Hi there! Welcome to being a Society Officer at Norwich Arts Students’ Union

This form contains the initial paperwork to enable you to become a society officer. It includes:
· Your personal details
· Permissions
· Volunteer Agreement
Please take your time to read through everything in this form, it will not take long and hopefully provide an initial picture for what the role of a society officer looks like.
We look forward to working with you! If you have any questions please get in touch by emailing studentsunion@norwichuni.ac.uk.
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Please record below the details of the new Officers for your club / society.

	Name of Society:
	

	Date of Handover:
	

	Club & Society Officer 1 (Mandatory)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	

	Club & Society Officer 2 (Mandatory)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	

	Club & Society Officer 3 (Optional)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	



	Club & Society Officer 4 (Optional)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	

	Club & Society Officer 5 (Optional)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	

	Club & Society Officer 6 (Optional)

	Name of Officer:
	

	Course:
	

	Year:
	

	Student Email Address:
	

	Other Email Address:
	

	Telephone Number:
	







Permissions Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	


Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	


Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	

Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	


Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	


Officer Name:
I give permission for the Students Union to publicise my name on it’s website, on the page of the relevant society
[image: ]I give permission for the Students Union to share my University email address with students interested in joining the society


Signature: 	


Date: 	





Volunteer Agreement

1.0 Membership


a) The club or society will be affiliated with Norwich Arts Students' Union (SU) and will be open and inclusive to all Norwich University students and members of the Union.
b) Affiliate membership will be granted to those that have chosen to opt out of Union membership. Affiliate members can participate in all events and activities but will not have the right to vote on any decisions about the club / society.
c) The club/society officers agree to update the Students’ Union of any changes to the Society Officer Team
d) Membership of the Society will be tracked using the Students’ Union website

2.0 Compliance

a) The club or society will not discriminate against any member based on their age, race, religion, pregnancy or maternity, marital status, gender, disability or sexuality.
b) Reasonable adjustments will be made to accommodate individual needs when planning and facilitating activities and events.
c) The club/society agrees to be bound by the policies and codes of practice set by Norwich University of the Arts Students’ Union and the Norwich University of the Arts Student Regulations and Procedures.
d) The club/society officers agree to conduct all activities and events in a safe manner with hazard analysis and risk assessments conducted as instructed by the Students’ Union.
e) The club/society officers agree to report any accidents, incidents or near misses to the Students’ Union within 24 hours of the occurrence.
f) The club/society will not conduct any activity that puts the Students’ Union into disrepute or places its members in any form of danger.
g) The club / society officers agree to store, handle and process any personal information held about the members of the club / society in a highly confidential manner, reporting any breaches immediately to the Students Union.

h) The Students’ Union agrees to assist the club/society in understanding how to write risk assessments or manage risk during events, through training and being accessible for support.
3.0 Society Management


a) The officers of the club/society will optionally attend any Club & Society Fairs as planned by the Students’ Union.
b) The officers of the club/society will attend training sessions as planned by the Students’ Union.
c) The Students’ Union agrees to run informative, engaging and effective training sessions on a regular basis as well as being accessible for support and guidance outside of these sessions.
d) The officers of the club/society agree to maintain regular contact with the Students’ Union to report on activities and events.
e) The Students’ Union agrees to maintain regular contact with society officers, updating them on major SU Developments or campaigns and events their society can get involved in.
f) The officers agree to maintain the society website pages on the Students’ Union website.

4.0 Finance and Funding


a) Norwich University of the Arts Students' Union agrees in principle to recognise and fund any club or society formed in accordance to the New Society Approval Procedure and subject to the club/society abiding by the Code of Conduct of the SU
b) Funding can be requested at any time by an affiliated club/society and will be
reviewed by the Students' Union in accordance with the Funding Policy.
c) A Funding Request Form will be used for all club/society applications for funding, available to download from https://www.norwichsu.co.uk/ or upon request by emailing studentsunion@norwichuni.ac.uk
d) Any equipment, subscriptions or services purchased through Students’ Union funding will remain the property of the Students Union and must be returned at the end of every academic year, unless otherwise agreed..

5.0 Use of Equipment

a) The officers of the club/society agree to the safe storage, transportation and use of equipment loaned to them throughout the year.
b) The officers of the club/society acknowledge that the loss or damage of equipment could impact future funding availability for the club/society.
c) 	Any equipment, subscriptions or services purchased through Students’ Union funding must only be used for official club/society events and activities.

6.0 Social Media


a) The officers of the club/society agree to use all social media systems in a responsible manner and in line with Norwich University of the Arts Student Regulations and Procedures.
b) The officers of the club/society agree to set up the Students’ Union with “admin” rights on all group pages or discords.
c) The club/society officers agree to keep all social media pages up to date with all events and activities promoted in a timely manner.
d) The club/society officers agree to report any instances of cyber bullying or online harassment to the Students’ Union within 24 hours.
e) The club/society officer agrees to keep the Students’ Union updated with any new social media accounts made, and with log in details to all accounts.
f) The Students’ Union agrees to not log into or post onto any society social media without prior approval, unless there is a reasonable safeguarding concern.

7.0 Club & Society Constitution


a) The officers of the club / society agree to uphold all elements of the Club & Society Constitution.
b) Amendments to the club / society constitution can only be made at Student Steering Committees which take place on a termly basis, through the submission of a letter explaining the request for change

8.0	Declaration & Approval

The……………………………………Club/Society shall be bound by the constitution, schedules and policies of the Students’ Union and any regulations laid down for the funding of Clubs and Societies stated there or contained herein this document. By running this club/society we agree to the terms of affiliation as stated within this document.

	
	Club/Society Officer 1
	Club/Society Officer 2
	Club/Society Officer 3

	Name:
	
	
	

	Signature:
	
	
	

	Date:
	
	
	



	
	Club/Society Officer 4
	Club/Society Officer 5
	Club/Society Officer 6

	Name:
	
	
	

	Signature:
	
	
	

	Date:
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