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1. 
INTRODUCTION

1.1 For the 2010-2011 year, the Athletic Union will support Student Sport with funds from Club Income (70%) and Student Union Contributions (30%).

1.2 The Student Union contributions come from a proportion of the block grant from the University and money raised through the SU commercial enterprises, i.e. Shops and bars.

1.3 It is therefore important that club members use, and are encouraged to use those SU facilities. Clubs who do not support these ventures cannot and will not be funded by the Athletic Union.

1.4 The funds raised are used to supply the clubs with the facilities to train, affiliations, entry fees, kit, transport, officials, hospitality and insurance cover.

1.5 The British University and Colleges Sport ( BUCS ) games expenses do not come out of club budgets unless the club through their own fault incurs an expense.

1.6 For the purposes of this handbook, sporting activities will be divided into three categories, each with differing responsibilities to the clubs/teams concerned. Those categories shall be:

BUCS Fixtures

LEAGUE Fixtures

RECREATIONAL Activities.
SECTION 2

This Section deals outlines the responsibilities of persons in relation to BUCS and other Competitions

2.
BRITISH UNIVERSITY AND COLLEGES SPORT (BUCS)  FIXTURES
2.1
AU Officer

2.1.1 BUCS Fixtures are received at the AU office during the summer period and it shall be the responsibility of the AU Officer to arrange the following:

2.1.2
HOME FIXTURES

2.1.2.1

Liase with other institutions’ Athletic Unions

2.1.2.2

Venue (Pitches/Courts/Changing Facilities)

2.1.2.3

Start Time

2.1.2.4

Transport (Where required)

2.1.2.5

Meals (2010-2011 Premier League Teams only)

2.1.3
AWAY FIXTURES

2.1.3.1

Liase with other institutions Athletic Union

2.1.3.2

Inform UWIC team of location and start time of match

2.1.3.3

Arrange transport (Where required)

2.2
CAPTAIN/ MANAGERS RESPONSIBILITY

2.2.1 For BUCS matches it is the responsibility of the Team Captain / Manager to carry out the following:

2.2.2
HOME MATCHES Team Captain / Manager
a) Collect Fixture Information from AU Office NO LATER than the FRIDAY before the fixture.(Where possible, these will be e-mailed to the Club Secretary)

b) Inform Team Members of fixture details.

c) Secure the services of any referees/Umpires or other officials needed (as outlined in the BUCS handbook) as soon as the fixtures are known.

d) Report to AU any problems with Officials so other institution can be informed as per BUCS Handbook.

e) Ensure equipment (i.e. balls, nets, etc) is available for use.

f) Collect officials’ expenses and meal tickets from the AU/SU Office.

g) Inform AU of any complications e.g. No Team

NB. In the case of (e) and (f) above, these MUST be done by the TUESDAY afternoon before the fixture (or day before the fixture if on another day). NO EQUIPMENT or MONEY will be issued on the day of the Fixtures.

2.2.3
AWAY MATCHES Team Captain / Manager
a) Collect Fixture/Travel Information from AU Office NO LATER than the FRIDAY before the fixture. (Where possible these will be e-mailed to the club Secretary)

b) Inform Team Members of fixture/Travel details.

c) Ensure equipment (i.e. balls, etc) is available for use.

d) Collect expenses from the AU/SU Office (where necessary).

e) Inform AU of any complications e.g. No Team

f) Lodge a list of those travelling at the AU or SU Office BEFORE Departure. This is to include names and telephone numbers of Driver and Captain as well as all others travelling.

2.2.4 It is the responsibility of the Team Captain / Manager to inform the AU Officer of the result IMMEDIATELY after the match has finished. This can be done by phone or text 029 2041 7073 or 07977 251529.
2.3.5
The AU Officer will input all home results on the BUCS Results website.

2.2.5 Where team plays away and an overnight stay are involved, the Captain/Manager of the team MUST OBTAIN A RECEIPT from the Hotel/Guest House before leaving. Again, a list of all those travelling must be lodged at the AU or SU Office.

NB. Where the transport is self driven, for either home or away matches, it is the team Captain / Managers responsibility to ensure sufficient drivers are registered in accordance with the Minibus Regulations below.

