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What we will cover:

« HEAR protocols

« Committee meeting top tips
* News Articles

 Emalls and GDPR

* AGMs

 How to contact us
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Higher Education Achievement Report
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What is the HEAR? Q©L

Volunteer Agreement Recogn!zed on your Great for your CV!
Academic Transcripts

. All of the protocols
Collate your evidence :

, and evidence types
as you go - You'll need e in

- |
this later! the Society Handbook
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HEAR Protocols

1. Be elected by peers

2. Attend compulsory society committee training

3. Attend at least one drop-in with a Societies Coordinator
4. Plan and deliver a range of activities over the year

5. Ensure all compulsory Health and Safety

documentation was submitted to the Guild, including
risk assessments

6. Ensure the society Iis accountable to its members
for example by submitting at least one news story to
their section of the Guild website

7. Maintain contact with Guild staff including
informing them of the date and outcomes of the
annual meeting
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HEAR Timeline

The University

. - - - will upload your activity
Complete 'Committee Submit Evidence to your HEAR, and then

Details' Survey in Semester 2 to

Society Inbox your degree transcripts!

PDF of protocols and evidence on
the website

Compile your We submit your record
evidence as you go! to the University
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What evidence can | use?

[ 1. Elected by Peers ]
J

The election results and email you receive ]
[ 2. Attend compulsory society committee training ]

J
Your email confirmations from booking onto the sessions ]

.

[ 3. Attend at least one drop-in with a Societies Coordinator

l Your email confirmation from booking a drop in

Email threads with your Coordinator count as evidence too!
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Any gquestions?

* If you have any questions, please put them in

the chat and we will reply!

* Or feel free to take yourself off mute and ask

me how! ©

* You can also catch us after the session.
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Regular Tasks
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Minute taking and meetings

Book in regular meetings
where you can
communicate face to face.

Use your group chat for

agenda setting rather than
lengthy discussion/debate.

Find a time that suits
everyone.

Form sub committees for
tasks based on
interest/skills/availability.

Speak to your coordinator
for help

Secretaries should provide
agendas, minutes and
contribute to event ideas.

Your roles are not set in
stone.
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Agendas and Minutes

e Set an agenda

« Take minutes for a formal record of your committee
meetings

 Circulate to committee members

Full guidance on Guild website > Society Resources >
Meeting Resources



Charity Number: 1137398

Liverpool Guild of Students
Company Number: 07324992

== Liverpool
o 160 Mount Pleasant, L3 5TR
Guild of +44 (0) 151 794 6868
Students www.liverpoolguild.org

Support with organising events.

: Your coordinator will be in
Submit event cover form (e touch with any questions

Come up with event

idea at committee meeting

Your coordinator will

Reply to your coordinator : : : : :
P yans)\//vering - ’ Read and sign risk send a confirmation email,
y assessment and your event can now

additional questions take place!



= Liverpool Liverpool Guild of Students Charity Number: 1137398
o 160 Mount Pleasant, L3 5TR Company Number: 07324992
Guild of

Writing news articles

It iIs your job to provide updates on the society webpage

* This is your opportunity to show off your society
activity

« Get creative

« Contributes towards your HEAR
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Salsa Society - Year

Round Up!

Published: 26 Apr 2024 16:26 , Last updated: 24 Jul 2024 15:57

Mickie Carline

WEREWN ratings yet

Good Afternoon everyone!

This is a little end of term round up of all ¢

a few reminders about the exciting things

How BakeSoc will run this Semester (Sem 1 2020)

Hi averyone!

Hope you are keeping well and have
managed 10 get your flour and sugar
now that the shelves ars stocked up’

We would like 10 just pop on here 1o
let you guys and gals know that for
this semester, we will Da fully online
B Unfortunately. due tothe
Coronavirus Situation, we are not able 1o meet physically @ Bua fret not! We ara
still running regular events. We have been doing Bake-Alongs on our Instagram

Fuolbakesoc and Facebock pags: where we post vidaos of ourselves baking and
hen you join us by baking the sweet/savoury treat and tag us in your creations

Home / News

New videos are regularty postad on We
answering our polis and sending in pictures of y

We are also thinking of ruming a coupte of live
nterested. So get n touch With Us - we would i«

== Liverpool
Guild of
Students

Times are challenging Deng Cooped up in our h
bring you and your household EVEN CLOSER (i
some Joy and fun

Tue 16 Jul 2024
A Letter to First Year
Me

Happy Baking! See you on Instagram/Facsboot

Yours sweet-cerely (sincerelyl, the BakeSoc Co

Liverpool
Guild of
Students

Mon 08 Jul 2024
TopTips for
Graduation 2024

Charity Number: 1137398
Company Number: 07324992

== Liverpool
Guild of
Students

Wed 15 May 2024
Guild Awards 2024
Winners

Thu 04 Apr 2024

You're invited to the
Guild’s Annual
Members’ Meeting
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Task

Turner on mics or in the chat box suggest
a news article you could write for
your society
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Society Inbox

It is part of your role to reply to emails in your society
inbox. Below are some tips to remembers:

* Keep your tone polite and friendly
* Make sure to include your name in the sign off
* Respond in a timely manner

Reply to all your emails
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GDPR

2018 — Reform in the way every organisation stored
data. That includes your society at the Guild!

