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· 1. Overview
· This policy sets out the process for students who wish to form a new group affiliated to the Students' Union. Applications are accepted during two fixed windows each academic year. Groups must meet the minimum requirements, complete the required forms, and receive approval before operating as an affiliated group.
·  
· The full process from application to active group status is summarised below.
	Stage
	Milestone
	Detail

	Step 1
	Application window open
	4 weeks in Term 1 and 4 weeks in Term 2

	Step 2
	Application submitted
	New group application form completed with all required information

	Step 3
	Applications reviewed
	Communities team reviews all applications immediately after window closes

	Step 4
	Final sign-off
	Head of Communities approves successful applications

	Step 5
	Full affiliation form
	Approved groups invited to complete the affiliation form and submit all documentation

	Step 6
	Group active
	Room bookings, social media, and kit can be arranged once affiliation is complete


·  
· 2. Application Windows
· New group applications are accepted during two windows each academic year:
· 4 weeks in Term 1
· 4 weeks in Term 2
· Applications submitted outside of these windows will not be considered. Specific dates for each window are published on the Students' Union website at the start of each academic year.

	Applications outside the window:  The new group application form will only be available during the open windows. Students interested in forming a group are encouraged to prepare their application in advance so they are ready to submit as soon as the window opens.



· 3. Minimum Requirements
· Before applying, students must ensure the following minimum requirements are in place:
· A minimum of 3 committee members must be identified prior to application.
· The committee must include the three core roles of President, Secretary, and Treasurer.
· A minimum of 10 students have expressed interest in Joining the group. This also applies to ‘adopt a group’ (there are exceptions for certain religious and cultural groups under freedom of expression legislation) 
· The group does not already exist or significantly overlap with another group. 
· You must be open to all Falmouth and Exeter (Cornwall) students. 
· The group will operate in line with the SU governance, purpose and values. 
· The group should run regular activity throughout the year and have plans in place for how this will be funded. 
· Applications that do not meet these requirements will not progress to the review stage.
· 4. Application and Approval Process
· 4.1 New group application form
· Students should complete the new group application form in full, ensuring all required information is provided. Incomplete applications will not be reviewed.

· 4.2 Review and sign-off
· Immediately after the application window closes, all submissions are reviewed by the Communities team. 
· If a proposed group meets the minimum requirements they will be invited to attend a review panel meeting which is a final stage interview with the communities staff team. 
· Final approval is granted by the Head of Communities. Applicants will be notified of the outcome following this review.

· 4.3 Full affiliation form
· Groups whose applications are approved will be invited to complete the full affiliation form. This must include all of the following:
· A constitution for the group.
· Contact details for all committee members.
· A general risk assessment covering the group's regular activity.
· A budget and funding plan demonstrating that membership fees will cover planned activities throughout the year.
· An inventory of any equipment the group holds or intends to acquire.

· Affiliation will only be confirmed once the completed form and all required documentation have been received and accepted.

· 5. Getting Started
· Once a group has been fully affiliated, the following steps apply when setting up operations.

· 5.1 Room bookings
· Requests for regular session room bookings should be submitted by email to activities@thesu.org.uk.

· 5.2 Social media
· If the group wishes to create social media accounts, the Students' Union social media policy must be followed. Groups should not create accounts on behalf of the group until affiliation is confirmed.

· 5.3 Group identity
· All new groups should identify with one of the two Students' Union affiliations:
· CSM — for competitive sports clubs.
· FESU — for all other groups, including non-competitive sports, societies, and special interest groups.
· The correct affiliation determines the branding and logo requirements that apply to the group, including for any kit ordered.

· 5.4 Kit
· Any kit required in the first year should be ordered through the SU x SWAZ shop. Groups should refer to the Kit Ordering Policy for full details of brand requirements and the ordering process.
· 6. Re-affiliation
· Newly formed groups are not required to re-affiliate at the end of their first academic year. This allows new groups time to establish themselves before entering the standard annual cycle.

· From the second year onwards, all groups must follow the standard re-affiliation process each year in line with the Affiliation & Training Policy. Failure to re-affiliate within the required window will result in the group losing active status.
·  
	Further information:  Full details of the re-affiliation process and timeline can be found in the Affiliation & Training Policy.



