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2018 CLUBS MANUAL

Please ensure thavery Member of your Executiveo@mittee reads through this manual carefully ahds access
to it throughout the year It contains everytimg you need to know about runningGlub or a 8ciety onCampus the
services available to you and how to access thEnese services include

¥

Full time administratig support through the BSA Clu8sEvents Department

Financial support through the B&AIbsfunding scheme

Account keeping support and reporting of your tax requirements to the Australian Taxation Office
Affiliation with the BSA, making yaulegal body

Invoice printing and bill payingroughthe BSA

A Clubaccount to keep th&€lubfunds

Public Liability Insurance for all BSA approved events & activities

Club EKecutive training

Liaison with the Wdiversity and external contractors on your behalf

Expertiseand assistancerhen organisingunctions, evens or activities

Ice @GeamCart hire
BBGhire

Graphic Design services

Y Y Y Y Y YYYYYYYY
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BENDIGO STUDENT ASSOCIATION

Club email account

BSA MEMEBERSHIP

1

In 2018 the BSA will subsidige@lubMembership fees forBSA CONTACT US'
Members by $5.00, thereforeveryBSAMembergets $5.00 off

their ClubMembership fee at sign up, and the B@#sthe BSA Clubs team:

balance tathe Club In order to claim this rebate: _ _
Student Community Officer

> BSAMlembersmust sign up to you€lub& you must Robyn Eames
make a note of tlson yourMemberdip list 5444 7988

Clubg@bsabendigo.com.au

> TheBSAViemberonly pays the remainder of the
Membership fee. For example: if it cas$10 to sign up ClubsFinance Officer

to your Cluh they pay you $5 and the BSA will A -
reimburseonce you have handed in yo@iub 556 hQ[ 2dAKTAY
5444 7445

Memberdip list. _ ]
Clubsfinance@bsabendigo.com.au

If you have any questions, need some advicgust want to updte

us on what you have been up to, come and see us in the BSA « l ’
located on the SU floor. - L J
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BENDIGO STUDENT ASSOCIATION

TheBSAoperates to make student life betterltis owned by, and operates on behalf of, studenttafTrobe
University Bendigo. It is run by a Board of Directors, made up of nine studdmisset the direction and goals
for BSA Staff.Having a Student Board is one way the BSA remains constatdlich with the needs of
students

lf 0K2dAK ¢$SQNB o6l aSR 2y OF YLzax GKS . {! A& I OfF
us to represent student interests to the University without fear or favour.

Everyone recognises that goitmyUniversityA y @2 t §Sa Y2NB (Kly (SEGo221a
about maintaining a social life, possibly holding down a job, achieving your academic potential and being
a community. Students often need support to cope with the demaraf their academic load. You want
opportunities hat enabk you to make the most of youmniversity experience. While the University will provid
the academic knowledge, the BSA is here to help you achieve the best possible outcome from your time
the classroom.

The BSA is here to facilitate and support aspects of student life that are not purely academic by:

Representing student interests to La Trobe University, Bendigo and the wider community
Providing social opportunities by hosting events aaotivities

Providing opportunities for fitness and to participate in sports

Giving financial & administrative support@ubs & Scieties onCampus

Offering support on a range of academic and welfare issues

Producing free publications such as the Studearnp

Running quality businesses @ampus such as Sweeney's Café.

YYVYYYYY

There are many ways to get involved with the
. {! GKNRdAK2dzi GKS @&
volunteering at events, being a part ofZub
or Society or running for a position on thBSA
Board, there is somethg for everyone!

GET
INVOLVED!

oz

BENDIGO STUDENT ASSOCIATION

Our Club Members and volunteers walk awal
with heaps of new skills for their resume:

2» Communication

2 Teamwork

>» Problem solving

2 Selfmanagement

2 Planning and organising




STARTING

A CLUB

Hold an Inaugural General
Meeting (IGM) to complete your
constitution, formalise your
Membership fee, discuss Club
activities and elect your Executiv
Committee.

The IGM is the first memg held
by your Club andhust be

advertised at least 10 days in
advanceto give everyone a
chance to attend.

