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INTRODUCTION 

The UniǾŜǊǎƛǘȅ ƻŦ /ŀƴǘŜǊōǳǊȅ {ǘǳŘŜƴǘǎΩ !ǎǎƻŎƛŀǘƛƻƴ ό¦/{!ύ Ƙŀǎ ŎǊŜŀǘŜŘ ǘƘƛǎ Ƴŀƴǳŀƭ ŀǎ ǇŀǊǘ 

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 club can tap into 

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

MEET THE TEAM 

James Huntley 

Clubs Coordinator 

James is your first point of call for all club activities on campus. If you have a question, 

James will be the one to askΦ Iƛǎ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎΣ ŀǎ ǿŜƭƭ ŀǎ ŜǾŜǊȅƻƴŜ ŜƭǎŜΩǎΣ ŀǊŜ ōŜƭƻǿΗ 

Fiona Gurnsey 

Reception 

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

equipment. 

Jason Schroeder 

Events & Activities Manager 

Jason oversees the Events and 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 Co-Ordinator 

Riley is your go to for advice on, and collection of, any technical gear you might 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 great if you want any help with ideas for sponsorship or want some advice around 

sponsorship agreements. 

CONTACT DETAILS 

James Huntley  

(03) 364 2652 ext. 3937 

james.huntley@ucsa.org.nz 

Fiona Gurnsey 

(03) 364 2652 ext. 3900 

reception@ucsa.org.nz 

mailto:james.huntley@ucsa.org.nz
mailto: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 

greg.stubbings@ucsa.org.nz 

Michael Sharapoff 

(03) 364 2652 ext. 3927 

michael.sharapoff@ucsa.org.nz 

 

 

  

mailto:jason.schroeder@ucsa.org.nz
mailto:riley.divett@ucsa.org.nz
mailto:greg.stubbings@ucsa.org.nz
mailto:michael.sharapoff@ucsa.org.nz
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IMPORTANT DATES 
The UCSA will be closed for the following dates: 

¶ Monday 6th February 

¶ Friday 14th April 

¶ Monday 17th April 

¶ Tuesday 25th April 

¶ Monday 5th June 

¶ Monday 23rd October 

¶ Friday 17th November 

Clubs Days 

¶ Semester One ς Tuesday 21st /  Wednesday 22nd February 

¶ Semester Two ς Wednesday 19th July 

Club Grants 

Round Due Date 

1 Pre Term 1, Summer ς Friday 3rd February at 5pm 

2 Term 1, Week 4 ς Friday 17th March at 5pm 

3 Term 2, Week 3 ς Friday 19th May at 5pm 

4 Term 3, Week 4 ς Friday 11th August at 5pm 

5 Term 4, Week 3 ς Friday 29th September at 5pm 

CLUB TRAINING 
Compulsory Club Trainings 

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

 DATE TIME 

TERM ONE ς Week 3 Friday 10 March 12 noon- 2pm 

TERM TWO ς Week 2 (TBC) 
Tuesday 9 May 8am- 9am 

Wednesday 10 May 12 noon- 1pm 

TERM THREE ς Week 3 (TBC) 
Tuesday 1 August 8am- 9am 

Wednesday 2 August 12 noon- 1pm 

TERM FOUR ς Week 2 (TBC) 
Tuesday 1 August 8am- 9am 

Wednesday 2 August 12 noon- 1pm 
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CREATING A NEW CLUB 

140 clubs is never enough! We're always open to new clubs. 

Congratulations for taking the first step towards creating and affiliating a new club at the 

University of Canterbury. This outlines the basic requirements and documents that you need 

to get started. Read it all carefully and feel free to book a time to sit down with the clubs co-

ordinator to discuss: 

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: Who are 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? 

 

2. Once you have completed these documents, you can send them to the Clubs 

coordinator clubs@ucsa.org.nz to look over and REQUEST a login for the UCSA 

website. 

 

3. 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 to a short YouTube video to 

help you out: https://www.youtube.com/watch?v=kPrvUI83XD0&feature=youtu.be 

 

THEN ǘƘŜ ƭŀǎǘ ǎǘŜǇ ƛǎ ǘƻƻ Χ 

4. Complete the affiliation form found on the UCSA website: 

http://www.ucsa.org.nz/clubs/club-affiliation-form/  

  

mailto:clubs@ucsa.org.nz
https://www.youtube.com/watch?v=kPrvUI83XD0&feature=youtu.be
http://www.ucsa.org.nz/clubs/club-affiliation-form/
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How to Start a Club: Mind Map Edition 

 

 

     

 

  

¶ 9Ƴŀƛƭ ƻǊ ŎƻƳŜ ŀƴŘ ǎŜŜ ǘƘŜ /ƭǳōǎ 

/ƻƻǊŘƛƴŀǘƻǊ ŀǘ ǘƘŜ ¦/{!Φ 

¶ ²Ŝ ǿƛƭƭ ŜƛǘƘŜǊ ƎƛǾŜ ȅƻǳ ǘƘŜ ƴƻŘ ƻǊ 

ŘƛǊŜŎǘ ȅƻǳ ǘƻ ŀ ǎƛƳƛƭŀǊ Ŏƭǳō ǘƘŀǘ ƛǎ ŀƭǊŜŀŘȅ 

ƻƴ ŎŀƳǇǳǎΦ  

¸ƻǳ ǿƛƭƭ ƴŜŜŘΥ 
Å ŀǘ ƭŜŀǎǘ нл ƳŜƳōŜǊǎ 
Å  ǘƘŜ ƳŀƧƻǊƛǘȅ ƻŦ ǘƻǘŀƭ ƳŜƳōŜǊǎ ōŜƛƴƎ 
¦/ ǎǘǳŘŜƴǘǎ 
Å ŀ ǇƻǘŜƴǘƛŀƭ ǇǊŜǎƛŘŜƴǘ ǘƘŀǘ ƛǎ ǎǘǳŘŜƴǘ ƻǊ 
ŀƭǳƳƴƛ ƻŦ ¦/ 
Å ŀ ōŀƴƪ ŀŎŎƻǳƴǘ 
Å ŀ Ŏƻƴǎǘƛǘǳǘƛƻƴ 
Å ŀƴŘ ǘƻ ƘƻƭŘ ȅƻǳǊ ŦƛǊǎǘ ƳŜŜǘƛƴƎ 
Å ŀ ǎƛƎƴŜŘ Ŏƭǳōǎ ŎƻŘŜ ƻŦ ŎƻƴŘǳŎǘ  