2.3.
APPEALS (Appendix 1)

2.3.1 BUCS Competitions

2.3.1.1 Where you arrive at a fixture and it appears that it is to be played without the necessary Officials or under conditions that do not comply with the natural requirements relating to that sport, then the match MUST BE PLAYED UNDER PROTEST.

2.3.1.2 The protest MUST BE IN WRITING BEFORE the match is played, and both captains must sign the protest form (Protest forms are available from the BUCS noticeboard and from the AU office).

2.3.1.4 If those conditions do not become evident until after the match, then the opposition captain must be informed immediately of the grounds of the protest and that an appeal will be made. Again, those grounds should be put in writing and signed by both captains.

2.3.1.5 Where an appeal is to be made, then the written form of protest together with a report from the team captain/manager must be delivered to the AU Office by 12.00pm. That report and the form of protest will then be faxed to the BUCS Office if the appeal appears substantiated.

2.3.1.6 It is the Captain/Managers responsibility to submit the appeal and appear before any subsequent BUCS disciplinary hearing to present the case.

2.4 Non-BUCS Competitions

2.4.1 Where a team is entered into a National/Local League or Cup Competition, it shall be the clubs responsibility to comply with all requirements of that competition, i.e., Registration, Officials, Facility Suitability etc.

2.4.2
The Athletic Union will authorise the following, where necessary:

a) Minibuses to Away Games.

b) Pitch/Court bookings.

c) Meals, only where this is a league/cup requirement, and only on receipt of a properly completed Meals Request Form.

2.4.3 It is the Clubs responsibility to supply the Athletic Union Office with a fixture list for the season in order that transport and facilities can be authorised / booked.

2.4.4 It is the clubs responsibility to inform the Athletic Union Office of any changes to fixtures, and in particular any cancellations.

2.4.5 The Team Captain should check with the Students Union at least 3 days before the fixture to ensure:

a) The minibus is booked and available

b) The food has been booked

2.4.6 It is the clubs responsibility to cancel the facilities/transport/meals booked for them, as any charges for non-cancellation will be deducted from the Income of the club, and the club budget’s expenditure allowance will be re-calculated accordingly.

3. MEALS

This section deals with the provision and supply of meals from the Student Union Bar

3.
MEALS
3.1 Any team wishing to book after-match meals (NOT BUCS) at the Students Union MUST complete the necessary Meal request form and present it to the Athletic Union AT LEAST 5 DAYS PRIOR to the match. This does not apply to BUCS matches.

3.2 Once authorised by the AU the request must be passed to the Bar Manager immediately who will ensure the meals are prepared and ready for the time and quantity stated on the request form.

3.3 ANY MEALS ORDERED AND NOT EATEN OR CANCELLED WILL HAVE TO BE PAID FOR BY THE CLUB. THIS WILL BE BY A DEDUCTION FROM THE BUDGET INCOME, AND THEI CLUB’S EXPENDITURE WILL BE ADJUSTED ACCORDINGLY

4. ATHLETIC UNION CLUB BUDGETS

&

FINANCIAL REGULATIONS

This section covers the application for club budgets, and outlines the responsibilities of the club and its officers and members to enable them to abide by the regulations.

4.  A.U. CLUB BUDGETS

4.1
INTRODUCTION
When submitting an application for a grant from the Students’ Union, the elected Officers of a Club or Society must be aware of the criteria and financial regulations governing their activities before making the necessary declarations.

4.2
REGULATIONS.

4.2.1
OFFICERS

Each club/society must elect the following student officers;

a) Secretary: To whom all correspondence shall be sent and shall be responsible for the day to day running of the club/society. This person shall be the union’s point of contact for the club/society

b) Treasurer: Who shall be responsible for all financial matters within the club/society

c) Any sports club shall also nominate a Captain who shall be responsible for the performance aspects of the club including on-field and off-field discipline.

d) Social Secretary: This person will be responsible for the arrangement of fundraising activities for the club and will also sit on the SU/AU Social Committee to arrange and support collective activities.

e) Any other position (e.g. Chairperson, Social Secretary) can be elected entirely at the discretion of the club/society.

f) The Sabbatical Officers of the Students’ Union will automatically be an ex-officio member of every UWIC SU recognised club or society.