CONGRATULATIONS

Your Club is ready to go

fq

BENDIGO STUDENT ASSOCIATION

Find out if there are any
existingClubswith similar
aims. There might be an
opportunity for them to
broaden theirMembership
base and to amend their
aims and objectiveto
include what you are
looking for.

,
e
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If there is nothing out
there - get a group of at
least10 people together
that support your idea
and willcommit to
becomingfinancial
Membersof yourCluh
Set up aMemberdip
database.

Complet and return the
following to the BSA

-------- - Executive Committee
contact list

- Memberdip list

- Membership fees

- IGM minutes

- ClubConstitution

Documentsaretaken
to the BSA Boartbr
approval.
Once approved, the
<fp--k-- BSA will set up your
accountand give you
start-up funding.
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A minimum of2/3 of all
financial Members need
to be present.The

meeting needs to be <

advertised at least 5
days inadvance to give

everyone a chance to
attend.

At the conclusion of your AGM,
upload/update the following
documents to your Google Drive anc
make sure they are shared with BSA
Bendigo:

- CompletedMlemberdip list

- Contact etails of yourExecutive
Committee

- Minutesof the AGM

- A copy of youClubconstitution

the BSA.

STING

Deposit any Membership money at -

-7

If your Club hasot already done so, now is the time
to hold an AGM wh the purpose to

At the start of each year, existini
Clubsare required to
re-affiliate with the BSA. This
forms part of yourClubsfunding
application forSemester Onelt
is recommended that an AGM
be held at the end of the
previous year to ensure a
smooth transition between Club
Executives

Check your constitution and confirm that it
still reflects the aims and objectives of your
Club

Confirm or change the annulemberdip

fee

Ask lastyedrd 9 ESOdzii A BS |/ 2
present their annual report to th&embers
incl. thefinancial report.

Electthe newExecutive Committee

Decide on activities to be organised by the
Clubthis year and to discuss the annual
budget

CAf t 2 dziMeribkrdiflisttaSd oNdata
the Memberdip fees ready to deposit at the
BSA

CONGRATULATIONS

Your Club is ready to go
./d

BENDIGO STUDENT ASSOCIATION




EXECUTIVE COMMITTEE

Running &lubor society is challenging and rewardidg:countability, flexibility, reliability and a
high degree of enthusiasm is required to succeed. If you choose to become partGlfithe
ExecutiveCommittee you take on a leadership position and during your tenure, you will acqu
many new skills.

GENERAL RESPONSIBILITIES OF THE CLUB EXECUTIVll

As a teamorganise regular activitieand functions that are open and accessible tdvidimbers
Maintain a high profile and presencand create an effective communication network wiktembers
Encourage and recruiflembersto help out in the organisation and runnind) @lubactivities

Be mindful of financial limitations and keep a close eye orCth#) &

0 dzR3 S

PRESIDENT

Be the spokesperson of th@uband represent
the Clubto all external bodies

Provide strondeadership and be a role model
for the committee

Coordinate and lead the executive team offeril

help & support. Always be informed about all
activities of theCluh

Work closely with the BSA report on planned
activities,events and progress

Chair neetings

Act as a signatory for th€lubaccount

Negotiate with external stake holders, such as

venue owners, bands, caterers or potential
sponsors

VICE PRESIDENT

Assist thePresident in all duties and represen
the Clubin the absence of the president
Chair meetings in the absence of the preside
Negotiate with external stake holders, such &
venue owners, bands, caterers or potential
sponsors

Support every committe®emberin all tasks
and ensure progress is being made

Act as a signatory for théluband the Club
account

SECRETARY

Schelule and organise regular meetings

Keeprecords of discussions and decisions mac
in meetings and distribute to Members and BS

through your Google account
KeepMembersinformed &out all decisions
throughregular correspondence.

