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INTRODUCTION

TheUWSNBAGE 2F /FYyIiSNDbdzZNE {GdzZRSydaQ ! 2a20Al A
of its ongoing commitment to the 130 clubs that are affiliated to UCSA. The UCSA provides
services, facilities and resources, this manual outlines how you and your clidpciamo

our support to achieve success, create belonging and fashion phenomenal events.

MEET THE TEAM

James Huntley

Cluls Coordinator

Jamesds your first point of call for all club activities on camgfigyou have a question,

James willbetheonetoagk | Aa O2y 4l OG RSGFAfas +a Sttt |

Fiona Gurnsey

Reception

The face of the UCSA, Fiona is your point of contact for all goan booking forms and
equipment.

Jason Schroeder

Events& ActivitiesManager

Jason oversees the Evematsd Activities team, including James. You might interact with
Jason and his team when you run an event in association with the UCSA.

Riley Divett

Production & Resource @dinator

Riley is your go to for advice on, and collection of, any technical geamight want for
events. Riley and his team will help supercharge your events.

Greg Stubbings
Communications Manager
Greg is great for help with advertising your events on outlets such as UC TV.

Michael Sharapoff

Sales & Sponsorship Executive

Mike is greaif you want any help with ideas for sponsorship or want some advice around
sponsorship agreements.

CONTACT DETAILS

JamedHuntley
(03) 364 2652 ext. 3937
james.huntley@ucsa.org.nz

Fiona Gurnsey
(03) 364 262 ext. 3900
reception@ucsa.org.nz
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Jason Schroeder
(03) 364 2652 ext. 3983
jason.schroeder@ucsa.org.nz

Riley Divett
(03) 364 2652 ext. 3875
riley.divett@ucsa.org.nz

Greg Stubbings
(03) 364 2652 ext. 3922
greq.stubbings@ucsa.org.nz

MichaelSharapoff
(03) 364 2652 ext. 392
michael.sharapoff@ucsa.org.nz
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IMPORTANT DATES
TheUCSA will be closed for the following dates:

1 Monday 6" February
Friday 14 April
Monday 17 April
Tuesday 28 April
Monday 2" June
Monday 23 October
Friday 1% November

= =4 4 4 A 2

Clubs Rys

N Semeser One¢ Tuesday 2%/ Wednesday 22 February
N Semester Wo ¢ Wednesday 19th July

Club Grants
Round Due Date
1 Pre Term 1, SummerFriday ¥ February at 5pm
2 Term 1, Week 4 Friday 17 Marchat 5pm
3 Term 2, Week 8 Fridayl9" May at 5pm
4 Term3, Week 4; Fridayl1" Augustat 5pm
5 Term 4, Week § Friday29" Septemberat 5pm

CLUB TRAINING

CompulsonClub Trainings

1 A minimum of 2 club members must attend 1x compulsory training per term

DATE

TIME

TERM ONE Week 3

Friday 1QMarch

12 noon 2pm

TERM FOURWeek 2(TBC)

Tuesday 9 May 8am 9am
TERM TWQ Week 2(TBC)
Wednesday 10 May 12 noon 1pm
Tuesday 1 August 8am 9am
TERM THRERNeek 3(TBC)
Wednesday 2 August 12 noon 1pm
Tuesday 1 August 8am 9am

Wednesday 2 Augts

12 noon 1pm
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CREATING A NEW CLUB

Congratulations for taking the first step towards creating and affiliating a new club at the
University of Canterbury. Thigtlines thebasic requirements and documeritsat you need
to get started. Read it all carefully and feel free to book a time to sit deitmthe clubs ce
ordinator todiscuss:

1.

Requirements:

- A student president (or Alumni)

- 20 members of which 50% must be students (we are happy to support you in
getting these members)

- A constitution (there is a simple online template at ucsa.org.nz)

- A signed Clubs of Conduct (UCSA website)

- A bank account in the CLUB name

- Meeting notes or minutes that show you have created your group as a student
club

- ALSO consider: Vdhare you? What is your point of difference from other clubs
and what will you offer to the wider student population? What is your brand,
how will you promote yourself?

Once you have completed these documents, you can send them to the Clubs
coordinatorclubs@ucsa.org.rno look over and REQUEST a login for the UCSA
website.

Once you have your login make sure you upload all the documents and upload your
blurb, contact details, photos and logo. Here is a link toatstiouTube video to
help you outhttps://www.youtube.com/watch?v=kPrvUI83XD0&feature=youtu.be

THENI KS flFad adsSLl) ra 22 X
Complete the affiliation form found on the UCSA welssit
http://www.ucsa.org.nz/clubs/clubaffiliation-form/
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How to Start a ClubMind Map Edition
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AFFILIATION

Simply put, it means your club is associated with the UCSiiigle asto get, just make
sure you follow the steps discussed in the 2 pages prior.