 ²Ƙŀǘ ƘŀǇǇŜƴǎ ƴƻǿΚ ²Ŝ ǿƛƭƭ ŎǊƻǎǎ ŎƘŜŎƪ 
ǘƘŜ ŀŦŦƛƭƛŀǘƛƻƴ ŦƻǊƳ ŀƴŘ ȅƻǳǊ ƻƴƭƛƴŜ ǇǊƻŦƛƭŜ 
ŀƴŘ ŎƻƳŜ ōŀŎƪ ǘƻ ȅƻǳ ƛŦ ǘƘŜǊŜ ŀǊŜ ŀƴȅ 
ƛǎǎǳŜǎΦ  
 
¢ƘŜƴ ǿŜ ǿƛƭƭ ǘŀƪŜ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ ǘƘŜ 
ǎǘǳŘŜƴǘ ŜȄŜŎǳǘƛǾŜ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǘƘŜ ǇǊƻŎŜǎǎ 
ōȅ ƎǊŀƴǘƛƴƎ ȅƻǳǊ Ŏƭǳō ŀǎ ŀŦŦƛƭƛŀǘŜŘΦ 

¢ƻ ŀŦŦƛƭƛŀǘŜ ǘƻ ǘƘŜ ¦/{! ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻΥ 
Å Request an online profile so you can 
upload all your new documents to the 
UCSA website under your club profile. 
Å Complete the online affiliation form 
http://ucsa.org.nz/clubs/club-affiliation-
form/   

/ƻƴƎǊŀǘǳƭŀǘƛƻƴǎΗ ¸ƻǳ ŀǊŜ ŀ ƴƻǿ ŀ Ŧǳƭƭȅ 
ŦǳƴŎǘƛƻƴƛƴƎ ¦/{! ŀŦŦƛƭƛŀǘŜŘ Ŏƭǳō ƻǊ ǎƻŎƛŜǘȅΦ 
.ŜƴŜŦƛǘǎ ƻŦ ŀŦŦƛƭƛŀǘƛƻƴ ƛƴŎƭǳŘŜΥ CǊŜŜ ǎƻǳƴŘ 
ŀƴŘ ƭƛƎƘǘƛƴƎ ƘƛǊŜΣ ŦǊŜŜ {ǘŀƎƛƴƎΣ ..v ŀƴŘ 
ƻǘƘŜǊ ƎŜŀǊ ƘƛǊŜΣ ŦǊŜŜ ¦/ ǊƻƻƳ ōƻƻƪƛƴƎǎΣ 
ŦǊŜŜ ŜǾŜƴǘ ǇƭŀƴƴƛƴƎ ǎŜǊǾƛŎŜǎΣ ŀƴŘ ƎǳƛŘŀƴŎŜ 

ŀƭƻƴƎ ǘƘŜ ǿŀȅΦ 

bƻǿ ƛǘ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƘŀǘ ȅƻǳ ŀŦŦƛƭƛŀǘŜ ǘƻ ǘƘŜ 
¦/{!Η 

¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ƘƻƭŘ ȅƻǳǊ ŦƛǊǎǘ ƳŜŜǘƛƴƎ ƻǊ 
ŦƻǊƳŀƭƭȅ ȅƻǳǊ ƛƴŀǳƎǳǊŀƭ !Da ǘƻΥ 
Å ŀŘƻǇǘ ŀ Ŏƻƴǎǘƛǘǳǘƛƻƴ ŦƻǊ ȅƻǳǊ Ŏƭǳō  
Å ŜƭŜŎǘ ŀƴ ŜȄŜŎǳǘƛǾŜ ǘƻ Ǌǳƴ ǘƘŜ Ŏƭǳō  
/ƭǳō ƻŦŦƛŎŜǊ ǊƻƭŜǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŀƴŘ ŀ 
Ŏƻƴǎǘƛǘǳǘƛƻƴ ǘŜƳǇƭŀǘŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ 
ǿǿǿΦǳŎǎŀΦƻǊƎΦƴȊ ŀƴŘ ŦǳǊǘƘŜǊ ǘƘǊƻǳƎƘ ǘƘƛǎ 
ƳŀƴǳŀƭΦ 
Φ  

Å²Ƙŀǘ ƛǎ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ 
ŎƭǳōκǎƻŎƛŜǘȅΚ  
ÅIƻǿ ǿƛƭƭ ǘƘŜ Ŏƭǳō ōŜƴŜŦƛǘ ǘƘŜ 
ǎǘǳŘŜƴǘ ƳŜƳōŜǊǎΚ 
Å5ƻ ǎƛƳƛƭŀǊ Ŏƭǳōǎ ŜȄƛǎǘ ŀƴŘ ǿƘŀǘ ǿƛƭƭ 
ƳŀƪŜ ȅƻǳ ŘƛŦŦŜǊŜƴǘΚ 

http://ucsa.org.nz/clubs/club-affiliation-form/
http://ucsa.org.nz/clubs/club-affiliation-form/
http://www.ucsa.org.nz/
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AFFILIATION  

Simply put, it means your club is associated with the UCSA. LǘΩǎ simple as to get, just make 

sure you follow the steps discussed in the 2 pages prior. 