Keep a database of curretembersand their
contact detailsn Google Drive

Handle all incoming and outgoing
correspondence

File all correspondence, including contracts ar

other agreements and make it available on
request

Ensure that details of events are kept on file fc

future committees to use and learn from

TREASURER

Keep an accurate record of all financial
transactions, incoming and outgoing

Act as a signatory for th€lubaccountand
obtain statements from the BSA on a regular
basis

Prepare theClubbudget and monitor it lIosely
Keep the committee antMembersinformed
abouttheCluQa FAYlFYyOALlf a
Liaise with the BSA if invoices need to be iss
and track payment




KEY DATES 2018

FEB26

MAR19/20

MAR 28

APR 06

MAY 18

MAY 3B

JUNOG6

JUL30

SEP 20

SEP 2

hQ2 SS|

Compulsory Club Training$2419)
BSA Membertunch
Constitutionsdue

Semester 1 funding cut off

BSA AGM

Bruce Week
BSA Awards Night

Semester 2 funding cut off

Renember,club events must not fall on the same day as BSA events.

52y Qi

each one.

T 2 NEUBs@®bsatndi§orcbni.duith details of all events your club has on. Thit
is important for two reasons; ¢ If we are avare of the event, you are covered by our insurance
and 2¢ we canmonitor eventscompetingwith each other, ensuring the best turn out possible f
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MARKETING & COMMUNICATION

Marketingis often the last thing you think about but itgsitical when it comes to achieving your goals
. 2dz Ol y Beémbdrsisiippdrtadsior sponsors unless people know you exstwever simply being known is not
enough You need to be known by the right people, the ones that are likely to share your aims and objectives ar
offer support You need to form relationshipshow yourMembersand supporters thayou value their contribution.
Acknowledge their existence & (i IKb8 Bd®e likely to increase support for tiub

WHAT CAN YOU DO?

Stay i n t ouc hclwdharthto stant fradn sératch ewpydas. Keep a record of your ditembers
sponsors and supporters and contact them at the start of the year to let them know you are still around and ho
can get involved. Previoldemberswho are now in the work force would make a great professispabker.

Fi nd ‘ neqhttract nevevierdbersand supporters to you€lub Set upastallin the SU where student traffic
isheavyoverlunch time, introduce you€lubto fellow studentsat lectures contact your faculty and askthey can
advertie yourCluh . .

Build confidence; Make sure youClub isviside and show that you are active. Keep yddembersand supporters
informed about what you do and what you have achiev@dowpeople that it is worthwhile to become part of your
Cluh

Build relationships¢ Communication with youMembersis essential. Communicationit your potential supporters
andsponsors igust as important. Invitedculty staff Membersand Membersof the local business community to you
events or meetings and make affort to get them involved.

Introduce yourself¢ People need to know who you aifethey are to approach you about yoQluh As the executive
committee you should introduce yourself eithierperson or through social medi®erhapsnclude a photo sé K S &
recognize you.

MARKETING TOOLS

REMEMBER! MARKET DAYS NBVSLETTERS SOCIAL MEDIA
All marketing material HeldRdzNRA y 3 h Q Emailto all Members Setup a
must be approved by the Bruce Week, thiss yaur sponsorsandsupporters. Facebook or
BSA before going to print chance to attract new Advertise upcoming Twitter account
Send a copy of your Member®) NA 3K i events, achievements to keep in touch
poster/brochure to start of each emester. review past eventsor ask with your
clubs@sabendigo.com.au Show everyone why for help with future Members
R2y Qi F2NBS they should bea part of events. Make surgou
l0go. your Club! obtain consent to email

them the newsletter first.

BSA NEWSLETTEF
A newsletter emailed to

BSANOTICE BOARD.
Located on the SU flar

WORD OF POSTERS

promote yourClub peaople ofupcoming : '

mostsuccessful activities. Romemberto events andhot as the BSéIan in otheg C_Itubs
and cheapest use theClubs & only form of _ ubs qan submi
formsof information for the

communicationUse Blu
tackto stick your posters
up as sticky tape will
damage the paint.

