
www.star-network.org.uk   1 
 

 

�
�
�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STAR (Student Action for Refugees)  
Oxford House, Derbyshire Street, London E2 6HG 
Tel: 020 7729 8880 Fax: 020 7729 8881 
Charity no: 1079042 Company no: 3902118 

��������	
��	��
��
��������

 

� The national network of student groups working to improve the lives of refugees in the UK�
 



www.star-network.org.uk   2 
 

������	�����  

 
Welcome to the STAR Group Guide for 2009-10! 
 
This is a guide to help you run a successful STAR group.  
 
 
Contents  
 
Part One: About STAR 

 
Part Two: Running a STAR Group 
 
Part Three: Campaigning 

 
Part Four: Fundraising 
 
Part Five: Working with the Media 
 
Appendix 
 
 
Read it through before the start of the year and take a peek at the relevant sections during 
the year when you need a few tips. For more information please contact the STAR national 
team. 
 
Good luck! 
 
James Fisher 
Student Network Co-ordinator 
STAR National 
 
students@star-network.org.uk 
020 7729 8880 ext.205 
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What is STAR? 
 
STAR is the national network of student groups working to improve the lives of refugees in 
the UK by: 
 

·  Promoting positive images of refugees 
·  Volunteering for local refugee projects 
·  Campaigning for refugees 

 
Each STAR group is part of a network of groups that comprises over 3,000 students at 30 
universities. And STAR is continually growing! 
 
STAR student groups are independently constituted student union societies based at 
universities all over the UK. Groups affiliate to the national STAR network, which is 
coordinated and financed by the STAR national charity. Groups then receive support from 
the STAR National Team. The charity is governed by STAR’s Board of Trustees. 
 
Each STAR group is a member of the national charity and makes decisions about its 
management and direction by voting at the Annual General Meeting and getting involved 
in consultations throughout the year. 
 
Why Promoting? 
 
The UK does not provide a warm welcome to refugees. Years of misrepresentation in the 
media and elsewhere has resulted in people seeing refugees and asylum seekers as liars 
and scroungers. 
 
STAR members can promote greater understanding of refugees and asylum seekers 
among other students and in the local community. Students do this in lots of ways 
including publicity stunts like sleeping out in mock refugee shelters and hosting debates, 
film screenings, theatre performances and speaker events. 
 
Universities are unique places to reach young people with the facts about refugees and 
increase their awareness of the difficulties of seeking protection in the UK. 
 
By promoting positive images of refugees students can ensure that the UK will provide a 
warmer welcome to refugees in the future. 
 
Why Volunteering? 
 
Life as an asylum seeker in the UK can be full of loneliness, upheaval and uncertainty. 
 
STAR members can make a positive difference to the lives of refugees by volunteering at 
local community centres and schools. Students can offer a friendly face at drop-in centres, 
help with English conversation, organise food parcels or clothes collections, run activity 
clubs and arrange day trips for refugee children. 

���	������ �
 
All you need to know about being part of the STAR network 
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In return, STAR members make new friends, learn about life as a refugee and understand 
why people have been forced to leave their homes. 
 
By volunteering for local refugee projects students can support people during a difficult 
time and assist them to build a new life in the UK. 
 
Why Campaigning? 
 
Over the years the Government has introduced ever stricter policies for asylum seekers 
and refugees: thousands are denied accommodation and financial support if their claim is 
refused; everyone is forbidden from working during the asylum process; and hundreds of 
children are held in detention every year. 
 
STAR members can effect direct change by standing up against the unacceptable 
treatment of refugees and asylum seekers. Students can campaign locally, such as 
lobbying their university for fair access for asylum seekers or protesting against a nearby 
detention centre. Students can campaign nationally as part of a wide coalition of refugee 
organisations, such as to end the destitution of refused asylum seekers with Still Human 
Still Here. 
 
By campaigning for refugees, students can change policy to directly improve the lives of 
refugees in the UK. 
 

Joining the network 
 
Student groups join the STAR network by: 
 

�  Registering as a society at their students’ union or university 
�  Affiliating to the STAR national charity annually 

 
Groups must affiliate to the national STAR network to use the STAR name and logo.   
 
To affiliate to STAR national two committee members must sign the Affiliation 
Agreement  and return it to the STAR national office. See Appendix A. 
 
STAR groups agree to call the society “STAR”, to only use the STAR name for activities 
within STAR’s core objectives, and to keep the national team up-to-date about the group’s 
plans and achievements.  
 
How much does it cost? 
 
Nothing! Because the STAR national team fundraises for all the resources, but groups are 
encouraged to help by doing their best to fundraise for STAR national throughout the year. 
 

The National Team 
 
The STAR national team is made up of 4 staff plus volunteers who work in London to 
support STAR groups. 
  
The national team do all sorts of things to assist STAR members, including: 
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�  Organise national events such as the annual conference  
�  Provide free training for members e.g. asylum issues, child protection, recruiting 

volunteers  
�  Make and distribute STAR branded resources 
�  Give assistance, direction and advice on  

o setting up and running a student group 
o volunteering with refugees 
o campaigning actions 

�  Host the STAR website  
�  Organise national campaigns  
�  Offer STAR’s offices in Bethnal Green for members to use for meetings 

 
You can contact the national team when you’d like some assistance. Below shows you 
who to contact for each request: 
 
Student Network Coordinator 
students@star-network.org.uk, 020 7729 8880 ext.205 
 
Contact James if you want... 

�  materials about STAR and refugees 
�  a speaker to introduce refugees or STAR 
�  facts about refugees 
�  to write for the STAR website about your group 
�  to contact other STAR groups 
�  tips on getting more members 
�  tips on promoting refugees on campus 
�  a training for your members 

 
Volunteering Project Coordinator 
volunteering@star-network.org.uk, 020 7729 8880 ext.206 
 
Contact Emily if you want... 

�  to start volunteering with refugees 
�  help with recruiting and managing volunteers 
�  training for your volunteering team 
�  advice and help to make your volunteering project even better 
�  to make contact with other STAR groups who are also volunteering 
�  to tell us about your brilliant volunteering work 

 
Chief Executive 
emmaw@star-network.org.uk, 020 7729 8880 ext.201  
 
Contact Emma if you want... 

�  to work with the media and need advice 
�  to suggest ideas or make changes to the STAR network 
�  to talk about fundraising for STAR or other refugee work 
�  help with urgent child protection situations if you cannot contact your partner 

agency 
�  to say hi! 
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Admin and Finance 
kevin@star-network.org.uk, 020 7729 8880 ext.204  
 
Contact Kevin if you want... 

�  advice on creating a budget 
�  guidance on funding applications 
�  to use STAR’s charity number for fundraising 
�  advice on managing expenses 

 
Campaigns Intern 
campaigns@star-network.org.uk, 020 7729 8880 ext.207   
 
Contact Sara if you want... 

�  info on STAR national campaigns 
�  to lobby your university for fair access to higher education for asylum seekers 
�  advice on how to campaign 

 
Board of Trustees 
 
STAR Trustees are legally responsible for STAR’s actions and funds as a registered 
charity and company. They meet every six weeks to oversee the work of the charity, make 
sure the finances, staff and other resources are being used well and agree future 
developments. 
 
Being a Trustee is a voluntary, unpaid role. 
 
Can students become a Trustee? 
 
Yes, we always have Trustees who are STAR members, if you are interested then please 
contact the national team. 
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History of STAR 
 
1994 STAR was born! Andy Davies, a student at Nottingham University, was amazed to 
discover that nothing existed to enable students to get involved in supporting refugees. He 
put up some posters and held a meeting – over 60 students came! 
 
1996 Word spread, with founding member Elly Hargreave helping to 
start two more STAR groups in London and Edinburgh. 
 
1997 Elly set up the first office in London and began coordinating the 
growth of STAR into a national network. 
 
1998 The first national conference at Nottingham University, ‘Beyond 
Words’, was attended by over 80 STAR members. 
 
1999 The government introduced its policy of dispersal, which meant 
asylum seekers were sent to locations across the UK (previously most 
had been located in the South East). The pressing need to provide 
support to these asylum seekers and raise awareness of refugee 
issues amongst the local populations in these areas led to the rapid growth of the STAR 
network: there were now 16 STAR groups.  

