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Club and Society Accreditation

Community Outreach
Support Pack

This pack includes all the information you need to complete the Community
Outreach branch of the SU Accreditation.
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Community Outreach and Branch Activity:

The community outreach branch aims to support and develop clubs and societies
through Volunteering and Raising and Giving. The activities within the branch
include running and participating in volunteer opportunities as well being able to
identify charities to adopt and raise money for them. By completing even one of
these activities, your club or society will have deepened their knowledge and
participation in helping others through either volunteering or raising and giving.

e Common Goals

Attend Freshers Fayre and host ‘Give it a Go'

Host 1 Raising and Giving (RAG) event

Host 1 Fundraising event

Provide an up-to-date equipment list

Have 2 members attend First Aid training

Host 1 online event to promote inclusion of off site students

o O O O

e Have atleast 5 members attend 2 SU or University based volunteering
events

e Identify affiliated charities (1 main and 1 extra)
e Hostatleast 1 additional raising and giving event for your affiliated charity
e Take partin atleast 1 external volunteering activity

e Your club to support and participate in at least 1 INSPIRE Green Impact
event

Common Goals support:

The Common Goals activities are present in all branches of the Accreditation and
only require completion once. This means that if you complete them for
Community Outreach but wish to progress on a second (or third) branch, you will
already have made significant progress in that area. CG: In front of an activity title
indicates that completing this activity will count for all branches of the
accreditation!
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We have included some support resources for the common goals below, but if
you are still stuck please contact your Student Opportunities Coordinator:

e Lampeter: laura-cait.driscoll@uwtsd.ac.uk

e Swansea: Andrew.qg.jones@uwtsd.ac.uk

e Carmarthen: Laura.yates@uwtsd.ac.uk

e Satellite: Rebecca.crane@uwtsd.ac.uk

CG: Attend Freshers Fayre and host Give it a Go:

One of the most exciting times in the academic year, for new and returning
students, is the very beginning. When new students arrive, they are actively
looking for something to get involved with; some have something very specific in
mind, but there are others who are just looking to try something new and make
the most of their university experience. This goes for returning students as well.
Some students may have had a revelation over the summer period and thought to
themselves, “I'm going to get involved in a club or society this year” and that's why
Freshers' Fair is your opportunity to capture these students' attention.


mailto:laura-cait.driscoll@uwtsd.ac.uk
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The Do’s The Don'ts

Ensure that your Freshers’ Fair
stall is interesting and actively
represents your club or society
Make sure your
team/committee members
who are responsible for talking
to new students are enticing
and are welcoming

Follow all GDPR regulations set
by the SU, for example, no
hardcopies of sensitive
information. Try using the
functions on the SU website
and social media groups to
avoid any breaches

Turn up on timel!

Think about what message
you'd like to give students
about your society whilst you
have their attention for the
short period of time

Behave in a way that will hinder
people from approaching your
table - think back to when it
was your first day/week and
the feelings you felt, just try not
to be intimidating

Force anyone to join the club
or society - you can use
persuasion, but never force
someone into your team
making them feel
uncomfortable

Leave your table bare and
unenthusiastic

Ignore the students showing
an interest in your club/soc

Give it a Go

Running a Give it a Go session is essentially a ‘taster’ session. It allows people to
try an activity/session/society or club before making the commitment to join. This
is your opportunity to seek out those students who may not have attended
Freshers Fairs or may just want to try something new. Who knows, your
club/society could be the answer?

Many of the same principles apply to running a GIAG session as the Freshers' Fair
event; but this time the focus is all on your event and the people attending are
most definitely interested.
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The SU have created a form for you to better understand why you'd like to run the
GIAG session and the things you'll need from your team, us at the SU and the
committee members.

Benefits of running a Give-it-a-Go session:

Potential to lead training sessions and develop yourself

The club will develop in terms of having better training sessions or being
led in a more constructive way

Will enhance the students/club members experience

Students having a positive experience will create a buzz around campus
and potentially encourage more members

Make Sure you:

Plan your session beforehand - make sure you think of what you'd like to
include for new members before the event

Please consider that this may be the first time that the student has tried the
activity, so be patient, and consider the risks when doing so

Think about follow-up sessions, so when is your next training or social event
for the club/soc they can attend if they enjoyed

Think about how you can contact them/how they can contact you in the
future - is it social media or the website?