Societies noticeboard
which is reserved for
Clubsonly

communication. newsletter at any time,

bv contactina the BSA.
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GOOGLEMDRIVE

All BSAClubsand Societies wiliave their own Gmail account allocated to them. Not aldgsthis
make communication with the BSA more effididhassiss potential Membersto easily make contact
and, perhaps most importantly, allow for information to be passed seamlessly betvursmt and
future Club EecutiveMembers. Use the Drive to store records of your past events, plans for futur
events, evaluations, funding applications etc. This will allow you to use the information year afte
and save you from rventing the wheel!

When youfirst log in to your Google Drivgou will find a digital copy of this manual, along with a
YdzZYoSNJ 2F F2N¥a 6KAOK KIF@ZS 0SSy WwWakl NBRQ OJ
You will need to keep you Membership lists, executive lists, event plans, budgets, etc. up to dat
these files.

All Membership lists MUSTébupdated in the list provided in your Google Drivelhese will
automatically send any updates to the BSA.

Event

Planners

WHAT WIILL
YOU RIND
Event Budget
IN YOUR Evaluations Template
GOOGILIE
DRIVE?

Risk
Assessment

Gmail

account
Events

Calendar

BSA will be usinGlubGmail accounts as the primary method of contadtake sure you check your
inbox for ou emails, and share your documents with us!

BSABENDIGO@GMAIL.COM




BSA WEBSITH

The BSA Website has had a
makeover!

We now have the ability teell Club
Memberships through the BSA
Website.

Please check over the website and
ensure your club has the correct price
listed for sale. If your club is not
currently listed, please contact Robyn.

In order to purchase a membership
through the website, students must
create an account. This € not mean
they have to be a BSA Member; it just
gives them access to purchasing item:
through the web platform.

BSA member discounts are
automatically applied to membership
prices for those who are current BSA
members. If someone contacts you
and sayshey cannot access the
discounted price, the most likely
explanaton for this is thakeither they
havecreated or logged in to an accour
that is different to the one attached to
their BSA membership. Any enquiries
regarding this can be directed to the
BSA Info Desk.

Once a new member has signed up, tf
club will receive an email notification
with theY' S Y 6 SI&tdlsi You will
need to take this information and add
them to the master copy of your
membership list on the Google Drive.

While we may get t@ point in the
future where we can sell your event
tickets online, currently we are
restricting club sales to memberships
only. This is mainly so we can ensure
the whole process runs smoothly and
that we can iron out any glitches befor
we offer a ticketsale option.

Y Advanced Filter

e DAPS

terdigollassocaton

Associatio

Onlinemembershipsales are restricted to
Clubs that have submitted their 2018
Constitution!
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FUNDING

The BSA offers financial suppaotdffiliatedClubs and &ietiesthat contribute to a vibranCampus
community and act in the best interest of théftembers All affiliatedClubsand Societiesan apply for
funding.

The BSA spliisfunding budget into starup funding, semestefunding and special event funding.

There are some responsibilities you must maintain on an ongoing basis to be eligible for funding in genel

- Inform the ClubsDepatment about changes to yolExecutive Committee

- Ensure the BSA is properly represented anslldgo appears on alllubadvertising and info material. No
advertising is to be published without the BSA approval.imberthat the financial and administrative
assistance the BSA provides to you makes it a major sponsor. Look after your sponsoreenditl look
after you.

- Ensure aepresentative from the Executive Committee atteyadl Clubstraining

- Obtain approval from the BSA Cluosl Events staff for all activities & functions, especially if they involv,

alcohol.

START
UP
FUNDING

Startup funding is
automatically granted t&Clubs
when theyaffiliate with the
BSA.

New Clubs will receive $500 to
assist with running a stattp
event or other activity with the
aim of growing of their @b
Membership base.

SPECIAL

FUNDING

Twice a year, all éiwe Clubs will
receive $250.

Clubs must provide their
Constitution, an up to date
Membership and Exec list and
an accurate register of BSA
Members on their Google Drive
to also receive their $5
reimbursement per BSA
Member.

