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Networks Handbook — July 2023

This handbook serves to outline the support and guidance available to the committees and
volunteers of all of the member networks
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1. Introduction

The Royal Society of Chemistry is grateful for all of the work our member networks do and the time
and commitment devoted by everyone involved.

In this handbook, the term “member networks” refers to the following groups:
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2. Purpose of our member networks

All member networks have the same basic purpose:
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Secretary
e The Secretary is the point of contact for RSC staff — this includes passing on relevant information
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sent a unique voting link to ensure one vote per member; all votes will be anonymous and only the
results will be shared with the committee.

Other ways to join the committee

If the committee is approached by an enthusiastic member who wishes to join or run events for the
committee, it is recommended that the committee welcome them as a new member should the
committee have capacity to do so rather than turn down an engaged and enthusiastic volunteer. This
can be done as part of an ordinary committee meeting.

A member can be co-opted to the committee for a specific role for a specific term of office. For
example, this might be the local organiser(s) of the committee’s biennial conference, or a
representative from a partner society who is not a member of the RSC. Co-opted members do not
have voting rights.

A member can be appointed to the committee to fill a specific diversity or skills gap if no suitable
candidates have been elected through the normal process. Candidates who fill the criteria can be

approached by the committee directly. Their appointment must be approved by Member Networks
Committee
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e Following the initial review, the Legal Services Team will outline the necessary changes as well
as any additional “nice to have” changes to the committee contact. If agreed, the committee
contact will be copied on the correspondence with the contract provider negotiating terms.

e If the contract provider will not accept any of the necessary changes to the terms, then the Legal
Services Team will advise the committee contact of the risks associated with signing the contract.
If the risk to the committee and the Royal Society of Chemistry is significant then further
discussion with senior staff will be necessary.

« Once approved the contract must be signed by a member of staff of the Royal Society of
Chemistry with the appropriate authority to approve the value of the contract in line with our
internal processes.

e If approval from the Board is also needed an MCB approval form should also be submitted with
associated paperwork to networks@rsc.org. The Networks Team will submit the paperwork to the
Board in parallel with the contract approval process to minimise the time taken to finalise the
approval process.

An outline fo the process and timeline is available on the Useful Forms and Documents page.

Safeguarding

It is important that our member-networks do not engage in unsupervised activity on a regular
basis with unaccompanied children and/or adults at risk. Such activity might be classified by law
as ‘regulated activity’ and requires organisers and those delivering the activity to undergo enhanced
background checks. Organisations that knowingly allow barred people to work on regulated activities
are breaking the law.
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In practical terms, this means that any data that can be used to identify a person (name, address,
date of birth, contact details, medical or financial details, photographs, CCTV video, etc.) will amount
to Personal Data and has to be treated in accordance with the GDPR.

Subject to limited exceptions, the GDPR prohibits the processing of Personal Data in relation to racial
or ethnic origin, political opinions, religious and philosophical beliefs, genetic and biometric data,
health data and data relating to sex life and sexual orientation. These Special Categories of Personal
Data are particularly sensitive and can only be processed in limited circumstances.

If you are in doubt as to the nature of the Personal Data that you are collecting, storing, or
processing, please contact the Networks Team at networks@rsc.org immediately.

What can we do with Personal Data?
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Events

All event related agreements/ contracts need to be reviewed by the RSC Legal Team in
accordance with
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Interest Group funding

Interest Group grants are calculated and administered by the Networks Team. Grants cannot be
released until all of the previous year’s reporting paperwork has been received and approved.
The Annual Report must be received and approved by the Networks Team; the financial report must
be received and approved by our Finance Team.

Interest Group grants consist of two parts: an administrative grant, based on the number of members
in the group, and an activity grant that is based on an average of their impact expenditure for the
previous 3 years relative to the other Interest Groups. Impact expenditure does not include expenses
associated with committee meetings. Any queries regarding Interest Group funding should be sent to
networks@rsc.org.

There is a top up fund open to all Interest Groups. Applications can be made using the form available
on the Treasurer section of the Useful Forms and Documents page. Applications are considered and
approved or rejected by a sub-group of the Member Networks Committee four times a year. The
deadlines for applications are:

1 January
1 April
1 July
1 October

Applications must show that the funding is required for the activity to take place and that the group
does not hold sufficient funds in either their current or deposit accounts.

Division Region funding

Education Division Region funding

The regional groups of the Education Subject Community (formerly Division) are funded by the
Education Subject Community Council. All queries should be sent directly to the Secretary of the
Education Subject Community (education@rsc.orq).