CG: Host 1 Raising and Giving (RAG) Event and Host 1 Fundraising Event:

There are two kinds of events Clubs and Societies can participate in when it comes
to money. There are Raising and Giving events, which focuses on charity work, and
Fundraising, which focuses on raising money for your club funds.

Raising and Giving work and fundraising for your club usually have very similar
events and the guidance is often the same. We have included some information

on the 'rules’ around fundraising below:
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The Do's

All fundraising must be done in an ethical, transparent and legal manner.
You must be polite and professional.

You must not unfairly criticise or insult other people or organisations.

All donations should be collected in the secure collection tins provided.
All fundraised money must be counted by two members of your team.

All fundraised money must be brought into UWTSDSU within 7 days of the
end of the fundraising activity.

You must securely store the fundraised money until it reaches UWTSDSU.

The Do Nots

Act in a way that might cause high levels of stress to members of the public.
Be dishonest or manipulative.

Act in a way that might damage the reputation of UWTSD SU or the
University, for example;

Smoking or drinking whilst fundraising.

Taking or being under the influence of illegal drugs.

Being lewd, aggressive or swearing.

Don't shake the tin.

Putting undue pressure on members of the public or other students to
donate.

Exploiting your position for personal gain.

Exploiting the personal circumstances of an individual.

Exploit someone who cannot fully comprehend the situation.

Request donations from someone under 18 years of age.

You must avoid causing an obstruction, congestion or being a nuisance to
the public.

You must not obstruct, interfere with or disrespect members of staff from
local businesses.
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The Three-Step Rule

e  Whilst fundraising, you must comply with the ‘three-step’ rule.

- You must not take more than three steps alongside the person or follow
them.

- Ifthe member of the public has not come to a stop within the three steps,
you must end your attempt to talk to them.

- You must not follow a person beyond the 'three-step' rule.

We have also included an example of the form you must complete to submit any
‘petty cash’ into your SU bank account or donate to your chosen charity, it is
incredibly important you do not keep cash wherever possible.

Check out the Union Website for more information on fundraising or contact your
SOC'’s with any questions.

Raising & Giving @ UWTSD Students' Union (uwtsdunion.co.uk)

CG: Provide an up-to-date equipment list:

Providing an up-to-date equipment list does a number of things. Firstly, it helps
you as a society keep track of what equipment you have, if anything has been lost
or damaged that may need replacing and can help you when applying for Grant
funding for new equipment or activities.

Secondly, it helps us in the Student’s Union know what you own as a club for
insurance purposes.

You should do an inventory check on your equipment at least once per year,
compare it to the previous year's inventory and see if there is anything missing. If
there is, report it to your Student Opportunities Coordinator immediately.

We have included a template for you below!


https://www.uwtsdunion.co.uk/rag
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UWTSD SU Club and Society Equipment list

Club or

Item:
(What is it?)

Quantity:

have?)

(How many of
them do you

Quality:

Completed by:

Socieﬁ name:

(Is it new? s
there damage?
Are you missing
parts of a set?)

Whereis it
being
stored?

(Is it safe?)

Position:

How do you

access it? (Who

has the

equipment? s itin
storage on site?)

How old is
it?
(If known)

Date:

Approximate
cost/value:
(If known)

Notes:

o
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CG: Have 2 members attend First Aid Training:

First aid training is offered to all club and society’s Executive committees, each
Academic year. For this element of the Common Goals, we want you to put two
members forward for First Aid training.

Once they are trained, we expect at least one of your First Aid trained members to
attend your events and activities.

The training dates will be shared each Academic year by your Student
Opportunities Coordinators, so make sure your Exec Committee list is up to date!

CG: Host 1 online event to promote the inclusion of off-site students:

For this activity we want you to host an online event; this could be anything from a
quiz to a social event. Lockdowns have highlighted how online events can increase
your membership by including students who couldn’t attend traditional sessions,
from distance learners to those with caring responsibilities.

