Welcome!!

Dear Committee Members,

Congratulations on becoming a Committee Member for your Society. A year on committee will give you useful skills that can add to your future employability, and will also promise to be one of your most exciting at Kingston.

This manual has been designed to be a reference tool for you and future committee members. It contains all the vital information for Presidents, Secretaries and Treasurers as well as other information for the whole committee to use.

The Students’ Union is committed to supporting all our Societies. If you have any queries, then please contact the Student Activities Officer or the Societies Co-ordinator.

So get stuck in, use the handbook and Union resources and you are guaranteed to have a first rate committee!

Best of Luck!

Your Student Activities Office
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About your Students Union
A society is a group of students who come together to share their interests - these might be social activities, a country of origin or a religion - although you can set up a society for just about anything! 

If you thought University life was only about studying, then you’d be wrong. Many of our students at Kingston are involved in our wide range of societies. These being organisations run by students for students to serve a particular interest and provide opportunities for students. These include exploring their academic discipline, faith or culture, discussing politics or current affairs, meeting like minded people and attending events. 
At present, KUSU has over 50 active societies with a combined membership of almost 4000 students and they are becoming an increasingly important aspect of campus culture.

Kingston University Students Union (KUSU) is an organisation that is run by students for students. At the Students Union there are 4 full time Student Representatives, elected annually, who are responsible for the running of the Union. They are supported by KUSU staff to help manage the Union on a day to day basis.
Societies are supported by KUSU officers and staff. They can be found at KUSU offices on Penrhyn road campus and office hours are 9.30 – 5pm Monday through Friday. 

· Society General Meetings

Two delegates from each Society must attend the Society Annual General Meeting (October) and Society General Meetings. Elections will occur at the Society AGM for the Society Finance Committee (see financial procedures) and the Society Representative for the Executive Committee. General Meetings will include discussions about the activities of Societies, campaigns to increase awareness and feedback from societies to raise issues affecting them
Officer and Staff Support

Rhiannon Hiscocks - VP Student Activities 
Rhiannon is a full-time elected Student Representative.   Along with Michelle she will help you run your society.  Becky can also give you help and advice with other activities the SU has to offer.   She can be found on the first floor of the Penrhyn Road Students’ Union building, or you can e-mail on activities@kingston.ac.uk or phone 020 8417 2883 
Michelle Thorpe - Societies Coordinator
Michelle is a full time member of staff who is responsible for the day to day running of both societies and training. Please see her for all room bookings, publicity and general administration. Michelle is also responsible for society budgets; please see her for all orderings, cash requests and event bookings.

She can be found on the first floor of the Penrhyn Road Students’ Union building, or you can e-mail on m.thorpe@kingston.ac.uk or phone 020 8417 7775 

Scott Cannie - Student Development Manager 
Scott is a full time employee of KUSU. He has the responsibility of overseeing the long term development of Sports, Societies, Volunteering and Training under the banner of 'Stand Out'.  He is based in the SU on Penrhyn Road, adjacent to the Activities Centre. E-mail s.cannie@kingston.ac.uk or phone 020 8547 7945 

Running your Society 
· Roles and Duties of Committee Members

Please see your Society Constitution for the roles and duties of each committee member. (Copies of which are held on file in the Student Activities Office)
Each Society must have a President, Treasurer and Secretary (mandatory poisitons) and two other committee members. No previous experience is required for the positions as full training and support are provided.

· Society Election Rules
Please see your Society Constitution for Society Election rules.

Elections for the new committee must occur by May 31st to ensure that your society has a place at the upcoming Freshers Fayre. They must also attend the Officer Training Day at the beginning of June.

Please see your Society Constitution for Committee Meeting regulations.

· Committee Handovers

· All committee terms end on the last day of June. The new committee terms start on the first day of July. Depending on the activities of your society, some committee positions may take time to hand over. Therefore, all outgoing committee members are expected to ensure an appropriate handover period for their successor.

· With permission from the new committee, outgoing committee members may carry on to complete committee tasks after their term has ended. Any such agreement must be documented in the minutes of a committee meeting or the AGM and forwarded to the Student Activities Officer.

· Committee Contact Details

New committee contact details are expected after the AGMs. It is the responsibility of the new secretary to ensure that these are emailed to Michelle. It is extremely important that this is kept up to date, so that KUSU can remain in contact with all societies over the summer vacation per
·  Training & development opportunities

Our Officer Training Day is compulsory for society a officer which occurs at the beginning of June. This training highlights the best ways to administer and run your society through a series of practical exercises and small group work. The students union provides a range of training courses each academic year called “Headstart”. This is KUSU’s key skills training, where students can undertake a series of 2 hour training sessions that aim to improve their Assertiveness, Communication, Time management, team work, meeting, problem solving and leadership skills. Other training and development opportunities will be provide throughout the year, so keep your eye out on the society mail outs from the Student Activities office. 
The New Committee
For any new committee, here is a list of things for you to do in order to get your society prepared for the year!

·  Drop by the Student Activities Office and introduce yourselves, find out who the VP Activities and Coordinator are.

· Email your Committee Contacts list to the Administrator.

· Email the Coordinator a list of committee members who require website access and training.

· Ensure the Treasurer knows all of KUSU’s financial procedures.

· Book ALL of committee onto the Committee Training Day.

· Committee should decide and plan events for their year as far in advance as possible.

· Find out your base line funding and work out if you will need any additional funding and when (this can be applied for at the end of every month from October).
· Start preparing for Freshers’ Week this coming September!

Advice about Freshers Week and ongoing recruitment
· Why should a student join a Society at Kingston University?
· To meet other students with similar interests.
· Make new friends
· Enhance your social life
· Learn new skills
· Improve fitness and health
· Try out new activities and experiences
· Free minibus driver training (MiDAS)*
· Subsidised travel for society trips and events
* age restrictions and budget restriction apply
· Freshers Week 08

It might seem like a long way off now, but Freshers Week is critical for your society to be able to continue. Its best time to “catch” not just new students, but all those 2nd, 3rd, 4th and later year students who’ve decided to get a bit more involved. KUSU is very proud of its Freshers Week and societies have played a bit part in its success.

· Freshers Week Events

A second way to attract new students is to hold an events or activities in Freshers Week and there could be extra funding available to you for this. If you decide your event early enough then we might also be able to get your event publicised through our Freshers guides – July 31st deadline for 08/09, but a complete event proposal will need to be submitted. 