¢CKS Y2aid AYLRNIFIYyd GKAy3 A& G2 YI 1 DanigdzNBE & 2d
there are plenty of templates and direction to help you along the way. Head td®2Rard
get reading.

If & 2 dA€aWdy any trouble or concerns make sure you pop in and see theacbrtinator

CONDITIONS GFFILIATION

The terms and conditions for affiliation are covered in detail in the UCSA affiliation policy
and constitution which an be found online. In brief:

€

Any club or society formed within the student membership may become affiliated to the
UCSA upon making an application to, and being approved by, the student executive.

A minimum membership of 50% enrolled University of Cdmiey students.

A minimum of 20 members.

The core membership and focus of the Club or Society must be student oriented.
Applications should be made by the end of the academic year for the next coming year.
Onceawarded affiliation status it shall stand tinthe end of the academic year (one
calendar year)Unless the affiliation status is revoked or suspended by the Executive
President must be a current University of Canterbury Student or alumni.

A new club or society will not be affiliated unless it\yades a service to students that

are not currently provided by an existing club or society. It is at the sole discretion of the
Executive as to whether a new club or society fulfils this clause.

w Affiliation automatically expiresat the end of the academigearin whichthe Student
Executive grantedaffiliation, unless the club applies for reffiliation.

e€eee

€€

These rules are laid out in the Incorporated Societies Act 1908, which outlines the rights and
20t A3l GA2ya 2F |t &iddzR Safed BoQieslCnée2aubisi A2y a |y
affiliated to the UCSA, it must, by law, abide by these regulations.

BENEFITS OF BEINGARRILIATEOLUB

The UCSA hosts 3 clubs day throughout the year. The first 2 are back to back in Orientation
in summer, semest one. And the third is held in Reientation. Keep an eye on your clubs
newsletters, these will detail the days and ask to register. Please remember that space is at

a premium as we have so many epic clubs. So stay on top and register as soon asilthe ema
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comes through. We do our best to ensure you have the size and power that you need but
LI S aS 06S dzy RSNAE (I Wwikhkuyt@what Jou 8sRedZorR2 Yy Qi Sy R  dzLJ

Clubs days are essential for both new and existing clubs alike. They create an n opportunity
to read the student market and see how much demand there is for what you do. They are a
great marketing tool and should be used to showcase what your club is all about and hey

you might even give out some free stuff.

You must be affiliated in order to &thd, no affiliation no clubs day.

GBlockLawn

Foundry/Bentleys

Kirkwood/ Dovedale/ KarlPopperClassrooms
Living room

Lecture theatres

llam fields

=4 =4 4 -4 4 2

For a full list check out the equipment booking form (link)
3x 3 pop ups

Mini pa systems

Lighting

Tables and chairs

= =4 4 4

1 Each club gets $100.00 of free printing each month, and then needs to pay for any
additional printing. Fiona at the UCSA Reception can help with this.

CANTA club pages

UCSANoticeboards (get your posters stamped at UCSA reception.
UCSA bollards (on request through media team)

UC TV (on request through media team) see part 6

= =4 4 A
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DRAFTING YOURCONSTITUTION
The Rule Book for your Club / Society

All clubs affiliating to UCSA fitre first time are required to prepare a constitution for their
club. A constitution is a legallyinding document for your club that formalises the
conditions and rules of your club and your membeesrule book. You should not rush
drawingup your constution without careful consideration of what is going into it. A well
written constitution can be of great use as it lets everyone know what the aims and
objectives of the club are and how to deal with any situations that may arise.

EXAMPLEFhe UCSA prades 2 templates that covers the basics for your clubamiety.

Bothare exeptionally helpful. If you plan on becoming ertorporatedsociety it is
recommended you use the second template and seek help from the clubs coordinator at the
UCSA.

The firstis a very simplistic templatiat covers the basics:
http://ucsa.org.nz/assets/Files/Clubs/Chibocuments/Forms/Constitutioif emplate.docx

The second imuch more intensive, intended for incorporatedcieties
http://www.societies.govt.nz/cms/incorporatedocieties/rulesof-incorporaed-
societies/sampleset-of-rules

The idea is that you alter these templates to suit your club, your exec positions and your day
to day running. Take your time and try to create clauses that are specific to your club and
who you want to be. This may beeferenced code of conduct, a mission or long term goal,
even an unusual exec position.

Alternatively, if you feel confident enough, you can draw up your own constitution using all
the required clauses in the standardised one (these are set out in theploi@ied Societies
Act 1908 and its amendments). Check wuiw.societies.govt.nfor more info.

All Constitutiors should include:

Club / society name

Aims and objectives

Terms and membership
Committee structureand officers
Procedure for elections
Meeting procedure

Financial responsibilities
Process for dissolving the club
Process for amending the constitution or AGM/SGM meeting rules
Discipline of members

Winding down clause

geegegeeegeeeee
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Using your Constitution

Yourconstiution is your GUIDING document, it should help lead your decision making
process. So what does this mean?