STAR became a registered charity. A national office was established in London. 
The STAR Newsletter and national website were launched.  
 
2000 The Friends of STAR scheme was launched as a way of enabling STAR graduates 
to remain supporters of the network. 
 
2002 STAR received funding to employ four staff members at the office in London. 
The Youth Network, for 16 to 25 year olds, was launched with a national roadshow.  
STAR’s first ever national campaign was launched: ‘Asylum Policy is Pants’. 
 
2003 STAR’s first ever National Action Day took place: the first time the entire network 
did something on the same day. 
 
2007 STAR launched their new website in the summer. 

The 10th annual national STAR conference was held: 120 delegates, 12 
workshops, 8 action sessions, 6 panellists, 3 keynote speakers, 1 short movie, and 1 truly 
AWESOME party. 
 
2008 STAR’s best Action Day saw over 900 sleeping out in 21 cities to demand the end 
of the destitution of refused asylum seekers as part of the Still Human Still Here campaign.  
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Key Events  
 
National Conference  

 

The only UK conference for students about refugees! 
STAR’s national conference is our biggest event of the 
year and a fantastic opportunity for students to find out 
more about refugees, meet other students, and share 
their ideas and experiences.  
 
It is also the occasion for STAR’s Annual General 
Meeting (AGM)  where: 
 

�  The Trustees explain to the members what has happened in the last year and 
present the annual financial accounts. 

�  Members vote on hot issues, including electing new Trustees 
�  It is a great opportunity to meet, put questions to the Trustees who are responsible 

for the management of STAR as a national charity  
�  Every Trustee and every STAR group has one vote at the AGM. You need to be an 

affiliated STAR group to vote.  
 
The AGM must be held every year to comply with charity law. 
 
Conference 2009: London E2, 7 th & 8th November 
 
Bookings can be made online at the STAR website: www.star-network.org.uk/conference 
 
 
Action Day 
 
The entire STAR network comes together in the spring to 
raise awareness about refugee issues on one day and make 
a real impact. 
 
March 2007 had 900 students sleeping out across the 
country for the Still Human Still Here campaign to end the 
destitution of refused asylum seekers. 
 
February 2008 had 18 groups raising awareness that asylum seekers are denied the 
opportunity to work for the Let Them Work campaign, with street busking, photo 
exhibitions, giant paint petitions, debates and more sleepouts! 
 
Committee Training 
 
The annual training for new group leaders – completely 
free! 
 
A fantastic opportunity to learn about refugee issues, 
running a STAR group, volunteering with refugees and 
campaigning, as well as to meet other STAR members and 
have fun! 
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Getting and keeping members 
 
Members are the foundation to the success of any student society. Without enough 
members your STAR group will not be able to do all the projects and activities you want to. 
You need to think about how you will attract more members and then maintain high 
membership throughout the year. 
 
Top Tips for a Fab Freshers   
 
Freshers Fair is quite possibly the most important day of your STAR year. But relax. Here 
are some basic tips for planning your freshers stall. 
 
�  Book your stall . You might need to do this far in advance so make sure you’re not too 

late, and that you’re in a prominent place with similar societies (not in a cupboard with 
Engineering Soc). Find out how big your table is, whether you have a noticeboard or a 
place to plug in your laptop, etc.  

�  Order your materials . Contact STAR national team in advance to get your resources 
to help promote STAR and refugees (banners, t-shirts, stickers, leaflets, posters). 

�  Plan your first meeting . Meet together as a committee or group and set a date, book 
a room, invite any speakers and decide what you’re going to do. Make it interesting, 
fun, a good opportunity for people to meet each other, and be clear on what they can 
do next. 

�  Now advertise your first meeting or event clearly . Have a poster or flyer with clear 
details of how to find out more and what they can go to over the next few weeks (with a 
set date, time, location, etc). 

�  Make your stall stand out . New students will often have a huge number of societies 
they can join, so you need to ensure that your stall will get noticed. Put up signs and 
arrows, give out freebies like stickers or cakes, use the STAR banner, have photos 
from last year, play music, maybe have footprints leading to your stall…  

�  Organise who is on the stall . Make a rota and have enough helpers so one or two of 
you can wander around giving out leaflets and directing people to your stall. 

�  Prepare a sign-up sheet . Make it as easy as possible for people to sign up to your 
mailing list! That means making sure you’ve got plenty of sheets with enough space to 
write, pens that actually work, and that you don’t lose them underneath all the leaflets 
and cookies. 

�  Have a small activity on your stall . Get people involved straight away with a petition, 
a quiz, a short video… 

�  Be friendly and approachable!  Try to be welcoming - if you start to get grumpy after 3 
hours then take a break! �  

 
 
 
 
 
 

�	�����������	
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How to build and maintain a successful STAR group 
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Making your group attractive 
 
How are you going to make your society the one that everyone wants to join? And how 
can you make sure that members stay interested and enthusiastic throughout the year? 
 
Below are some ideas on the ‘good’ and the ‘not so good’ for getting and keeping 
members. 
 
A Good Society will: 
 

�  Have clear aims.  Be clear on why the group exists and what you hope to achieve. 
Build a sense of identity and set goals for the group to work towards together.  

�  Be Active.  Have a variety of opportunities to get involved, follow through on your 
plans, have regular activities to keep people interested. 

�  Be a good way to meet new people.  This means meetings with an opportunity to 
chat and get to know each other, projects which involve teamwork, and of course 
socials! 

�  Fun!  STAR is serious about improving the lives of refugees, but we can have fun 
while we do it! Bringing the student and refugee community together is something to 
celebrate! 

�  Offer responsibility. Delegate tasks to the group, offer the chance for new 
members to join the committee or lead on new events or projects 

�  Offer new Experiences. Give people the chance to try new things and gain 
experience in something valuable. 

�  Offer personal development.  If your group can offer training, the chance to learn 
about different issues, opportunities to develop skills, then make it obvious!  

�  Make a difference.  Show people what you do, how they can really make a 
difference, and celebrate your achievements! 

�  Be contactable.  It is important that all members of the society can easily contact 
the committee members so that they feel involved in the running of the group and 
they can get information when needed. 

�  A Society to be Proud of.  A lot of the above adds up to being a group that people 
want to be a part of – an active, vibrant, fun, unique group that makes a real 
difference! 

 
Try to avoid: 
 

�  Not keeping commitments.  Don’t bite off more than you can chew! If you don’t 
follow through on your plans, members might lose interest and think you’re all talk. 

�  Being Disorganised.  Any group or organisation that appears out of control and 
unclear on what it’s doing will be off-putting for potential members. 

�  Operating ‘Top down’.  If all ideas and decisions come from a few people at the top 
without discussion or consultation then you risk making people feel they are not part 
of the group. 

�  Assuming knowledge or experience.  Some members may be new to working 
with refugees or campaigning. Make your group an opportunity to learn, not one 
that makes unfair demands. Help people grow in confidence through 
encouragement. 

�  Demanding too much time.  People will vary in how much they can commit and 
this will change throughout the year, so give people a range of things to get 
involved with – some one-off opportunities and other regular requirements. 

�  Being Exclusive.  Make sure it’s not just a group for you and your friends. Involve 
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everyone in group activities, try to avoid making important decisions or plans 
amongst yourselves outside of meetings, or having socials with only a select few 
invited from the group. 

�  Being unclear on what you do.  Provide clear information and explain fully in 
meetings who you are and what you do – don’t assume everyone already knows! 

�  Being too ideological / political. STAR is about supporting refugees, but your 
group should encourage as wide a spectrum backgrounds and opinions to get 
involved. Don’t require that everyone agrees with you about everything! 

 
Raise your profile 
 
You can be the most perfect society in the world but not have enough members if nobody 
knows you’re there! You need to make sure that as many people on campus know that 
there is a STAR group at their university and that if they are interested in refugees you’re 
the group to contact. Think about these ideas for raising the profile of your group: 
 

�  Facebook.  Start and develop a group. An easy way to advertise, send messages 
and discuss your plans.  

