	
	
	



Executive Committee Role Guides
By VP Societies 2024/2025

Congratulations! Being a Society Executive Committee Member (Exec) is one of the most rewarding things you can do whilst at university. To be successful you will have to be dedicated, organised and most importantly of all - really believe in what your Society does. 
The purpose of this guide is to help you get a clear idea about exactly what being a Society Exec involves. It includes:
· Overview of Exec roles
· Key areas of responsibility
· The skills needed to do a good job
· Trouble-shooting common challenges
· What makes a strong Society
· Where to find further support
By undertaking this role, you are enabling your fellow students get the most out of their membership. Simultaneously, you also have the chance to really boost your skills and make a big difference to the student community.   
This is a guide! This not a mandatory rule document, it is a guide for an exec to use to support with the running of your society.
There are three Core Roles on every Executive Committee:
1. President
The President is the figurehead and leader the Society.  Responsible for setting goals and objectives, managing the Exec team, and overseeing all corresponding activity.
2. Welfare 
A Welfare Officer is an approachable figurehead who is there to provide initial support to society members. However, a significant part of their role is ensuring they signpost members to the University’s and SU’s welfare and support services. 
The Welfare Officer also has a responsibility to promote inclusivity and accessibility in their society.

3. Treasurer
It is the Treasurer’s responsibility to handle the finances of the society.  However, they must also have their eye on the bigger picture. They need to know exactly where your finances stand and be able to plan accordingly. Treasurers may be responsible for acquiring funds to support society activities through membership fees, grant applications, acquiring sponsorships or other sources of funding, however, this may sit under another role depending on the Society’s preference. 

Beyond core roles, there are three Core Responsibilities that any executive committee member can take on. Unlike core roles, these can be shared by multiple members, or even held alongside a core role.  You must prioritise these responsibilities being covered, but who takes them on is flexible.

Equality and Diversity
· This means being responsible for equality of access and opportunity within your society, ensuring that spaces and events are equally available for members to come to and participate in, and that their enjoyment and success within these spaces and events are facilitated equally
· It is important to consider how your society is accessible to different groups, including different members of different genders, racial minorities, religions, physical (dis)ability, neurodiversity, age and nationality
Safety
· All events must be safe. For certain events, risk assessments and planning packs will have to be produced to minimise safety concerns. You as an exec will need to write a risk assessment for your society activities in your annual risk assessment within your handover pack each year.
· As an exec you must be mindful of safety and ensure all members are as safe as reasonably possible
· It is important also for exec members to be active bystanders at events in the face of misconduct and unacceptable behaviour to call it out and prevent it when it occurs/has the potential to occur. To better prepare execs for this, make sure at least three from your society have completed the Active Bystander Intervention Course .
Secretarial Duties
· The Secretary is the ‘organiser’ of your Exec and ensures that things run smoothly. 
· They organise meetings, book rooms, record keep and write minutes.
· It is important to ensure any important information that needs to be passed down to future execs are recorded and easily accessible.


A Society can operate successfully with only a President, Welfare and Treasurer. If your aim is to make your Society even stronger you may want to expand your Exec.


Popular additional roles include:
Social Secretary

The key function of a ‘Social Sec’ is to organise well run, fun social events.  Their role is important because socials allow your members to get to know each other better, enjoy themselves more…and ultimately build greater commitment to your Society.

Publicity Officer

Every Society needs publicity – from ball tickets to hoodies.  Having someone focus on doing this effectively is a great way to recruit more members, network with other Societies and create a real buzz around your activities. 

Charity Officer
The Charity Officer is dedicated to managing and developing new and existing fundraising opportunities.  If your Society is serious about raising money for charity, then this role is highly recommended! 

Vice President/Co-President
Not all societies have a Vice President (VP)/Co-President but for some, they’re a valuable addition to your Exec. Many VPs take on secretarial responsibilities and assist with delegating work between Exec members and Co-Presidents can help improve discussing decisions as a team and flatten the Exec structure.

HOW TO…. BE A WELFARE OFFICER!

Welfare - Key areas of responsibility	Comment by Hannah Hough: I would get Charlotte to read this section
As welfare officer, your key role within the society is to signpost members to available support and raise awareness of support services at the University. 	Comment by Charlotte Cowdell: I would rephrase this to say their role is to signpost to available support and raise awareness of support services at the University. I would be worried that saying they provide as listening ear and initial support could blur boundaries 
You are also responsible for ensuring that events, activities and spaces are accessible, comfortable and as inclusive as possible.