SEMESTER 1: Ma§ 2018
SEMESTER 2: Sept 2018

It is your responsibility as Club executive Members to ensure &
funding applications are in on time, acdmplete.
Incomplete or late applications will not be considered for fundin

Specialdinding is available
Clubs once per year

There is a cap of $750 on
applications for events such as
balls and other end of year
functions. Amounts of up to
$1000will be considered for
educational activities,
conferences etc.

A special funding application
form ¢ available on your Google
Drivec and current statement
of account must be handed to
the BSA. For your application t
be considered, Club Exec must
have dtended all BSA training
throughout the year.




MANAGING YOUR
FINANCES

YOUR
ACCOUNT

MANAGING
YOUR

ACCOUNT

PURCHASES

Once you have successfully established yoiuh the BSAwill set up a bank account for a
Club financesThis will ensure that any money whibhsnot been spent at the end of the
year is kept afe for thefollowingyear. If the account has been dormant for twelve
months or more, the credit will be transferred to thBSA general budget for Clubs &
Societies funding.The BSA Finan@epartment wil be able to providerour curent
account balancat any time, just come in and ask!

All assets held by th€lubare the property of the BSA. Items that t@dubpurchases from
independent funds such as sponsorghipmain the property of theClubuntil the Club
ceases to exist. They will then become troperty of the BSA.

Your Executive Committée responsible fomanagenent of Clutfunds andmustaccount
for all spending. One way to do so is thrbuan Annual Financial Repoithe Executive
as to ensure that funds are used strictly within

- thelaw
- the Clubsconstitution
- the aims, objectives and regulations of the BSA

It is important forClubsto keep a close eye on its budget and current account balance.
You should obtain your account balance from B®A Finance Department on a regular
basis Thinking abouyour budget at thestart of the year will help you estimatew

much income you need to generate in orderfitmance the activities yoplanto run
throughout the year and to leave thelubwith a surplus for the next yeaiThe financial
year for Club& Societiesisfrom 1 January to 31 December

You can access your accounts throughBISA Finance Departmenho will also issue
your statements.

Keep in mind that you can only purchase items if you have a credit in your account.

Reamemberthat the purchase has to benefit tHelubas a wholenot just a singleClub

Member. The BSA will pay yousills by chequeor direct debit The following procedure
eeds to be followed:

Filloutr o6t dzS GhNRSNJ wSIljdZAaAlGA2y e FT2NXY o
Events staff The form musbe signed bywo Executive Committee members

- TheBSA Clubs and &s teamwill issue a BSA purchase order.

- Take the BrchaseOrder to the supplier and ask for the invoice to be issued to the B
¢ Clubs& Societies with your Clulsthame written on the form for reference.

- If the BSA does not hold an account with tupplier (see suppliers list on pg. 17) you
will have to get the suppliers invoice before you pick up the purchase. Alternatively
you can make the purchase yourself and claim a reimburseniégpbu choose this
option, you must bring in the receipt asquf of purchase.




MANAGING YOUR
FINANCES

To be able to claim mondyack from a Club related purchas®u will need to present all
receipts and invoicetothe BS&® |, 2dz adGAff ySSR (2 FAf
and have it signed by the Executive signatoriésu cannot sign this form for your own
reimbursement. The rule is: No receipt no reimbursement. If bank detds are
provided, money can be deposited directly into your bank accoW. cannot reimburse
with cash.

CLAIMING
MONEY

BACK

If you would like to send out an invoice, e.g. in regards to asmship agreement or
similar, theBSA finance teawill issue an official invoé and post it out for you. They car
keep you up to date about thegyment status of your invoicesptvever, it is your job to
chase up payment.

RECEIVINNG
FUNDS IN
YOUR BSA
ACCOUNT

To deposit cash or cheques:

- FEt 2dzi GKS 3ANBSYy a5SLIaridé F2Ny

- Hand the form and money to th€lubs Officetwho will deposit it into your account

- If the BSA receives a cheque in payment of a sponsorship agreement or imillare
deposiedinto your account

HOW
TO
GENERATE
INCOME

Membership fees
Thenumber ofClubMembersdeterminesthe incomeyou will generate fronMembership
fees. Concentrate on promoting yo@iuh Promoteyour Club and find new Members!