�  Website / blog.  Start your own by trying www.blogger.com or www.wordpress.com  
�  Be visible . Check the Union Diary for events such as "One World Festivals" and 

"International Weeks" which you could book stalls at and/or organise events for.   
�  Use STAR brand . Put the STAR logo on all your posters, flyers and leaflets so 

people get to recognise it, and wear your STAR t-shirts and hoodies 
�  Build coalitions with similar groups.  Good relationships with other societies can 

have loads of mutual benefits from free advertising and sharing contacts, to joint 
events and practical help.  

�  Contact with university departments . See if you can advertise on departmental 
notice boards or contact lecturers and departments who you think may have a 
natural fit with your groups aims and interests. 

�  Design your own posters.  Make them distinctive and eye catching and display 
them in novel places. Build a consistent brand, with the same font, your own slogan, 
a clear contact or place to find more information. 

�  Use student media . Radio, TV and newspapers are always on the look out for 
quirky or interesting stories. So give them some! 

�  STAR website.  Write a news story about your group and send it to students@star-
network.org.uk. 

�  Student Union website.  Use it to signpost people to your group – make sure to 
provide contact details and to keep the information up to date! 

�  Upload videos  of your events on www.youtube.com and put a link on the STAR 
website or your own blog / site. 
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Effective Meetings 
 
Meetings are the most effective way for groups to plan their work. They allow for 
discussion, clear communication and an opportunity to build strong relationships in the 
group. Planning how your group will use meetings and conducting them in the right way is 
key for your STAR group to operate successfully during the year. 
 
There are different varieties you can have, from general meetings open to everyone to 
smaller sub-group meetings for particular purposes. We’ll focus here on some basic points 
to keep in mind when planning your groups ‘general meetings’. 
 
General Meetings 

Before the meeting… 
 

�  Regular time.  Try to pick a regular meeting time (e.g. every two weeks, Tuesday 
6pm), as this will allow members to plan their time and do their best to attend. 
Check when other similar societies are meeting (ask your societies officer) and 
don’t clash! 

�  Book a room.  If there are important topics to be discussed and decisions made 
with large numbers of people, then you’ll need a quiet room of an appropriate size 
to ensure discussions can be heard and everyone is comfortable. Do this in 
advance so you’re not stuck without a meeting place. If it’s a smaller meeting on 
more informal topics, then you can always find a local cafe. But wherever you 
choose make sure it is accessible to everyone. 

�  Agree an agenda.  Initially this will need to be done by the committee, so meet 
together in advance and agree on the main topics on discussion. In future, the 
outline of the agenda can be agreed at the end of the previous meeting, or a 
suggested outline circulated by email giving people an opportunity to add items, or 
just pass a paper round at the beginning of the meeting. 

�  Email meeting details.  Including: 
o Date, time, location (nice and clear, don’t hide them in large paragraphs!) 
o Agenda 

At the meeting… 
 

�  Signpost the room.  Make sure people can find your room and have a doorkeeper 
at the beginning to invite people into the room and keep the door open until the 
meeting has truly started. 

�  Organise seating.  Set up the room to suit the meeting style. Let everyone be 
included if you’re having discussions, and spread the committee around the group 
so that you don’t come across as a scary clique! 

�  Appoint a Chair / facilitator. This can be done before hand by the committee, or 
agreed at each meeting. But it’s important that someone takes responsibility for the 
following: 

o Introducing the meeting and welcoming everyone 
o Keeping time 
o Ensuring each agenda item is discussed 
o Allowing everyone the opportunity to contribute 
o Discussions stays on topic 
o Everyone is clear on the decision made and action points agreed 

�  Appoint note-taker if appropriate.  Agree for someone to take the minutes and 
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type them up afterwards to email round. Then everyone is clear on what was 
discussed and what tasks were agreed. 

�  Introductions.  There are a range of things you can do, but it’s important (especially 
with new people attending) that you give every a chance to introduce each other. 
And often you’ll want to make people feel more relaxed, so think of a quick activity 
or game to begin. 

�  Encourage participation.  Give people a chance to get involved with brainstorming 
sessions, banner painting, etc. 

�  Identify Action Points.  It’s vital that after each discussion everyone is clear on 
what action is to be taken next, who is going to do it, and when they will do it. Check 
what’s been agreed, write it down, then repeat them at the end of the meeting to 
confirm. 

�  Take a break.  If your meeting is over an hour then have a pause for 5-10 minutes 
and consider providing snacks. 

�  Social!  It’s often a good idea to have a social activity after the meeting. It helps the 
group get to know each other and gives you something to look forward to! 

 
After the meeting… 
 

�  Email minutes.  Send everyone who attended and those who couldn’t make it the 
meeting minutes with any agreed actions for people to follow up, plus key dates for 
the coming weeks. 

�  Think!  Reflect on what worked and what didn’t, and adjust your meeting style for 
next time – whether it’s to be clearer on who’s doing which task, not running over 
time, encouraging participation, etc. 

 
Your First Meeting 
 
The first few meetings are the most important. There are hundreds of societies out there, 
so having attracted your new and enthusiastic members you now need to provide them 
with more info on practical ways they can get involved.  

Use the first meeting to: 
�  Introduce STAR network: what STAR groups do around the UK, national events 

(conference, action day) 
�  Introduce your group and committee, promote what you did last year 
�  Explain some of the basic issues about asylum in the UK. Perhaps show a brief 

video or do a quiz 
�  Get ideas from the group about what they would like to do in the coming term 
�  But don’t bombard people with too much info, especially boring admin! 

 
STAR national team can attend your first meeting. We can help you out by introducing 
refugee issues and talking about STAR. Please contact the national team to arrange a 
visit: students@star-network.org.uk   
 
You might also want to think about the following: 

�  Advertise! Make a meeting poster and display them in cafes, bars, on departmental 
notice boards and on your society notice board. 

�  If you have friends in other societies who are meeting before you, ask them if they 
would be happy to advertise your meeting too (and vice versa of course) 

�  Pass around a list for people to fill in their contact details again 
�  Make new people feel welcome: 
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Inviting speakers  
 
Speakers could include refugees or 
asylum seekers from your volunteering 
projects who are happy to speak about 
their experiences, people involved in 
local refugee organisations or support 
agencies, university lecturers, MPs, or 
STAR staff.  
 
Always: 
·  Write to confirm the event; the 

date, time and place of meeting as 
well as what it is you would like 
them to talk about and whether 
anyone else will be speaking too 

·  Explain how you are advertising 
their talk and check they are happy 
with this 

·  Give them some info about STAR 
and your group in advance 

·  Ask them before the meeting how 
they would like to be introduced  

·  Write and thank them for coming 
·  Make it clear if you can pay 

expenses or not 
 

o Introduce everyone at the start  
o Explain how your meetings work. 
o Avoid in-jokes and jargon. 
o Make sure you explain agenda topics before beginning your discussion. 
o Try to have room for questions 

 
Varying meetings 
 
Here are some examples of how to spice up & 
diversify your meetings… 
 
�  Presentations by members.  Encourage 

people to research a topic about asylum 
and present to the rest of the group (e.g. 
pick a different country where refugees 
come from each week and explain the 
situation and why people are leaving) or to 
give an overview of something they have 
experience in. 

�  External speakers  can often add interest 
and expertise to your meeting. But 
remember, speakers tend to be very busy 
people. Be well prepared to use their time 
effectively. Have a back up plan too. 

�  Show a documentary.  Get a short DVD 
(15 mins) from the STAR national office and 
watch it at the end. 
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Communicating 
 
Communication between members of your group is crucial for the successful planning and 
delivery of your activities. Although meetings are the most effective way to communicate 
with each other, it’s important you use email, phones and websites to send messages and 
encourage discussion. 
 
Emailing 
 
Email is the easiest way to communicate to large groups of people. If you work hard to get 
lots of names on your mailing list and to write clear and friendly emails then you’ll establish 
a good communication base. 
 
General tips: 
 

·  Group email address.  To put on posters, etc and to use for communicating with 
STAR national and other organisations 

·  Bring a mailing list  to all events so people can sign up 
·  Regular email times  and standard layouts help a clear flow of information 
·  Be realistic about your readers!  Remember that many people on your mailing list 

may not open your email (since they signed up for lots of societies), so be honest to 
yourself about how many people are getting your message! 