Get to know the documentiave a copy at meetings and introduce new exec members to
the document straight away. Discuss it in wider club meetingls gaiestions and clarify
what it means and how it should help guide your clulbydu find that the document no
longer suits your direction, see the section below.) The exec section should outline the
responsibilities and roles and should be used to eashat these are being filled. Similarly
it reminds you of meeting and event requirements for the year.

It is up to you how much you use your constitution, but ultimately it is there to guide you.
Updating your Constitution:

So you think your constitutiois out of date? Perhaps it is not regimen&tbugt? Or has
the lay out of your exec gone through or is heading towards some dramatic change?

You will need to bring changes to the Annual General Meeting (AGM) or if it cannot wait you
will need to have &pecial General Meeting (SGM). To start off with you must refer to the
current constitution for guidelines around notice of the meeting. Make sure you follow

these carefully otherwise the meeting will be in breach of the constitution and is not VALID.

Bring the changes to the meeting and present them in an orderly and fair way, ensure that
other exec members and general club members have the opportunity to ask open
guestions. It can be good to refer to your general purpose, or why the club is created and
how these changes will help benefit that purpose.

Now it is time to vote, this should be in the manner prescribed in your constitqtibh (i Q &

not there you can consider voting by raising your hand or perhaps a secret ballot so that
members do not feel pigsured to vote in a particular way.
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ORGANISATIONALSTRUCTURE

There are two main structures of a clulmmmittee or collective, and these can be

combined. It depends on the number of people involved and the function of the club. Just
remember if you arermall and new, you may begin as a collective and later make a decision
to become a committee.

Committee

The committee is the group of people who takes on the responsibility of organising activities
and administering the affairs. The structure is differéateach club depending on their
aims and objectives.

Each role is equally important to ensure good governance and smooth running of both the
exec and club in general. It is up to you what roles you have, we recommend starting off the
ones listed below, it ensure you create the exec roles that are necessary for the success of
your club.

Werecommenda max of 10 executive members unless you are a huge club, as the more
execmembersyou have the more difficult it can be to get decisions across the line.

President

This is a very importamble. Thepresident must be well informed and provide leadership
and guidance for the club and ensure smooth communication with the UCSA. They should
alsolook to build andnaintainall keyrelationships for the clubThey must ensure the
executive are all fulfilling their roles and ensure that the governance of the club moves
along smoothly. They should alsonsiderthe long term future and development of the

club, but also short term so that the club survives until needr.

VicePresident

The vice president or VP is also an important job. They are there to support and fil in for the
President where necessary. The VP can chair meetings and is commonly recognised as
second in charge. The VP should also ensure that@mgeens of the exec are heard and
understood by the president. They help to ensure that the club runs smoothly.

Secretary

Thesecretaryfulfils a numberof administrativeduties. They areesponsibleor the
documentation and communication of activitiestiveen the executive and other
organisations Theyassistthe president in creating anchaintainingkey relationships.
Administrative duties may include (but are not limited to): prepaaggndas sending
meeting invites, taking andistributingmeeting rotes.

Treasurer

The treasurer isesponsiblefor taking care of all financiahatters. Theyshould have an
orderly and efficient approach. Theresponsibilitiesnclude (but are notimited to):
keeping the accounts in order, keeping a register of alnibers and equipment, and
drawing up a yearly budget. The treasurer should also keep a record of all purchases.
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General Executive
1 Roles of the general committee are often based around the size of the club. Generally,
specific portfolios are assigned tosire the clubs aimare being met and the
workload is being evenMistributedthrough the exec. These roles are completely at
your clubsdiscretion aad may need to be adjusted as the club grows and becomes
successful. Roles may include, events, mdedegebook membership growth etc.

Collective

A more collaborative and less formal approach to governance. Most clubs will eventually
graduate to a committee but a collective can be a good way of guiding smaller clubs, or
those just starting out.

A All membersinvolved in decisions and organisation
A Appoint individuals for duties of finance and administration

It is vital that the group has a contact person who can liaise with the UCSA and other groups.

A second person should be in charge of finances to enswuaedial stability. This structure
is mostly adopted for smaller groups and meetings will generally involve all members.
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MEETINGS

Executive members should be given faarningof upcoming meetings and appointments.
You should try to set meeting dateslaast 7 days before. Try and ses@heduleat the
beginning of the year so that all exec members eeganisetheir study and other
commitments around their commitment to your club.

All meetings must be chaired t&d; this isusuallydone by the presidetbut can also be

done by the VP or secretary when the president isanatilabled ¢ KS OKIF A NR& NP f

the meeting, stick to the agenda and should act fairly aedtrallyto allmembers
Special Meetings
IGM¢ InauguralGeneral Meeting

1 The firstmeeting of the club.
1 This is to elect the executive, agree and ratify the constitution and make plans for the
coming year.