Here is a breakdown of your main responsibilities:
 
Be Approachable and Be Present
The key to this role is to be an approachable figurehead, who people feel happy and comfortable talking to about their thoughts or concerns within the society. Therefore, it is important you are present within society events, mindful of the people around you, and generally positive and open to discussion.
At the start of the term or at different events, make sure you talk to new members and make them feel welcome. Try to be present as an active listener (e.g. not on your phone or always talking to friends that you already know), taking the time to listen to what people need and encouraging them to open up about themselves, rather than you talking about yourself or getting distracted. You could consider asking the exec to all talk to someone new at the start of each event, to make sure that new members know more faces and names and feel more comfortable being at the society. 
You should also make sure that members are aware of you and your role, and that you can support them throughout the term. This may be difficult at times so please ask for support if you need it. See below for more guidance on maintaining healthy boundaries and signposting when needed. 

Support  welfare issues – and then signpost as required
Your members will see you as an expert in the support services that are available and will approach you for signposting. As such they may bring concerns and therefore it is important you are an active listener, provide a sympathetic ear and friendly face for people to feel comfortable to ask for signposting. 

Boundaries
Remember, you are not a trained therapist! Whilst it is your job to provide initial support and sympathy, it is not your job to take on members’ concerns as your own, or to be anyone’s sole source of support. If you feel like this is happening, you can speak to the SU Advice Centre about how to make sure you are maintaining appropriate boundaries.
Signposting
You should also make sure you know where to signpost members in the case of a more serious welfare concern. This means a concern that can’t be eased through an informal chat, where you are worried about the mental or physical safety of a member, or when multiple members of your society are involved in a complicated incident.
· The SU Advice Centre is a free, impartial and confidential service that can provide advice about a range of issues, including mental wellbeing, housing, finances and interpersonal conflict. They can also refer to other University services – although they are independent from the University itself.
· Cases of sexual misconduct, harassment or hate crime should be reported to Report and Support, either anonymously or with details. It is important to remember that making a report doesn’t mean action will be taken – Report and Support advisors are guided by reporting parties first. Report and Support can run an investigation to determine, based on the case, what is the appropriate action for the SU and society to take.
· Wellbeing and Student Support provide a variety of mental health and disability services. This includes counselling, group therapy sessions or reasonable adjustments, and are a really good way to support your members to be able to cope with wellbeing challenges.
· For emergencies, where someone is in danger (to themselves or others), please call Community Safety (on-campus) or the emergency services

Issues involving Conflict
At times (not for cases involving serious misconduct), you may be aware of conflict within your society. Please do not mediate it and instead guide them towards discussing the conflict with SU staff particularly the Advice Centre or the University’s Mediation service Warwick Mediation. Given this if someone makes a complaint to you, it is important to meet them and check-in on how they are feeling and how they want the issue to be resolved. 
If the issue surrounds claims/suggestions of a Vote of No Confidence or removal from an exec position, the SU Societies Officer must be consulted before this vote can take place. If the complaint involves serious misconduct do not resolve the issue or attempt to mediate the conflict yourself or within your society - this must be addressed via Report and Support. If unsure reach out to the SU Officers, Student Activities, or Advice teams, who can advise. 
At certain events, there will be other staff present who can provide further support - for example, First Aiders and general security at events hosted in the SU. These individuals are trained to support welfare disclosures, and managers are Mental Health First Aid trained, so please remember to go to these individuals if needed.   

Promote welfare, equality and inclusion
It is important that as Welfare Officer, you highlight the overall importance of looking after yourself and each other. You must advocate for your society to be supportive and inclusive, as you are the officer responsible for ensuring the society is as welcoming as possible.
Ideas
At the start of the term, this can look like ensuring the exec are talking to new members (rather than just hanging out in established friendship groups), running freshers/postgraduate meet-ups, or starting a buddy scheme for freshers to connect to more established members.
Many Welfare Officers also like to host welfare drop-ins throughout the term, to provide members with a space to discuss what is on their mind and have an informal space to hang out aside from the society’s main activities. This can include coffee chats, movie nights, wellbeing walks or other wellbeing-related socials.
You can also make sure that night-time events that involve alcohol have a designated ‘sober exec’, who is not drinking, and who is the point of contact if members want to have a chat throughout the evening (this can take the pressure off you being a welfare officer 24/7!).
Training
You should be making sure the society is aware of the training they can access to handle certain issues – such as the University’s Active Bystander training, becoming Report and Support ready, or having First Aid training 