 
A typical method will be to send a weekly update  of announcements for anyone 
interested: 
 

·  Clear subject heading:  1) Who it’s from (2) What it’s about 
·  Include contents  at the top if you have a few items 
·  Highlight key info  - any dates, times, locations so they can be found 
·  Keep it brief.  Many people will skim-read for the key information, so make it easy! 
·  Be specific  if you are asking your readers to do something 
·  Make any invitation or action clear . If you want people to come to a meeting or 

click on a link make sure they know it! 
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Planning projects 
 
Whether you’re organising a fundraising event, setting up a new volunteering project or 
preparing for a campaign, there is general good practice to ensure that you plan and 
manage your projects effectively. Here is some basic guidance on stages you might follow. 
 
Key stages in planning and managing a project 
 
Identify your objective(s) 
 
What do you want to have achieved by the end of the project? 
  
Try to make your objective(s) SMART:  

·  Specific – what exactly are you trying to do? 
·  Measurable – how do you know if you are progressing or if you have achieved your 

objective? 
·  Achievable – do you have the capacity to do this? 
·  Realistic – is it likely to happen or in your control? 
·  Time bound – when are you going to do it? 

 
Identify your resources 
 
Think about the capacity you have. 
 
How many volunteers will be involved in the project? How much money do you have 
available? How much time can you give to the project? Are there any other resources 
available to you?  
 
List all the tasks 
 
Write down everything that needs to be done. 
 
Working out what you need to do in order to achieve your objectives is one of the most 
important stages of the project management process. It will help you to make sure that you 
don’t leave anything out and have enough time for all the things you need to do.  
 
Set deadline for tasks 
 
Put all the tasks identified in the order they need to be completed and set a deadline for 
completion. 
 
Identify which tasks are dependent on other tasks having been already completed. This 
will help you to prioritise the most important tasks, and understand the implications of one 
part of your project running late.  
 
Delegate Tasks 
 
Identify who will do each task (this can be more than one person).  
 
It is important to delegate tasks to the whole group. This can help to keep all the other 
people involved with the project motivated and help you to achieve your objectives – you 
can’t do it all yourself! 
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Identify Risk  
 
Identify what could go wrong with your plan and prevent you from achieving your objective. 
This may help you take measures to control the risks in your project.  
 
Monitor Progress  
 
Once you’ve created your plans, make sure you continue to refer to them throughout the 
duration of your project! This will help you to track your progress towards your objectives 
and spot any problems at an early stage, making them easier to overcome. Set a date to 
review your work so far and adjust your plans accordingly. 
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Changing committees 
 
Everyone has to leave university at some point, and this means leaving your beloved 
STAR group as well! Passing on the knowledge, skills and experience you have picked up 
to the next crop of students is vital for the long-term success of your STAR group. 
 
Here’s some suggestions for how to handover the running of your group.  
 
Why have a committee at all? 
 
Having a committee (or ‘Exec’, etc) will give the group greater stability, better decision-
making ability and will ensure that no one becomes too stressed with all the responsibility. 
With different members of the group taking responsibility for different areas you are more 
likely to get things done. Students’ Unions also usually require that there are certain 
elected officers in your society.  
 
Identifying people to takeover 
 
If you’ve got a big strong group with plenty of people interested for next year, then it should 
be easy! But keep in mind the following: 
 

�  Be Clear  - people need to know what they are committing to 
�  Be Reassuring  – let people know that they can take on less responsibility if they 

need to; they are not signing their lives away, all contributions are welcome 
�  Advice and support  is available from the STAR national team for new committees 

by phone, email, or visits. We can talk things through using our knowledge of how 
other groups have been successful. 

�  FREE Committee Training  is on offer in June! If they’re unsure about running a 
group, or what STAR is about, they can come to this event to prepare for next year. 

�  Rewards  – chance to lead a group, establish lasting projects, great addition to CV, 
chance to develop important skills for planning, managing, etc.  

 
If you don’t think you have anyone in your group who might be able to take over, and you 
need to find some more people, then you could: 
 

�  Advertise  for the roles through all available channels (volunteering bureau, other 
societies, relevant departments) – including a free invitation for STAR national 
Committee Training  

�  Hold an open election  – advertise widely, make sure people know they can 
nominate themselves without previous activity or knowledge 

�  Events  – advertise at any related event you can, run by STAR or not! 
�  Invite national team  to speak at a intro event 

 
Handing over responsibility  
 
If you’ve got some new committee members, the next challenge is to have a smooth 
handover to prepare your successors. If you can, try the following: 
 

�  Face to face  handover  - have a separate meeting, this gives an opportunity for the 
new committee to ask questions 

�  Set a date  for when your successor will take over from you completely. This will 
avoid confusion for yourselves and others you work with  
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�  Make information accessible  - if you have lots of old bits of paper and materials, 
try to make sure they are organised so they are easy for someone else to use 

�  Help arrange a meeting  between the new committee and key people you work 
with 

�  Introduce them to STAR national  – send us their email, or encourage them to 
give us a call 

�  Exchange contact details  so they can ask for advice next year 
 
The best way to handover to the next committee will be by writing things down. You will be 
giving them a lot of information, so just telling them won’t be enough.  
 
It might help to write a short summary , putting all the key information in one place. You 
could aim to include: 
 

�  Outline of your role - w hat you were responsible for, the main difficulties, any tips 
you picked up. 

�  Activities List - a list of what your group did this year, how it was done, positives 
and negatives, recommendations for next year.  

�  Contacts List - a list of all important and useful contacts (inc. who they are, what 
your contact with them has been about) 

�  Friends and partnerships - a brief list/description of the societies, groups, 
departments and organisations who you’ve worked with. 

�  STAR calendar -  Committee Training in April, National conference in November, 
Freshers’ Pack in September, Action Day in February/March. 

�  National team support -  what the national team can offer: specialised training, 
ideas shared from across the network, contact with other STARs, advice on 
activities, projects, and events. 

�  Tips -  it’s often the little things that will really help, make sure your experience is not 
lost! 

 
Note: using a group email address is a good idea because then everyone you work with 
will be able to stay in touch with the new group. 
 
What to do if you don’t have a new committee 
 
If you are worried that you won’t find any new members to run your STAR group, then you 
can take some steps so that the information is kept safe for a future re-birth! 
 

�  ‘Handover’ to STAR National  all information and contacts. If students get interested 
the following year we can help them pick up where you left off! 

�  Contact local  partner organisations  and inform them of the situation. Ask them to 
contact STAR national to discuss possible ways forward. 

�  Contact Societies sabbatical officer  or equivalent. ‘Handover’ the society to them 
for safe keeping. Ask if they can book a freshers stall for STAR national to run to 
recruit more students. 

�  Contact Union volunteering bureau  / Student Community Action . Ask if they 
can keep any volunteering opportunities open to students next year. 

�  Ask if any similar, friendly societies  will keep knowledge of past work, continue to 
advertise certain opportunities, and encourage interested students to start a new 
group by contacting STAR national. 

 
Committee roles 
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The roles that you have on your committee – and your committee size – will depend on the 
activities and needs of your group. The important thing is to make sure you always identify 
a set of tasks that need doing before creating a role (rather than creating a role and later 
finding that it isn’t clear what this person is supposed to do!). 
 
We’ve included some standard roles and tasks that you can consider when creating the 
roles for your group. 
 
Chair/President: 
·  Coordinate overall activity 
·  Ensure group stays focused on its aims 
·  Support other committee members in their roles 
·  Act as chair for group meetings 
·  Communicate with the STAR national team  
·  Communicate with the Students’ Union, other societies and external organisations 
 
Secretary: 
·  Take minutes of meetings 
·  Write emails to members 
·  Manage website/Facebook group 
·  Support Chair/President with administrative tasks  
 
Treasurer: 
·  Record donations/money raised 
·  Prepare any budgets/grant application forms for your student’s union 
·  Organise floats for stalls/activities 
 
Volunteering Coordinator: 
·  Maintain contact with volunteers and update them on project info, changes and 
developments 
·  Keep in contact with local refugee support organisations  
·  Ensure volunteers have access to the information and advice they need 
·  Lead on making sure the contribution of volunteers is recognized 
 
Campaigns Coordinator:  
·  Make sure the group is updated on STAR national campaign info 
·  Coordinate group campaigning actions 
·  Communicate with local organisations with mutual campaigning aims 
·  Keep updated on local campaign events 
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Introduction 
 
Campaigning is about working together to change things for the better. The STAR network 
has thousands of members across the UK and when thousands of people ask for the 
same thing it can really make a difference.   
 
