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TRINITY SAINT DAVID
STUDENTS’ UNION






Thank you for helping to shape student life at Trinity St Davids Student Union!  Our role is to enable groups of students to come together to follow common interests and develop themselves and their talents. You will become part of around 40 current student groups, large and small, that span a diverse range of activities and interests. Picking this form up is the first step towards achieving this.

 

This pack will explain how to create a new club or society, including:

● 
A step-by-step guide to the process you need to follow 

● 
Information on the recognition criteria 

● 
Links to information resources
● 
Everything TSDSU needs to recognise your  club or society
 

Once you have completed this form please submit it to your Students’ Union Activities & Participation (A&P) representative at whichever campus the club or society is to be based: 

Carmarthen: Sam Collins / s.collins@tsd.uwtsd.ac.uk
Lampeter: Andrew Smith / andrew.smith@tsd.uwtsd.ac.uk
Swansea: Josh Tobin / josh.tobin@sm.uwtsd.ac.uk  

If you have any questions, please ask - either in person or using the contact details above.  Good luck!

 
Club/society name: ______________________________________________________

 
Contact name: ___________________________________________________________

 
Phone number: ___________________________________________________________
Email: ____________________________________________________________________
 

 

 
How to start a new society – in 5 easy steps

1. Fill in this form: 

● Read through and complete this start-up pack

● Collect the required signatures from the students interested in joining ● Hand the pack in to your SU, or email it to your local A&P contact at one of the addresses on the previous page. 
  

2. Await contact: 

We will contact you to let you know if there are any queries about your proposed group, and you will then be invited to a meeting with your SU representatives.

 

3. Attend the meeting with your SU: 

Your A&P staff and SU president/vice-president are responsible for your club or society’s approval, funding, discipline and other issues that may affect it.   
You will need to provide a short summary of your planned activity, and may be asked various questions about it.  You may wish to bring along 2-3 others who are also interested in becoming part of the new club/society.  Your SU team will then make a decision on whether your application should proceed to the ratification stage.  If they are not fully satisfied, they may request more information from you, or they may reject the application – this almost never happens, so don’t worry!   
 

4. Ratification of Society: 

If your Society is recognised as being compatible with the overall aims and objectives of Trinity St Davids Student Union, the application will then go to the next TSDSU Executive Council meeting, who as the student decision-making body, will formally review the application.  The council meets on a weekly basis, so you should have a decision very quickly.
5. Have a start-up meeting: 

Once your club/society is ratified, you will be contacted by your A&P/SU team to arrange a start-up support meeting to discuss:

● How TSDSU will support your activities
● Information on committee training sessions and other resources available to you
● How to sign people up to your activity, and finances. 

● How to set up your official Social Media pages/accounts
● To give us the contact details of your committee
● Advice and ideas relating to your club/society and your planned activities.

Recognition Guidelines 
What should our Club/Society do?

● Draw like-minded people together to follow a shared interest

● Allow members resources that individuals may not otherwise be able to obtain

● Act as an ambassador for the Students’ Union and the University

● Work in harmony with other Student Groups
 

What conditions do our Clubs/Societies have to meet to be recognised?

● The start-up form has to be completed correctly 

● No club/society already exists with the same or similar aims and objectives

● The club’s or society’s objectives do not contravene Students’ Union or University policy, or threaten the Students’ Union financial status
● The club/society has a reasonable chance of being sustainable

 

What if our club/society is similar to an existing one? 

If you think that your club/society may have similar aims and objectives to an existing activity, we recommend that you look at the club/society list and get in touch with any that you think you might be similar to. They may be willing to incorporate your ideas into the existing activity, or have some ideas on how you could work together. Ask in the Students’ Union if you need any help contacting other groups.
 

Frequently Asked Questions

Being a committee member for a new group will be hard work and very rewarding.  The Students’ Union will provide you with lots of support and encouragement to enable you to make a success of your society. Here are some of the frequently asked questions by new societies:

Who will make up the committee?

Your group will need to have at least three committee members 

● A chair

● A treasurer 

● A secretary or equivalent. 

Sports teams will also need a team captain.  You can have as many committee members as you like, but a maximum of three committee members can be authorised signatories for your accounts. The initial proposers can form an interim committee, but you’ll need to hold elections in the spring term, to ensure that your members are being represented properly.
 

As a committee member what am I responsible for?

As a committee member, you will be responsible for the activities of your club/society, and thus potentially liable if any injury, damage or accident occurs. You will also be responsible for the society’s bank account within the Students’ Union and ensuring your society is sustainable.
 

How will we finance our group?

Each group receives £20 start-up grant. You have the opportunity to apply for other grant funding, which will depend on the size of your group, then nature of activities and other criteria. The Students’ Union will not give funds for food, drink, events at external venues, mobile phone bills, t-shirts and campaigning off-campus. Ask for details if you’d like more information.
 