· A few pointers to help you attract more members

· Be open, friendly and approachable. Think back to when you were a fresher; it can be quite intimidating talking to a whole group of people you don’t know!
· Again approach everyone that comes to your table, make sure your not too busy chatting amongst yourselves. If someone walks away you may be missing out on a potential future President or activist!
· Don’t be afraid to leave your table (providing you have someone else there to man it) and go out and talk to groups of people. Word of mouth can be a lot stronger than just a leaflet or poster. By approaching one person they may tell their whole flat to join!
General Administration 
· Pigeon Holes

Every society has its own pigeon hole, which is situated in the Activities Centre.  Any mail which the society receives will be put into your pigeon hole as will general information, reminders of meeting etc so it is important that a member of your committee checks this regularly. 

· E-Mail

E-mails are an effective means of informing your members of meetings, social events and your other activities etc. All your members are on the university e-mail system, so be sure that you have their e-mail address. Also make sure you give Michelle your up to date e-mail address so that she can contact you! 
· Notice Boards 
The Students Union has notice boards at all teaching sites of the University.  These are frequently used to publicise the activities of individual societies and they too are a way in which KUSU can communicate back to the societies.  Please see media guidelines for further information about poster regulations.
These guidelines are put into place to reduce the number of complaints from students, clubs or societies and the University.  Remember not too solely rely on posters and flyers; there are alternative forms of marketing available and these should also be utilised. Do you have a facebook page/group, a page on KUSU’s website? 
· Minibuses 

If you need a minibus to take you an event, or are going on a weekend trip, we normally use Kingston Accessible Transport Minibuses.    However, to drive one of these you must take a MIDAS Driving Test first, which can be booked through Michelle.   Drivers must be at least 21 years old with a two year clean driving license, which must be produced.     On no account must anyone who has not taken and passed one of these tests drive a minibus; they are not insured to do so! Please inform us of your minibus requests at least a month in advance; as they tend to get booked up fast. 
· Minibus charges:

· Short bookings for up to 4.5 hours of £18 to allow 20 miles of travel with any additional mileage charged at 65p per mile.

· Longer bookings of over 4.5 hours of £25 per day to allow 20 miles of travel with additional mileage charged at 65p per mile

All minibuses must be booked via Michelle. Please email your request with the following information:

· Date and time required

· Number of people

· Destination

· Name of driver
Room Bookings (For meetings, socials, events, rehearsals and much more!)
If you require a room within the university to hold a committee or society meeting you will need to email Michelle. The University will not take any society room bookings unless they have been authorised.
· Please email the following information for room bookings:

· Date and Time of Event
· Number of people in attendance
· Fixed or Non fixed seats
· Any Equipment you may need e.g. Mics, computer, projectors.
· Type of Event
· If Food will be present

If you require any media equipment then you must state this in your email as this will have to be requested separately. This must be done well in advance.

Please note that under no circumstances will food be allowed in the John Galsworthy building so please bear this in mind when booking a room.

· Examples of Lecture Theatres available and their capacity

	Room code
	Max Seats
	Full name
	CPT Room Description & Faculty Ownership

	PRMB70
	55
	70 Main Building Penrhyn Road
	Tiered lecture theatre - fixed seating

	PRMBJWHALL
	400
	Jacqueline Wilson Hall MB Penrhyn Road
	Retractable tiered seating for 350 + 50 extra chairs

	PRMBCLT
	230
	Clattern Lecture Theatre MB Penrhyn Road
	Tiered lecture theatre - fixed seating

	PRSBRLT
	204
	Roberts Lecture Theatre SB Penrhyn Road
	Tiered lecture theatre - fixed seating

	KHDL701
	195
	701 Delissa Kingston Hill
	Retractable tiered seating + writing benches 

	KHDL702
	120
	702 Delissa Kingston Hill
	Retractable tiered seating + writing benches 

	KHDL704
	240
	704 Delissa Kingston Hill
	Tiered Lecture Theatre - fixed seating 

	KHLLLLT
	340
	LLT Lawley LT Building Kingston Hill
	Tiered lecture theatre - fixed seating


· Inventory of Equipment

It is imperative that all groups keep a comprehensive list of all equipment. This is in the society’s interest, in case anything is lost, stolen or damaged. The list should show how many of each item, the condition, the replacement value and the location of where it is stored. A copy of this list must be passed to Michelle, with any changes highlighted. At the same time, if any major changes are made during the course of the year, a revised copy should be given.
Society Trips
· Before you go…….
Before any society goes on a national (outside of Kingston) or an international trip, there are two forms that the Students’ Union requires in relation to Health and Safety and Duty of Care to our students. 

If it is a trip within the United Kingdom, these forms must be completed at least one week in advance of the day of the trip. If the trip is international and outside the United Kingdom forms must be completed at least four weeks in advance.

All trip documents must be submitted to the Michelle via email.

The forms that need to be completed are:
· Society Trip Form

· Risk Assessment for Trip

All of these can be found online on the Societies homepage www.kusu.co.uk/societies and click on “downloadable forms” alternatively email Michelle who will send you a copy. Please return this via email.

· Society Trip Form:
This details the basic trip information and a list of the people going. 

· Risk Assessment:
Risk Assessments are compulsory for all trips in order to fulfill insurance regulations. Michelle will be happy to help anyone experiencing difficulties. It is important to demonstrate that the committee have thought about all the risks involved with the trip and have made plans to combat them. If you’re Risk Assessment isn’t acceptable then it could invalidate any insurance claim that will need to be made or make the committee personally liable for any events that occur, as well as the Students’ Union.
However, if you have regular events that are similar, then you need to make sure that your society creates Master Risk Assessment to cover all of them in

one go. 

Please see Risk Assessment guide for more information.
· Trip Regulations

· The committee is responsible for the safe organisation of all trips /

outside activities on behalf of the society
· All trips must be notified to Michelle and Becky before you go in the appropriate time frames.

· Only full members of the society (defined as having paid the

membership fee and being registered on the society’s LSU website)

are insured to travel on these trips.
· Under no circumstances may any last minute nonmember
passengers be allowed to travel.
Risk Assessments guide
· Risk Assessments

A Risk Assessment is a legal document that reflects the attempts being made to minimise the likelihood of a hazard causing any harm to society members. You must update your society Risk Assessment every 2 years and whenever a new activity or event is being added.
· Steps to making an effective Risk Assessment:
· Look for potential hazards – never assume there are no risks.
· Identify who could be at risk to the hazards.
· Identify what can be done to remove or reduce the risk of the hazard.
· Make a record of what you intend to do and inform everyone involved.
· Regularly review your Risk Assessment for maximum safety.

· Accident Reporting

All accidents or incidents must be reported immediately to the Students’ Union and Societies Coordinator.