For example STAR members joined in the national campaign to end vouchers for asylum 
seekers and the government changed it’s policy – we won!  Asylum seekers now get cash 
so they can buy anything they want from anywhere they want (although people who have 
been refused asylum still get vouchers – so we’re still campaigning!). 
 
STAR National works with other agencies who also want to improve conditions for 
refugees to make our campaigning really effective e.g. Amnesty, TUC and Refugee 
Council.  This means that STAR members become part of something even bigger.  
 
STAR has a fantastic campaigning resource – you! 
Thousands of dedicated and creative activists ready to 
express their support for refugees and demand that our 
government improves conditions for those who come to the 
UK for protection. You are a key part of the movement 
advocating for refugees. If we work together as a network we 
can make a difference. 
 

STAR campaigns 
 
Equal Access 
 
Asylum seekers do not have the same right to university education as their British born 
peers. As a student network STAR believes that this is wrong and that we are uniquely 
placed to correct this injustice.  
 
STAR will lead a campaign to ensure that asylum seekers have equal access to higher 
education and can join us at university as equals.  
 
Campaign Aims  
 

�  Universities will allow asylum seekers to pay home fees 
�  Vice Chancellors will sign the pledge to support national policy change  

 
Each STAR group can lobby their own university to demand equal access for people 
seeking asylum.  
 
Contact the STAR national team to find out what you can do. 
 
 
 

���
������� �
 
How to make your group effective campaigners for refugees. 

�
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STAR is also an active supporter of the following c ampaigns: 
 
Still Human Still Here 
 
The ‘Still Human Still Here’ campaign highlights the plight of tens of thousands of refused 
asylum seekers who are being forced into abject poverty in an attempt to drive them out of 
the country. STAR is working with organisations such as Amnesty and Refugee Action to 
end destitution. 
 
STAR is calling on the Government to: 
 

�  End the threat and use of destitution as a tool of Government policy against refused 
asylum seekers 

�  Continue financial support and accommodation to refused asylum seekers as 
provided during the asylum process and grant permission to work until such a time 
as they have left the UK or have been granted leave to remain 

�  Continue to provide full access to health care and education throughout the same 
period 

 
Right to Work 
 
The Right to Work campaign is dedicated to promoting the solution of the right to work for 
asylum seekers to allow them to support themselves while their claim is processed and to 
help combat the destitution of refused asylum seekers. STAR is working with organisations 
such as Refugee Council, TUC and Brighter Futures to demand permission to work for 
those claiming asylum. 
 
STAR is calling for the Government to grant entitlement to work for: 
 

�  All asylum seekers after 6 months of making a claim  
�  People who have been refused asylum but cannot return 

 
Go to the STAR website to find out what you can do: www.star-network.org.uk  
 
Other Campaigns 
 
Campaigning is generally the highest profile activity of STAR. To be effective it is important 
to maintain clear and focused messages. As a charity STAR also has a legal responsibility 
to campaign only on those issues that are stated as our charitable objectives.  
 
If you want to campaign on issues outside of STAR’s charitable objectives then you cannot 
use the STAR name and logo. STAR’s objective is to support refugees in the UK. 
 
This means that STAR cannot campaign on general human rights issues or those relating 
to migrants in general rather than refugees and asylum seekers. This is regardless of 
whether we are supportive of the cause or not. 
 
If your group is planning a campaign not officially supported by STAR it is essential that 
you discuss this with the STAR national team.  
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When engaged in activity gaining public attention you are using STAR’s reputation. Please 
keep in mind that you are part of a national network and that other student groups may be 
affected by your actions. 
 
Taking Action! 
 
What you need to do to achieve your campaign aims will depend on who you are trying to 
reach and the change you are seeking. But there are some standard campaigning tactics 
and it’s important you know how to take action effectively. Below is some advice on 
passing a motion at your Students Union, lobbying your MP and gaining support on 
campus. 
 

Passing a Students Union (SU) motion 
 
What is a Students Union motion? 
 
The student executive committee (made up of sabbatical officers) at your university 
student’s union is there to represent the interests of all your university’s students. So 
getting the backing of your union can be a powerful thing. An SU motion is the democratic 
tool students can use to set their SU’s policy.  
 
Why pass a motion? 
 

�  To raise awareness of an important issue with students 
�  To compel your SU to take action on your campaign. For example, writing to the 

Vice-Chancellor or posting info about the campaign on the union website 
�  To add weight to your demands. Letters sent on behalf of the SU may carry more 

weight, plus they may have valuable contacts or access to decision makers. 
�  To gain access to those at the top of your university. SU Presidents have regular 

meetings with their Vice Chancellors (VCs). Other SU Sabbatical Officers will have 
contact with Pro-Vice Chancellors, Deans and other senior University staff. This 
relationship means that Sabbaticals are in a good position to lobby the University. 

 

How do I do it? 
 
The procedures will vary by university, so contact your SU to find out exactly what you 
need to do. Each student union will have a student representative body.  This may be 
called Union Council or Union Executive.  These representative bodies meet regularly to 
discuss business.   Some will have one meeting each term, others every week – find out 
from your SU.  Anyone can attend these meetings and put forward motions, but voting is 
restricted to the elected members.  
 
You need to get the motion on the agenda: 

�  Write a motion . The STAR national team has template motions you can use, so 
get in touch.  

�  Submit your motion . There will be a deadline for submitting a motion, often 
several weeks before the meeting.  

�  Find a proposer . You will need 2 students; one to act as ‘proposer’ & one to be 
‘seconder’.  Some SU’s may require you to find a specified number of people to 
support your motion (e.g. 30 student signatures) before it can be put forward. 

 
Once on the agenda, you need to: 
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�  Raise awareness of your motion before the vote . Get an article in your student 
paper, hand out leaflets, put posters up, or hold a debate to generate interest. Get 
as many supporters there as you can! 

�  Every vote will count.  Find out who can vote and ensure those people who are 
supportive will attend the meeting to vote for your motion.   

�  Prepare a speech and your arguments . You will likely need to make a short 
speech or presentation to explain and give reasons why the meeting should support 
your motion. Be prepared for an opposing speech against your motion and be ready 
to answer questions about it too.   

 
Success!  If your motion is passed then make sure it is implemented! Talk to union staff & 
sabbaticals. Now celebrate and get some publicity! Tell your student paper and STAR 
national. 
 
Try passing a motion at the NUS Annual General Meet ing (AGM) 
 
Union societies, with the official support of their SU can have a big influence over NUS 
policies and in the past specific activities of societies such as STAR and People and 
Planet have been officially supported by NUS at AGM 
 

Each Union delegation must be voted for by your campus. Therefore, if you are really 
serious about getting your campaign debated at NUS AGM then you should consider 
standing as a delegate yourself, or lobbying those who have been elected. Speak to your 
union executive committee about when NUS AGM delegation elections will be happening. 
 
Win the support of lecturers and university staff t rade unions 
 
Getting the support of a trade union behind you could take your campaign to a national 
and much broader audience and, being university students, you have a natural affinity with 
those unions representing teaching and university staff. They represent a good starting 
point in getting your message out beyond the university or local community. 
 

Get in touch with union representatives in your area. For example, the Universities and 
Colleges Union (UCU) has a representative (who will be a member of staff) at almost 
every university across the country. The local union rep would be your first point of 
contact. You can find out how to contact them via the UCU website: www.ucu.org.uk and 
click on ‘Contacts’. 
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Lobbying your MP 
 
An important aspect of many campaigns is gaining the support of MPs. They will be able to 
communicate your objection to government policy and push for a change. 
 
What is lobbying? 
 