¢ƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǘƘƛƴƎ ƛǎ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ŀƭƭ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎ ƛƴ ƭƛƴŜΦ 5ƻƴΩǘ panic, 

there are plenty of templates and direction to help you along the way. Head to Part 2 and 

get reading. 

If ȅƻǳΩǊŜ having any trouble or concerns make sure you pop in and see the club coordinator 

CONDITIONS OF AFFILIATION 

The terms and conditions for affiliation are covered in detail in the UCSA affiliation policy 
and constitution which can be found online.  In brief: 
 
ω 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. 
ω A minimum membership of 50% enrolled University of Canterbury students. 
ω A minimum of 20 members. 
ω The core membership and focus of the Club or Society must be student oriented. 
ω Applications should be made by the end of the academic year for the next coming year. 

Once awarded affiliation status it shall stand until the end of the academic year (one 
calendar year). Unless the affiliation status is revoked or suspended by the Executive 

ω President must be a current University of Canterbury Student or alumni.   
ω A new club or society will not be affiliated unless it provides 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. 

ω Affiliation automatically expires at the end of the academic year in which the Student 
Executive granted affiliation, unless the club applies for re-affiliation.   

These rules are laid out in the Incorporated Societies Act 1908, which outlines the rights and 

ƻōƭƛƎŀǘƛƻƴǎ ƻŦ ŀƭƭ ǎǘǳŘŜƴǘǎΩ ŀǎǎƻŎƛŀǘƛƻƴǎ ŀƴŘ ƻǘƘŜǊ ƛƴŎƻǊǇƻrated bodies. Once a club is 

affiliated to the UCSA, it must, by law, abide by these regulations. 

 

BENEFITS OF BEING AN AFFILIATED CLUB 

Clubs Day 

The UCSA hosts 3 clubs day throughout the year.  The first 2 are back to back in Orientation 

in summer, semester one. And the third is held in Re-orientation. 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 as the email 
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comes through. We do our best to ensure you have the size and power that you need but 

ǇƭŜŀǎŜ ōŜ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƛŦ ȅƻǳ ŘƻƴΩǘ ŜƴŘ ǳǇ with quite what you asked for. 

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 attend, no affiliation no clubs day. 

Rooms & Spaces 

¶ C-Block Lawn 

¶ Foundry/Bentleys 

¶ Kirkwood / Dovedale /  Karl Popper Classrooms  

¶ Living room 

¶ Lecture theatres 

¶ Ilam fields  

Equipment 

¶ For a full list check out the equipment booking form (link) 

¶ 3x 3 pop ups 

¶ Mini pa systems 

¶ Lighting 

¶ Tables and chairs 

Photocopying and printing 

¶ 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. 

Promotion of Events 

¶ CANTA club pages  

¶ UCSA Noticeboards (get your posters stamped at UCSA reception. 

¶ UCSA bollards (on request through media team) 

¶ UC TV (on request through media team) see part 6 
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DRAFTING YOUR CONSTITUTION 

The Rule Book for your Club / Society 

All clubs affiliating to UCSA for the first time are required to prepare a constitution for their 
club. A constitution is a legally-binding document for your club that formalises the 
conditions and rules of your club and your members ς a rule book. You should not rush 
drawing-up your constitution 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. 

EXAMPLE: The UCSA provides 2 templates that covers the basics for your club or society. 
Both are exceptionally helpful. If you plan on becoming an incorporated society it is 
recommended you use the second template and seek help from the clubs coordinator at the 
UCSA. 

The first is a very simplistic template that covers the basics: 
http://ucsa.org.nz/assets/Files/Clubs/Club-Documents/Forms/Constitution-Template.docx  

The second is much more intensive, intended for incorporated societies: 
http://www.societies.govt.nz/cms/incorporated-societies/rules-of-incorporated-
societies/sample-set-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 be a referenced 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 the Incorporated Societies 
Act 1908 and its amendments). Check out www.societies.govt.nz for more info. 

All Constitutions should include: 

ω Club / society name 

ω Aims and objectives 
ω Terms and membership 
ω Committee structure and officers 
ω Procedure for elections 
ω Meeting procedure 
ω Financial responsibilities 
ω Process for dissolving the club 
ω Process for amending the constitution or AGM/SGM meeting rules 
ω Discipline of members 
ω Winding down clause 

 

http://ucsa.org.nz/assets/Files/Clubs/Club-Documents/Forms/Constitution-Template.docx
http://www.societies.govt.nz/cms/incorporated-societies/rules-of-incorporated-societies/sample-set-of-rules
http://www.societies.govt.nz/cms/incorporated-societies/rules-of-incorporated-societies/sample-set-of-rules
http://www.societies.govt.nz/
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Using your Constitution: 

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

Get to know the document, have a copy at meetings and introduce new exec members to 
the document straight away. Discuss it in wider club meetings, ask questions and clarify 
what it means and how it should help guide your club.  (If you 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 ensure that 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 constitution is out of date? Perhaps it is not regimented enough? 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 a Special 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 
questions. 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 constitution ς if ƛǘΩǎ 
not there you can consider voting by raising your hand or perhaps a secret ballot so that 
members do not feel pressured to vote in a particular way. 
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ORGANISATIONAL STRUCTURE 
There are two main structures of a club; committee 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 are small 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 different for each 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, but ensure you create the exec roles that are necessary for the success of 
your club. 
 
We recommend a max of 10 executive members unless you are a huge club, as the more 
exec members you have the more difficult it can be to get decisions across the line. 
 

President 
This is a very important role. The president must be well informed and provide leadership 
and guidance for the club and ensure smooth communication with the UCSA. They should 
also look to build and maintain all key relationships for the club.  They must ensure the 
executive are all fulfilling their roles and ensure that the governance of the club moves 
along smoothly. They should also consider the long term future and development of the 
club, but also short term so that the club survives until next year. 
 