· Public Liability

Committees should be aware of the Public Liability Act 1984. It states that occupiers have a duty of care to visitors on their property, whether trespassers or not. It is essential that committees ensure that any spaces used by their society for activities are maintained according to the safety standards of the Students’Union and Kingston University.
Public liability covers the Students’ Union affiliated societies and associations in the event that a claim is made by a third party for injury or property damage.
Please see Michelle if you require help and assistance with Risk Assessments 
Finance
Financial Procedures

· General Rules

· The Societies Coordinator must clear all society financial transactions

· All fund requests must be made at least 48 hours in advance

· All KUSU society accounts must remain in credit, any society that becomes overdrawn will have their accounts immediately frozen until the account is in credit. 

· KUSU societies are not permitted to have an external bank account. All transactions must be through the Union finance office where your accounts will be updated. Any society found to hold an external bank account will have its activities suspended and asked to explain its actions. 

· All expenditure/claims must be accompanied by appropriate receipts

· KUSU grant not spent at the end of the academic year will be returned to KUSU central funds. All membership funds will be carried forward to the next academic year for your society. 

Remember, if any member or committee member is spending money without authorisation, the Societies Coordinator does not have to reimburse them or pay the invoice. They will be left to cover the costs themselves.

· Society Budget Allocation

· Societies are guaranteed to get the money they spent the previous year. This is the basic amount they will receive at the start of each year. Existing societies are able to apply for additional funds as a starting figure. 

· This figure would be assessed for 2008/9 by a Finance committee consisting of:

· Society Representative (Executive Committee)

· Society Treasurer

· 2 delegates elected at Society AGM

· VP Activities,

· Student Activities Co-ordinator

· 1 extra sabbatical (if required)

· Senior Union manager (if required)

NB: Only one committee position can be taken per society. If one of the committee belongs to a society that is applying for funds then they will not be able to take part in that discussion.

· As well as this allocation societies can apply for additional funds throughout the year from the remaining budget in the form of additional funding. 

· This “Additional Funding” will consist of an amount agreed as the Societies budget agreed by the Union, less the base funding total and an agreed amount to cover start up costs for new societies. This fund will be used for society’s wishing to stage new activities or events. 

· Additional funding meetings are to be held at the beginning of every month with paperwork handed in 1 week in advance 

· Societies fill in a budget request form outlining what the funds will be used for. This is then approved at Finance Committee meeting.

· Expenditure 

What you may and may not apply for in your grant. 

Legitimate expenditure 

· Publicity 
· Guest Speakers not exceeding £25

· Transport (Midas test = £30.00 – travel) 

· Equipment – beneficial to the society as a whole, not individuals. N.B. all equipment purchased remains the property of Kingston University Students’ Union and must be maintained and returned at the end of each academic year

· Affiliation to national student body (accept political parties) 

Non – legitimate expenditure

· No social events shall be financed from union funds. This includes the purchase of food and drink for society social events. Social events should be self financing and could utilise the membership account

· You may not claim for entrance fee’s to a place of public entertainment un less valid for educational purposes
· Discos, parties and social events must be self-financing
· No affiliation to any political party shall be paid from Union funds
· No personal equipment shall be purchased from union funds
· No accommodation expenses shall be paid from Union funds
· Activities that fall outside the aims and objectives of the society shall not be financed from Union funds
· No services which are available through the Union or university shall be paid for from Union funds. 

· Cheque & Credit Card Request/Purchase Order Forms

All invoices must be sent to the Student Activities Coordinator and not dealt with by the committee. This will be paid by either cheque or credit card on your behalf. All invoices must be approved in advance, if they are not approved then students run the risk of paying for the invoice themselves.

All purchases must be made via an order form.  Therefore, once permission has been given for a purchase the Student Activities Coordinator will order by this method. Before permission is given for a purchase the officers must produce three comparable quotes from which a supplier will be chosen. 

· Cash Request Forms

These are known as "Pinkies" and are required for all expenditure requests when cash is needed.   The top half of the form must be filled in by the Treasurer and then authorised by the Student Activities Coordinator and a Elected Officer.   Again all relevant paper work and receipts must be attached.   Cash will only be paid on amounts up to £100, so a cheque request has to be made for anything over this amount.

· Cash Return Forms

These are known as "Blueys" and are used when paying money into a clubs account.   These forms must be filled in by the Treasurer or President and handed into the SU Finance Office with the money.   Cash return forms do not require any authorisation signature.
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                     (Bluey – cash return)               (Pinkey - cash request)
All money must be handed into the finance office and not to a member of KUSU staff including the Student Activities Coordinator. Any Society found not handing their money into the finance office will result in disciplinary action.

· Ordering clothing

KUSU has a designated supplier of clothing which societies are able to use for society clothing, at competitive prices. Please ensure that you email Michelle with your requirements and she will apply for a quote. Once the quote has been received you will need to collect money from your members wishing to purchase clothing. This needs to be paid into either your soc 2 account or another account created just for clothing. Michelle will then pay the invoice on your behalf and contact you when they have arrived. This usually takes about 2 weeks.

· KUSU Finance Office

The SU Finance Office is situated in the Town House, Penrhyn Road.    It is open from 10.00am to 4.00pm, Monday to Friday.   This is the place where you can pick up your cash or pay funds into your account.    It is also possible to pick up a print out of your groups expenditure.
Media and Communication Guide

· Guidelines to Printing Publicity

· All publicity must allow a 24 hour turnover, please hand in your publicity to Michelle with the following information written on the back of the completed poster:
· Amount of pages to be copied

· B&W or Colour
· Date required by
· B&W copies cost 3p per A4 sheet and 4p per A3 sheet
· Colour copies cost 30p per A4 sheet and 60p per A3 sheet.

· Please ensure that you have adequate budget for photocopying. This will be taken automatically from your Soc 1 account and there is no need for ordering or cash transactions.
· Ordering Publicity and Tickets

· For very large events (over 500 people) it may be possible to order publicity and tickets from outside companies. However this must all be approved by KUSU and the ordering must be made by Michelle once an invoice has been raised (see Finance section for more information on Ordering).
· 2000 flyers are the maximum amount you can order for any large event.
· You must shop around when ordering your publicity and we may require for you to use an alternative company if deemed too expensive. KUSU uses designated suppliers and the societies office will be more than happy to obtain a quote on your behalf.
· What makes a good poster?