Things to consider when planning an online event.

e Think about what type of event you would like to do, and if it is possible to
be done online. If you're struggling for ideas, you can check out this link
from Organised Fun - Students' Union society and club online event ideas
for COVID-19 safety — Organised Fun, or get in touch with the SU to discuss
some ideas and how plausible they may be.

e Just like booking a venue, you will need to choose a platform that will allow
you to host your event, this could be social media such as Instagram or
Facebook. You can also use platforms such as Teams and Zoom. You will
need to see how many people the platform will also allow you to host and
how students can join.

e Budget - You will still need to ensure you think about money that may need
to be spent on an online event. You may need to pay for a certain activity
such as an online escape room. Or you may be doing an event that requires
resources to be sent out to students, e.g. cook along ingredients.

e Promotion - Advertising an online event can be harder than an in-person
event. The best way to advertise the event would be through the following
mechanisms: Leaflet/posters around campus, post on social media, post on


https://www.organised.fun/student-opportunities-digest/101-online-event-ideas
https://www.organised.fun/student-opportunities-digest/101-online-event-ideas
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SU website, all student email and messaging key staff and students on all
campuses to spread the word.

e Have a Plan B - Online events usually require good internet connection and
everyone having access and knowledge to access the activity. Think about
what could go wrong just like in your risk assessment and plan a backup.
Example, you may do a quiz and ask students to fill out Microsoft forms.
Some students may not have access to this, and you should make sure there
is another way they can submit their answers, this could be taking a picture
of their answers and sending them via email to the quiz master.

Some more top tips for online events can be found on Eventbrite - How to Host a
Virtual Event: The Essential Guide (eventbrite.com)

1
1Click here to enter text.


https://www.eventbrite.com/blog/tips-and-tricks-to-hosting-a-successful-online-event/
https://www.eventbrite.com/blog/tips-and-tricks-to-hosting-a-successful-online-event/
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Community Outreach Branch Activities:
These activities will only count towards the progress of the Community Outreach
Branch.

Have at least 5 members attend 2 SU or University based volunteering
events

Further Information: Whether you're interested in litter picking or walking dogs, there's
something on offer for everyone. Not only is this a great chance to enhance your skills
and your CV, it is an amazing opportunity to make a difference in the local community and
boost your self-esteem at the same time.

Our volunteer opportunities change each year; however, we have a section of the website
dedicated to all our SU opportunities that you can keep checking as well as us updating
you via the newsletter each month.

Resources: Details and dates of scheduled volunteer activities will be sent to Sports and
Society members when available. However, you can keep an eye on our website for a
range of activities you can take part in, whether online or in person.

https://www.uwtsdunion.co.uk/new-volunteering
https://www.uwtsdunion.co.uk/volunteer

Benefits:
e Meet new people
e Gain a new perspective on volunteering
e Develop new skills
e Can be used as a team building exercise
e Looks good on your CV.

2
2Click here to enter text.
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Identify affiliated charities (1 main and 1 extra)

Further Information:
Adopt a charity:

RAG is here to support affiliated Student Groups to run their own charity fundraising
events. UWTSD Students’ Union is a UK registered charity and is subject to charity law,
which our student groups also fall into. Because of this, all charity fundraising that our
Student Groups do must come through RAG, and not through individual groups' subs or
grants accounts.

What is Adopt a Charity?

Adopt a Charity is a way in which Student Groups can raise money for charities of their
choice. All you need to do is follow the simple steps set out below and then you can start
gathering the pennies and pounds for a UK registered charity.

How does a student group adopt a charity?

e With your members and committee choose a UK registered charity.

e Contact your Student Opportunities Coordinator to let us know about your student
group, who they will be fundraising for and what your fundraising plans are. Please
give us as much notice as possible through our RAG Application Form (office.com)

e We need to approve your fundraising events and activities before they can be
advertised. This is to make sure that they are going to be safe and compliant, and
that they're set up correctly.

e Promote your event and raise some money! You can also contact the Student
Opportunities Coordinator for your campus for support with this.

e Keep in touch with how your fundraising is going!

e Why not update your group page on the website with blogs to show how they're
going?

Resources: RAG Application form RAG Application Form (office.com)
List of charities in the UK

3
3Click here to enter text.


https://forms.office.com/Pages/ResponsePage.aspx?id=-REPTm4EBUWcuNshUjEeIWD31JYJ2udIpDLL_fpHA8NUNkxVM0JLWExKUEMyNzhMR0JKSDBKU1JZRi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=-REPTm4EBUWcuNshUjEeIWD31JYJ2udIpDLL_fpHA8NUNkxVM0JLWExKUEMyNzhMR0JKSDBKU1JZRi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=-REPTm4EBUWcuNshUjEeIWD31JYJ2udIpDLL_fpHA8NUNkxVM0JLWExKUEMyNzhMR0JKSDBKU1JZRi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=-REPTm4EBUWcuNshUjEeIWD31JYJ2udIpDLL_fpHA8NUNkxVM0JLWExKUEMyNzhMR0JKSDBKU1JZRi4u
https://www.charitychoice.co.uk/charities
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Benefits/ Why adopt a charity?

e Get nominated in fundraising award categories for the Students' Union Awards.

e Bring your student group together to make a difference to the causes that matter
to you and have fun in the process!

e Develop your own skills by organising and planning events while raising money for
a good cause.