BSA Funding
See thdundingchapter for more information on BSA fding.

Fundraising

There are many ways to raise funds andrychwice will dependargely uporthe amount
of money youhope to raise. The BSrasa book offundraising ideas which you can acce
at any time Some examples of popular fundraisers are:

- Trivia Nights -Sale of Merchandise -Car Washing
- Film Nights -Functions/events -Selling lollies
- Raffles -Sponsored walks -Chocolate drive

- BBQs / Pancakes

The more appealing your fundrarse, the easier it will be to raise money.




SPONSORSHP

Obtainingsponsorship can mean a considerable financial
contribution towads yourCluh Howeverfinancial sponsor
can beextremely hard tdind and some effort and
preparation is essential before you approach potenti
SpoNsors.

The key is to sell youElubin a way that youpotential
sponsor can see thedvantagdn sucha relationship.
Sponsors arokingfor people who are potential custom
for their product or service Theywill only invest their
money into parties they feel aneliable and professional.
Personalise the proposal to the business you are targeting
and outline the specific benefits to thersuch as where the
company logo wilbe placed, how many peop#ttended a

similar function last year etcYou must ¢scuss your propos
with the ClubsOfficerbefore youcontact your potential
sponsor.

Some eamples of what to offer a potential
sponsor in return for a financial contribution are:

- Name/Logo put on clothing or other merchandise

- Name/Logo included on programs, invitations, poster
newsletter etc.

- Time as a guest speaker during a function, ekibibietc.

- Invitation to events

- Become the exclusive venue for meetings

- Display opportunities during an event or function

¢KSaS FNB 2dzad SEIYLX Saz a
worth a try as long as it does not compromise y@lubs
values andeliefs, or those of the BSAYou should never
compromise youClubsvalues just to acquireponsorship
money. EBfore you approach a sponsor with your propgsa
look atanyextra costs you will have to pay in order to
accommodate then. There is b pointaccepting a
sponsoship deakhat will costyou more than you will

receive Rememberthat small companies may also be
interested in sponsoring youn-kind support, such as free
printing can be an alternative to a sponsorship based on
financial contribtion.

Once you have secured a sponsor make sure they are lo
after. At the beginning of the year you should contact them
to review the sponsorship deal amebrk to secure funds for
another year.

SOME THINGS TO KEEP
IN MIND

No sponsorship

agreement isa be
signed without prior
knowledgeof the BSA

Refrain from seeking
sponsorship from
organisations whose
activities can be
considered obscene,
racist, sexist or who are

promoting illegal
activities

Clubsand Societies
must seek approval
from the BSAefore
any sponsor is invited
onto campus for
promotional purposes

Clubsand Societies musibtain
an invoice from the BSA Finan
team to provide to their
sponsor so they can make
payment into your account

Certain conditions
apply for sponsorships
from an organisation
with similar business

intereststo those of the

BSA or its associated

enterprises. See thd8SA
for details



EVENTS & ACTIVITIES

One of the biggest challenges of bgiinvolved in &lubis maintaining a soliMemberdip base. A god way to

do this is to run memorable events thptople want to be involvedh. As an affiliatecClub or 8ciety of the BSA
you represent the Bendigo Student Association through all ghur activities, events and functions. The BSA w
give youas muchsupportasyou require toensureyour eventisa success.

It is imperative that you let the BSA know about every activity you are runnifiiere may be requirements or
regulationstoco A RSNJ (0 KIF (G @2dz R2y Qi (y2¢ Fo2dzi 2N 0§KSNS
same day and timecheck the Events Calendar andact the BSA Clubs and Events tedomafore you
undertake any major planning The BSA will help you to assesy potential risk and think about ways to
minimise or prevent potential disastefd/e cannotexpressnough,.the importance of keeping the BSA informe

If yourClubappoints aSpecial Committe plan & run youevent (End of year Ball, for example) youshu
ensure this committee is aware they need to keep the BSA informed of all plans & that the contact details f
committee are passed onto the BSA immediately.