4.3
ACCOUNTS

4.3.1 Any Club/Society receiving a grant from the students union is responsible to UWIC SU and shall abide by all decisions taken by the union.

4.3.2 The Students’ Union Central Office shall hold the Club/Society account and all income and expenditure of the club/society must go through this account.

4.3.3 No club/Society will be allowed to open its own bank account or use any individuals account for club/member purposes. Any club/society that does so shall immediately be frozen and its activities stopped. The officers responsible will be brought before UWIC SU disciplinary committee. 

4.3.4 All clubs/societies are required to submit a budget form detailing expected income and expenditure for the academic year. For the 2010-2011 year, the club/society will have to raise at least 70% of their estimated expenditure.

4.3.5 No money will be paid out on behalf of a club/society until the union has received at least 50% of the estimated income.

4.3.6 Unless authorised by the President or the General Manager, the union will not pay club/society costs if at any time the current income is less than 33% of the current expenditure.

4.3.7 At least 80% of the club membership fees must be paid into the student union by the week ending 29th October 2010, otherwise the budget will be recalculated on the amount collected at that time. 

4.3.8
A club/society cannot exceed their total estimated expenditure unless:

a) This has been approved by UWIC SU Finance and Services committee; or 

b) The club/society pays in extra moneys amounting to the over-spend in expenditure.

4.3.9 If a club/society comes within £100 of its expenditure limit, the Students’ Union shall inform the Club/society treasurer in writing.

4.3.10 Either the secretary or the treasurer has the right to request a printout of the club/society account at any time. This can be obtained from the Finance Officer in the Student’s Union.

4.3.11 Legitimate club/society expenses shall be claimed for on a form available at the Central Office and shall be signed by the claimant and the Treasurer or in their absence the secretary. The union will pay expenses claims on Fridays only.

4.3.12 All outstanding income should be paid into the students union within 2 weeks of the ending of the Financial year (30th June)

4.3.13 Likewise, all invoices and expenses should be submitted to the union within 2 weeks of the ending of the Financial year (30th June)

4.3.14 A club/society may allocate funds to a separate budget to normal running costs (e.g. Tour fund) but only once their obligation to running costs has been met.

5. EQUIPMENT

This section deals with the purchase, Hire and storage of Club Equipment

5.
EQUIPMENT/KIT

5.1
The club/society should have an updated inventory of all equipment/kit it uses.

5.2 Any equipment bought by a club/society shall belong to UWIC SU for the sole use of the club who purchased it.

5.3 The purchase or hire of any goods (including facility hire) must be approved by the President or General Manager or in the case of Sports Clubs, the AU administrator and must be ordered ONLY on official Union order forms.

5.4 The purchase of any kit / clothing / or equipment will be made only from sources authorised by the Student’s Union, and orders such kit / clothing / equipment can only be made when accompanied by a purchase order issued by the Athletic / Student’s Union.

NB. The union will not accept any responsibility for any equipment/facilities not ordered on an official union order form and will not pay any money for this equipment or facility.

6. MISCELLANEOUS

This section covers Sponsorship, minibuses and other General Information

6.
MISCELLANEOUS

6.1 No club/society may receive funds from or support any organisation that operates in direct competition with the business of UWIC SU (e.g. Nightclubs /Bars) without prior approval of the Finance and Services Committee. 

6.2 Any club/society shall have the right to use the UWIC SU minibuses, which shall be booked up to one month in advance on a first come first served basis. When one is not available, UWIC SU shall endeavour to hire a minibus for the club/society. When using a UWIC SU minibus, the club/society shall adhere to the minibus regulations. In certain circumstances, this may be at the clubs expense.

6.3 UWIC SU minibuses CANNOT be used outside of the United Kingdom. (Southern Ireland is outside the UK) Any club/society travelling abroad must budget for the hire of a commercial minibus, which conforms to EC regulations.

6.4 Any club/society must satisfy the President and General Manager that all health and safety regulations will be adhered to and all reasonable health and safety precautions taken before embarking on any activity. Any club/society will only be insured for approved activities that fall into the normal operation of that club/society. In particular, no student may represent UWIC at sport unless they have joined the Athletic Union for a fee of £15. This fee includes insurance and other benefits.
6.5 Sports Clubs are responsible in the first instance to the Athletic Union Administrator. Societies are responsible in the first instance to the Vice-President (Communications). However, the President or the General Manager of the union shall have the right to intervene when and where necessary. 

