
Introduction to the 
2021 Annual Report
A guide to the form and 
information collected
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Checklist
The Checklist page is to 
help you track your progress 
in the 2021 Annual Report
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The Checklist page will update 
as you fill in the form –
remember to go over it before 
submitting your report.

You can click on the links to go to 
the relevant section to provide 
additional information.

Please remember to include the 
name of your network – this will 
help us connect exported data 
with the correct committee!



Committee
What information are we asking 
for on the Committee page?
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Please provide the full name 
and RSC membership 
number for your committee 
members to ensure we add 
the correct people to our 
records – not all members 
use their given name and we 
have several duplicate names 
in our membership database! 
If a committee member is not 
a member (i.e. they are a co-
opted member, or if for a joint 
Interest Group they are a 
member of the partner 
learned society) then please 
provide an email address. Please use the 

space provided if 
you want to add 
any additional 

information about 
your committee





2021 Events
How to complete the 
2021 Events page
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The 2021 Events page is for all events your committee planned for 2021 –
including those cancelled or postponed due to the pandemic.
If you sponsored or supported an event, this goes in the Community support section.



The Supporting information provides background and context for the questions. 
Here you’ll also find links to the contract review process, our risk assessment and 
safeguarding policies, and inclusion & diversity resources.

https://www.rsc.org/globalassets/03-membership-community/connect-with-others/through-interests/useful-documents/data-protection/contract-review-process_tcm18-251565.pdf
https://www.rsc.org/our-events/otherinformation/risk-assessment/#procedure
https://www.rsc.org/our-events/otherinformation/risk-assessment/#safeguarding
https://www.rsc.org/new-perspectives/talent/inclusion-and-diversity/resources/


As you fill in information for your event “Information needed” will disappear. Once 
you’ve provided all of the information, the event will be marked as “Complete”.
If the questions are not relevant to your event, that’s ok! You can answer “NA”.



What are we asking in Finance & Legal?
We are checking to make sure that all events have been through the appropriate 
financial and legal review processes.
Any event with a budget over £15,000 requires MCB approval. All contracts 
must be reviewed by the RSC Legal Team and signed by a member of staff –
committee members must not sign contracts or agreements.



What are we asking in Health and Safety?
We are checking that all hazards and risks have been assessed for member network 
events; this is a legal requirement. Our risk assessment policy can be found here. 
An online event without children does not require a blue, green or red risk assessment. 
All physical events and any online event with children does require a risk assessment. 
Any event with children must comply with our safeguarding policies (in line with rule 8.3 
of the member network rules).

https://www.rsc.org/our-events/otherinformation/risk-assessment/
https://www.rsc.org/events/otherinformation/risk-assessment/#safeguarding
https://www.rsc.org/globalassets/03-membership-community/connect-with-others/through-interests/useful-documents/chair/rules-for-member-networks---current-file.pdf


What are we asking in Inclusion & Diversity?
We are asking for whatever information you have. For example, this can be 
geographical data, or an approximation of the career stages of your audience.
Not all of these questions will be relevant to every event. If the question is not 
relevant to your event, please answer “NA” or “Not applicable”.





postponed
For events 
postponed due to 
the pandemic we 
won’t ask for any 
more information –
the event will be 
marked as 
“Complete” here 
and on the 
Checklist.
If you have 
information to 
provide, you can 
include it in the 
Future Events
section.



cancelled
For events 
cancelled due to 
the pandemic we 
will still need to 
know the budget 
and if there were 
any contracts 
associated with 
the event. 
Our Legal Team 
will negotiate 
cancellation fees 
when reviewing a 
contract.



Community support
How to complete the 
Community support page
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The Community Support 
section to capture the 
different ways to you have 
supported your community –
through grants, sponsoring 
or supporting grass-roots 
events, or some other 
mechanism. 





Member recognition
How to complete the 
Member recognition page
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The Member recognition page 
is to record the ways that you 
have recognised, appreciated 
or celebrated the contributions 
and achievements of your 
members. 
This page works just like the 
Community support page –
choose the type of recognition 
you offered and the questions 
will appear.





Future events
How to complete the 
Future Events page

24



Please provide any information 
you have for your upcoming 
event.
If you enter an expected budget 
>£15,000 or indicate that you 
expect a contract for your event 
the response will be highlighted 
in red – please contact the 
Networks Team as soon as 
possible so that we can ensure 
your event goes through the 
appropriate review process.

mailto:networks@rsc.org?subject=Contract/budget%20review%20needed


Final steps
What should you do before 
you submit your report?
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Review your 
progress
Share the form with your 
committee and use the 
Checklist to make sure 
you’ve added everything 
– you can click on the 
links to go to the relevant 
section and check.
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Consider what aspect of 2021 
you would like to highlight as a 
success or learning experience 
and let us know – sometimes 
this can be the most valuable 
part of the report!
When you’re ready, “sign” and 
date the report and submit it by 
Friday 28 January 2022.

Looking back at 2021...
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Questions?
If you have any questions 
or comments please share 
them with the Networks 
Team
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mailto:networks@rsc.org?subject=2021%20Annual%20Report%20feedback
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