
Welcome!

Scan to register your attendance!



Meet the Activities team!

Paul Jones (he/him)

Head of Student Activities

Anna Russell 

(she/her)
Assistant Head of 

Activities - Sport

Ffion Hewlett 

(she/her) 
Sports Clubs 

Coordinator

Julian Turner (he/him)

Transport Coordinator

Ellen O’Dwyer (she/her)

Assistant Head of  Activities - 
Societies, Volunteering and 

Student Media

Sophie Irving (she/her)

Societies and 
Volunteering Coordinator

Lily Cornish (she/her)

Societies and 
Volunteering Coordinator

Elaine Morgan (she/her)

Student Media Coordinator

Karl Spires (he/him)

Give it a Go 
Coordinator



Your elected officers!
Your elected officers are elected by students to represent students. There are 7 full time 

officers in total but as a committee member you’ll see and hear most from Georgia and Eve.



First things first!

Coming up 

in this 

session:

1

Accessing and using your web page2

Accessing and using committee resources3

Accessing and using the student portal4

Daily tasks as a committee member5

Q&A6



Student groups must uphold requirements to benefit 

from SU affiliation.

Affiliation requirements1

Each affiliated student activity group is required to 

maintain a valid and approved constitution outlining 

how they are governed.

Your constitution
Student groups and their members must abide by 

the code of conduct. Breaches may result in 

disciplinary action.

Activities Code of Conduct3 4

The Activities Laws aim to clarify the rights and 

responsibilities of affiliated students' groups.

The Activities Laws2

First things first!
Some pre-semester reading for you…



Affiliation Requirements

• Minimum of 20 members
• Core committee must consist of a President, Treasurer and Secretary.
• Committee must purchase guild/AU membership and club/society membership.
• Register all activity with the union and all participants as society members.
• All committee members complete all compulsory training.
• Keep all club/society funds in the Students’ Union bank account and keep a constant 

positive balance, unless pre-agreed.
• Seek approval from the SU for all contracts signed by the club/society.
• Adhere to a valid constitution (your agreement between the SU and the club/society).
• Run a democratic committee election, hold an AGM, take minutes of your AGM, and submit 

these to the Societies/AU Team.
• Submit all requested documents by the deadlines set by the Societies/AU Team.
• Adhere to the Activities Code of Conduct Policy.
• Code of Conduct must be publicly shared with your members.



www.cardiffstudents.com



WEB PAGES



Who you are, what you 

do, where do you do it, 

when do you do it?

Contact information

Key Info

Committee members will 

all be listed at the bottom 

of the page.

Committee
Make your page look 

inviting and exciting, 

include pictures of your 

activity!

Pictures
Tickets to your events 

and products such as 

merchandise will all show 

at the bottom of your 

page.

Tickets & Products

Your page should include 

information about 

membership – how much 

and what’s included? 

Students can buy them 

from this page.

Membership

Web pages
Affiliated groups have their own webpage on cardiffstudents.com. Prospective 

members, members, students and staff will use your webpage as the central hub of 

information. It is the committee's responsibility to keep this page up to date. 



Go to your webpage!



Web Pages

www.cardiffstudents.com



Web Pages



Web Pages



Web Pages



Web Pages



Web Pages



Web Pages



Web Pages



Web Pages



Who, what, where, when

Does your 

webpage 

have…

Contact information

Social media

Graphics or photos

Membership information

FAQ’s



Friday 20th September



ADMIN TOOLS



Edit webpage

Memberships

Sales reports

Products

Events and tickets

Elections

ADMIN 

TOOLS



Go to admin tools!



Admin Tools



Admin Tools



Admin Tools



Edit Webpage



Edit Webpage



Edit Webpage



Memberships



Memberships



Message Members



Message Members



Message Members



Events and Tickets

There is a detailed step-by-step guide in the Committee Handbook!



Events and Tickets

There is a detailed step-by-step guide in the Committee Handbook!



Add New Event



Add New Event



Add New Event



Add the tickets…



Add the tickets…



Products

There is a detailed step-by-step guide in the Committee Handbook!



Products



Products



Sales Reports

There is a detailed step-by-step guide in the Committee Handbook!



Sales Reports



Elections

There is a detailed step-by-step guide in the Committee Handbook!



Elections



Elections



Elections

• Title

• Display period

• Description

• Nominations period

• Manifesto deadline – online and paper 

should be the same

• Manifesto help text

• Visibility – who can see your election

• Polling period

• Website voting time restrictions

• Save election



Elections



Committee Resources



Forms and Templates

Room booking information

Transport information

Health and safety

Committee Handbook

General Information

COMMITTEE 

RESOURCES



Go to committee 

resources!



Committee Resources



Committee Resources



Committee Resources



STUDENT PORTAL



SU room bookings

Online training

Finance requests

Coach registrations (clubs)

Handover (clubs)
STUDENT 

PORTAL



Go to student portal!



Student Portal



Student Portal



DAILY TASKS



Planning Activity

• Plan your activity in 

advance at committee 
meetings

• Ensure activity is in line with 

aims and objectives
• Activity should be inclusive, 

accessible and enjoyable

• Risk assess

Planning Execute
• Seek feedback

• Review with committee 

and make changes

Feedback

Get in touch with your staff contact if you’re unsure!

• Committees' responsibility

• Duty of care

• Follow terms and conditions 
of facility

• Regular



Room Bookings

• Plan in advance

• Make your requests 

early

Planning

• Check the room 

booking system 

regularly

• Check emails

Monitor Execute

Get in touch with your staff contact if you’re unsure!

• Follow terms and 

conditions of facility

• Report back any issues



Finance Requests

• Budget plan

• Required spending only

• Presidents and 

Treasurers responsibility

Planning

• Expect 2 week turn 

around

• Be as detailed as 

possible

Portal
• Check finance portal 

for comments

• Check emails

Monitor

Get in touch with your staff contact if you’re unsure!



Email Communication

• Personal @cardiff

• club/society@cardiff

• Committee updates

               Weekly!!!

Monitor

• Communicate with 

your members

• Respond to 

perspective members

Members
• Check training notes/committee 

resources/committee 

update/ask committee first

• Be clear, concise, include key 

information

• Remember our response time 

and be polite

SU



Accessing your account



Accessing your account



Questions?

Scan to register your attendance!
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