6.6 It is a requirement of receiving a grant that the club/society attend Freshers’ Fayre and sends at least 2 members to the UWIC SU Annual General Meeting. Clubs/Societies failing to do so may have their budget frozen.

6.7 From time to time the Athletic Union may call general meetings of clubs. Again all clubs must attend or risk having their budget frozen.

These regulations are intended to cover most circumstances that may arise involving a club or society. However, it is possible that events not governed by these regulations occur. In this instance, the club/society shall abide by the decision of the Students’ Union officer responsible. If the club/society is unhappy with this decision, they may ask the President of the Union to intervene. If the decision of the President is unsatisfactory then the matter will be referred to the Finance and Services Committee. The decision of this committee will be final.
7. MINIBUS REGULATIONS

7.1
Registration of Drivers

7.1.1 All minibus drivers must be registered with the Students Union before they can take out a vehicle.  Drivers wishing to be registered should come to Central Union Offices Cyncoed, where they will be required to fill out the relevant insurance documents.  All minibus drivers must be over 21 and preferably have been driving over three years, with no more than five penalty points on their licence.

7.1.2 Please bring both parts of your drivers licence and make sure you know details of any accidents (including date and cost of damage to self/others) or convictions (date, type of conviction, and any penalty points or fines).

7.1.3 All Drivers will be required to sign a Drivers Agreement form, stating that they will abide to the terms and conditions of these minibus regulations.  You will be then issued with a driver's card that you will need to produce every time you collect the keys.

7.1.4 Drivers need to re-register every academic year even if you have driven the minibuses in previous years.

7.1.5 The registration process can take up to 5 working days, so please ensure that you are registered well in advance of the day the vehicle is required.

7.1.6  NO PERSON WILL BE ISSUED WITH KEYS UNLESS THE INSURANCE COMPANY HAS AUTHORISED THEM AS A USER.
7.2
Booking The Minibus

7.2.1
AU Clubs

7.2.1.1 All minibuses needed by AU clubs are to be booked with the AU administrator.
7.2.1.2 Minibuses will not be allocated for journeys within a 25 mile radius of Cyncoed unless specifically agreed between the AU, SU and General Manager.

7.2.1.3 If you have a full fixture list for the season then this is the easiest way for us to block book for you, but if any fixtures change you will need to let us know so we can change or cancel the booking.

7.2.2
Private & Society Hire

7.2.2.1 All Private and Society Hire enquiries must be checked with Student’s Union before they are booked into the diary.

7.2.2.2 If you need to cancel a minibus could you give as much notice as possible, and if out of office hours, could you leave a message on the answer phone in the office: (020) 20 416190. 

7.3
Collection of Minibus Keys

7.3.1 All keys must be collected from the main S.U. office at Cyncoed before 3pm on the day they are required.

7.3.2 If you are using a bus on a Saturday or Sunday you will need to pick keys up before 3pm on a Friday as the office is closed over the weekend, and keys will not be left for clubs/societies who do not pick them up.

7.3.3 Ideally the driver needs to be the person who picks the keys up, as they need to sign a form accepting responsibility for the vehicle.  If you are unable to pick the keys up yourself, can you phone ahead and let us know that you will be sending someone else to collect the keys on your behalf.

7.3.4 If you require the bus before 9am on the day you are hiring it, make sure that you let us know, as you will need to pick up the keys the day before as the office does not open until 9am.  We would appreciate at least 48 hours notice if possible, as if we are hiring a bus in for you we will need to know to book it in for the previous day.

7.3.5 It may be necessary for clubs/societies who are using the minibuses at the weekend to pick up minibus keys from the main reception desk at Cyncoed.  The keys will be in the minibus tin behind the desk, which will be issued to you.  The security staff will have a list of all clubs and societies who have hired buses over the weekend and will know who should be picking up keys.