AGMc¢ AnnualGeneral Meeting

1 Thisisthe most important meeting your club will have a year.

1 At this meeting the president and oftenost other executive members wiglve their
report to the entire club. Theew executive for the next year will ledected.

f  Every member of the club must be given a minimum 6f2 S { & Qof §i2AGM OrS
any time frame specified in the constitution

SGM¢ SpecialGeneral Meeting

1 This is a special meeting that is to be called if there are important or serious matters
that must be resolved and cannot wait until the AGM. Urgent business could include
but is not limited to resignations of executive and-reledion, constitution changes
etc.

Before the meeting

It is important that you create a meeting agenda and that this is sent to all members at least
a week prior to the meeting. This helps them to prepare for the meeting. Ensure the chair is
comfortable wth the agenda and understands what is being discussed.

The Agenda

- put simply it is a plan that goes over what will be discussed at the meeting

- the agenda items should reflect the overall purpose of the meeting

- individual agenda items, put forward by exe@mbers should reflect what that
individual member is trying to achieve

- Agendatems shouldalwayshave a purpose and have a title and name attached.
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AGENDA ITEM PURPOSE NAME
To finalise membership and set
1. Welcome y_earI)_/ goals, agree on values an President
direction of the club.
General introductions
2. Apologies Accept Secretary
President Vice
3. Goal setting | Aims for the year President and all
members
4. Calendar To discuss and approve All
5. Event planning Process to discuss and look to President/ Treasurer
approve
. glaet): meeting Any closing remarks President Secretary

At the meeting

Try and stick tahe following: discuss 20% pastd 80% on the future. It helps to look at
gKFEG KlFa KFLIWSYSR o0dzi R2yQi0 RS frwagiyhall K S
positive manner.

SetGround Rules:

- Start and finish time

- Nocell phones

- One speaker at a time

- Agree on values (see below)

Set Values:

[ S fa€kit,anexecutive has a wide range of people who have to learn to work together to
achieve the clubapls. We will not always get along. Have a go at setting values which
should be applied both inside and outside the meetings. Tryramdndyour members to

use these as guiding principles when dealing with each other. Some examples are:

- Be vision and pumse focused
- Be open and honest

- Respect others views

- Stay on topic

- Nosurprises

- No swearing at each other

- Beateam
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RE-AFFILIATION
AFFAEAILIGAZ2Y Ydzaad KIFLIWISYy 929w, &SFENX® LGQa |y
an online process during wghi the UCSA checks you have all the right documents and still
KIS Sy2dzZaAK aiddzRSyid YSYOSNE® | SNBEQa K2g¢g (2 3
1) Host an AGM; ideally in August or September.
2) Upload the necessary documents onto the UCSA website

1 A physically signed & dated copy oy constitution (all committee members to
sign)

1 Updated members list including student ID numbers (this can be added after clubs
day has occurred in the new year)

1 Latest copy of your AGM minutes (President and Secretary to sign)

1 A signed Copy of the @si Code of Conduct

You may find it easier to delete your membership list and start fresh each year. Just

remember to save a copy of the old one first!

Once this is completed fill out the affilaiton form online and the UCSA will begin the process
of cross checking your online documents and presenting your club to the student executive
for re affilaition.
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EVENTS

So now that® 2 dz&ll NdtedA (iti@eito start hosting events! Remember it is all about planning In
advance Familiariseyourself with the nformation listed here.

All events held on campus require your club to submitewent notification form (ENF) and a

Hazard RislAssessmentTheseform cans be found on the UCSA website liBkgnts which require

an Event Notification Form include, buieamot limited to, fundraisin@BQsticket booths, music
events, promotional exercises (flash mobs etc), and any event which is not limited to the four walls
2T GKS NRB2Y @2dzQNB 06221 SR Ayo

Securitymust be aware the university must sign off on all on cangmiwities Planning is essential
with all events, including checking out your potential site. Where is your event going to be? Is there
power? Can you get vehicle access?

Make a time tocome in and see the clubs coordinator they can run you through tbeess,
connect you to theJCSAvents team and help you get started.

The UC have mumber of policies that will directly influence whethgsur event is viable. The
important policies are listed below anda be found on the University website
http://www.canterbury.ac.nz/ucpolicy/

9 Clubs and Groups on Campus
I Students Events on Campus
1 Campus Drug and Alcohol Policy

*Events on campus excludéne Fandry, Bentleysand living Room bookings, and meetings
Kirkwood, Dovedale and Ka@per.

KIRKwooD/ DoVEDALE/ KARL POPPERCLASSROOMS

We have classrooms in Dovedale, Kirkwood and Karl Popper that are greadtings They
comfortably seat around 380 people These rooms can be booked with the form lidkeelow if

they are being used for MEETINGS only. You cannot have food in these rooms and your booking
must not be for over 3 hours. If it is, you are hosting an event and you must complete an ENF and
Hazard RiskRssessment

To book one of these rooms|Filut the UCSA meeting booking form (lirddso found on our website.