Vice-President 
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 any concerns of the exec are heard and 
understood by the president. They help to ensure that the club runs smoothly. 
 

Secretary 
The secretary fulfils a number of administrative duties. They are responsible for the 
documentation and communication of activities between the executive and other 
organisations. They assist the president in creating and maintaining key relationships. 
Administrative duties may include (but are not limited to): preparing agendas, sending 
meeting invites, taking and distributing meeting notes. 
 

Treasurer  
The treasurer is responsible for taking care of all financial matters. They should have an 
orderly and efficient approach. There responsibilities include (but are not limited to): 
keeping the accounts in order, keeping a register of all members and equipment, and 
drawing up a yearly budget. The treasurer should also keep a record of all purchases.  
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General Executive 
¶ Roles of the general committee are often based around the size of the club. Generally, 

specific portfolios are assigned to ensure the clubs aims are being met and the 
workload is being evenly distributed through the exec. These roles are completely at 
your clubs discretion and may need to be adjusted as the club grows and becomes 
successful. Roles may include, events, media, Facebook, 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. 

Å All members involved in decisions and organisation 
Å 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 ensure financial 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 fair warning of upcoming meetings and appointments. 

You should try to set meeting dates at least 7 days before. Try and set a schedule at the 

beginning of the year so that all exec members can organise their study and other 

commitments around their commitment to your club. 

All meetings must be chaired or led; this is usually done by the president but can also be 

done by the VP or secretary when the president is not availableΦ ¢ƘŜ ŎƘŀƛǊΩǎ ǊƻƭŜ ƛǎ ǘƻ ǎǘŜŜǊ 

the meeting, stick to the agenda and should act fairly and neutrally to all members. 

Special Meetings 

IGM ς Inaugural General Meeting 

¶ The first meeting of the club. 

¶ This is to elect the executive, agree and ratify the constitution and make plans for the 

coming year. 

AGM ς Annual General Meeting 

¶ This is the most important meeting your club will have a year.  

¶ At this meeting the president and often most other executive members will give their 

report to the entire club. The new executive for the next year will be elected.  

¶ Every member of the club must be given a minimum of 2 ǿŜŜƪǎΩ ƴƻǘƛŎŜ of the AGM or 

any time frame specified in the constitution 

SGM ς Special General Meeting 

¶ 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 re- election, 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 with 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 exec members should reflect what that 

individual member is trying to achieve 

- Agenda items should always have a purpose and have a title and name attached. 
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AGENDA ITEM PURPOSE NAME 

1. Welcome 

To finalise membership and set 
yearly goals, agree on values and 
direction of the club. 
General introductions 

President 

2. Apologies Accept Secretary 

3. Goal setting Aims for the year 
President /  Vice 
President and all 
members 

4. Calendar To discuss and approve All 

5. Event planning 
Process to discuss and look to 
approve 

President /  Treasurer 

6. Next meeting 
date 

Any closing remarks President /  Secretary 

 

At the meeting 

Try and stick to the following: discuss 20% past and 80% on the future. It helps to look at 

ǿƘŀǘ Ƙŀǎ ƘŀǇǇŜƴŜŘ ōǳǘ ŘƻƴΩǘ ŘǿŜƭƭ ƻƴ ǘƘŜ Ǉŀǎǘ ǎƻ ƳǳŎƘ ǘƘŀǘ ȅƻǳ ŎŀƴΩǘ move forward in a 

positive manner. 

Set Ground Rules: 

- Start and finish time 

- No cell phones 

- One speaker at a time 

- Agree on values (see below) 

Set Values: 

[ŜǘΩǎ face it, an executive has a wide range of people who have to learn to work together to 

achieve the club goals. We will not always get along. Have a go at setting values which 

should be applied both inside and outside the meetings. Try and remind your members to 

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

- Be vision and purpose focused 

- Be open and honest 

- Respect others views 

- Stay on topic 

- No surprises 

- No swearing at each other 

- Be a team 
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RE- AFFILIATION 
AŦŦƛƭƛŀǘƛƻƴ Ƴǳǎǘ ƘŀǇǇŜƴ 9±9w¸ ȅŜŀǊΦ LǘΩǎ ŀƴ ŀƴƴǳŀƭ ǘƘƛƴƎ ōŜŎŀǳǎŜ ǎǘǳŦŦ ŎƘŀƴƎŜǎ ƛƴ ŀ ȅŜŀǊΦ LǘΩǎ 

an online process during which the UCSA checks you have all the right documents and still 

ƘŀǾŜ ŜƴƻǳƎƘ ǎǘǳŘŜƴǘ ƳŜƳōŜǊǎΦ IŜǊŜΩǎ Ƙƻǿ ǘƻ Ǝƻ ŀōƻǳǘ ƛǘΥ 

1) Host an AGM ς ideally in August or September. 

2) Upload the necessary documents onto the UCSA website   

¶ A physically signed & dated copy of your constitution (all committee members to 
sign)  

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

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

¶ A signed Copy of the Clubs 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 ȅƻǳΩǊŜ all sorted ƛǘΩǎ time to start hosting events! Remember it is all about planning In 
advance. Familiarise yourself with the information listed here. 

All events*  held on campus require your club to submit an event notification form (ENF) and a 
Hazard Risk Assessment. These form cans be found on the UCSA website link) Events which require 
an Event Notification Form include, but are not limited to, fundraising BBQs, ticket booths, music 
events, promotional exercises (flash mobs etc), and any event which is not limited to the four walls 
ƻŦ ǘƘŜ ǊƻƻƳ ȅƻǳΩǊŜ ōƻƻƪŜŘ ƛƴΦ 

Security must be aware the university must sign off on all on campus activities. 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 to come in and see the clubs coordinator they can run you through the process, 
connect you to the UCSA events team and help you get started. 