Ensure events are inclusive and accessible
As one of the key people responsible for inclusion and accessibility, it is important to be mindful of what events your society is running, and whether everyone is able to access them.
It is important to consider how your society is accessible to different groups, including different members of different genders, racial minorities, religions, physical (dis)ability, neurodiversity, age and nationality. Consider if your exec is diverse in age, gender, nationality, ability etc. If not, how are you seeking input from these members?
Ideas
Consider some of these questions when organising events, socials, training sessions or tours:
· Are the rooms you have booked accessible to people with physical disabilities? 
· Does your social calendar include sober socials for members that don’t drink? 
· Have you made sure that you have a ‘ sober exec’ at each social who is keeping an oversight over the night? 
· Are your social media posts and marketing designed in an accessible way?
· At events with bigger crowds or noise, have you provided a space for members to feel supported or take some space if they need?
· Do you have a well-stocked welfare pack for last minute emergencies?
· Can you put out an anonymous feedback form to hear from members about what they want/need?
· Perhaps suggest the exec have representative roles such as postgrad, international or fresher reps to hear more diverse voices

External Support
As welfare officer it is highly beneficial if you are aware and least engaged in some of the SU and the University's initiatives in terms of improving inclusivity and accessibility. It is recommended you check out the SU Website and get in contact with the VP Welfare and Campaigns to be aware of these. For example, Disability Awareness Month or Black History Month.



What a Welfare Officer is and is not
It is very important you are aware of what you are and aren’t responsible for as Welfare Officers. Ultimately you are responsible for supporting general wellbeing and inclusion within your society, and signposting members to relevant institutions who can provide professional support. You are also responsible for advocating for your society to be more inclusive and welfare conscious.
Welfare officers should not be running advice or counselling and societies should not be running their own investigations of a report of misconduct. You are there for initial support before signposting members in distress towards the relevant institutions – but you are not responsible for dealing with any disclosures on your own.
If you are unsure how to set or maintain boundaries, please talk to the SU Advice Centre, VP Societies or VP Welfare and Campaigns for advice and support.



Welfare Officer – Key skills

· Communication and boundary-setting
· Organisation
· Empathy and good listening skills
· Ability to resolve/mediate conflicts
· Creativity 
· Decision making 
· Team work
· Motivation 


It should now be clear that being a Welfare Officer is a brilliant learning curve and a fun role too.  Warwick Students’ Union is working with Careers & Skills to ensure you get the support you need during your time in this role.  Why not sign up for free workshops like public speaking and time management being offered throughout the year!  See here for more information: http://www2.warwick.ac.uk/services/scs/ 
We can also help you learn how to effectively show off the skills you have acquired to future employers!  See ‘Being a Welfare Officer and your CV’ below.

Challenges & how to solve them…

Dealing with overwhelming disclosures
· Ask for help from fellow exec if a disclosure is overwhelming or personally upsetting. If something triggers you directly you are not obliged to deal with it alone. You can approach fellow exec members or SU staff for support with your own mental health or the disclosure itself, so don’t be afraid to distance yourself from the concern when it protects your own mental health.
· Make sure you signpost the disclosure asap to a trained professional body (SU Advice Centre, Report and Support, Wellbeing and Student Support), and support the affected member through that process only if you have the capacity.

For concerns of serious misconduct:
· Point your member towards Report and Support. If they are unwilling to contact Report and Support themselves, you can offer to make the report with them, or can point them to the Advice Centre for a trained advisor to help them in making a report.
· If an incident has happened within SU property (e.g the Copper Rooms, T-Bar, the SU Atrium) please contact complaints here: complaints@warwicksu.com


Time management
· Plan meetings, activities and events well in advance – for example, through scheduling regular welfare drop-ins and ensuring your designated ‘sober exec’ is agreed a week before an event
· Write a timeline, delegate and don’t leaving things to the last minute

Balancing degree workload with being Welfare Officer
· Your exec team may also be experiencing this so try to support each other. Your role as Welfare may be more challenging than another exec role – so ask for help when you need.
· Propose sharing tasks when someone has a quieter spell and vice versa.
· To handle workload perhaps consider creating a deputy or vice welfare exec within your society
· Ensure that you set boundaries – either to yourself, or publicly to your society. For example, you will host Welfare Drop-ins and try not to take welfare enquiries outside of that; you will designate a certain amount of hours a week to this role and no more; you will delegate to a different exec member of you need
· Speak to us if you’re struggling! Ultimately, as a student your degree comes first, and the Advice Centre, SU staff and Full-time Officers are here to understand and support you.

