the administrative needs of the Society through booking rooms, organising
transport, liaising with external suppliers and instructors and the Students’ Union. A
student who takes on the role of Secretary will gain experience in drafting formal
documentation, networking experience with instructors, venues, and suppliers, and
facilitating formal processes. 

This role can include:
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Making a financial plan
Completing relevant paperwork
Sending off Purchase Order Request Forms 
Signing off Claims Forms
Applying for funding from the SU and external sources
Create and/or maintain society sponsorship agreements
Helping to plan/run fundraising activities

Treasurer:
Treasurer: 
The Treasurer role suits an individual who is passionate about removing financial
barriers to participation and getting the best deals for their members. They will be
responsible for researching different providers for supply needs and working with the
Secretary to ensure all purchases are cost effective. They will also be responsible for
raising POs, signing off claims forms, and keeping the society on-budget. A student
who takes on the role of Treasurer will gain experience in managing budgets, reporting
on income and expenditure and networking with suppliers.  

This role can include:



Ensuring events and activities are inclusive by taking part in, and reviewing society
planning
Checking affiliations and sponsorships are inclusive for all members
Signposting members to wellbeing and support resources
Welcoming all members

EDO: 
The Equality and Diversity Officer role suits an individual who is passionate about
equality and has a desire to build an inclusive Hallam community. The EDO will lead
the committee’s work on removing barriers to engagement, including reviewing
society activity for potential inclusion and accessibility issues. A student who takes
on the role of Equality and Diversity Officer will gain experience of actively considering
and challenging barriers to inclusion in an organised group. They will gain personal
development skills through working with a variety of student demographics and
remaining informed about various accessibility and inclusion issues.

This role can include:
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Completing / checking risk assessments and relevant paperwork
Handling members’ data (things like health conditions, allergies, etc.)
Liaising with instructors, National Bodies, and relevant organisations to ensure
that your society is properly affiliated and supported
Attending training
Checking equipment and maintaining inventory records
To communicate any specialist training requirements for your activity with the
Students’ Union staff team
To ensure that the emergency procedure for incidents and near misses is
followed and reported through the incident report form, with submission to
activitiesadmin@shu.ac.uk. The form is available on the Committee Portal.

Health and Safety Officer: 
The Health and Safety Officer role suits an organised individual who has an eye for
detail. The Officer will support the health and safety needs of the society by helping to
fill in risk assessments, reviewing event planning and delivery, organising and/or
fulfilling equipment checks, and attending relevant training. A student who takes on
the role of Health and Safety Officer will gain experience in risk assessments, safety
practices, teamworking, facilitating and attending training, and working with their
society and the union to ensure that student safety is always prioritised. 

This role can include:
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SOCIETY LIFE CYCLE: 

SHSU societies have an annual 'life cycle' that begins and ends with elections.
Throughout the year the society undergoes the steps of the life cycle, with support
from academics and the SU. In summary, these steps include the initial set up
process of the society and/or the election of a new committee, compulsory annual
committee training, the start of society activity, optional additional training
workshops, and then an elections and handover process to get a new committee
established. 

Committee members should understand that they hold their post for one academic
year - usually from August until the following July. Members who are elected through
a by-election will hold their role until the end of that academic year - so if they are
elected in January they would still finish in July. 

Society memberships must be renewed every academic year (from 1st August) and
students must have a standard membership to be able to stand for committee roles
and to vote for candidates. Elections take place through the SU website (we do the
admin, the vote counts etc.) 

There is lots of additional information about elections available on the Committee
Portal, and the Student Groups Team will contact all societies before the elections
period begins to give them all the necessary information.

 In your role supporting societies it is worth noting that some societies struggle with
recruitment and elections so this is an area where you can support by sharing
election dates and information to ensure students understand what is required of
them and why they should join a committee!

The diagram below provides a visual overview of the steps a society will take from
being created and set up, to induction and training, to running society activities and
events, through to elections. At this point the induction and training steps begin again
for the new committee. 

https://www.hallamstudentsunion.com/get_involved/societies/committeeportal/


SOCIETY LIFE CYCLE
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Committee members have some responsibilities and processes
to follow. These are explained to them in inductions and training
delivered by the SU. However, it’s useful for you to also be
aware of how societies run through the SU so that you can
advise students when they are planning activities. The SU has a
Committee Portal on the website that has all the paperwork
mentioned below, training and tips, and a monthly newsletter
available. The Committee Portal will be your society’s best
friend as it should cover most if not all of their queries (we have
training videos, how to guides, and more!)
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Paperwork
Societies are fun, supportive spaces for students to share their
interests but there are some important bits of paperwork we ask
for from Committees.