The UC have a number of policies that will directly influence whether your event is viable. The 
important policies are listed below and can be found on the University website 
http://www.canterbury.ac.nz/ucpolicy/  

¶ Clubs and Groups on Campus 

¶ Students Events on Campus 

¶ Campus Drug and Alcohol Policy 

*Events on campus exclude The Foundry, Bentleys and Living Room bookings, and meetings in 
Kirkwood, Dovedale and Karl Popper. 

KIRKWOOD /  DOVEDALE /  KARL POPPER CLASSROOMS 
 
We have classrooms in Dovedale, Kirkwood and Karl Popper that are great for meetings. They 
comfortably seat around 30-50 people. These rooms can be booked with the form linked below 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 Risk Assessment. 
 
To book one of these rooms Fill out the UCSA meeting booking form (link) also found on our website. 
 

LECTURE THEATRES, C-BLOCK LAWN, THE UNDERCROFT AND ALL OTHER 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 you are 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 forward and move 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.  

http://www.canterbury.ac.nz/ucpolicy/
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3. Complete the following two (attached to this email): 

ENF (Event Notification Form) 

Fill this form in with as much information 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 yourself on a BBQ, tripping on cƻǊŘǎΚ !ƴŘ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƘŜ ǊŜƎǳƭŀǊ Ǌƛǎƪǎ ƻŦ ŦƛǊŜ ŀƴŘ 

earthquake. 

4. Do you need any equipment? PA, tables, lighting? Fill out the equipment form 

5. Send all of the completed forms either to your clubs coordinator  or to Fiona reception@ucsa.org.nz  

6. Await confirmation and any further steps 

Other things to consider 

- Have you put it on the UCSA clubs calendar? 

- Have you got free food or drink giveaways on campus? Please send a separate short email 

detailing time, date and quantity of giveaways to clubs@ucsa.org.nz  this is passed along to our 

food and beverage team.  

- Feel free to email and request a meeting at any stage throughout the process. We are here and 

happy to help in any way. 

THE FOUNDRY & BENTLEYS ð A.K.A.  THE UCSA EVENT CENTRE  
 
Before you complete a booking for this space, check out the UCSA Events Centre helpful guide. 
Then to book this venue, use the form labelled UCSA events centre form (link) 
 
Make sure you fill out the form as soon as you possibly can. The events centre books up super-fast. 

- Fill out the form as best as you can and ensure you also fill out an equipment form  (If you need 

any this include microphone, basic pa, projector, tables and chairs) 

- Send all of the completed forms either to your clubs coordinator  or to Fiona 

reception@ucsa.org.nz  

- Do you have a special set up, bar tab? Once you r booking has been received you will be directed 

to contact either some or all of the following: 

o The food and beverage team- for bar tabs and food deals 

o The technical team- for set ups and special lights etc. 

o ¢ƘŜ ŦƻǳƴŘǊȅ ƳŀƴŀƎŜǊΣ ƛǘΩǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ǇƻǇ ƛƴ ŀƴŘ have chat, introduce yourself. The 

more lines of communication that are open the better! 

GREEN EVENTS 

Remember the ad about keeping NZ beautiful, or at least the retro T-shirt? Take into consideration 
ǿƘŜǊŜ ȅƻǳǊ ǇǊƻŘǳŎǘǎ ŀǊŜ ŎƻƳƛƴƎ ŦǊƻƳ ŀƴŘ ǿƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎ ǿƛǘƘ ȅƻǳǊ ǊǳōōƛǎƘΦ IŀǾŜ a read through 
our checklist and get in contact with UC Sustainability for more info. 

  

mailto:reception@ucsa.org.nz
mailto:clubs@ucsa.org.nz
mailto:reception@ucsa.org.nz
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GEAR HIRE 

²Ŝ ƘŀǾŜ ŀ ōǳƴŎƘ ƻŦ ƎŜŀǊ ǘƘŀǘ Ƴŀȅ ƘŜƭǇ ȅƻǳ Ǌǳƴ ŀƴ ŜǾŜƴǘΣ ŀƴŘ ƛǘΩǎ ŦǊŜŜ ƛŦ ȅƻǳΩǊŜ ƻƴ ŎŀƳǇǳǎΦ LŦ ȅƻǳΩǊŜ 

ƎƻƛƴƎ ƻŦŦ ŎŀƳǇǳǎΣ ȅƻǳΩƭƭ Ƨǳǎǘ ƴŜŜŘ ǘƻ ŦǊƻƴǘ ǳǇ ǿƛǘƘ ŀ ōƻƴd.  

LǘΩǎ ǳǇ ǘƻ ǘƘŜ Ŏƭǳō ǘƻ ǇƛŎƪ ǳǇΣ ƭƻƻƪ ŀŦǘŜǊΣ ƻǇŜǊŀǘŜ ŀƴŘ ŘǊƻǇ ƻŦŦ ŀƴȅ ƎŜŀǊΦ 9ŀŎƘ Ŏƭǳō ǿƛƭƭ ōŜ ƭƛŀōƭŜ ŦƻǊ 

ŀƴȅ ŘŜƴǘǎ ȅƻǳ Ǉǳǘ ƛƴ ǘƘŜ ƛǘŜƳ ƻŦ ŎƘƻƛŎŜΦ LŦ ƛǘ ƎƻŜǎ ƳƛǎǎƛƴƎΣ ȅƻǳΩǊŜ ŀƭǎƻ ƻƴ ǘƘŜ Ǉƭŀƴƪ ŦƻǊ ǘƘŀǘ ǘƻƻΦ  