LECTURE THEATRES-BLOCK LAWN, THE UNDERCROFT AND ALL OMER SPACES
ON CAMPUS

1. What space do you want to use? If you already know exactly where you want to go, move on to step
2. If youare unsure, jump onto the UCSA website and have a look at available spaces. It has info on
the rooms; capacity, rules, hours and even has some handy photos to go alongside it.

2. Availability You can do any of the following: Pick your date and move foraaddmove to step 3 or
drop into UCSA reception or give us a call on 03 364 2652 and we can check the availability of the
space you are after.
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3. Complete the following two (attached to this email):
ENF (Event Notification Form)

Fill this form in with as mucdimformation as possible. BE HONEST, let us know exactly what you plan on

doing, how many people and the correct timeframe.
Hazard Risk Assessment

Fill this in to the best of your knowledge. Think about the event you are hosting, what specific risks are

there? Burning qurself on a BBQ, tripping o2dNR &K ! yR R2y QG F2NBSI
earthquake.
4. Do you need any equipment? PA, tables, lighting? Fill out the equipment form
Send all of the completed forms either to your clde®rdinator or to Fionareception@ucsa.org.nz
6. Awaitconfirmationand any further steps

o

Other things to consider

- Have you put it on the UCSA clubs calendar?

- Have you got free food or drink giveaways on campus? Please sepdrate short email
detailing time, date and quantity of giveawaysdobs@ucsa.org.nthisis passed along to our
food and beverage team.

- Feel free to email and request a meeting at any stage throughout theepsotVe are here and
happy to help in any way.

THE FOUNDRY & BENTLEYSD A.K.A. THEUCSAEVENTCENTRE

Before you complete a booking for this space, check out the UCSA Events Centre helpful guide.
Then b book this venueyse the form labelled U@®ventscentre form (link)

Make sure you fill out the form as soon as you possibly can. The events centre baalperfast

- Fill out the form as best as you can and ensure you also fill oegjaipmentform (If you need
any this include microphone, basic fapjector, tables and chairs)
- Send all of the completed forms either to your clulordinator or to Fiona
reception@ucsa.org.nz
- Do you have a special set up, bar tab? ©yau r booking has been receivedu will be directed
to contact either some or all of the following:
o The food and beverage tearfor bar tabsand food deals
0 The technical tearfor set ups and special lighgsc.
0 ¢KS F2dzyRNE YI Yyl 3aSNE Mavechatintrodi@eydursih Tné |
more lines of communication that are open the better!

GREENEVENTS

Remember the ad about keeping NZ beautiful, or at least the resiifT? Take into consideration

GKSNB @82dzNJ LINERdAzOG & I NB O2YAy3 TNE YareagtRrougK | § Q&

our checklist and get in contact with UC Sustainability for more info.
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GEAR HIRE

@S I o0dzyOK 2F 3ISFNJ 0KFd YIe KSfL)] @2dz Ndzy |y
2FF Ol YLMzazr e2dzxQfd. 2dzad ySSR (2 FNRyG dzL) ¢

dzL) G2 GKS Ofdzo G2 LIAO] dzllx €221 FFAIGSNE 2LISN

lygd RSy(a @2dz Lldzi Ay GKS AGSY 2F OK2A0S® LT Al =

This list is appendix _, under the club docuent section. The most common items that clubs hire

I NB

lofSaz ..va yR GKS avltf t! aeadsSy oArAdGK |

let us know, we may be able to help you source it.

FELLING TICKETS

Dash is our online ticket seller. Ycan list your event for free if you fill in the form in the club
R20dzySyita aSOtAzy 2yftAySeo |, 2dzQft S@Sy alAiALl G§KS ¢

2F (A

EFTPOS

01504 82d2QNB 3J2Ay3 (2 a8ttt

We have one EFTP@@chine available for hire onfist in, first served basis. You can book this
though the Equipment Booking form. However we do Inmbk this out for clubs days.

AFTER YOUR EVENT

MONIES
- Haveyou handed alteceiptand info over to the treasurer?
- Did youreceiveany grant monies? Hawou completed the grameceiptform?
- Have you broken even or maybe even made a profit? Make sure any cash profits are banked and
keep a record for transparency
REPORT
- Have a debrief with the executive
- 2KFG 62N] SRY ¢6KFE(G RARYQEIBN?6KI G O2dz R @2dz KIS A
- Doyou need to prepare a report for the UCSA, any sponsors, UC or anyone else you worked with?
- Prep thankyou
THANK YOUS

Make sure you take the time to thank the people who actually helped you. Personally tailor these
thankyou tothe company or gganisation or even the indidual humans who helped you out!