Analytical Division Region funding

The regional groups of the Analytical Subject Community (formerly Division) are funded by the
Analytical Chemistry Trust Fund via the Analytical Subject Community Council. All queries should be
sent directly to the Secretary of the Analytical Subject Community (science@rsc.orq).
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e If any bursary applications are received from anyone with a working or personal relationship with
any committee member then this should be noted and the committee member must not be
involved in the selection of successful candidates. The conflict of interest should be noted in the
minutes and registered with the Networks Team.

All bursaries should be registered with the Networks Team before they are promoted — the team hold
a register of all awards and bursaries offered by our member networks to ensure that all available
support for their operation and promotion is offered to the managing committees.

The Networks Team can help you streamline the application process and reduce the administrative
burden on your committee by setting up a tailored online application form for your award with
automated emails to nominators and nominees. For further information contact networks@rsc.org.

Gifts and hospitality

While recognition and appreciation is important, we must ensure we meet requirements related to
Charity Commission guidance, anti-bribery regulation, and volunteering good practice. In the first
instance, when considering buying a gift, please refer to our Gift and Hospitality Policy.

In general, members should never expect or generally accept gifts from outside the RSC as a reward
for their volunteering. One-off gifts of a trivial nature, such as a box of chocolates or flowers, may be
accepted. All gifts, whether accepted or declined, that exceed a notional value of £30 must be
recorded on the Gift Register via networks@rsc.org.

It is not appropriate to buy gifts for members of the committee for volunteering, however there are
formal recognition processes to thank volunteers for their service and celebrate their contributions.
There are some items on the Brand Centre that are suitable for use as gifts and which can be
purchased with the committee funds, in line with the Gift and Hospitality Policy.
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Committee agenda item

It was agreed that all of our governance boards and committees should have a standing agenda item
to ensure that the issues of inclusion and diversity are embedded in all of their discussions. It is
recommended that all member networks committees should include the following item in all of their
meeting agendas to plan and discuss activities.

3.2. Diversity

Participants are reminded to be mindful of inclusion and accessibility throughout
this meeting and to endeavour where possible to promote diversity in its widest
sense.

Additional considerations can be found guide for inclusive committees.

Terminology

It is important to consider the language and terminology used in your communications. Consider the
use of gender specific language and how this may be interpreted by your members and other
delegates at events.

It is known that the following terms can be seen as excluding different sectors of our community:

e Early Career Researcher — this is often associated with academic research and excludes those in
technical and management roles.

e Younger Member — this excludes those members in the early stages of a new career and those
who have taken a career break.

e Early Career Chemist — many of our members work in interdisciplinary fields and do not
necessarily consider themselves to be Chemists.

Instead please consider the use of the terms Early Career Member or Early Career Scientist in your
communications.

Additional information can be found in this guide for inclusive communications, including suggestions
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We have developed a guide to support committees in running a competitive prize scheme, and to
share good practice and learnings from our Review of Recognition Programmes. Guidelines on terms
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tailored to committee members based on their role, network, and location. The full version is posted to
the MyRSC Networks Newsletter blog each month.
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Other staff supporting our member networks

A number of other staff teams within the Royal Society of Chemistry offer support to our member
networks. Some are contactable directly and others through the Networks Team.

Events Team

The Events Team can support registration of some bigger events run by our member networks — for
further information please email events@rsc.org.

Submitting an event to the events database

All networks must submit their events to the conference and events database by completing the
online form.

All events entered into the database will be advertised in the monthly Update sent to members each
month with Chemistry World (if submitted before the data is collated for publishing) and will appear on
the forthcoming events page for the appropriate network, as well as appearing in the general events
list on the website.

Social events may also be entered into the database.

Online Registration Service for member network events

RSC Events offers automated online event registration to member networks that enables delegates to
register easily for events and (where appropriate) pay their registration fees by credit/debit card. Free
events can also be managed using the system. The service is free to all member networks.

The online request form to set up an online event registration page for your event can be found here:
rsc.li/member-networks-event-support

The event will need to be listed on the RSC events database before online registration can be set up
in order that the registration link can be viewed and accessed.

Regions Team

The Regions Team includes our Education Coordinators who are based in their relevant region, they
can all be contacted directly via our website.

Our Education Coordinators are experts in chemistry education and outreach and are happy to offer
their specialist advice and guidance to all of our member networks on request. They cannot sit on any
committees but they can be invited to attend committee meetings if they are available.

Burlington House Hospitality Team

Information on the use of meeting rooms and the catering available at Burlington House in London is
available on our website.