How will we be able to access the funds? 

Two committee members need to authorise any funds to come out of your account at any time, out of up to three account signatories. You can claim funds as petty cash, cheques or bank transfers.
 

What training and support does the committee have access too?

You will need to attend a basic society committee training workshop which covers information about event planning, publicity and finances; and you’ll have access to extra training if required in areas like fundraising.
 You can also have help, information and resources from dedicated staff and elected Officers, at any time you can email us or come in and ask any questions, or ask for a meeting to talk in more detail.
 

How can we publicise our group and our events?
The most publicity (and potential new members) will come from having a table at your Campus Activities Fayre. You will be able to have posters around the Students’ Union and University (only in certain areas and once publication is approved by us), be mentioned in email newsletters/social media posts/ SU Newspaper and get your events on the TSDSU website. 

 

Where can my group meet? 

Free room booking in the Students’ Union and across campus
How will we fit into TSDSU decision-making?

Student Council is the representative body of your Students’ Union, made up of representatives from student groups and academic departments. They meet once a month to scrutinise the activities of the TSDSU Officers and sub-committees. 

What recognition can our society gain?

As a society you will be invited to attend celebration events, such as the annual SU Awards.  As a committee member you will volunteer lots of time to making your society work, we encourage you to record the hours you’ve put in; you can get certificates when you leave showing how many hours you’ve volunteered for.
 

What is the Student group Audit?

Once a year, TSDSU conducts a club/society audit, checking whether societies are still active and meeting all of the requirements. This is to make sure that the Students’ Union is not advertising groups that aren’t active any more or aren’t taking proper care of their members. The audit monitors that your activity:

● Has the minimum required number of membership forms

● Has democratically elected a committee within the past twelve months (each spring term)
● Has supplied signatures and contact details for at least three committee members

● Has attended committee training and any other compulsory sessions

● Has been taking due Duty of Care towards your members, as shown through submitting risk assessment forms or notifications for activities.

● Is acting within your constitution, and within the TSDSU constitution and relevant Guidance and Strategy policies and procedures, such as publicity, discipline, conduct of elections

● Has some financial activity in the last 6 months

 

If the requirements aren’t met you will be invited back to a meeting with your A&P team to discuss them. The SU will then decide on whether to take disciplinary action or derecognise you (remove TSDSU-approved status). If derecognised, all assets will be reclaimed by the Students’ Union.
We want to start a volunteering project, is there anything else that we need to think about?
Please contact us with your ideas before you complete a form, as there may be legal issues that you might need to consider, such as volunteer selection/recruitment/recognition, child protection or other legal requirements. This also applies to other groups interested in doing any community outreach activity.
How should I fill out the form on the following pages?

Please give as much detail as possible, as it’ll help us find out if there are any questions or issues that might need answering about your society (to reduce any confusion later on). If you’re not sure what we mean, please just ask; please add in extra lines/pages if needed, and you could attach any relevant information (for example, if you’re linked to a national organisation, or your activity isn’t commonly known about).
Aims/Objectives: we’d like a few general objectives for your society, which will guide what the society will be doing for the foreseeable future. These could convey some of the underlying purpose behind the society, or talk about what sorts of activities you might want to organise, or give members access to.

Don’t make them too vague, but you also don’t want to make them too specific in case it limits you later on – for example, if you want to provide training for members, you might mention the general topics, but not limit it to exact courses.  
What do you plan to do? – give more specific information about how you’re going to run the society, such as trips/activities/discussions/conferences, and give an idea of how often you’re planning to do them – for instance fortnightly socials, monthly talks by guest speakers and termly trips (give examples).

Why do you want to be part of the Students’ Union? What resources/facilities will you benefit from, what kind of support are you looking for, what will your club/society add to the Students’ Union/student experience.

How do you plan to recruit members & make your society sustainable? Unfortunately quite a few groups fail after a year or two, once the original proposers leave - how you will try to stop that from happening? Do you have any idea of how many potential members or interested people there are across campus?

Remember - if you need any guidance on filling out any aspect of the forms, just ask!
Proposed club/society name: 
Aims & objectives: 

A:
B:

C:

D:

E:

What do you plan to do? Give examples of what meetings/activities/trips you’re hoping to do:

Why do you want your group to be part of the Students’ Union? 
How do you plan to recruit members and make your club/society sustainable?

Resources: Please describe what you think you’ll need
(space, equipment, transport, training, funding etc: could be from the Students’ Union, members or others)
Membership fee? (minimum of £1 per year for clubs/societies; volunteering projects must be free)
£

Interested people declaration
We the undersigned agree to the aims and objectives of the proposed ____________________________ and fully support this application for recognition by the Students’ Union. We would be willing to become members/volunteers of the group.

	Name
	Email
	Department
	Signature
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