Send where appropriate a photo of the event with the note or card

CKFY1l dzyAGSNERAGE adGFFTF KSNBE FLIWINPLINAIFGSE SalLlsSo
Send theJCSAhotos of your eventWe want to celebrate with you!
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PROMOTING YOUR CLUB EVENT
SOCIAL MEDIA

Al LIXTFOdF2NYaed 52yQi 7

Itis up to your club to creataNHzy a2 OAl f YSR
SYR Al | KPTHmk@Pthea 2 1 S S LJ

are putting up and people can take screshotsl y R &
image you are projectingf your club.

UCSA Facebook

Check out the information in part 5, it covers off all you need to kdilow
POSTERS
NOTICE BOARDSBOLLARDS UCTV

2 KSy RSaAIYyAYy3I LRaiGSNBER>S 3I2 T2 Nazehd @uclydoibghon. & @ a | | ¢
Ensure that the essential information is on the poster and is easy to read and understand. Think
about the audience you are trying to attract and let that influence your design.

Check out the information in Part 5 under media guitkgi, it covers off all the important
information you need to know.

CHALKING

,2dz Oy R2 (KA& @2daNBESET INRdzyR ! YyAd® ¢KSNB | NE N
special spots. You can Chalk on concrete paths and paved areas. Do not chalk,areamaéntry

ways or cobblestones or you will be in big trouble. Definitely stay away from the Library quad. The

Big Wigs in the Matariki Building do not appreciate that.

¢CKS |/ LRfAOASE 2dzifAyS GKA& F 0AG FdzZNIKSNI AF &2
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CLUBACCOUNTS

It is important to keep your clubs funds in order. The clubs treasurer will make sure information is
recorded correctly and is reconcildflyou have any concerns, drop in and see your clubs
coordinator.

MuUST DO

w Keep a record of petty cash (mastibs trip up on this one)

w Keep arecord of all club members with the amount of the membership (the profile on the UCSA website is
handy as we can store this info for you)

w Keep a record of all receipts issued and received by your club, by way of a texmipt

w Keep all bank statements for the financial year

w Issue receipts for the amount received for club membership

PAYMENTS

All payments should be made by direct debit, or by chedjlis not satisfactory to pay cash to
someone out of the cash receipts takahat day. To reimburse someone who has paid out of their
own pocket, a direct debit is preferred.

GST(GOODS ANDSERVICESTAX)

LiQa AYLRNILI y iheedtd pay @ST 6n alipknsds. Marfy besidesses issue quotes as
GST exclusive, and you ndedemember to include that in your budget calculatiofs. A 1 Qa y 20 Of
if a bill includes GST then its best to check, as it could actually be 15% more expensive!

lfazx AF GUKS OfdzwQa lyydzadft AyO02YS Aa TVRONBE
Of dzoQa AyO02YS A& Y2NB GKFYy bcnnnn YR Al
have a chat with us about what you need to do next.

¢ R
N TT

> O

LIABILITY FORDEBTS AND A BIT ABOUTNCORPORATION

All clubs and societies are considerednoorporated, unless they incorporate separately. All
members of unincorporated societies can be held responsible for any debts they may incur. While
the UCSA offers some protection to groups who are affiliated, the group or persons running the
group who ater the contracts will incur those debts, responsibilities and liabilities on behalf of the
club and will be personally liable to ensure the contracts are honoured or debts paid. To become
incorporated visihttp://www.societies.govt.nZor everything you need to know. Most of the clubs
and societies affiliated to the UCSA are not incorporated.

PETTYCASH

Sometimes amounts can be too small to write a cheque for. Petty cash is a small amount of cash
kept on handor these items.
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If you are in any doubt over the clubs money situation, come and see the Activities and Events
team, before you find yourslf getting into difficulties.

CHANGE OF SGNATORIES

Once you have held an AGM or an SGM and elected a new exealsp need to change the

signatories on the bank account. The easiest way to do this is to get all the current signatories and all
0KS ySg araylFri2NASa G2 32 F2NI I NRARS |f2y3a (23S
forget to take ID andb make an appointment so they are expecting you!

LT &2dz ObyQi FEf YFE1S AlG G2 GKS olyls FA(E Ay (R

ordinator will put together a change & A 3 y | l@t2MNdk i t@take along to the bank and hope
that they accept that!
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CLUB GRANTS

The UCSA distributes thousands of dollars every year to a huge range of affiliated clubs in areas as diverse
as health, education, religion, sports, arts & culture. What they have in common is that they each make a
realand lasting difference to the student experience.

There are 4 different types of grants available general club grants, sport grants, individual grants and
emergency grants.

Below are some important points:

- Familiariseyourself with the Grant Policy (lihk runs through the criteria, process and all other information
relating to grants and how a decision is made.

- There are 5 rounds of grants per year. You must plan the year carefully, which round of grants is the best for
you to apply in? Remember that y@an apply for up to 3 successful grants in one calendar year.