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

ŀǊŜ ǘŀōƭŜǎΣ ..vǎ ŀƴŘ ǘƘŜ ǎƳŀƭƭ t! ǎȅǎǘŜƳ ǿƛǘƘ ŀ ƳƛŎǊƻǇƘƻƴŜΦ  LŦ ǿŜ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ƎŜŀǊ ȅƻǳ ǊŜǉǳƛǊŜ 

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

SELLING TICKETS 

Dash is our online ticket seller. You can list your event for free if you fill in the form in the club 
ŘƻŎǳƳŜƴǘǎ ǎŜŎǘƛƻƴ ƻƴƭƛƴŜΦ ¸ƻǳΩƭƭ ŜǾŜƴ ǎƪƛǇ ǘƘŜ ōƻƻƪƛƴƎ ŦŜŜ ŦƻǊ ȅƻǳǊ ƎǳŜǎǘǎ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƴǳƳōŜǊ 
ƻŦ ǘƛŎƪŜǘǎ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ǎŜƭƭΦ  

EFTPOS 
We have one EFTPOS machine available for hire on a first in, first served basis. You can book this 

though the Equipment Booking form.  However we do not book this out for clubs days.   

AFTER YOUR EVENT 

MONIES 

- Have you handed all receipt and info over to the treasurer? 

- Did you receive any grant monies? Have you completed the grant receipt form? 

- 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 

- ²Ƙŀǘ ǿƻǊƪŜŘΣ ǿƘŀǘ ŘƛŘƴΩǘΣ ǿƘŀǘ ŎƻǳƭŘ ȅƻǳ ƘŀǾŜ ƛƳǇǊƻǾed on? 

- Do you need to prepare a report for the UCSA, any sponsors, UC or anyone else you worked with? 

- Prep thank- you 

THANK YOUS 

- Make sure you take the time to thank the people who actually helped you. Personally tailor these 

thank you to the company or organisation or even the individual humans who helped you out! 

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

- ¢Ƙŀƴƪ ǳƴƛǾŜǊǎƛǘȅ ǎǘŀŦŦ ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜΣ ŜǎǇŜŎƛŀƭƭȅ ŘƻƴΩǘ ŦƻǊƎŜǘ ŀōƻǳǘ ƎǊƻǳƴŘǎ ŀƴŘ ǎŜŎǳǊƛǘȅ 

- Send the UCSA photos of your event. We want to celebrate with you! 
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PROMOTING YOUR CLUB EVENT 

SOCIAL MEDIA 

It is up to your club to create a Ǌǳƴ ǎƻŎƛŀƭ ƳŜŘƛŀ ǇƭŀǘŦƻǊƳǎΦ 5ƻƴΩǘ ŦƻǊƎŜǘ ƻǘƘŜǊ ǇŜƻǇƭŜ ǎŜŜ ǿƘŀǘ ȅƻǳ 

are putting up and people can take screen shots ŀƴŘ ǎŜƴŘ ƛǘ ŀǊƻǳƴŘΧ ǎƻ ƪŜŜǇ ƛǘ tC. Think of the 

image you are projecting of your club. 

UCSA Facebook 

Check out the information in part 5, it covers off all you need to know J  

POSTERS 

NOTICE BOARDS, BOLLARDS, UCTV 

²ƘŜƴ ŘŜǎƛƎƴƛƴƎ ǇƻǎǘŜǊǎΣ Ǝƻ ŦƻǊ ƻǊƛƎƛƴŀƭƛǘȅΦ aŀƪŜ ǎǳǊŜ ǘƘŜȅ ǇƻǇ ŀƴŘ ŘƻƴΩǘ Ƙave too much going on. 
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 guidelines, it covers off all the important 
information you need to know. 

CHALKING 

¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ȅƻǳǊǎŜƭŦ ŀǊƻǳƴŘ ¦ƴƛΦ ¢ƘŜǊŜ ŀǊŜ ǊǳƭŜǎ ƘƻǿŜǾŜǊΣ Ƨǳǎǘ ǎƻ ȅƻǳ ŘƻƴΩǘ ǇŜǊƳŀƴŜƴǘƭȅ ƳŀǊƪ 
special spots. You can Chalk on concrete paths and paved areas. Do not chalk on walls, near entry 
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.  

¢ƘŜ ¦/ ǇƻƭƛŎƛŜǎ ƻǳǘƭƛƴŜ ǘƘƛǎ ŀ ōƛǘ ŦǳǊǘƘŜǊ ƛŦ ȅƻǳΩǊŜ ƘŀǾƛƴƎ ŘƛŦŦƛŎǳƭǘƛŜǎΦ 
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CLUB ACCOUNTS 

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

MUST DO 

ω Keep a record of petty cash (most clubs trip up on this one) 

ω Keep a record 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) 

ω Keep a record of all receipts issued and received by your club, by way of a receipt book 

ω Keep all bank statements for the financial year 

ω Issue receipts for the amount received for club membership 

PAYMENTS 

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

 

GST (GOODS AND SERVICES TAX) 

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƴƻǘŜ ǘƘŀǘ Ŏƭǳōǎ need to pay GST on all expenses. Many businesses issue quotes as 
GST exclusive, and you need to remember to include that in your budget calculations. IŦ ƛǘΩǎ ƴƻǘ ŎƭŜŀǊ 
if a bill includes GST then its best to check, as it could actually be 15% more expensive! 

!ƭǎƻΣ ƛŦ ǘƘŜ ŎƭǳōΩǎ ŀƴƴǳŀƭ ƛƴŎƻƳŜ ƛǎ ƳƻǊŜ ǘƘŀƴ ϷслΣллл ǘƘŜƴ ȅƻǳ Ƴǳǎǘ ōŜ ǊŜƎƛǎǘŜǊŜŘ ŦƻǊ D{T. If your 
ŎƭǳōΩǎ ƛƴŎƻƳŜ ƛǎ ƳƻǊŜ ǘƘŀƴ ϷслΣллл ŀƴŘ ƛǘ ƛǎ ƴƻǘ ŎǳǊǊŜƴǘƭȅ ǊŜƎƛǎǘŜǊŜŘ ŦƻǊ D{¢ ƛǘǎ ōŜǎǘ ǘƻ ŎƻƳŜ ƛƴ ŀƴŘ 
have a chat with us about what you need to do next. 