Depending on the size and kind of your event, function or activity there are of coufse=difthings to consider
and organise. To start with have a look at teeent plannerand determine what you neetb organise for your
event. It pays to plan ahead and start early.

GOLDEN

" RULES '~

Assume

Nothing

Prepare

For
Disagers

Confirm
Bookings




EVENTS GUIDE

ADVERTISING

The earlier you start advertising the more students are likely to hear and read about yc
event. The BSA logo must appear on all advertising matandlhave it approved before
printing. One of thébest and cheapest mediums,isowever, word of mouth

ALCOHOL

If your activity involves the supply of alcohol and is held on campus you will need to af
for aliquor licencg8 weeklead timeis required. University policy states thatsecurity

guard mustbe present if an alcoholic function is held on campiil$ bar staff muspossess
a validRSA certificateand be familiar with current rules and regulations. RSA courses a|
offered regularly by the BSA

BANDS AND ENTERTAINMENT

Get several quotes and makere you ask for an overall quote that includes production
riders and GST. Obtain an invoice in advance and pass it on to tlees B84y as possihle
Ensure you get a contract andmemberthat all contracts need to be signed the BSA

BUDGET

Determine your budget for eachvent You will need to budget for income, expenses and
profit. As a golden rule addhather 10% to your expenses as leeway @s pnay spendanore
than you first thought. Thiwill help you determine the number of tickets you needstdl or
the amount of sponsorship you need aoquire to cover costs andake a profit. If you are
not certain about the costs of some elemerask the BSA

CLEANING

If a function/event is held on university ground you need to hire a contractoendhe
premises. This itniversitypolicy! Contact the BSA firgtwe can help/

DAMAGES

Any damageso the venue will be charged to tHeélub Unfortunately this is something
that will be hard to monitor buensuring proper security aneésponsilte service of
alcohol will help to minimise potentigdroblems

EVALUATION

Learn from your successand mistakes. Your event evaluation will help @lebto
organise better events the next time&Compare your actual spending to your estimated
costsandyou will be able to identify areas for improvemereep evaluations in your
Google Drive for others to reference in later years.




FIRST AID

The health and safety of all those who attend your function must be your first priority.
complete First AidiKmust beeasilyaccessible at all times and laast one person witlh.ev
First Aid qualiiationsmustbe present.For groups of more thaR00 people St John First
personnelmustbe booked for support. Fourweeks notice is required.The BSA&an lodge
application for you

FLOAT

Work out your float requirements for the night drgive the breakdown to the BSKwill take
at least a day to organise so please ensure you give plenty of notice

FOOD HANDLING

If your activity involves the prepatian of food youare required to follow the Victoria Food
Safety ProgramPlease do not take this lightly. Food poisoning is a serious condition but cé
avoided through proper food handlingSee the BSA for more information.

FOOD/CATERING
If you are lolding a meeting, function @ventoncampudj KS { g8 8§ySeQa /|
able to help you with the catering. SBaelene or Julighe mand SN& 2F { 6SSy
& they will be more than happy to help you out.

HEALTH AND SAFETY
The hedth and safety of those working at and attending your event musstyour priority.
/| KSO1 GKS wt 2 (aSdy/fallowlthi indtriicfion thljrevent niajbrénarzards.
Before the eventfamiliarise yourself with emergency exits and the location ofdleams
and fire extinguishers. Ensure that emergency exists are properly marked. If you notic
safety hazards on campugorm the BSA immediately sodanbe dealt with. This will
preventpeople from getting hurt. La Trobe University also employ®ecupational Health
& Safety Adviser who can be contacted under 5444 7Bty 000in the event of an
emergency. The BSA mudte notified immediately and will assist you iltifig out incident
reports

LIQUOR LICENCE

A limited liquor licence must babtained for any event where alcohol is sold or supplied
At the time of printingthe cost for a Limited Liquor Licence is&80 and must be applied
for 8 weeks prior to your event.One licence can have several different functions on it. |
therefore pays to plan ahead and to put future events on the same licence or to ask oth
Clubswhether they require a licence and want to share costs. Applicationd are available
from http://www.vcglr.vic.gov.au/