Please note that member networks using the venue receive a significant level of discount in
comparison to corporate bookings.
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Brand Centre Invoicing

All Local Sections and Interest Groups have been allocated £400 of credit on the Brand Centre for
each calendar year. All credit will be reset to £400 on 1 January each year — it is not possible to
accrue unused credit.

All credit relates to the calendar year in which the funds are spent and cannot be carried over — we
pay the external provider monthly and we cannot carry the debt over into the next financial year. The
Networks Team are responsible for monitoring your credit balance so any queries should be sent to
networks@rsc.org.

The Networks Team will notify the Treasurer of a committee if their available credit has fallen below
£100 and if they have exceeded the credit limit. There is no obligation to only spend within the £400
credit limit but any additional expenditure will be deducted from the following year’s annual grant.

The costs of Local Section inserts in Chemistry World are not deducted from your credit as these are
paid for from a central budget.

We have allocated the credit to each committee in addition to your annual grant but we do ask that
you use the credit only for those items which you would be happy to use your grant to pay for. We are
responsible for the justification of this additional budget and we hope that you will only use it for
necessary items.

13. Registered Charity Number

It is the requirement of the Charity Commission that all member networks use the RSC registered
charity number on all RSC printed materials in the form: Registered charity number 207890.

This is included in all printed materials procured from the Brand Centre and in templates available on
the branded resources section of the Useful Forms & Documents page.
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Appendices

Glossary

Following feedback from our members the following glossary of terms has been compiled to minimise
any difficulty in the interpretation of the rules.

Member networks

Analytical Division
Region

The Analytical Division of the Royal Society of Chemistry has 8
active sub-committees which are responsible for the support of
members of the Division within their geographical boundaries. All of
these groups are within the UK and Ireland.

These committees are member-led and report to the Analytical
Division Council and receive their funding from the Analytical
Chemistry Trust Fund.

These groups are responsible for organising a programme of
activities for their members and many participate in the running of
the Schools Analyst Competition.

Education
Division Region

The Education Division of the Royal Society of Chemistry has 2 sub-
committees which are responsible for the support of members of the
Division within Scotland and Ireland.

These committees are member-led and report to and receive their
funding from the Education Division Council.

Local Section

Local Sections are member-led committees which have the purpose
of supporting all members of the Royal Society of Chemistry within
their boundary.

Local Sections are governed by the Member Networks Committee
and receive funding from the Networks Team.

Interest Group

Interest Groups are member-led committees focussed on a specific
area of scientific interest which have the purpose of supporting all
members of the Royal Society of Chemistry who have joined the

group.

Interest Groups are governed by the Member Networks Committee
and receive funding from the Networks Team.

Boards and Committees

Council The RSC Board of Trustees was formerly known as Council.
Member The Board is delegated authority by the Board of Trustees to
Communities oversee all member communities including our member networks.
Board

Member The Member Networks Committee reports to the Membership and
Networks Qualifications Board. The committee is responsible for the
Committee governance of all Local Sections, Interest Groups, and other

relevant member networks.
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Committees may define their quorum in their working practices. If
undefined then it is good practice to consider a meeting quorate if
the majority of the committee is in attendance.

Trust Fund

All funds held by the member networks (with the exception of joint
groups) belong to the Royal Society of Chemistry. Member networks
are delegated authority to spend these funds through the Trust
Deed — the funds are considered a Trust Fund.
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Documents

Trust Deed All Local Sections in the UK and Ireland and our Interest Groups
have a Trust Deed produced upon establishment.

The Trust Deed is the official document which delegates authority to
the Officers of the committee to spend the funds of the Royal
Society of Chemistry as held in their Trust Fund.

The Trust Deed also outlines the purpose of the network.
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Frequently Asked Questions

How do I...?

... book an online event?

The RSC has acquired licences for GoToMeeting, GoToWebinar and Zoom specifically for the use of
our member networks. The booking forms for the member network accounts can be found on the
virtual events area of the Useful Forms & Documents page. Contact the Networks Team for guidance
to help you choose the correct platform for your event.

Other platforms may be more appropriate for your events and can be used where necessary but the
RSC Legal Team must be consulted on the terms and conditions prior to purchase.

Please do not log in or start a practice session outside your designated time slot. You might
affect someone else’s event.

... charge for my online event?

It is not possible to charge through the GoToMeeting, GoToWebinar or Zoom member network
accounts, however the RSC Events Team can process credit/debit card payments for events.

You will need to submit your event to the events database and request a registration page at
rsc.li/member-networks-event-support. The registration service is free to use, but for paying events
2.5% of the final income will go to cover the credit card processing fee charged to us by Worldpay.