· Eye catching and immediately communicative.
· Attract people; but make it clear what it’s about. Don’t waste people’s time having to hunt for information.
· Don’t give too much detail as this can make your poster cluttered. Keep it simple. Just make sure you include all vital information.
            Society Recruitment Poster

· The full name of your Society

· How much it cost to join and how they can join.

· Where and when you meet

· Why they should join

· What you have achieved in previous years

· Websites and contact details

 Society Event

· The full name of your Society

· What the event is
· Where the event is
· When the event is
· How much it will cost – if anything (perhaps with different prices for members and non members)
· Where you can get tickets
· Have an eye catching event title that draws people’s attention and relevant visuals.
· General text and background colours should contrast. 
· Always be positive.
· Be aware of who you are communicating to.
· Choosing appropriate images are very important. A picture can say a thousand words…one of the key factors of a successful media campaign is a strong image. The image could be a photograph, logo, drawing, cartoon or the colour/font you use on your poster.
· Above all, proof read it carefully!!!
·    Poster Regulations
· All publicity (posters, leaflets etc) must be approved by the Students’ Union and date stamped by either the Societies Coordinator or VP Activities.
· Posters may only be placed in designated areas. 
· 2 A4 copies can be given to KUSU reception to be placed in the locked cabinets by C-Scaipe & along the main corridor. Poster space is also available in The Space, the ground floor of Town House, at Kingston Hill opposite the KUSU shop, Hannafords, at Knights Park adjacent to the KUSU site office and opposite the food hall at Roe Vale.
· If you wish to place a notice on a non KUSU board please seek permission from the owner (these are likely to be removed otherwise).

· If you wish to place posters in student accommodation then permission must be granted by the Halls Management.
· No publicity is to be placed on any fire doors.
· Any poster displaying non English text must have the English translation displayed.

· You must not take down any posters that are in date or cover with your own.
· All publicity must comply with KUSU and University policies and KUSU reserves the right to remove any publicity at any time.
· If you are emailing the poster to be printed then they must be in a Jpeg   or Pdf format. Under no circumstances will posters created in Word be accepted unless they are in hardcopy format.
· If you are requiring leaflets printed then you should put the amount you want to a page. This will not be done for you.
· Every poster must be stamped and include the box below to ensure you have room to do this. Please ask Michelle to email this if you need a copy. No posters will be stamped without this included.
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· Distribution
· Distributing posters and flyers is probably the hardest (and least fun) part of running an event. However no publicity = no one there. To cover all areas you should try and get your whole committee to pitch in.
· Don’t forget all electronic methods of advertising your event too as this will save time, money, trees and your legs!!

· Society Minisites on KUSU Website

· Every society can have a minisite which is hosted by our KUSU website. It is completely free and really easy to use. You will need a username and password to get admin rights for your minisite and these are available from either Michelle or VP Comms & Campaigns.
· Full training will be given to every society officer who wishes to update their minisite. Please contact Michelle to book an appointment.
· Try and make the minisite as informative, interesting and attractive as possible to recruit as many members as possible.
· If you use an external website then this is still an excellent way to advertise your own website and you can create a link directly from our website to yours!
· Remember that most incoming freshers will be looking at the KUSU website over the summer, so make sure all your details are up to date so that they can contact you! 
· Good Marketing Practice

· Allow plenty of time to put your publicity out (over one week). There is no point in putting your publicity up on the day and expecting people to come. Don’t be surprised if no one turns up to your event if posters/flyers are only given out the day before, no matter how attractive it is. 
· Flyers are a great way to advertise your society and society event. You can put them in our bars and around campus. It is also really useful to spend some time handing out flyers and being available to speak to students.
· The University reception desk can be booked via Michelle and this is an excellent base to promote yourselves and handout flyers. You can also sell tickets here if you wish or encourage people to join your society.
· Banners are an effective and eye catching way to promote yourselves. KUSU currently again uses a specific supplier which have a range of sizes available. Please contact Michelle who will provide you with details and order this for you after budget approval.
· Web advertising is also a great way to advertise yourselves and your events. KUSU can host a minisite for you (see www.kusu.co.uk/societies) and you are welcome to set up your own sights. Don’t forget sights such as Facebook and Myspace which are an excellent promotion tool.
· KUSU now has its own module on Blackboard and we can advertise societies on this. We can also advertise your events to staff on Kingston Staff web pages and also send out a press release to the Kingston University Press Office for high profile events.
· Block SMS text messaging can be effective and there are a range of companies that can do this for you. Again just make sure that you get this approved and you are in budget!
· Gimmicks such as pens, beer mats, glasses, carrier bags etc are also effective (especially at freshers). 
· Remember to update the society membership list and email your members regularly so they know what is going on. Every society that has been established for one year can get a Kingston email address e.g. acs@kingston.ac.uk; see Michelle for details
· It’s always a good idea to Review your Marketing and keep a record of what you did, how successful it was, ideas for improvement, mistakes to rectify etc. This will help you to continue to improve and provide invaluable information for next years committee. 
So always try and think outside the box when marketing your society or specific event. Posters are not always the best method of communication and we also have to think of the planet!! If you need any help or advice then you can contact Mark Callaby (VP Communications and Campaigns) who will be happy to help. Media@kingston.ac.uk 020 8547 8210
How to Organise a Successful Event
· Using your Student Union for your Events

Michelle and Becky are more than happy to discuss any ideas you may have, however small or potentially massive! Email Michelle to arrange a meeting to discuss your ideas.

KUSU can provide a huge number of services for societies. We can help host your fundraiser, provide a meeting room or help you put on a show. You tell us what you want and we will try and accommodate you the best way we can

· Checklist for Social Events
Below are the checklists of all the things you must do when holding an event.

	Have you??
	Checked

	Worked out your total expenses for the event including Venue hire, DJs, tickets, publicity, security, transport and catering?
	

	Worked out your total predicted income from ticket sales (VAT will be charge on all ticket sales) to ensure you break even?
	

	Had everything approved and ordered through Michelle?
	

	Planned all your publicity including posters & flyers, website ads, facebook, emailing members etc?
	

	Checked the venues insurance to cover the event and all its participants?
	

	Organised and arranged who will be responsible for taking money on the night?
	

	Arranged a guest list of names and addresses of all non KU attendees?
	

	Completed a risk assessment for the event?
	