7.3.6 If the keys are not in the tin, there are the contact details for all weekend minibus drivers so that you will be able to contact the person who had the bus previously and ensure that they have not still got the keys.  If your bus is not there, then check on the list that the other minibuses are not being used and if they are not then you can use that one.
7.3.7 Do not remove keys that are intended for another club – you will be fined if you do this
7.4
Mileage Forms

7.4.1 You will be issued with a mileage slip when you collect the keys.

7.4.2 All mileage slips must be completed with the fuel levels before and after you have used it, and also record start and end mileage.

7.4.3 Mileage slips MUST be returned to the S.U office in office hours or to Cyncoed main reception if after hours. 

7.4.4 If you fail to do this we will have to estimate the amount of miles you have done, which could end up costing the user more than the amount you have actually used.

7.4.5 There is a £5 charge for incomplete or unreturned slips.

7.4.6 If the bus is dirty or damaged when you pick it up, please make a note of this so that we can charge the driver responsible.

7.5
Hire Buses

7.5.1 It may be necessary for you to use a hire vehicle instead of a SU vehicle; the hire company is usually Arrow.  Many hire vehicles are not delivered until the day they are required, so you may have to collect keys from main reception at the weekend.

7.5.2 You must return the hire vehicle with a full tank of fuel or we will be charged by the hire company for replacing the missing fuel.  This charge will then be passed onto you.

7.5.3 Please return hire vehicles promptly or we will charge you for any extra insurance/hire charge that the lateness incurs.

7.6
Journey Rules

7.6.1 Minibuses should only be used for the purposes stated on receipt of the keys. Should the bus be used for any other purpose, our insurance policy does not cover this use and the SU will not accept any liability for any damage incurred.

7.6.2 A passenger list must be completed before departure and left in the Students Union during office hours or in the minibus tin behind reception if out of hours.  This is an essential Health & Safety requirement and MUST NOT be ignored.

7.6.3 The driver is responsible for the keys and vehicle on collection and must ensure the following are adhered to:

· NO ALCOHOL OR SMOKING IS PERMITTED ON ANY VEHICLE.  If we suspect that either has been the case then the club will be reprimanded and charged accordingly.  

· All passengers behave responsibly whilst in the vehicle

· All passengers wear a seatbelt whilst the vehicle is in motion.  

· All gangways and exits are not obstructed by luggage.

· Any equipment/baggage stowed on a roof rack must be secured adequately and safely using a sufficient number of ties.

· When reversing ensure another person can ‘spot’ you.

· For long journeys of over 150 miles there should be a second registered driver nominated – please inform us of their name and contact details on departure.

7.6.4 If a driver is caught speeding or found guilty of dangerous/reckless driving whilst driving a vehicle then he/she will lose the privilege of driving our vehicles and will be responsible for any charges imposed.  Any traffic fines must be paid for by the driver and reported to the SU. 

7.7 Fuel charges

7.7.1
AU Clubs/Societies

7.7.1.2 In the majority of cases you will be issued a fuel card with which to pay for fuel.
7.7.1.3 Retain all fuel receipts and return in the key pouch.

7.7.1.4 In the case of there being no fuel card then you will need to pay for fuel yourselves and claim the money back from the SU – fill in a claim form which can be obtained from the office.

7.7.1.5 Arrow buses will need to be paid for by the driver, as there are no fuel cards available.

7.7.2
Private Hire  

7.7.2.1 There will be no fuel cards issued in the case of Private Hire unless by prior agreement.  You will be required to pay for your own fuel.

7.8
Return of Buses and Keys

7.8.1 The minibus should be returned with a CLEAN interior and at least ¼ tank of petrol.

7.8.2 Buses returned in a dirty state will be charged for.

7.8.3 Minibuses should be parked in the S.U. car park when they are returned, and keys dropped into the office if in office hours (9am – 5pm) or to main reception if out of hours.  The fuel card must be returned as well – lost fuel cards carry a charge of £10, payable by the club or society who have used the bus.

7.8.4 This should be done promptly as other people will may need the bus after you, and your club/society will be charged if other people are prevented from using the bus because of your action.

7.8.5 If a particular club or society repeatedly returns keys late we will be forced to ban you from using the buses.

7.8.6 If there are exceptional circumstances for your inability to return the vehicle on time, please phone main reception on 02920 416155 to let security know should any other club come in needing the bus.

7.9
Breakdown

7.9.1 In the event of a breakdown, please contact the RAC (card in the visor on the drivers side).  You will need the account number, registration number and details of your location.