Lobbying is about influencing the thinking of legislators or other public officials to come 
round to your point of view. Lobbying can take many different forms and can be done by 
paid lobbyists from the charity or corporate sector or by grass roots activists and members 
of the public. 
 
If an MP receives a certain number of contacts about an issue, they are then likely to raise 
the issue either in Parliament or with the relevant government ministers. 
 
You can lobby your MP in the following ways: 
 

�  Write to them – the more letters an MP receives from constituents on a certain 
issue, the more likely they are to take notice and do something about it.   

�  Arrange a meeting – you can meet your MP at their constituency office during their 
‘surgery’ time or at the Houses of Parliament. 

�  Arrange a mass lobby - a large number of people can try to meet their MPs in the 
Houses of Parliament at the same time 

 
What you can aim for your MP to do: 
 
You can request that your MP act on your behalf in one of the following ways: 
 

�  Raise your concerns with the relevant Government minister 
�  Raise your concerns with a Parliamentary question 
�  Sign an Early Day Motion* in Parliament supporting the issue 
�  Make commitments addressing the issue within your community 

 
*Early Day Motion (EDM)  - The name for when an MP gives notice of a motion for which no date 
has been set to debate.  EDMs are very rarely debated, but it’s a good way for your MP’s opinion 
on the subject to be recorded.  Your MP can also use an EDM to gauge levels of support for an 
issue amongst other MPs and to raise awareness. MPs also find EDMs useful for local press 
releases. 
See http://www.parliament.uk/documents/upload/p03.pdf for more information. 
 

 
How do I contact my MP? 
 

�  Find out who your MP is: 
Go to www.theyworkforyou.com and type in your postcode.  
Or call the House of Commons Information Office on 020 7219 4272.  
Or search by name, constituency or postcode at http://www.locata.co.uk/commons/ 
 

�  Write to them: 
All MPs have Westminster offices and will make arrangements for their mail to be dealt 
with or redirected when they are away from London: 

Name Surname MP 
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House of Commons 
London 
SW1A OAA 
 

�  Email them: 
Find out MP e-mail addresses at www.parliament.uk/directories/hciolists/alms.cfm 
Contact them via the www.writetothem.com website 
 

�  Phone them: 
You can contact your MP’s office at the House of Commons by asking the switchboard to 
put you through:  020 7219 3000. You should be able to find out the phone number via 
your MP’s website or at your local library. 
 
Writing to your MP 
 

�  Introduce STAR – this will mean subsequent correspondence has more impact, and 
your MP will be more likely to accept future invitations 

�  Be concise and precise – inform them about the issue, your views and suggested 
solutions, but remember that they receive a huge amount of correspondence.  

�  Be clear what you are asking - let them know what you would like them to do  (e.g. 
that you would like to meet them, or you would like them to sign an EDM in support 
of the campaign, etc) 

�  Request a reply - Ask for a specific response. 
 
Meeting your MP 
 
At Westminster - You can arrange to visit your MP when the House of Commons is 
sitting. You will need to make an appointment to see them in the Central Lobby in 
Parliament. 
 
In their constituency  - MPs also hold regular ‘surgeries’* in their constituencies. You can 
find out details from their office. Groups such as STAR often visit their local MPs. 
 

�  Introduce STAR – explain who you are and why you want to meet them 
�  Be realistic – make sensible aims about what you can cover in one meeting. List the 

most important things you want to cover.  
�  Go as a group - attend the meeting as a (small) group and decide who will speak on 

the issue 
�  Have a clear aim -  be clear about what you want your MP to do as a result of the 

meeting, such as writing to a minister or asking a parliamentary question 
�  Predict their responses – research your MP and their party and use this to predict 

their responses. Prepare yourself to respond effectively if they disagree.   
 
*MP surgeries  – A set opportunity for you to meet your MP to raise any issues or concerns that 
you have. Most MPs hold surgeries at least once a month, details of which you can find out from 
their websites or offices. Some MPs operate an advance bookings policy. Others you can just turn 
up to on a ‘first come, first served basis’, so it is best to check before hand and, if necessary 
arrange to meet another time. 
 
Follow Up 
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�  Always write and thank your MP, include the main points agreed and any action that 
has been promised on either side.   

�  Record any additional information you found out about your MP 
�  Consider inviting your MP to a follow up event at your union. If you can make the 

event a photo opportunity, so much the better. You can speak to your MP’s 
secretary to help with getting some media coverage.  

 
Contacting a Member of the House of Lords 
 
Members of the House of Lords have an important role to play.  It is often in the Lords that 
a government loses a vote on legislation. Members attend the House on a voluntary basis 
and only a few have an office or any staff.  This can make it tricky to contact them directly, 
but here are some ideas. A full list of Lords can be found at 
www.publications.parliament.uk/pa/ld/ldinfo.htm 
 
Writing a letter to a Member of the House of Lords 
 
Name, Surname and title 
House of Lords,  
London,  
SW1A 0PW 
 
For information about how to address Members in letters and on envelopes go to 
www.publications.parliament.uk/pa/ld/ldinfo/ldadds.htm 
 
Phoning a Member of the House of Lords 
 
Telephone the switchboard (020 7219 3000) who will either transfer you to the relevant 
office or take a message.  Alternatively you can leave a message with the ‘message 
service’ 020 7219 5353. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



www.star-network.org.uk   28 
 

Getting support on campus 
 
Here are some favourite actions for winning support for your campaign among fellow 
students and demonstrating that you’ve succeeded! 
 
Raising awareness 
 
Ways to inform other people and increase their understanding on a topic: 
 

�  Refugee speaker 
�  Public meetings and film showings 
�  Leafleting and info stalls 
�  Chalking campaign slogans 
�  Holding debates 
�  Organising a conference on the issue in your area 
�  Host a theatre performance 
�  Putting up posters about the campaign 
�  Eye-catching stunts such as sitting in a cage 
�  Poetry readings from students 
�  Having a banner drop at various location on campus / in town  
�  Themed entertainment events, e.g. world food / world music night 
�  Street theatre about the campaign topic 

 
Demonstrating support 
 
Ways to show that there is wide support from the public for your campaign: 

 
�  Organise a petition and send it to your target 
�  Organise a mass letter writing to your target  
�  Holding a sleep out 
�  Arranging a demo or march 
�  Pledges from key campaign supporters 
�  Passing a Students Union motion 
�  Holding an action to mark an event that relates to your campaign 
�  Hold a vigil 
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Why fundraise? 
 
Your group can make a massive difference to the lives of refugees by raising money on 
campus for two causes: 
 

1. To make sure STAR has enough money to continue it’s vital work 
2. To make sure your local refugee project has enough money to continue it’s vital 

work 
 
Funds for the STAR network 
 
STAR groups make a huge difference to the lives of refugees in the UK by promoting 
positive images, volunteering at projects and campaigning for improved conditions.  We 
need money to pay for all the things that make that happen like:  

�  the resources we send to you at freshers so you can recruit more members 
�  STAR conference where you learn about refugee issues and share ideas for more 

good work 
�  training for STAR members who volunteer with refugees 
�  organising the campaigns for improved conditions for refugees 

 
STAR national works hard to get this money in but there’s never enough so your group 
can be a huge help by raising some money on campus.  
 
Funds for your local work 
 
Local refugee projects work with STAR to help refugees by providing things like English 
classes, destitution funds and advice.  These things cost money and like STAR national 
the projects themselves fundraise hard and always welcome help from STAR groups. 

 
Here we’ve included some advice on how to organise a fundraising event, if you want help 
with fundraising for your own group or a local refugee agency please contact the national 
team. 
 
Main ways of getting money are: 
 

1. Holding fundraising events (see below)  
2. Apply for a grant as a society of your Students’ Un ion .  Find out from your 

Societies Office/Students’ Union how and when to apply for this. 
3. Collect membership fees at Freshers’ Fair .  This will enable you to get your 

group up and running immediately. 
 
Top tips for fundraising events  
 

�  Plan carefully.  Read the advice on ‘Planning Projects’ in the STAR Guide and 
follow the steps.  

�	��������� �
 
How to raise funds for STAR and local refugee projects 

�
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�  Create a budget.  It may only need to be small, but put down all the costs and 
realistic estimates of how much you’ll raise. Calculate carefully to ensure that the 
event will raise money. 