Before you go ahead with the planning of your social event please see Michelle who will go through the processes with you to enable that your event is safe and financially viable. KUSU will check that you are spending responsibly and that you have chosen a suitable venue.
· Working out what you need and how much it will cost

· When booking your venue it is good to shop around to get the best deal. Some venues offer a refundable deposit if you make a certain amount over the bar and others will just charge a flat fee. And don’t forget the SU bars!! There are three SU bars at Kingston and are free to hire!
The capacities for our venues are:

· The Space (Penrhyn Road) – 450

· Hannafords (Kingston Hill) – 350

· Knights Park Bar – 150 

For contact details of our bar managers and marketing staff please see the Useful Contacts Section. Our bar managers are happy to advise you on any event that you may wish to hold in the SU bars.
· Tickets can be printed by KUSU to reduce costs and we also offer online tickets (bear in mind the 10% booking fee). However we can also offer professional ticket books for bigger events (these cost approx £50 minimum charge).

· All publicity must be approved by KUSU before it can be printed. Please see the Marketing and Communication guidelines for costs of printing.

· If you need security for your event then please contact Michelle who will book this for you and go through the costs so you can add this to your budget.

· It is wise to shop around for the best price and KUSU do use coach companies regularly. Once a quote is agreed Michelle will book this for you and you must incorporate this into your ticket price.

· There are some excellent catering companies (see useful contacts) in Kingston and the surrounding areas. If you want to have food at your event then you must use a company that can produce the appropriate health and safety certificates. Please make sure that this is included in your budget and you incorporate this into your ticket price.

· A risk assessment must be completed before the event, you need to make sure that the venue has suitable insurance and that you know the capacity of the venue and have appropriate security.

· Working out your predicted income

· This isn’t as hard or as scary as it sounds, but you do have to make sure your event breaks even. The best way to do this is to work out how many people you think will attend and budget for 60% of this.

For example:

· You expect 150 people to come therefore you need to budget for 90 tickets to be sold.

· Venue cost £450

· Publicity and tickets £50

· Decorations £20

· Security £100

· Total = £620 

· VAT (17.5%)

· Budget = £728.5 / 90 = £8.09

· Cost of ticket = £8.50 (or more if you wish)

· If you are unsure then please ask Michelle who will be happy to go through your budgets with you.

· How does the society pay for all this?

· For all Venue hire, transport and catering an invoice must be raised before payment can be made. This can be via cheque or credit card (never cash!). Quotes must be approved by Michelle before booking and placing an invoice otherwise you may be made personally liable for payment (please see Financial Procedures). When booking please request that the invoice is sent to:
                                                   Michelle Thorpe 

                                                   KUSU

                                                   Penrhyn Road Campus

                                                   Kingston Upon Thames

                                                   Surrey

                                                   KT1 2EE

· If you require security then please book this through Michelle. You will need to email the date and exact times security will be required. After this is booked you will receive the exact cost so you can add this to your events budget, please allow at least two weeks for booking.
· DJs can be paid in cash but an invoice needs to be raised first. Therefore please email the DJs full name, address, telephone number and total amount charged. If the amount is over £100 then a cheque will be issued.
· Publicity will be charged automatically to your account if you use KUSU in house photocopying. If you require outside printers for bigger events then this must be approved and an invoice raised before payment can be made. (Please see Marketing and communication guidelines for more information about publicity).
· What details are needed for the Guest list for Non KU students?

· Invited guests are permitted for those who are not Kingston University students, members of NUS or Kingston University staff. Their name and contact details must be emailed to Michelle or VP Activities before the event takes place.
· How do I go about doing a risk assessment?
· Please see the risk assessment guide in this handbook for details.

· What should I do on the night?
· If you are selling tickets on the door of an event at KUSU, you must have a lockable cash tin (available from the venue or from the Union Finance Office) to put money in. Once you have finished selling tickets, count the money in the presence of a Bar manager of Supervisor and the both sign to agree the amount in the tin. Leave the money in the venue safe overnight and pay the money into the Finance Office the next day into your Soc 2 (membership) account. You will not be allowed to take money away with you from the venue on the night.
· Checklist for Guest Speaker Events
	Have you??
	Checked

	Put in an application to get your guest speaker approved.
	

	Had a confirmation email from Michelle to say that your speaker has been approved?
	

	Booked a room?
	

	Planned all your publicity including posters & flyers, website ads, facebook, emailing members etc? Has this been approved?
	

	Budgeted for your publicity and had this all approved and stamped?
	

	Arranged a guest list of names and addresses of all non KU attendees?
	

	Completed a risk assessment for the event?
	


· How do I get a guest speaker approved?
· Any guest speaker must be approved as per the Universities and Student Unions guest speaker policy. Societies are welcome to invite appropriate and relevant speakers to their meetings but only with permission of the University. Michelle will seek approval on your behalf if the following information is provided via email:
· Name of Speaker
· Subject of Event and Event title
· Information about the speaker e.g. organisation and published work and any websites they can be found on
· Date and Time of proposed visit
· Proposed venue
· It is possible that the University will ask for more information and/or contact details of the speaker. However in most cases the University is happy to give permission for the speaker invited. For more information about acceptable guest speakers please ask for a copy of the University’s Freedom of Speech document.
· Once permission has been given you will receive a confirmation email from Michelle. Please do not print any publicity or make any advertisements via websites until permission has been given. 
Please note; 2 weeks (10 working days) advance notice is needed for all guest speakers.

· How do I book a room?

· If you require a room within the University to hold a guest speaker event you will need to email Michelle with the relevant information.
Please see room booking guide for more information.

· Publicity
· All publicity regulations must be adhered to, please see the Media and Communication guide for more information. 
· What details are needed for the Guest list for Non KU students?

· Invited guests are permitted for those who are not Kingston University students, members of NUS or Kingston University staff. Their name and contact details must be emailed to Michelle or VP Activities before the event takes place.
· How do I go about doing a risk assessment?
· Please see the risk assessment guide in this handbook for details.

Other points to consider when organising a Society Event (Guest Speaker or Social).

· Collaborative Events are not permitted with the exception of Events organised in conjunction with those groups a society may already be affiliated to. No outside promoters or organisations may be used with out prior permission from KUSU.
· Any event that is being organised by an external organisation on promotions company that is not an affiliate of a KUSU society must run through External Affairs and not KUSU.
The guidelines and regulations of Society Events must be adhered to at all times including off campus events. If there is a breach of these regulations, KUSU reserves the right to withdraw all publicity and cancel the event.

Fundraising

Even though KUSU gives a budget allocation, this does not cover social events and activities and so fundraising can ensure that you can offer bigger and better events and the best socials for your members. 
Raising money is hard work, but it doesn‘t necessarily require original thought. Fundraising will be successful if it is based on an event that the participants enjoy, and your group’s funds are secure. The first decision is therefore what type of event is suitable.