7.9.2 Stay with the vehicle until it is recovered.  

7.9.3 Contact the Student Union as soon as it is practical on (029) 20 416190 – if it is out of hours then leave a message.  Also note it down on the mileage slip when it is returned.

7.10
Damage

7.10.1 Damage sustained to the vehicle MUST be reported to the SU on return of the vehicle, no matter how small.  

7.10.2 Genuine accidental damage will not incur a fine.

7.10.3 Failure to report damage will incur a fine, and in more serious cases may lead to the driver/club/society being banned from using the vehicle in the future.

7.10.4 You will be required to submit a damage report explaining how, when and where the damage was sustained, so make a note of relevant details.

7.11
Hire Charges
7.11.1 AU & Societies - All Club and Society use will be charged to the club/society budget, except for BUCS games, which the SU will pay for.

7.12
Private Hire

7.12.1 All External Hire must be paid IN FULL before keys can be issued.

7.12.2 The charge is £35.25 per day plus fuel.  We must have an order number for all internal hire before keys can be issued. 

7.13
Fines

7.13.1 Fines are payable by the driver of vehicle who is responsible for the keys and the bus during the period of hire.

7.13.2 For club/society hire the only exceptions to this are damage caused to the bus, which will be charged out of the budget.

	Action


	Fine Imposed

	Failure to return keys on time
	£10

	Loss of fuel card
	£10

	Dirty Interior
	£10

	Misuse of Fire Extinguisher
	£10

	Failure to Report Damage
	Cost of Damage

	Speeding/Dangerous Driving
	Driver Banned

	Incomplete/Unreturned mileage slip
	£5

	Unfilled hire vehicle 
	Cost of Refuelling

	Any Other Offence Deemed Serious
	To be agreed by SU Exec

	
	


7.14 Contact Details

7.14.1 The Students Union (Danielle Angell) can be contacted on (029) 20 416190 

7.14.2 The Athletic Union can be contacted on (029) 20 416953 
7.14.3
Main Reception, Cyncoed can be contacted on (029) 20 416155

8.
INSURANCES & PHYSIOTHERAPY

8.1 All members of an Athletic Union Club shall pay a £15.00 membership. This is a one-off payment, and covers any number of clubs a person belongs to.

8.2 Insurance is supplied for under cover by Endsleigh Insurance and includes cover for authorised sporting and SU activities as well as minibus and public liability cover.

9. SPORTS FACILITIES

This covers the Times and Dates for Club use of the UWIC Sports Facilities and any other Facilities that need to be hired.

9.
SPORTS FACILITIES
9.1
Training Facilities
9.1.1 All training Facilities shall, wherever possible, be provided by UWIC Sports Facilities.

9.1.2 All training Facilities shall be booked through the Athletic Union who will confirm with Sports Facilities that their uses are for a bona fide purpose.

9.1.3 Clubs must confirm their requirements for training before the end of the Summer Term of the preceding academic year. Failure to do so will result in facilities for that club not being booked.

9.1.4 The training times shall be block-booked for the following periods:

A)
Autumn Term (2010)



Beginning 1st Week of Term (20th September 2010)



Finishing 1 week before Term Ends (10th December 2010)

B)
Spring Term (2010)

Resuming  (17th January 2011)




Finishing the last week of Term (25th March 2011)

9.1.5 Should training time be required outside the above times, then:

9.1.6 Check with Sports Facilities that the facility you require is free.

9.1.7 Inform the Athletic Union Office of the facilities availability and the reasons they are required and the Athletic Union will confirm the booking with SFM.

9.1.8 It is the clubs responsibility to ensure that the training times are cancelled with Sports Facilities if the facility is not being used. Failure to cancel could result in sanctions being imposed on that club/team.

9.2
Match/Game Facilities
9.2.1 Facilities will be booked for home games by the Athletic Union on receipt of the Fixture lists for each club who will then inform Sports Facilities.

9.2.2 To eliminate any error, a copy of the fixture list should also be lodged with Sports Facilities booking clerk.

9.2.3 It is the responsibility of the Club Secretary to inform the Athletic Union and Sports Facilities immediately of any fixture alteration in order that the facilities can be cancelled and amended.
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