Balancing other roles alongside Welfare Officer (in the same or a different exec)
· Make sure you are clear on each role’s description so you can distinguish each of the roles and its responsibilities
· Try to use a system to track what you have to do for each position – e.g. to-do lists, Notion pages, Trello lists, etc.
· Make sure you can prioritise what you need to do for each position
· Ask fellow exec members for support in delegating responsibility if it becomes too much

Sustaining commitment throughout the year 
· Encourage ownership by involving your Exec in planning and decision making around welfare events, so you don’t feel like the only one
· Hold regular bonding sessions with your exec and share successes
· Handle any issues promptly so that they don’t weigh down on you


Committee members aren’t pulling their weight  
· Stop and think: is this personal or professional? Always back observations up with evidence
· Look at their role description to assess their specific duties 
· Be clear – are they not fulfilling their role or what you expect of them
· Put yourself in their shoes; think about why they are not fulfilling their role; Personal reasons? Duties too big to be practical for one person?
· Arrange to speak with your President who will follow the matter up 



TOP TIP:  Don’t be afraid to ask for advice!  The Student Activities team are always more than happy to provide guidance with society management, event and activity planning, committee issues or membership queries.  If we don’t know the answer we will put you in contact with the right person!



Creating a strong Society
There are two main elements to creating a strong Society:

· Your overall aims and reason for being (as outlined within your constitution)

· The steps you take to reach your aims

For example:  A Society must have a solid membership base of students engaged in your unique offer.  To achieve this aim, your Society must provide a range of well-run activities/events.

Strength check-list 
The following are characteristics of a strong Society. This has been provided to inspire you to be the best you can be.  

See how many apply to your Society right now!

	1.
	Open and inclusive:

	Is aware of equal opportunities and is open to  anyone who wishes to join

	2.
	Unique:

	Offers members something distinctive and sustainable to secure a strong foundation

	3.
	Solid membership base: 
	Think about how many members you have and how many of those are active and regularly engaging. If your membership numbers drop, come and have a chat to us for some tips and guidance

	4.
	Provides a range of well-run  activities/events: 
	Your Society should show variety to members so that you cater for different needs

	5.
	Conducts safe and responsible activities:
	You have to ensure your Society abides by the Warwick Students’ Union Members Code of Conduct.

https://www.warwicksu.com/pageassets/student-voice/By-Law-12-Appendix-1-Members-Code-of-Conduct.pdf 

It is a legal requirement that all events and activities are safe and legally compliant - that includes no trading and other ultra vires activity! We can help you comply through training and other support.  


	6.
	Provides value for money: 
	Are you in a good financial position?  Are you able to put on activities that benefit all your members? 

	7.
	Works in cooperation:  
	A strong Society is based on working together to meet common goals

	8.
	Is goal orientated:  
	The team works throughout the year to achieve clear aims and objectives

	9.
	Encourages involvement: 
	Do you actively reach out to members and support them in having a say in how the Society is run and what activities it provides

	10.
	Is friendly, approachable and professional:
	Whatever activities you undertake you are ambassadors for your Society, the Union and the University!  



Being a Welfare Officer and your CV 
As a Welfare Officer, you are already fulfilling elements of awards such as Warwick Award.

This means that by taking on this role you are automatically improving your chances of finding employment after you leave Warwick!  All these programmes are designed to help boost your employability, by helping you reflect on and articulate your experiences of being an Exec. For more information visit:  http://www2.warwick.ac.uk/services/scs/skills/

Further support

If you want more information about any aspect of the Welfare Officer role,, training or advice about any element of running your Society, please do come into the Membership Services (SUHQ) room anytime Monday-Friday 8.30am-4.30pm (3pm on Friday) or email 
societies@warwicksu.com 
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