LIABILITY FOR DEBTS AND A BIT ABOUT INCORPORATION 

All clubs and societies are considered unincorporated, 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 enter 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 visit http://www.societies.govt.nz for everything you need to know. Most of the clubs 
and societies affiliated to the UCSA are not incorporated. 

PETTY CASH 

Sometimes amounts can be too small to write a cheque for. Petty cash is a small amount of cash 
kept on hand for these items.  

http://www.societies.govt.nz/
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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 yourself getting into difficulties.  

CHANGE OF SIGNATORIES 

Once you have held an AGM or an SGM and elected a new exec, you also need to change the 
signatories on the bank account. The easiest way to do this is to get all the current signatories and all 
ǘƘŜ ƴŜǿ ǎƛƎƴŀǘƻǊƛŜǎ ǘƻ Ǝƻ ŦƻǊ ŀ ǊƛŘŜ ŀƭƻƴƎ ǘƻƎŜǘƘŜǊ ǘƻ ǘƘŜ ōŀƴƪ ǘƻ ƎŜǘ ǘƘŜ ǎƛƎƴŀǘƻǊƛŜǎ ŎƘŀƴƎŜŘΦ 5ƻƴΩǘ 
forget to take ID and to make an appointment so they are expecting you! 

LŦ ȅƻǳ ŎŀƴΩǘ ŀƭƭ ƳŀƪŜ ƛǘ ǘƻ ǘƘŜ ōŀƴƪΣ Ŧƛƭƭ ƛƴ ǘƘŜ ¦/{! ŎƘŀƴƎŜ ƻŦ ǎƛƎƴŀǘƻǊƛŜǎ ŦƻǊƳΣ ŀƴŘ ǘƘŜ ŎƭǳōΩǎ Ŏƻ-
ordinator will put together a change of ǎƛƎƴŀǘƻǊƛŜǎΩ letter for you to 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 
real and 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: 

- Familiarise yourself with the Grant Policy (link) it 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 you can 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. 

- Note that  ƎǊŀƴǘǎ ŀǊŜƴΩǘ ŀǇǇǊƻǾŜŘ ǊŜǘǊƻǎǇŜŎǘƛǾŜƭȅ ŀƴŘ ǇŀȅƳŜƴǘ ƻŦ ƎǊŀƴǘǎ ŀǊŜ ƻƴƭȅ ǘǊŀƴǎŦŜǊǊŜŘ once proof of 
payment is received.  

 

 

  Is your club eligible for funding? 
Have you been affiliated for one year? 

Which round of grants can you apply for?  Check 
which round you are going for. 
Complete the grant application form Found on 
the UCSA website. 
Have you fulfilled the grant criteria and 
documentation listed? 

If your application fails to 
comply.  It will be returned 
to you requesting further 
information 

Application 
accepted 

Application 
declined 

Your club will 
need to send 
proof of purchase 
(Receipts form, 
invoice & bank 
statement) to the 
UCSA prior to 
receiving funds 

UCSA Clubs Coordinator will 
coordinate each round of 
accepted grants and present 
them to the student 
executive. 

Drop off your application to the 
UCSA reception 
Room 123, Level One, James 
Hight Building, University Drive 

Keep a copy 
for your own 
record 

The UCSA will 
deposit funds 
into your clubΩs 
bank account 
when proof of 
purchase has 
been validated 

¶ Application received by UCSA staff 

¶ UCSA check that all information is 
attached 

Grant Approved 

Grant Declined 

You will be 
emailed with a 
confirmation 
letter stating 
the amount 
granted and 
conditions. 
GO SPEND 
MONEY! 
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SPONSORSHIP 

EŀŎƘ ƳŜƳōŜǊ ƻŦ ȅƻǳǊ Ŏƭǳō ƛǎ ŀ ΨƘŀǊŘ ǘƻ ǊŜŀŎƘ ŘŜƳƻƎǊŀǇƘƛŎΩΦ 

Remember sponsorship is a business arrangement giving value to 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 yet, do you have any existing relationships with businesses that you 

could approach for sponsorship?  

What a sponsor wants to know:  

- Why your club exists 

- Demographics of your club  

- A comprehensive event/project & marketing plan (include posters & images, social media followers 
etc.)  

- What does your club have to offer their business? Can you offer naming rights, or exposure to their 
target market? What could they benefit from? 

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

/ƻƴǘŀŎǘ ǘƘŜ ŎƻƳǇŀƴȅ ŘƛǊŜŎǘƭȅ ŀƴŘ ŀǊǊŀƴƎŜ ŀ ǘƛƳŜ ǘƻ Ǝƻ ƻǾŜǊ ȅƻǳǊ ǇǊƻǇƻǎŀƭΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƘŀǾŜ 

something official on paper. There is much to be said for the personal approach...would you ask 

someone out via snapchat?  If 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 time 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. Remember the worst they can say is no.  

FUNDRAISING 

CǳƴŘǊŀƛǎƛƴƎ ƛŘŜŀǎ ŀǊŜ ŜƴŘƭŜǎǎ ōǳǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŎƻƳŜ ǳǇ ǿƛǘƘ ǎƻƳŜǘƘƛƴƎ ǳƴƛǉǳŜ ŀƴŘ ǿƻǊǘƘǿƘƛƭŜ 
for your club. Below are some links to help you get started.   