Depending on the platfrom you are using for your event, at the close of registration you will need to:

e share the Zoom or GoToMeeting joining details with registered attendees;

« send the GoToWebinar registration link to registrants after payment and ask them to register to
receive their unigue join link; or

< manually input registrants’ details to GoToWebinar so that the system can send them their
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... order promotional material?

Most of our member networks have a small allocation of budget to purchase items from the Brand
Centre (rsc.li/brand-centre). This was put in place to enable our volunteers to make branded literature
and to acquire promotional items for use at their events. We ask that committees only order items that
they need for specific events, there is no need to spend the allocated funds as charitable funds should
only be used as needed. We also ask that volunteers consider the environmental impact of over-
ordering and only using promotional items that will add to the impact of activities.

... set up a new award?
See the scientific award section.

... set up a new grant/ bursary?
See the bursary section.

... set up registration for my online event?
This depends on the platform you're using for your event:

 GoToWebinar supports registration for the event so you do not need to set up a registration page
for your webinars.

 For GoToMeeting anyone with the join link can attend the event. If you wish to set up registration
you can request an online event registration page from the RSC Events Team that enables
delegates to register easily and (where appropriate) pay their registration fees by credit/debit
card. The service is free to all member networks and can be found at rsc.liimember-networks-

event-support.
* You can request a bespoke registration page when booking your Zoom meeting.

... set up registration for my physical event?

The RSC Events Team offers automated online event registration to member networks that enables
delegates to register easily for events and (where appropriate) pay their registration fees by
credit/debit card. Free events can also be managed using the system. The service is free to all
member networks and can be found here: rsc.li/member-networks-event-support.

... submit an event to the Events Database?

You can submit your events to the events database by completing the online form. Please ensure that
you say your event is a member network event as RSC events are prioritised on the database and
included in the monthly Update.
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Canl...?

... apply for a grant organised by my committee?
No. Grants or bursaries should not be open to members of the committee.

... buy a gift for a committee member who is retiring/ going on parental leave/ unwell?

Small gifts can be purchased in certain instances, in line with the Gift and Hospitality Policy. We do
have some items on the Brand Centre that are suitable for use as gifts and which can be purchased
with the committee funds. All gifts which exceed a notional value of £30 must be recorded on the Gift
Register (via Networks@rsc.orq).

... buy a gift for a speaker?

One-off gifts of a trivial nature, such as a box of chocolates or flowers, may be given to a speaker. All
gifts which exceed a notional value of £30 must be recorded on the Gift Register, in line with the Gift
and Hospitality Policy.

... buy equipment for the committee to use during events?

Not without prior approval. Normally hardware purchases would not be approved, if approval is given
then each item should be registered with the Networks Team and allocated a committee member
responsible for the safe storage of the items.

... have an annual dinner for the committee?

The committee may choose to have an annual dinner or meal to celebrate the work of the committee
but it is not appropriate to fund any celebratory activities using network funds.

... hire a professional service for an event?

In some cases, it is necessary for our member networks to engage professional support services to
enhance their programme of activities for their community. In all cases, there must be a contract
approved by our Legal Team and signed by a member of RSC staff before work can start.

... hire a student to conduct research for the committee?

No. Our member networks are not permitted to employ anyone to undertake work on behalf of the
network — this includes running social media accounts, undertaking research, or any other casual
work — as it can put the RSC at significant financial and legal risk. Member networks do not have
the authority to employ anyone on behalf of the RSC, regardless of the financial value of the work.

... make a donation to a local charity/ Chemists’ Community Fund?

Generally, the answer is no. Our charitable status means that we cannot use our funds to support
other charities unless their purpose is aligned to that of the RSC. If you believe that this is the case,
please contact the Networks Team for confirmation before committing any funds.
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... organise an event for children?

Yes, however it is important that our member-networks do not engage in unsupervised activity on
a regular basis with unaccompanied children. For events targeted at children you should start with
a red risk assessment and outline the steps in place to mitigate the risks to the child. More information
is available in the safequarding section.

Guidance for physical and virtual Top of the Bench events can be found in the organisers handbook.

... pay for an online platform?

The RSC has acquired licences for GoToMeeting, GoToWebinar and Zoom specifically for the use of
our member networks. Although individual licences for these types of platforms are not costly, the
changes in data protection law mean that the RSC has negotiated specific contracts with the
providers to protect our members. As such, our member networks must not purchase their own
licences without prior consultation with our Networks and Legal teams.

The booking forms for member network online events can be found on the
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