Fundraising events can be placed into two categories. The first are sponsored events where individuals raise money as recognition of their own endeavors. The art is pitching the pursuit somewhere between easily achievable and impossible; usually the greater the challenge, the greater the response. The second category is social functions where raffles or prizes are offered.

Golden Rules for Fundraising
· Have fun! If you’re not having fun, don’t bother. Fundraising never works if you are miserable; it just doesn’t, honest.
· Do things you are good at. If the group you belong to has a particular skill in, say, performing, then do a sponsored performance. Do what you can do the easiest and without having to learn new skills.
· Use good fundraising as a way to promote your cause.
· Budget. Add up the costs. Do the exercise wisely. Occasionally, groups have produced and held events that will never make money, even if the venue is completely full.
· Get things for free. Just keep on asking for free stuff – they can only say no.
· Make it easy for the public to support you financially. Don’t be aggressive.
· Use the media. Local papers love action and interesting stories. Get to like your media and use it to your advantage. 
· Take pictures. For local media, exhibitions and your own publicity e.g. website.

· Network with other societies. Why not hold a joint event if you are interested in the same cause.

· Use local celebrities to help. You never know who might say yes, especially if it is for a good cause!

· Be accountable with your funds. Have them properly written up. Be aware of your financial commitments.
· Collect the money. Many groups do the work and are afraid to ask for the money on the day. 

· Be clear about the law and fundraising. Ask the students union if you’re not sure.
· Say thanks. Write the cards. People will say yes more easily next time and the relationship is always a good one.
· Don’t be a martyr!! It is so important that you enjoy what you are doing! No one has to do anything unless they want to and that includes jumble sales, dance marathons and membership drives.
Remember, the Student Union Bars offer societies great deals so you should try to use them as a venue for your event. Please see the useful contacts section for the details of all our Venue managers who will be happy to go through your ideas with you. Michelle can also help you set a budget for your event.

Fundraising Ideas

	Abseil    
	Fun run or walk  

	Balloon race                                                                   
	Haircutting - sponsored               

	Barbecue
	Halloween party

	Beard shave                                                                    
	Head shave  

	Bike ride                                                                          
	Karaoke evening

	Blind date competition                                                     
	Lucky dip

	Book sale                                                    
	Masked ball

	Bowling competition                                                                  
	Mountain climb

	Bring-and-buy sale                                                                    
	Musical concerts

	Bungee jumping Marathon
	Night at haunted house

	Cake stall                                                                                  
	Packing shop bags                                                                          

	Car boot sale                                                                            
	Parachuting

	Car washing                                                                      
	Parties

	Carol concert                                                                         
	Plant sale

	Charity cricket match                                           
	Promise auction

	Coffee morning                                                               
	Pub quiz

	Concert  
	Quiz night

	Craft fair                                                                                    
	Record breakers

	Darts
	Student Festival   

	Dinner dance                                                                                   
	Treasure hunt

	Easter egg hunt                                                                                
	Talent Show

	Egg and spoon race
	

	Fasting
	

	Fancy dress party
	

	Football competition
	


Sponsorship

When writing a sponsorship letter make sure you do this on KUSU headed paper as this will validate you application. All you have to do is email your letter to Michelle who will happily do this for you.

· What to include to make an effective sponsorship letter
· Outline your proposition.
· Offer the company different options concerning costs and specifics. They may not like one idea but could be swayed by another.
· Inform the sponsor of the time scale involved and when you will be able to provide them with a rough project plan outlining key dates, and when you expect their funding and expertise.
· Assure them that you will be able to meet your commitments; use examples of past events to ensure them that you are capable.
· Final Proposal

This forms a binding contract between you and the sponsor. It helps to ensure that neither party deviates from the negotiated plan. Make sure you receive a signed, written agreement, and that they give you the money. This must be approved by both Michelle and Becky.
· Note…
· Be very clear when you approach a potential sponsor about what exactly you are wanting.
· Point out and emphasise the benefits they will reap in return.
· Be realistic in what you ask for – don’t ask for a minibus from a small local company.
· Highlight any link between the activities of your society and those of the sponsor.
· Be as professional as possible when dealing with your sponsor.                                                 
Campaigning
· Student Issues
The Students’ Union works well when it comes to influencing policy. You can talk to your full time student representatives, ask questions and give feedback on representation and services, or you could possibly invite them to one of your society meetings. All their contact information is in the useful contacts section and they would be happy to help advise you about your campaign.  KUSU will try and facilitate your passion whatever it may be and help you hold a successful campaign so please come to us with all your ideas.
Let us know if you are thinking about running a campaign. There may be existing materials or research that we could direct you to, we can help avoid clashes with other big campaigns and we can also help with your publicity. Examples of previous campaigns have been faith awareness weeks, sexual health campaigns, campaigns for better accommodation, the list goes on. Just remember to make it creative, memorable, fun and with a clear message.
If you want to hold a big campaign or awareness week then you must give at least one months notice. Your campaign must not clash with any other existing campaign or awareness week so the more notice you give the better time slot you will obtain. Please contact Michelle for further advice.

· Petitions

If you and other people feel strongly about a certain issue, you may decide to organise a petition. Petitions are very effective at showing the strength of your cause, and are less time consuming for participants than, for example, letter writing. 
Petitions do require a fair amount of planning, so do make sure that all volunteers know the dates and times that they are required and that they have all the means to conduct a successful petition. You will need to think about how detailed the statement at the top of the petition will be, how widely the petition will be distributed, over what time scale, and who will be conducting it. 
Crucially, you also need to decide who the petition will be sent to. You can

obtain advice on this by writing to the Clerk of Public Petitions, Journal Office, House of Commons, London

SW1A 0AA.

· Contacting your MP
Find your MP: www.locata.co.uk/commons. All you need is your postcode or st reet address, and this link returns your MP’s name and contact details. Alternatively you can call the House of Commons: 020 7219 3000.

MPs are there to help only with those matters for which Parliament or Central Government is responsible, for example, on Higher Education policy, foreign policy and the environment. 

If you feel that your problem really concerns Local rather than Central government, then you should contact your local council or councillor. If your problem is of a more general nature or you are uncertain where to go for advice, try the Advice place as they may be able to help and if they can’t they’ll direct you to your nearest Citizens’ Advice Bureau. There is one situated in the Students Union (please see useful contacts page for further information).
Society Awards Guidelines

Society Awards are a great way to showcase your achievements and for KUSU to say thank you for all your hard work with a big party at the end of the year. 

The deadline for the nominations will be in March and you will be emailed the date and all the forms you need at the start of semester 2.