�  Don’t commit to large costs you can’t afford . When arranging an event, try to 
avoid paying large amounts of money in advance unless you can guarantee that 
you will make the money back. 

�  Secure money in advance.  Try to arrange your event so that you have some 
guaranteed money before main costs, e.g. pre-event ticket sales. This lowers the 
risk of hoping it goes ok on the night! 

�  Make it worthwhile!  Check that the effort you’re putting in to fundraising will be 
rewarded by the amounts of money raised (i.e. don’t spend 2 months organising an 
event that will only raise £20!) 

�  Keep money safe.  If you’re collecting cash (perhaps in buckets), then arrange a 
place to store it until it can be deposited and include this in your event planning. 

�  Be transparent.  It’s good practice to ensure that if you’re handling money as 
individuals that others can see where the money has come from, where it’s being 
held, etc. Try to have 2 people present when money is being counted or transferred. 

 
Simple fundraisers which you can vary: 
 

Hold a club night : Ask around your friends and contacts to find a band that will 
play for free.  Check out the costs of hiring a venue (better still get one for free), perhaps 
offer a proportion of ticket sales so you’re only committed to spending some of what you 
receive. 

Stalls:  Simple to plan/get permission for and are ideal to give out info/sell 
cakes/STAR T-shirts from.  Be imaginative and try to get noticed. If you don’t have 
permission to ‘sell’ things, you can suggest a ‘minimum donation of e.g. 50p for cakes’. 

Sponsored anything!  Asking your friends to sponsor you for doing something 
slightly crazy is a great way to get generous donations and get some publicity. If it’s low 
cost then it’s usually a guaranteed fundraising success.  
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Monitoring 
 
Hostile, provocative and derogatory articles about refugees and asylum seekers in media 
coverage has led to a greater intolerance of asylum seekers and refugees.  As STAR 
members you can respond to local press coverage and get your voices heard!  
 
By voicing an objection to articles you feel are unfair or inaccurate, or praising positive 
coverage, you can help change public opinion. 
 
What can I do? 
 

�  Monitor the press, particularly your local papers 
�  Send articles or letters to your local print media (see below for more info) 
�  Add your comments online on news sites and blogs. Add positive stories and 

comments about asylum seekers and refugees. 
�  Write articles for your student newspaper or university newsletter either on asylum 

and refugee issues or reports on STAR group activities. 
�  Get your members emailing or writing too. 10 letters are better than 1! Hold a STAR 

letter writing party 
 

If you are using the STAR name you must inform the national office before you 
start!  

It’s easy - just drop Emma an email to emmaw@star-n etwork.org.uk  
 

Promoting your work 
 
You can also try to raise awareness by getting local media to cover your activities. 
 
You could organise a stunt/event and invite the local press to come along and cover it. In 
order to increase the chances of getting coverage, perhaps you could work with other local 
community groups or well-known figures. 
 
How do I do it? 
 
Take the following steps: 
 

�  Make it interesting.  Think: is your action newsworthy? Would YOU want to read 
about it? 

�  Be photogenic.  If you want to capture imaginations, create events that actually 
generate pictures. For example, sleeping out, dressing up, performing a symbolic 
stunt (sit in a cage), speaking to a crowd… If you have a friend who’s into 
photography, invite them to come along and cover the event 

�  Identify how and where  you want your story to be covered: 
o News story – a one off event or piece of information. 

�������� ��!��!
�"
��� �
 
How to engage successfully with the media to promote positive images of refugees  

�
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o Feature – story with a human face on a personal level. Something that can 
catch the imagination of a journalist or editor by suggesting something they 
could get their teeth into 

o Letter – send a letter on an original newsworthy and current topic and can be 
related to a local issue. Reply to an article they have published. Reply to 
previous letters or respond to any letters about previous coverage of your 
activities 

o Events listing – to advertise your up and coming activity. 
�  Take advantage of breaking news  – if a story is covered that your activity could 

relate to, contact the media that broke the story and use it to promote your activity 
and a follow up story 

 
Press releases 
  
Here’s what you need to do when writing and sending press releases. A model press 
release is in the appendix. 
 

�  Check deadlines.  Call first to check deadlines, especially if it is for daily rather than 
weekly media. 

�  Identify a reporter.  Learn the names of the reporters who cover the stories most 
significant to your issue. Skip the Editor and send your story directly to them. If 
you’re cold calling a newspaper, make sure you ask to speak to the most relevant 
person – The News Editor, Features Editor, Environment  Editor, etc 

�  Include  info on: 
o Who you are. Mention the STAR network as well as what your STAR group 

does 
o What  you are doing 
o Why you are doing it  
o When it’s happening  
o Where it’s taking place 
o How you can be contacted  - your contact details can be marked as not for 

publication! It may be wise to set up a new email account just for responses 
if you want your contact details printed in the article. 

�  Keep it short, sharp and to the point . Use quotes but avoid using lengthy titles. 
Keep it under 1 side of A4. 

�  Check your facts . Contact the STAR national team if you have any issues or 
points you want to clarify. If you’re not sure, check! Inaccuracies can be damaging 
to peoples view of refugees and of STAR. 

�  Ask someone to read it  who is unfamiliar to see if it makes sense. 
�  Identify a spokesperson . Find an articulate, friendly, well informed member of 

your group happy to field enquiries from the press. 
�  Keep records  of any responses to your story 

 
5 top tips for media management 
 

1. Remember the big W  - a news story is not made interesting because of who, 
when, or where but because of why such an event is happening. 

2. Never feel obliged to give an immediate reply  – but if you commit to call them 
back then don’t let them down, the life of journalists is built on deadlines and trust in 
their contacts. 

3. Mind your language!  It is not just the literal message you are sending that can be 
significant, the language you use dictates how people will react 
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4. Always consider ‘worst front page scenario’  – if you are involved in a potentially 
controversial story, try imagining how it would look on the front page of the paper 
before you commit to it. 

5. Newspapers do not lie  (but they embellish!) What papers usually do is use facts in 
a value-loaded manner. It may be presented in a way that appals you, but it’s 
difficult to demonstrate that they have made a factual error. 
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How the national team can help you  
 

�  Ideas!  We can talk through your plans and offer other suggestions! 
�  Help in writing a press release or drafting an article or letter for the press. 
�  Background information about STAR or current statistics for use in your press releases. 
�  Links with expert media advice.   
�  To get an effective message across it is important that STAR always speaks with one voice, 

so please contact the national team to find out what other groups are saying before you talk 
to the media 

�  Please send us a copy of anything you get published so we can show off about you! 
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STAR groups get: �
 

�  to use the STAR name and logo  
�  free materials to promote your group and refugees, e.g. banners, books, leaflets 
�  free training on running STAR activities including committee training 
�  assistance, direction and advice on volunteering and campaigning with refugees from 

the experienced national team 
�  the opportunity to join with other students to campaign nationally for refugees 
�  a say in the direction of STAR including a vote at the Annual General Meeting (AGM) 
�  to promote your group on the STAR website 
�  discounts for the National Conference in November and on STAR merchandise 

 
STAR groups are required to: 
 

�  call the society “[University Name] STAR (Student Action for Refugees)” 
�  use the STAR name only for activities within STAR’s core objectives: 

�  Promoting positive images of refugees in the UK 
�  Volunteering to support refugees through established local organisations which will 

ensure the safety and effectiveness of the volunteering 
�  Campaigning for improved conditions for refugees in the UK 

�  keep the national team up-to-date about your plans and achievements  
�  submit contact details for your committee members at the beginning of the academic 

year and update us on any changes 
�  notify the national team if you are working with the media or applying for external 

funding 
�  use STAR’s charity number only when fundraising for the STAR national charity 

 
 

 
I confirm that I have read and agree to the Affiliation Agreement on behalf of ……………………. 

STAR 
 
Signature 1:  Chair / President 
 
Print name: 

Signature: 

Date: 

 
Signature 2:  Committee Member 
 
Print name: 

Signature: 

Date: 

 
Please sign and return to: STAR, Oxford House, Derbyshire Street, Bethnal Gree n, London E2 6HG  
 
Please also keep one copy for your group and submit one to your Students’ Union Societies 
Officer.  
 