Constitution, Annual Guest Speaker Form, and
Annual Risk Assessment

These three are the compulsory paperwork we ask every society
to complete at the start of the year. The constitution is a guiding
document that lays out what is expected of the society and the
different rules and information they should be aware of; it has a
section that allows committee members to reflect on the aims
and objectives of the society and write these down. The
constitution needs to be signed by the committee members.

The annual Guest Speaker Form is necessary for any societies
that will regularly be inviting an external speaker to their
activities. For example, this is particularly relevant for societies
that bring in an instructor, like Yoga, so each society can
consider whether this form is necessary for them. If a society
doesn't need an annual Guest Speaker Form, they should tell
their SU coordinator.

The annual risk assessment is necessary for all societies, it’s
their chance to review their regular activity. For some societies
there will be far less information to put on this risk assessment.
Guidance on how to fill in a risk assessment is available. The
following segment gives more detail on risk assessments as
well as event and trip proposals, and funding requests. 

https://www.hallamstudentsunion.com/get_involved/societies/committeeportal/
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Event and Trip Proposals, Risk Assessments and
Funding Requests

Whenever a society wants to do something different from their
regular activity, but still as a society event, they need to submit
an event or trip proposal form for review by the SU. 
The trip or event proposal form is available on the Committee
Portal – committees should fill in this form with as much detail
about their proposed trip or event as possible, including the
number of expected attendees, venue, date and time, purpose of
the event/trip, any associated costs, and any additional
information. If students are planning an event or a trip but do
not have the details, they are encouraged to either work with
you or with one of the Student Groups Team at the SU to do
some of this initial planning. Once they have the details the form
can be filled in and sent to the SU team for approval.
 
Not all events need an event proposal – if the society want to
run a casual social event, e.g. drinks at a café or pub, they don’t
need to do paperwork for this. However, paperwork is necessary
for something that may need ticketing, and anything that
requires funding. 

For example, if a society meets regularly to hold study sessions
in a coffee shop this activity should be covered by their annual
risk assessment and their aims as set out in the constitution. If
this same society want to run an event where everyone goes to
a conference together, they will need to fill in an event proposal
(or trip proposal if the event is outside of Sheffield), a funding
request if they are looking for funding support, and a risk
assessment. For some activities, for example going bowling, the
external venue may already have a risk assessment that can be
requested – a copy of this can then be sent to the SU so that we
can see that the event has been properly assessed and any
relevant safety measures have been taken. 

Risk Assessments are considered alongside event proposals by
the SU team, and so if they need additional details or
amendments this feedback will be given to the committee.
Committee training covers how to complete all the above
paperwork and gives students the chance to ask questions.
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Event and Trip Proposals, Risk Assessments and
Funding Requests

Funding requests:
SU funding works on an up to 50% matched basis. This means
that the SU will fund a maximum of 50% of an event or trip cost. 

Funding is allocated based on the information given in a funding
request – so committees should fill in the funding request after
they have started planning the event, as the more information
provided, the easier the funding decision. 

Things to consider: 
- Funding is primarily intended for Hallam students so if the
society are planning an event that is open to Associate
Members and/or members of the public the funding breakdown
will need to reflect this. If the society are asking for funding for
catering, for example, and they are anticipating 50 society
members and 50 non-members to attend, the funding will be
allocated to cover the 50 society members. 
- Because funding will only cover a maximum of 50% of the
event cost, the society will need to plan and show how they will
cover the additional costs – this can be through ticket sales,
existing society funds, or through a fundraiser, sponsor, or
university funding. 
- Sponsorships are an option for societies – there is separate
guidance on sponsorship that you can see on the Committee
Portal. In short though, sponsorships do not have to be about
money so if there are relevant organisations that your academic
society (/ies) can link up with for opportunities, venue space,
training etc. this is an option! All contracts are to be reviewed by
the SU team before signing, as we can advise on the
sponsorship offer and help societies avoid risk. 

There may be additional funding available to an academic
society from the relevant university department budget and as
an academic lead you may want to enquire about this funding
on behalf of your society (/ies). 
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SOCIETY CALENDAR:
There are some important steps and events available to societies throughout the
year. Full information is sent out to societies via email and newsletter across the
year, but here is a brief overview of the calendar and some suggestions for the

support you can offer at these stages:

SEPTEMBER

OCTOBER ONWARDS

Committee Training:

Welcome / Societies Fair: 

In 22/23 we are holding Committee Training in a conference format: ComCon! 
Held over two days (so students can attend whichever day suits them best), with
different sessions/workshops on all things that a society committee will need to
know this annual training aims to provide committees with everything they need to
make a great start. This training is necessary for all committees. We will be releasing
training videos that cover the content from ComCon after the in-person event, with
the understanding that some students will have other commitments or reasons that
they cannot attend. The training videos will be available on the Committee Portal, so
if you meet with your society and they have not been able to attend training please
direct them to the videos!