Have a squizz at the Relay for Life Fundraising ideas booklet here  

http://relayforlife.org.nz/public/userfiles/1/file/Fundraising%20Tips%201_2.pdf 

!ƴŘ ƛǘΩǎ ǿƻǊǘƘ ŎƘŜŎƪƛƴƎ ƻǳǘ ǎƻƳŜ ƳƻǊŜ ƛŘŜŀǎ ƘŜǊŜΥ 
http://www.alzheimers.org.uk/site/scripts/documents_info.php?documentID=508 

Remember that any events on campus need approval from by the University (refer to Events section 

below). 

mailto:michael.sharapoff@ucsa.org.nz?subject=Website%20question
mailto:michael.sharapoff@ucsa.org.nz?subject=Website%20question
http://relayforlife.org.nz/public/userfiles/1/file/Fundraising%20Tips%201_2.pdf
http://www.alzheimers.org.uk/site/scripts/documents_info.php?documentID=508
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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 receiving promotion of their event or service.  
 

UCSA Notice boards are branded UCSA.  

These guidelines apply to those boards only.  
 
¶ All UCSA affiliated Clubs or UCSA event posters must be vetted and stamped by the 

USCA Office, before being put up 
¶ Posters with no stamp will be removed 
¶ Continued non-compliance (been warned of noncompliance at 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 or any UCSA branded posters 
¶ All notice boards will be cleared EVERY MONDAY by noon  
¶ ALL external advertisers  ɀ including club sponsors - need to be vetted and approved 

by the UCSA Sales & Sponsorship Executive at the UCSA Office  
 
For any further information or clarification, please contact the UCSA media team on 

media@ucsa.org.nz 

 

POSTER BOLLARDS 
The UCSA manages the seven poster bollards on campus. These guidelines are in place to give all 

parties a fair go at receiving promotion of their event or service.  

¶ Only the UCSA may place posters on the bollards  
¶ Affiliated clubs must contact the UCSA Sales and Sponsorship Exec with their interest in 

placing posters on the bollards by 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 posters ɀ at their own cost 
¶ Posters must be A3 in size ɀ unless otherwise negotiated with the UCSA 
¶ ALL external advertisers  ɀ including club sponsors - need to be vetted and approved 

by the UCSA Sales & Sponsorship Executive at the UCSA Office  
 
For any further information or clarification, please contact the UCSA media team on 

media@ucsa.org.nz 

  

mailto:media@ucsa.org.nz
mailto:media@ucsa.org.nz


Page | 27  
 

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 promote their events and activities. 
 
Club notices in CANTA 

¶ Club notices must include the following information: 
o Club name 
o Event name 
o Date and time 
o Venue 
o Price 
o Key contact 
o Description ς 30 words max 
o Also include any logo or images you would like to see included. 

¶ Club notices must be received on the Tuesday prior to the distribution of the next 
CANTA issue. 2017 issue dates are listed on: www.canta.co.nz 

¶ Club notices are generally printed on a first-in/first-served basis. Inclusion of any 
content is entirely at the discretion of the CANTA Editor.  

¶ ALL external advertisers ς including club sponsors - need to be vetted and approved 
by the UCSA Sales & Sponsorship Executive. 

Articles and other promotion in CANTA 

¶ All editorials, event promotion, event 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 lead-in time of two weeks minimum 

¶ ALL external advertisers ς including club sponsors - need 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.  

UCTV screens are branded UCSA.  

These guidelines apply to those screens only: 

¶ 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 permitted ς this is at the discretion of the 
UCSA 

¶ Promotion of alcohol is not permitted 

¶ Slides and videos are only run for one week ς longer periods must be negotiated 

http://www.canta.co.nz/
mailto:canta@canta.co.nz


Page | 28  
 

with the UCSA media team 

¶ Slides must be received by the Friday morning preceding the week of display   

¶ ALL external advertisers ς including club sponsors - need to be vetted and approved 
by the UCSA Sales & Sponsorship Executive. 

 
UCTV Naming conventions: 

¶ 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. 

o eg. A cocktail party held by CoffeeSoc on the 11th of March 2017 would be 
labelled: 110317-CoffeeSoc-CocktailParty 

 
UCTV slide specs: 

¶ Slides must be 1920 X 1080 pixels (standard HD TV size) 

¶ Slides must be 72dpi (standard TV and monitor resolution) 

¶ File format must be Jpeg. 
 
UCTV video specs: 

¶ Videos must be 1920 X 1080 pixels (standard HD TV size) 

¶ File format must be mpeg4. 

¶ Maximum length of any video is 15 seconds 
 

For any further information or clarification, please contact the UCSA media team on 

media@ucsa.org.nz 

 

UCSA FACEBOOK PAGE 

The UCSA Facebook page is generally reserved messaging from the UCSA and some of its 

key partners. 

Generally, this page is not available for promotion of club events ς due to the huge demand 

this would place 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 within the UC community 
All UCSA Facebook content is at the discretion of the UCSA media team. 
For any further information or clarification, please contact the UCSA media team on 
media@ucsa.org.nz 
 

 

mailto:media@ucsa.org.nz
mailto:media@ucsa.org.nz
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CLUBS CALENDAR 

UCSA is trailing 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 link by emailing the clubs coordinator. You will then 

receive an email with your link and a simple how to guide. 

If you have any issues just send us an email! 
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UCSA WEBSITE CLUB LISTING   

Hover 

above 

Clubs 

Click on 

CLUB 

ADMIN 

Search 

for 

Club 

Update 

club 

informatio

n and load 

documents 

The constitution can be loaded up on 

the public tab. 

 

Hover 

above 

Clubs 

Click on 

CLUB 

ADMIN 

Log In: Use 

email (club 

contact 

person) and 

password123 

Search 

for 

Club 

Update 

club 

informatio

n and load 

documents 

The constitution can be loaded up 

on the public tab. 

The private tab is home to your 
Code of Conduct, AGM minutes & 
any other documents you want to 
upload  