Affiliate Numbers

When it comes to adopting a charity, you may need to look into if you need to request an
affiliate number/charity number from them to fundraise on their behalf, especially with
certain events.

Host at least 1 additional raising and giving event for your
affiliated charity

Further information: The best way to support your chosen charities are through RAG
events. Just putting yourself forward to organise an event is amazing, and we want to
ensure it is a success. We're here to support you all the way, so get in touch with your
Student Opportunities team if you are planning on running one.

Our Do’s and Don'ts for organising an event will help you even more.

4
4Click here to enter text.
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Do let us know if you're
planning, running or even
thinking about an event. We're
here to support you in your
activities, and can help to make
your events successful.

Do bank your money through us.
To ensure that your money is
passed on to your charity without
breaking the law, it's best to get the
SU to bank it for you.

Do follow any legislation. Even
simple fundraising events such as
raffles, bake sales and standing
with a bucket requires you to follow
certain laws. When you let us know
about your event, we can give you
guidance on what to do in these
situations.

Do maximise your reach. Tell
everyone, let everyone know, get
them to tell everyone. Use your
contacts and get them involved.
Think about online donations to
make it accessible as well. You can
always add the event on your SU
Page too.

DON'Ts

Don’t forget to plan. You should
think about everything to ensure
nothing can go wrong. (Look at the
event planning cycle in the event
management document) Also
whilst planning, try and think about
how you can raise money through
every part of your activity.

Don’t shake your bucket! Engage
with your audience, be proactive
but don't shake your bucket. There
are many guidelines that need to
be followed with Fundraising, so let
us know if you are planning on
doing something, and we can help
you get it right.

Don't pressure people. If you've
already asked twice, then you
shouldn’t be forceful. This applies
to sponsors, companies and
external partners

Don’t walk around with money.
We strongly advice you to get the
money to the SU the same day as
the event. We can then get it paid
into finance and to your charity.
Don‘t forget about the 'adopt a
charity’ idea

Event Management Resource in the Compulsory Requirements Pack

Benefits:

Raise money for a charity

Bring your group together to make a difference

Get nominated for fundraising awards
Develop your own skills.

5
5Click here to enter text.
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Take part in at least 1 external volunteering activity

Further Information: We understand that there are so many more volunteer opportunities
outside of what the Students Union offers, from re-enactment shows to social media
volunteers. It is a great way to make a difference within your local community.

Resources: You can find a range of opportunities on our website as well as on local charity
sites such as CAVO. Volunteering @ UWTSD Students' Union (uwtsdunion.co.uk)

Benefits:
e Meet new people
e Gain a new perspective on volunteering
e Develop new skills
e Can be used as a team building exercise
e Looks good on your CV.

6
6Click here to enter text.


https://www.uwtsdunion.co.uk/volunteering
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At least one different member each time to participate in two INSPIRE
events or campaigns

Further Information: The INSPIRE programme consists of student interns on the
three main campuses who work closely with the SU and the University to increase
sustainability awareness through many different means, from data reporting to
creating events. More information about the INSPIRE programme can be found

here:

Meet the INSPIRE Interns @ UWTSD Students' Union (uwtsdunion.co.uk)

Occasionally throughout the academic year the Interns will design, create and
deliver events or campaigns around sustainable issues. This branch requires that
one different member attends a planned event or supports a campaign that is

specifically under the INSPIRE branch twice.

For example, one member can support a campaign that is delivered in the
academic year, and a different member attends an event. This will be classed as
being two different INSPIRE activities. Of course, we would encourage as many
members as possible from your team or society to take part and support your

fellow students; there is no maximum (just the minimum outlined)

This part of the branch can be linked to others apart from the Competitive and

Sport Specific actions.

Resources: Details and dates of scheduled INSPIRE events & campaigns will be

sent to Sports and Society members when available.
Benefits:

Meet new people.

Gain a new perspective.

Increase knowledge on sustainability.
Develop new skills.

Can be used as a team building opportunity.

7
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