If you have any queries please call James Fisher (Network Co-ordinator) on 020 7729 8880 
ext.205. 
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All STAR groups have one vote at STAR’s Annual Gene ral Meeting (AGM). The AGM will be 
held at the STAR national conference. The informati on below will tell you everything you 
need to know.  
 
What is an AGM? 
 

·  An Annual General Meeting is a formal meeting which is held once a year.  
·  Holding an AGM is a legal requirement  
·  The AGM will act as a review of the year and deal with issues such as the election of 

Trustees and reviewing the annual accounts 
·  It is a great opportunity to meet, put questions to and elect the Board of Trustees who are 

responsible for the management of STAR as a national charity  
·  Most importantly, the AGM is also a chance for the Trustees to say thank you to members 

for their hard work and to update members on the strategic direction STAR is taking  
 
Who can vote at the AGM?  
 

·  Every Trustee and every STAR group has one vote at the AGM. The Chair of each STAR 
group or a designated representative of the STAR group committee (in the absence of a 
group’s chairperson) has one vote. You need to be affiliated to the group to do this.  

·  For the meeting to count we need a quorum of members (10) entitled to vote present – your 
vote is important so please do come along!  

·  All delegates at the STAR conference can attend the AGM.  
·  James Osborne, the Secretary of the Board will record who attends and minute the AGM. 
·  Those eligible to vote will be able to meet the Trustees and check that they are clear on the 

voting procedure and any other questions they may have at 5pm on Saturday 15th (just 
before the party). 

 
Papers to be circulated in advance and available on  the day 
 
There are several useful documents which will be circulated in advance and will also be available 
on the day: For example:  
 

·  The annual accounts summarising STAR’s incomings and outgoings over the past year 
·  An annual report outlining the activity STAR has undertaken over the past year  

 
What do the Board of Trustees do?  
 
Trustees are responsible for the effective and efficient governance of STAR as a national 
registered charity.  

·  Trustees are the trustees of STAR as a charity and company and are legally responsible for 
STAR’s actions and funds.  

·  Responsibilities include setting the aims and objectives of the charity and translating these 
into a business plan, maintaining an oversight of STAR’s funds and managing STAR’s 
Chief Executive. 

·  Being a Trustee is a voluntary, unpaid role 
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Note to Picture Editors: photo call, 4:00pm  
Mock Casino, wheel of fortune with stewards in black tie. 
 
Venue:  St Stephen’s Entrance, Houses of Parliament, SW1 OAA 
 
Date of event: Tuesday 25th May 2006, 3:00 – 5:00 pm 
 
Details:   Name, Job Title.  STAR Office:  020 7820 3006  
Home: 020 *** ****    Email info@star-network.or.uk    Mobile: 04325 *** *** 
 
 

Students spin the wheel of fortune! 
 
On Tuesday 25th May between 3:00 – 5:00pm, University of London students from “STAR” 
(Student Action for Refugees) will be running a mock casino with a “Wheel of Fortune” outside the 
St Stephen’s Entrance to the Houses of Parliament.   This is taking place as part of the Lobby of 
Parliament to oppose the Immigration and Asylum Bil l. 
 
Part of the group’s awareness raising activities about the plight of refugees and asylum seekers in 
the UK, students from STAR aim to let the public know what the reality of this Bill will be for people 
seeking refuge in this country. 
 
The colourful “Wheel of Fortune”, with STAR members drumming up custom for their “Asylum 
Casino”, represents the lottery that people fleeing persecution will face under the new legislation. 
The game cards people receive, depending on where the wheel stops, each have examples of the 
extreme difficulties and poverty people will face when these proposals come into effect.  There will 
be free gingerbread people to give out to passers-by who will be spinning the wheel and taking 
their chance on fortune, much as asylum seekers will have to do under the new Bill’s plans. 
 
The Coalition for Asylum and Immigration Rights  (CAIR) has been coordinating opposition to 
the Immigration and Asylum Bill and has called this lobby of Parliament  seeking to influence the 
final House of Commons debate.  Running along side this is a public meeting , in The Grand 
Committee Room, with speakers including Diane Abbott MP and the President of the National 
Union of Students, along with representatives from The Refugee Council. 
 
 
 
**Named** spokesperson for STAR  said:  “This is a major piece of legislation that contains a 
number of elements of grave concern. In particular the virtually cashless system of support, which 
will be much more costly and cumbersome to administer than a return to benefits, will cause more 
havoc and suffering for people who have already been through a great deal.” 
 
*Name*, National Assembly Against Racism , said: “The voucher system and dispersing asylum 
seekers all over the country will create a socially excluded group who will become the targets of 
racists, neo-Nazis and xenophobes.  The government’s own analysis is that social exclusion leads 
to racism, violence and crime, yet it proposes to place an extremely vulnerable group of people in 
just this position.  We oppose this bill utterly.” 
 
 

STAR (Student Action for Refugees) is the national network of student groups 
working to improve the lives of refugees in the UK.  

 
Details:  Tel:  020 8908 7036  Home:  020 *** ****  Mobile:  04325 *** ***     
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Materials 
 
Here is a list of STAR materials available on request from the STAR national office. 
 

�  Leaflets 
o Overview of STAR network, how to get involved and what you can do. 
o (blue and orange, glossy A4 sheet folded into 3) 

�  Annual Review 08-09 
o Outline of main STAR activities with group case studies, includes map of 

groups with summary of 08-09 work. 
o (sky blue, A5 folds out into A2 poster) 

�  Banners 
o STAR logo and website. 
o (White PVC, 1m x 0.8m) 

�  Stickers 
o Two styles: multi-coloured Union Jack and STAR graphic. 
o (round, glossy, 3cm) 

�  Beer mats 
o Three styles: STAR logo front with refugee fact on back x 2 and multi-

coloured Union Jack. 
o (Beer mat shape and size!) 

�  Balloons 
o STAR logo on blue and orange. 
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Useful Organisations 
 
Amnesty International 
www.amnesty.org.uk  
 
Asylum Aid 
www.asylumaid.org.uk  
Campaigns and lobbies for refugee & asylum rights, can provide legal advice  
 
Bail for Immigration Detainees (BID) 
www.biduk.org/  
An independent charity that exists to challenge immigration detention in the UK. 
 
British Red Cross 
www.redcross.org.uk 
Provide family tracing services and orientation programmes across the UK 
 
The Children’s Society 
www.childrenssociety.org.uk/ 
Currently campaigning to end the detention of children for immigration purposes. 
 
Council for Assisting Refugee Academics (CARA) 
www.academic-refugees.org/ 
 
Immigration Advisory Service (IAS) 
www.iasuk.org 
Provider of advice and representation on immigration, asylum and nationality law. 
 
Immigration Law Practitioners’ Association (ILPA) 
www.ilpa.org.uk/  
 
Information Centre for Asylum and Refugees (ICAR) 
www.icar.org.uk/ 
 
Joint Council for the Welfare of Immigrants (JCWI) 
www.jcwi.org.uk/ 
Campaigns for justice in immigration and asylum law and policy. 
 
Medical Foundation for the Care of Victims of Tortu re 
www.torturecare.org.uk 
Provide support and treatment for victims of torture nationwide 
 
Migrant Helpline 
www.migranthelpline.org.uk/ 
One of five agencies funded by Home Office to assist refugees and asylum seekers. 
 
National Coalition of Anti Deportation Campaigns (N CADC) 
www.ncadc.org.uk  
A network linking campaigns against individual deportation cases. 
 
Refugee Action 
www.refugee-action.org.uk  
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Support and advice for refugees and asylum seekers. 
 
Refugee Council  
www.refugeecouncil.org.uk  
Support and advice for refugees and asylum seekers. 
 
Refugee and Migrant Justice 
www.refugee-legal-centre.org.uk/  
Lawyers defending human rights (formerly ‘Refugee Legal Centre’). 
 
Still Human Still Here 
stillhumanstillhere.wordpress.com/  
Campaign to end the destitution of refused asylum seekers. 
 
UNHCR in UK 
www.unhcr.org.uk/ 
The UN Refugee Agency. 
 
 
 
 
 
 
 