- Plan your application carefully, make sure you have attached the relevant and CORRECT information. Attach
and include any extra information that you think will speak to your application.

- Notethat INF yia I NSyQdG I LIWINRPOBSR NBGNRA&LISC
paymentis received.

i AdB&prdofof y R LI & Y Sy

Which round of grants can you apply for? Che
which round you are going for.
Is your club eligible for funding? Complete the grant application form Found ¢
Have you been affiliated for one year? the UCSA website.
Have ya fulfilled the grant criteria and
documentation listed?

Application received by UCSA staff

UCSA check that all information is
attached

Drop off your application to the
UCSA reception

Room 123, Level One, James
Hight Building, University Drive

Keep a copy
for your own
record

Application Application

accepted declined If your applic_ation fails to
comply. It will be returned

to you requesting further
information

UCSA Clubs Coordinator wil :
coordinate each round of You will be s [l
accepted grants and present ema_|led VY'th a e AT The UCSA will
them to the student Grant Approved r(i'?ﬂm:a:!on proof of purchase deposit funds
executive. tf]eea:rfw gulr?tg (Receiptsdrm, into your clul®
ranted and invoice & bank bank account
Sonditions statement) to the when proof of
' UCSA prior to purchase has

SO SEEND ivi been validated
Grant Declined MONEY! receiving funds
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SPONSORSHIP
B OK YSY0OSNI 2F &2dzNJ Of doAdBPF WKIFENR (2 NBIFOK RSY

Remember sponsorship is a business arrangement giging vo both parties. To identify a suitable
sponsor you need to identify your target audience. Then choose a business that shares your target
audience and ideals. Better yelo you have any existing relationships with businesses that you
could approachdr sponsorship?

What a sponsor wants to knaw

- Why your club exists

- Demographics of your club

- A comprehensiveventproject & marketing plan (include posters & images, social media followers
etc.)

- What does your club have to offeneir business? Can yaffer naming rights, or exposure to their
target marketWhat could they benefit from?

- What do you require from the sponsor? Product? Cash sponsorship?

[ 2yGl OG0 GKS O2YLIl yé RANBOGEE FyR FNNYy3aS | GAYS
somehing official on paper. There is much to be said for the personal approach...would you ask
someone out via snapchat? you answered yes. epic fail!

The UCSA is here to help with sponsorship and we want to know who your sponsors are. Please set
up a ime to see our Sales person.

Sales & Sponsorship Executive
& Michael Sharapoff

§ michael.sharapoff@ucsa.org.nz
(03) 364 3927

027 510 6142

Approach sponsors well in advance, as companies set budgets well in
advance. Remembehe worst they can say is no.

Py
FUNDRAISING

Cdzy RN} AdAy3 ARSIFA FNB SyRtSaa odzdi AGQA AYLENIF y(
for your club. Below are some lintshelp you get started.

Have a squizz at the Relfay Life Fundraising ideas booklet here
http://relayforlife.org.nz/public/userfiles/1/file/Fundraising%2(35%201 2.pdf

YR AUQa 62NIK OKSO1Ay3a 2dzi a2YS Y2NB ARSIFa KSNEF
http://www.alzheimers.org.uk/site/scripts/documents info.php?documentlD=508

Remember that any eveaton campus need approval from by the University (refer to Events section
below).
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MEDIA GUIDLINES
Notice Boards

There are six notice boards on campus that are managed by the UCSA. These guidelines are in place
to give all parties a fair go at receivinggmotion of their event or service.

UCSA Notice boards are branded UCSA.

These guidelines apply to those boards only.

1 All UCSA affiliated Clubsor UCSA event posters must be vetted and stamped by the
USCA Office, before being put up

Posters with no samp will be removed

Continued nonrcompliance (been warned ohoncomplianceat least twice) of these
guidelines by a club, will be raised to the UCSA President, and sanctions may be put in
place

No more than two A3 posters per notice board

Your poster/s are not to cover up UC Emergency Notices any UCSAranded posters
All notice boards will be cleared EVERY ®NDAY by noon

ALL external advertisers z including club sponsors- need to be vetted and approved
by the UCSA Sales & Sponsorship Executive at the&SA Office

=A =

= =4 =8 =9

For any further information or clarification, please contact the UCSA media team on
media@ucsa.org.nz

POSTERBOLLARDS

The UCSA manages the seven poster bollards on campus. These guidelines aestingile all
parties a fair go at receiving promotion of their event or service.

1 Only the UCSA mayplace posters on the bollards

1 Affiliated clubs must contact the UCSA Sales and Sponsorship Exec with their interest in
placing posters on the bollarddy the Wednesday preceding the week the posters

will be displayed

The availability of bollard space is entirely at the discretion of the UCSA

Clubs must print their own postersz at their own cost

Posters must be A3 in sizg unless otherwise negotiated wih the UCSA

ALL external advertisers Zz including club sponsors- need to be vetted and approved

by the UCSA Sales & Sponsorship Executive at the UCSA Office

=a =4 =8 =9

For any further information or clarification, please contact the UCSA media team on
media@ucsa.org.nz
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CANTA MAGAZINE

CANTA magazine is a free fortnightly magazine distributed across campus.