Committees are invited to our welcome events including Societies Fair where they
can set up a stall and promote their society to new students. This is a great
opportunity to increase society membership and for committees to think about what
they're offering their peers. In your role you can make sure that your society are aware
of the fair, and have any materials or banners that they may need (it could be that
your department has some funding to offer towards promotional materials for the
society). 

Society Activity: 
After the training and the societies fair most committees should be ready to start
planning and hosting their regular activities. Your society may need a development
meeting with yourself and/or the SU team at this stage to get ready for the year
ahead. You can offer suggestions of events, guest speakers, and opportunities that
are specific to their academic focus. We encourage all societies to think carefully
about accessibility and inclusion when planning their activity, so you can factor this in
to any planning discussions you have with your society (/ies).
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JANUARY

NOVEMBER

DECEMBER

Additional Training Workshops
We are running a series of additional workshops for committees. The dates are still to
be fully confirmed and will change annually based on provider availability. These are
some great opportunities for students to develop their skills both in the committee
and more widely. In your role you can encourage students to attend these additional
events. 
In November 2022 we are planning a Conflict Management workshop, to help
strengthen the interpersonal and team-working skills of our committee members. We
are also planning an asynchronous Volunteering and RAG (Raising and Giving)
training resource. 

Additional Training Workshops
In December 2022 we are planning our *free* Mental Health First Aid Training
Workshop. This is delivered by an external provider and comes with Level 1
Certification upon completion. Initially this workshop is only open to Equality and
Diversity Officers are there are limited spaces available. We also run Level 2 training
through our Give it a Go programme at the union. There is a small cost associated
with the GIAG training and students must have completed Level 1 to take the Level 2
course. Students who have taken Level 1 and are interested in Level 2 can contact the
Union, or check our website under Give it a Gos, for more information. 

Welcome Back 

Event Planning Workshop

Handover Resources

The Union will run some Welcome Back events for the January intake and there will
be an opportunity for societies to join us to promote their societies and potentially
recruit new members. We will send out full information nearer the time but this is a
good chance for committees to keep spreading the word about their society and
activities - and get some more members engaged in time for elections!

Some of our societies like to run end of year events - including end of year balls.
These events need some specific guidance to run smoothly so if your society (/ies)
are keen on running an end of year ball please encourage them to come to this
workshop and/or get in touch with the SU team!

Committees will need to start thinking about elections and handovers to the new
committee. We will be sharing some handover resources to help them start this
planning process. 
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FEBRUARY
Open Forum

Elections as an Event 

This is a chance for societies to give wide-ranging feedback on their experience, let
us know what changes they would like to see, and tell us what has worked for them
this year. In your role you can encourage students to attend this forum or to send
feedback to the SU team at activitiesadmin@shu.ac.uk

The team will also be putting out an asynchronous training video on the upcoming
elections to get committees ready. 

MARCH
Elections!

Elections are a BIG part of the society life cycle. Students are likely to need some
support and this is a great chance for you to help spread the word about elections
and committee roles to students! Throughout the year the society should have gained  
members and run some engaging events, meaning that there should be candidates
for the committee roles. However, sometimes students need some encouragement
and reminders about the deadlines, the election process, and why it's worth being
part of a society committee. This can be a good chance to let students know that
committee experience can look great on a CV and is a good way of evidencing their
leadership, team working, and event planning skills (and more!). In your role you will
be sent information about the elections including all of the important dates. 

APRIL
Experience to CV workshop

As mentioned above, committee experience can and should be used on a student CV
to evidence some great skills. We run an Experience to CV workshop with our Skills,
Employability, and Training team to help students better understand how to present
their society experience. This is also available as a recorded session if students are
unable to attend the live workshop. 

MAY
Handover Workshop

Awards Ball

Committees need to give the incoming committee relevant information about running
the society . You can encourage committees to attend this training and check that
they have delivered a good handover.

The party of the year where we celebrate societies and their achievements!



THANK YOU FOR READING!
If you have any questions or want to hear more about how to support academic
societies get in touch with the Student Communities and Development Team at

activitiesadmin@shu.ac.uk
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