Introduction to the
2022 Annual Report
A guide to the form and
information collected
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What is the member network Annual Report?
The Annual Report is a report on the activities of your committee during the past year. In line with the rules for member networks, all member
networks are asked to submit an Annual Report to the Networks Team each year.
The RSC has over 130 volunteer-led member networks (Local Sections, Interest Groups and Division Regions). Each year the RSC provides over
£300,000 in grants across our member networks. Through these grants, our volunteers generate a substantial amplification in our reach and impact, and
contribute to our charitable purposes. The Annual Report enables us to measure and quantify this reach and impact, in line with our legal obligation to
report how we use charitable funds, and we use the data to promote to existing and potential members the breadth and quality of our community-led
activities. We also use the information you provide to identify common challenges so that we can develop bespoke training and resources for you and
your committee.
With so many committees, it is essential for us to standardise the reporting process. The Annual Report form has been designed to be easy to complete,
while also streamlining the collection and collation of the information you provide.
This form has five parts:
•
Committee information – Information about past meetings and your current committee members
•
2022 Events – Information about planned events in 2022, including those postponed or cancelled due to Covid-19
•
Community support – Information about how you have supported your community
•
Member recognition – Information about everything from formal prizes to informal thank yous
•
Future events – Let us know about any events you are planning for 2023 and beyond
This guide has been created to help you complete the form.
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What’s new on the 2022 form?
We’ve fixed the bugs and made a few aesthetic changes from the 2021 form, hopefully these will make the form easier to complete. We’ve
also added a few new questions:
•

Looking back at 2022 (Checklist)
Rather than a “highlight”, we’re asking for specific outcomes, feedback or case studies that can demonstrate the impact of your
activities.

•

Proportion of members in your audience (2022 Events)
We want to know the approximate makeup of your audience in terms of members and non-members to help us identify the value of our
member networks – this information will inform our membership retention and recruitment strategy.

•

Subject Communities (2022 Events)
With the introduction of the RSC Subject Communities in July 2022, we want to know which communities you believe your event would
align with, or if your event is a cross-cutting multidisciplinary activity or would appeal to a general audience. Your answers here will be
shared with the new Subject Community Councils and will inform how we collect this data in the 2023 form.

•

New types of Community support
Several committees shared poster and speaker prizes they had sponsored at local events in this section. We have added Bursary and
Prize as options for you to report prizes the committee has paid for or sponsored – a prize managed by the committee should be
reported in the Member recognition section.
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Frequently Asked Questions
I don’t have Excel, how do I open or edit the form?
The form can be opened and edited using OpenOffice or LibreOffice. Both work well on Windows, Linux or Mac devices and are available for
free. You can set up a free OneDrive account and use and edit the form using the web-browser access. This also works on a Mac and on an
iPad using the free app in the App Store (the Excel app is not free for an iPad larger than 10.1”).
Apple Numbers will work but it automatically converts the form into a Numbers file, thereby removing all protections and affecting the
formatting, so the form will look different from the screenshots in this guide. You will also need to export the file to the .xls/.xlsx format.
We have no events to report
That’s ok! In fact, 27 committees reported no events in 2021. Please complete the Committee information section and return the report. You
can also include comments and feedback to us in the form or via email if you think there are ways we can help your committee.
I’ve found a bug!
Please email networks@rsc.org and we can fix and send back to you, update the master downloadable file on the website and share the
update with other network committees.
Why do we need to do this?
The Annual Report enables us to measure and quantify the reach and impact of our member networks, in line with our legal obligation to
report how we use charitable funds. As such, under the rules for member networks, we require a report from all member network
committees each year before we can release your committee’s annual grant.
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Cover page
What will you see when
you open the 2022 Annual
Report form?
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Checklist
The Checklist page is to
help you track your
progress in the 2022
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 coopted member, or they are a
member of the partner
learned society for a joint
Interest Group) then please
provide an email address.

Please use the
space provided if
you want to add
any additional
information about
your committee

2022 Events
How to complete the
2022 Events page
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The 2022 Events page is for all events your committee planned for 2022 –
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.

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

RSC Subject Communities
From July 2022 the RSC Divisions will become RSC Subject Communities. We want to
know which of the new subject communities you believe your event would align with.
For 2022 we want you to tell us the relevant subject communities for your event, or let us
know if your event is cross-cutting and multidisciplinary or if it would appeal to a general
audience. We will collate and share this information with the new Subject Community
Councils. The analysis will also inform how we collect this information in 2023.

What to include as Additional information
We would love to see any quantitative or qualitative information you have to
demonstrate the impact of your event or activity. This might include general data
such as top level statistics from feedback surveys, or something more specific
such as quotes from attendees or collaborations that resulted from the event.
You can also share links to surveys, social media posts, blog articles, etc., here.

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 & Safety?
We are checking that all hazards and risks have been assessed for member network
events; this is a legal requirement.
All events must comply with our risk assessment policy. An online event without children
does not require a blue, green or red risk assessment, however all events with children
(physical or online) 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).

What are we asking in Inclusion & Diversity?
We have a responsibility to promote inclusivity and accessibility in all of our activities in order to improve
diversity. There must be a diverse team of individuals in the organisation of any event managed or supported by
RSC member networks to provide balance in decision-making and reduce risk of bias.
We define diversity broadly, including sex, gender, race, career path and stage, communication style, education,
experience, first language, geography, job sector and socioeconomic status. We set targets rather than quotas
across our activities and we reach such targets through positive action rather than positive discrimination.
Our Global Inclusion Team have created resources for promoting inclusion and diversity and can support and
advise your committee on collecting information on the diversity of your speakers and delegates, where relevant.

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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Use 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
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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.

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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Looking back at 2022...
Consider what aspect of 2022
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 27 January 2023.
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Questions?
If you have any questions or
comments please share them
with the Networks Team
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