The awards committee consists of a mixture of Representatives, KUSU and University staff and elected students
· Awards Committee

The committee will consist of the following:

· VP Activities

· Student Activities Coordinator

· University Chaplain

· Society Representative (Executive Committee)
· Society Treasurer 
· 2 Finance Committee delegates

· Sabbatical Officer (as needed)

· Student Development Manager (where needed)

KUSU can nominate someone not nominated at the Awards Committee Meeting.

Awards

· Society of the Year

The Society of the Year Award aims to reward the Society that has offered the best service to its members, good organization of activities, a wide variety and number of events, improvements on previous years, involvement within KUSU, and overall organization and structure. 

· Best New Society

Awarded to the society that started this academic year and has proven both staying power and that they are able to retain active members and hold regular activities. 
· Society Event of the Year

The Society Event of the Year Award aims to reward the Society that has held an outstanding event which had the best attendance, publicity & marketing and guests i.e. DJ, band or guest speaker. This event should be supported by but not led or initiated by the Student Activities Coordinator or by KUSU Representatives.
· Society Achievement Award

Awarded for anything that the society has accomplished that has been of particular benefit to the members or to external partners (e.g. Fundraisers, Competitions, Campaigns, volunteering project), which has been outstanding and over and above normal society activities. 

· Most Active Society

The Most Active Society Award aims to reward the Society that has held the most events, meetings and Campaigns and has provided the best service to its members.

· Officer of the Year

Awarded to the officer who has been already awarded outstanding contribution to societies but also shown an exceptional commitment to societies, a readiness to help others, and also ability to inspire others so that societies at Kingston would continue to flourish. Consequently, this award is given to the student who best epitomizes these qualities.

Successful applications for the Outstanding Contribution to Societies Award are automatically considered for this award.

· Outstanding contribution to societies

Awarded to a member of a society who has provided an outstanding contribution to the running, operation and activity of society(s) for at least one year. This award is to acknowledge consistent service to one or more Society(s) beyond that which is normally expected of a society member, student or official. It should be stressed that the award is for someone who has made an outstanding contribution and not just someone who has done a good job.
· Contribution to Societies Certificate

Awarded to society members in recognition of the voluntary contribution they have made to the society. This is not awarded on the night, but can be picked up from the Activities Office at any point after the awards.

· Timeline

· January – email sent out to all officers with attached forms

· February – Society General Meeting
· March – Application Deadline

· Mid March – Tickets Available
· Late March – Awards Committee Meeting

· Early April – Shortlist Announced

· April/May – Awards Ceremony 
Society Constitution

The attached document is designed for you to quickly and easily create a constitution for your society.  It is specifically designed to cover the minimum standards needed for your constitution to comply with the KUSU constitution.

As such, it is only necessary for you to complete the sections relating to name, the aims of the society and the cost of membership to your society.  These sections can be found at the start of the document.  The rest of the constitution can then be left or developed depending on your needs and the amount of time and effort you can put in.  For example, if there are certain events which your society does every year, these can be included under the duties for the committee members.

Writing a constitution for your society means that you can ‘set in stone’ the minimum efforts which are needed to ensure the hard work you have put in over the past year will be maintained in times to come, yet allows new committees the freedom to develop and run the society as they wish.  It also gives members and the committee a document to refer back to in case there is any confusion or conflict in the future.  Plus it has benefits for the VP Activities and Societies Coordinator, as it gives us the ability to offer advice and guidance to incoming committees that may have questions.  You will also notice that we are now also only able to grant funding to society’s for which we have a completed constitution, so it really is important for your society’s future development. 

If you have any further questions about constitutions, please contact the VP Activities activities@kingston.ac.uk or Societies Coordinator m.thorpe@kingston.ac.uk 

MODEL CONSTITUTION FOR SOCIETIES

1. NAME    The society shall be called Kingston University ……. …………….Society

2. AIMS & OBJECTIVES

                  

   ……………………………………………………………………………………….

   ……………………………………………………………………………………….

   ……………………………………………………………………………………….

   ……………………………………………………………………………………….

   ……………………………………………………………………………………….

3. MEMBERSHIP
1. Membership shall be open to all members of Kingston University Students Union.

2. The annual subscription and all other membership fees shall be determined at the AGM of the society, in line with the Union recommendations. A minimum fee will be set by the Union.

4.  THE COMMITTEE

1.    
The Committee shall consist of at least;

(i) The President

(ii) The Secretary

(iii) The Treasurer

(iv) Other (please state title)……………………………………...
(v) Other (please state title) ………………...............................
2a.
The Committee shall be elected annually under the terms of appendix A to this constitution.

2b.     The Committee shall be responsible to the members of the Society for the day to day running of the society.  

3. All additional committee roles must be decided at the Society’s AGM (appendix A) or at an Extraordinary General Meeting (EGM) (appendix A) and the constitution will be altered accordingly. 
5. DUTIES OF COMMITTEE MEMBERS

1 The President shall be responsible for the general day-to-day running of the society and shall be entitled to represent the Society at all times in matters affecting its interests.  This includes scheduling regular meetings of the committee and the society and communicating with relevant organisations.  S/he shall be entitled to take the Chair at all meetings of the Society at which s/he is present.  The President shall also have responsibility for all society elections.

2 The Secretary, unless other members are designated by the Committee, shall be responsible for assisting the President in the calling of meetings, the preparation of agenda for such meetings, the keeping and preparing of minutes for such meetings, the conduct of correspondence on behalf of the Society and keeping the VP Activities and Activities Coordinator informed of the names and addresses of Officers of the Society and of any amendments to this constitution.

3 The Treasurer shall be responsible to the Committee for all the Society's expenditure.  S/he will be responsible for setting the budget alongside the president and for applying for additional funding throughout the year.

4 The Committee may allocate to members such duties as it sees fit.

6. FINANCE

1 The finances of the society shall be conducted in accordance with the relevant sections of the KUSU Constitution and with the Union Constitution financial procedures (copies are available online www.kusu.co.uk) and with any operational instruction from the Activities Coordinator and VP Activities.

2 The financial year runs between the periods August 1st to July 31st. The Society will receive the exact amount spent from Soc 1 from the previous year and can apply for additional funding on the last day of every month.

3 The Society's accounts shall be available for inspection at all times by the VP Activities and Activities Coordinator.

4 The Union can only allocate funds to societies whose constitution has been ratified by the KUSU Executive Committee.

5 The Treasurer and President shall be responsible for the finances of the society and shall be held to account by the membership of the society and the VP Activities.