CANTA is run independently of the UCSA, and has its own set of guidelines for clubs wanting

to promotetheir eventsand activities.

Club notices in CANTA

l

l

1 Club notices must include the following information:
o Club name
Event name
Date and time
Venue
Price
Key contact
Descriptiong 30 words max
0 Also include any logo or imaggsu would like to see included.
Club notices mst be received otthe Tuesday prior to the distribution of the next
CANTA issue€2017 issue dates are listed omww.canta.co.nz
Club notices are generally printed on a firsffirst-served basis. Inclusion of any
content is entirely at the discretion of the CANTA Editor.
ALLexternal advertisers; including club sponsorsneed to be vetted and approved
by the UCSA Sales & Sponsorship Executive.

O OO0 O O0Oo

Articles and other promotion in CANTA

T

1
il
1

All editorials, event promotiorevent photography and reviews are entirely at the
discretion of the CANTA Editor

Clubs may pitch their ideas for content at the CANTA Editor at any time
Generally the Editor will require a ledal time of two weeks minimum

ALLexternal advertisers; includng club sponsorsneed to be vetted and approved
by the UCSA Sales & Sponsorship Executive.

For any further information or clarification, please contact the CANTA Editor on
canta@canta.co.nz

UCTV Digital Signage

There are fifteen digital signage screens on campus that are managed by the UCSA. These guidelines

are in place to give all parties a fair go at receiving promotion of their event or service.

UCTYV screens are branded UCSA.

These guideline apply to thosescreens only:

T

T

= =4

All UCTV slides and videos will be vetted by the UCSA media team before they are

uploaded to the UCTV system

Offensive slides and videos will not be permittethis is at the discretion of the
UCSA

Promotion of alcohol is not permitted

Sldes and videos are only run for one weglonger periods must be negotiated
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with the UCSA media team

Slides must be received by the Friday morning preceding the week of display
ALLexternal advertisers; including club sponsorsneed to be vetted and@proved
by the UCSA Sales & Sponsorship Executive.

= =4

UCTV Naming conventions:
1 All slides and videos must be named with the date of the MONDAY of the week
they will run,then the club, then the event.
0 eg.A cocktail party held by CoffeeSoc on thd bf March 2017 would be
labelled:110317CoffeeSo€ocktailParty

UCTV slide specs:
1 Slides must b&920 X 108ixels (standard HD TV size)
1 Slides must b&2dpi(standard TV and monitor resolution)
1 File format must bepeg.

UCTYV video specs:
1 Videos must bd920X 1080pixels (standard HD TV size)
1 File format must benpeg4.
1 Maximum length of any video i6 seconds

For any further information or clarification, please contact the UCSA media team on
media@ucsa.org.nz

UCSAFACEBOOKPAGE

The UCSA Facebook page is generally reserved messaging from ghandG8me of its
key partners.

Generally, this page is not available for promotion of club evedise to the huge demand
this wouldplace on a strategic platform.

That said¢clubs are welcome to pitch for promotion of activities that are:

Of exceptional interest to the UC student body

Unique and iconic UC events

Facilitate belonging at UC

Support success at UC

Promote diversity within the UC community

Promote wellbeing withinhe UC community

All UCSA Facebook content is at the @ison of the UCSA media team.

For any further information or clarification, please contact the UCSA media team on
media@ucsa.org.nz

= =4 4 -4 A8 -
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CLUBSCALENDAR

UCSA ifrailing a new calendar for 2017. The idea is to get all UCSA affiliated clubs to add
their events to the calendar. It is a simple online calendar, which every club will get their
own individual link to.

Please request your club personalised linlelyailng the clubs coordinatoiYou will then
receive an email with your link and a simple how to guide.

If you have any issues just send us an email!

Page |29



UCSAWEBSITECLUB LISTING

STUDENT SUPPORT BARS & CAFES CONTACT US

ST OF CHNTHTILIY DTS ASSOSMIION

Log In: Use
email (club
contact
person) and
password123

CLUB ADMIN

I've lost my password

== Clubs

Filter

Search
for
Chih

1D

Theprivate tabis home to your
Code of Conduct, AGM minutes &
any other documents you want to

Code of conduct

Upldzte i | Aftach afile (saves into fclub/s/)
. ciu . E CEPITE | & From your computer < From files
informatio
n and load

] Aftach a file (saves Into /clun/5/)

1
| DR 1 .2; From your computer 2 From files
1

The COﬂStItUtIOI’I can be Ioaded up i 'I Attach files (saves into /club/s/)

|
, drop files

on the pubIIC tab ! E & From your computer | | <= From files
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