How can we keep our members data secure?

- Use only ****@society.liverpoolguild.org email
address

- Membership and attendance lists on Guild website
only

- Contact members through Guild website only
- Only contact members about the society activity
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Completing risk assessments

It is part of your role to ensure risk assessments are
signed and returned to Guild staff before your event

Emergency situation Additional control required

In case of emergency whilst on Guild or University premises, go to Guild
Reception or call 2222 from any internal phone/0151 794 2222 from any

other phone,
|Liverposi |
[Guid of
£ The Campus Support Team will contact the emergency services if
necessary.
| In case of emergency whilst not at the Guild or University premises, Call the Guild on 07970247511 Monday-Sunday 6am-11pm
contact emergency services an 999,
RISK ASSESSMENT FORM
Location: Building: Outside these hours, contact Campus Support on 0151 794 2222
Society: Person Responsible:

Capacity of Room: Risk 25525500 [SIgNATUR) .. smmsmsmss s s D88 e AUTHOFISEd By (SIENAIUE). v s serssssssses DA s e

Activity/Event (please describe the event in as much detail):

who can be y affected by the activity

.Ensure all compulsory Health and Safety documentation was
submitted to the Guild, including risk assessments
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Annual General Meeting (AGM)
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Any Questions?

* These can be about anything we’ve talked
about so far.

* Feel free to take yourself off mute and let us
know or use the chat box!

* You can also message us privately on the chat
and we can read the questions out |
anonymously or catch us after the session.



L . f 160 Mount Pleasant, L3 5TR Company Number: 07324992
Guild o +44 (0) 151 794 6868
Students www.liverpoolguild.org

HEAR Protocols

M 1. Be elected by peers
M 2. Attend compulsory society committee training
M 3. Attend at least one drop-in with a Societies Coordinator
y 4. Plan and deliver a range of activities over the year
5. Ensure all compulsory Health and Safety

documentation was submitted to the Guild, including
risk assessments

™ 6. Ensure the society Is accountable to its members
for example by submitting at least one news story to
their section of the Guild website

& 7. Maintain contact with Guild staff Including
Informing them of the date and outcomes of the
annual meeting

‘= Liverpool Liverpool Guild of Students Charity Number: 1137398
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Keep In touch!
N N

-

AN )

TBC; Societies Coordinator — Steph Blything; Societies
Academic & Celebrating Coordinator — Performing Arts
Culture & Celebrating Faith -
S.Blything@liverpool.ac.uk

4 )

Hannah Fowler; Societies &
Volunteering Manager —
Medical Societies -
hfowler@liverpool.ac.uk

g J

Hattie Travis ; Societies TBC; Volunteering &
Coordinator — Affecting Fundraising Coordinator —
Change & Sharing Activity - works with all societies -

H.Travis3@Iliverpool.ac.uk



mailto:hfowler@liverpool.ac.uk
mailto:S.Blything@liverpool.ac.uk@liverpool.ac.uk
mailto:H.Travis3@liverpool.ac.uk
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How can | get in touch?

Our Admin Inbox: saadmin@]liverpool.ac.uk
Drop In:

10-11am

11am-12noon

Coordinator TBC — Drop
ins paused

Steph - Society Drop-

Hattie — Society

Coordinator TBC — Drop ins

Monday In Drop in paused
Coordinator TBC — Drop ins paused
Coordinator TBC -
Tuesday Drop ins paused Steph - Society Drop-In
Han:ah ; (Z(I)(om - no Hannah F (Zoom - no need to
need to book)
Wednesday el book)
Coordinator TBC — Drop
ins paused Coordinator TBC — Hattie — Society
Thursday Drop ins paused Drop in
Hattie — Society Drop Steph - Society Drop-
Friday in In

You can find a copy of this timetable on the Guild website all year round.

Charity Number: 1137398
Company Number: 07324992



mailto:saadmin@liverpool.ac.uk
https://calendly.com/s-blything/30min
https://calendly.com/s-blything/30min
https://calendly.com/h-travis3/30min
https://calendly.com/h-travis3/30min
https://calendly.com/s-blything/30min
https://liverpool-ac-uk.zoom.us/j/92889541132?pwd=aW5Ud0hJSGFDZUwrMUk1Si9DMkVwdz09
https://liverpool-ac-uk.zoom.us/j/92889541132?pwd=aW5Ud0hJSGFDZUwrMUk1Si9DMkVwdz09
https://liverpool-ac-uk.zoom.us/j/92889541132?pwd=aW5Ud0hJSGFDZUwrMUk1Si9DMkVwdz09
https://liverpool-ac-uk.zoom.us/j/92889541132?pwd=aW5Ud0hJSGFDZUwrMUk1Si9DMkVwdz09
https://calendly.com/h-travis3/30min
https://calendly.com/h-travis3/30min
https://calendly.com/h-travis3/30min
https://calendly.com/h-travis3/30min
https://calendly.com/s-blything/30min
https://calendly.com/s-blything/30min
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Take a few moments to complete
this short feedback form
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Be sure to sign up to part 2 of
your training — Iin person!

See you there!
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