7. MEETINGS

Meetings shall be conducted in accordance with Appendix B to this constitution.
8. AMENDMENTS

1. This Constitution and Appendices may be amended at a Extraordinary General Meeting or Annual General and that notice to call the meeting contains a statement of the proposed amendment.

2. All amendments must be communicated to VP Activities and Activities Coordinator within 10 working days.

9. THE UNION CONSITUTION

This constitution, however it shall be amended, shall at all times comply with the relevant sections of the KUSU Constitution and its Appendices, moreover, no section of this constitution which conflicts with it shall be valid.

10. SAFEKEEPING OF CONSITUTION

1 One copy of this Constitution and its Appendices, howsoever amended, shall be kept by the President and shall be available for consultation by any members of the Society at reasonable time.

2 One copy of this constitution and its Appendices, howsoever amended, shall be deposited with the Activities Coordinator.

3 In the case of dispute, the copy of the Constitution and its Appendices described under section 10.2 above shall be deemed to be the authoritative version.

11. DECLARATION

 I agree to abide and enforce the rules of the Society Constitution.

Name    ___________________________

Signed ___________________________

Date     ___________________________

APPENDIX A

ELECTIONS

1. The Committee positions detailed above shall be elected during the first six weeks of the Summer term and shall take office from the first of July until 30th June, or until they are removed from office under 10 below, whichever be the earliest.  KUSU can offer support at the AGM with officer or staff presence.
2. Any other committee positions decided at the AGM or an EGM, inline with 4.3 above, shall be elected at the respective meeting and a member elected to fill such vacancy shall take office immediately and shall stay in office until June 30th of that academic year or until they are removed from office under 10 below, whichever be the earliest.

3. Minutes and the names and contact information for the incoming committee must be delivered to the Student Activities Coordinator not more than one week after the AGM.

4a.
The President shall be responsible for the fair conduct of the elections.

4b.
In the event where the President is running for election to next year’s committee, the secretary shall take responsibility for the elections. If no uninvolved officials are able to hold the election then either the VP Activities or Student Activities Coordinator will take responsibility for the election.

5
Notice of elections shall be posted and sent to all members at least ten days before the AGM and shall contain; 

(i) The date, time, place of the AGM

(ii) The posts for which nominations are invited

(iii) The form nominations shall take

(iv) The closing date for nominations

(v) The person(s) to whom nominations shall be delivered and the mode of delivery

6.
Nominations should be in writing or where necessary from the floor at the time of the election.

8.
Elections shall be by simple majority.  In the case of a tie a coin will be tossed.

9.
Only members of the society defined under 3.1 of the constitution shall be entitled to vote for any committee members, and there shall be no proxy voting.
10 a.
Any committee member may be removed from office following a vote of no confidence.

10 b.
A motion to call for a vote of no confidence must be supported by 25% plus 1 of society membership and a petition must be presented to the President of the society and VP Activities and Student Activities Coordinator.  When the motion concerns the President of the society, notification can be made to the Secretary.

10 c.
The vote shall take place at an Extraordinary General Meeting of the Society providing that notice calling the meeting contains a statement of the motion to remove the member from the Committee.

10 d.
Notification that the Extraordinary General Meeting shall contain a vote of no confidence must be made to the members of the society at least seven days before the vote and notification must also be made to the VP Activities or Student Activities Coordinator.

11.
A Committee member may resign by sending a letter to the Secretary or President.

12.
A by-election to fill a casual vacancy shall be held within three weeks of the post falling vacant this election must be held at an EGM and the VP Activities and Activities Coordinator must be informed 7 days in advance.

13.
Complaints about the conduct of elections or the actions of candidates or others which might be considered to be detrimental to the fair conduct of the election may be made by any member of the Society, in writing within 48 hours of the election to the VP Activities, who may order a re-election if they are satisfied that the conduct of any person was such that the results of the election may have been affected.

APPENDIX B

MEETINGS

1 General Meetings and Committee Meetings shall be called by the Secretary on the instructions of the President except under 2 below.

2 The Secretary shall call an Extraordinary General Meeting on receipt of a request to hold one specifying business to be transacted at such a meeting.

3 All members shall be informed of the date, time and place of meetings three days beforehand.

4 At least one meeting shall be held per term.
Useful Contacts
KUSU

Reception Tel: 020 8547 8868

                Fax: 020 8547 8862

Student Development Department

Michelle Thorpe (Societies Coordinator)

Email: m.thorpe@kingston.ac.uk
Tel: 020 8417 7775
Scott Cannie (Student Development Manager)

Email: s.cannie@kingston.ac.uk
Full Time Student Representatives

(VP Student Activities)

Email: activities@kingston.ac.uk
Tel 020 8417 2883
(VP Communication & Campaigns)

Email: media@kingston.ac.uk
Tel: 020 8417 2210

(VP Support)

Email: support@kingston.ac.uk
Tel: 020 8417 2857

(President)

Email: president@kingston.ac.uk
Tel: 020 8417 2026

Commercial Services

Nicola Skevington (Business Development Manager)

Email: n.skevington@kingston.ac.uk
Tel: 020 8417 2083

Paul Cowan (Venue Manager – The Space, Penrhyn Road)

Email: p.cowan@kingston.ac.uk 

Tel: 020 8417 2406

Hadi Mukhtar (Venue Manager – Knights Park Bar)

Email: h.mukhtar@kingston.ac.uk
Tel: 020 8255 0063

Tom Bennet (Venue Manager – Hannafords)
Email: t.bennet@kingston.ac.uk
Tel: 020 8549 3703
Marketing

Cherrelle Amo (Marketing and Sales Co-ordinator)

Email: c.amo@kingston.ac.uk
Tel: 020 8417 2208

Volunteering
Alex Britton (Volunteering Co-ordinator)

Email: a.britton@kingston.ac.uk
Tel: 020 8417 2709

Martin Crosby (Volunteering Co-ordinator)

Email: m.crosby@kingston.ac.uk
Tel: 020 8417 2960
Support and Citizens Advice

Andrew Casey (Student Support Co-ordinator)

Email: a.casey@kingston.ac.uk
Tel: 020 8417 2974

Jackie Terry (Citizens Advice Bureau)

Email: j.terry@kingston.ac.uk 

Tel: 020 8417 2388
Sport

Susie Finnis (Sport Co-ordinator)

Email: s.finnis@kingston.ac.uk
Tel: 020 8417 8830
Indoor Facilities

The Arena Sports Centre

Tel: 020 8268 2768

Tolworth Recreation Centre

Tel: 020 8391 7910

Hollyfields School
Tel: 020 8339 4527
PAGE  
44
KUSU Society Handbook 2009 