NOTIFY THE LIBRARY

As a common courtesy, pleasetify the library if you are holding a function/event in the
SU. The library is open until p&h and mostClubevents start earlier. Noise from events
can be very disturbing for students trying to study. Keep your noise levei.dow




PLANNING
Coordination is thekey. Spread the workload amo@jubMembersand allocate specific
GFrala YR NBaLRyaAoAtAGASAad 52y Q0 R2 A
support you will get. Set schedulefor all organisers to stick to

POSTERS
Youare allowed to put posters up on campus as long as they are approved by the BSA
show the BSA logoKeep it simpleif there istoo much information on the posters people
g2y Qi 02 0 K BliNTaddahly istd be Bsediinitide S¢Jno sticky taje!

RISK MANAGEMENT

When you run an activity or an event the last thing yeant to happen is for someone to
get hurt or for the event to fail. Risk Management is the process of looking at situation
that may cause injury or hazards and systematicallyieiting or minimising the problem.
The BSA will cover Risk Management during Bubtraining and will assist you to plan
every function and activity

SECURITY

If you are having a pub crawl gour activity involves alcohol and takes place on
University ground you need to have security present. Grougsto 40 people require

1 guard, up to 100 people you will need 2 guards. The numbers increase for groups
100.Areas that generally need to be covered by the security are entries / exits
(including the BSA Office door if the functi@in the SU), the bar and the cash registers

TICKETS

Tickets are a great way of prmting extra services offered gbur event or regulations thal
apply such as:

- ID will be required to purchase alcohol
- Over 18 evat only. Please have your ID with you
- Free transport will be available
- Water will beavailable throughout the event
- Food & snacks will be available
Speak to the BSA Clubs department about printing tickets

TRANSPORT

Ensure that everyone gets the venue ad backsafely The BSA Clubs and Events teaith
be able to book buses for your function if required

VENUE
Cloose and book your venugarly (this includes the Student Union). If you are plannin
a function for ove200 people it is a good idea ¢t a few quotesYou will be able to
choose between different venues asdmpare their offers. See the B&Aset up a contr
once you have decided on a venue




SUPRLIERS

Thisis a list of supplierastho have supported thdSAover many yearsWhen purchasing gats from these
suppligs you MUST first obtainRurchase Order from the BS¥Xou must present this to the supplier and sign f
the purchase.Anaccountwill then be sento the BSAandpaid fromyour Clubs funds Supplierswill not hand
over goods witbut apurchase order For purchases made on behalladElubout of Membersown pocket,
receipts must be presented BSA stafbefore reimbursementanbe made

FUNCTION VENUES PARTY, ELECTRICAL AND

EVENT EQUIPMENT

The Foundry Hotel

Puggs Irish Bar
The Exchange

-

> Reservoir Hotel > Power AV

> All Seasons Quality Resort > Dewar Audio Systems
» Silks @ The Bendigo Jockaiyb > Bendigo Party Hire

> The Bridge > Strath Variety Super Store
2» The Zone > Spotlight

> Newmarket Hotel > The Eternal Vase

> UniversaNightclub

>» Bar 238

> GPO

>

-

FOOD AND ALCOHOL

Strath Village IGA
Strath Village IGA Liquor
Cadbury Confectionery
Kennington Village Pizza
Big W
{6SSySeqa

YYYYYY

/L FS

PRINTING

» Bart ‘n Print
» CVOS

» Dean’s Screens

OTHER

> Avis Car Rental
 Christians Bus Lines
> United Rsk Management- Security




POLICIESPAAND IRRQCEDERES

1. AFFILIATION

1.1 AnyClubor society may apply for affiliation to the Bendigo Student Association Inc. provided their objective
not conflict with those of the Student Association.

Application is by presentation of tHelubsand Societiesonstitution,a listshowing minimum of 18tudents who
are committed to paying a membership faainutes from the Inaugural General Meeting and completed list of
office bearers andlembersincluding correct contact details to tielubsOfficer. The Boaraf Management
must then ratify thatClubsaffiliation.

1.2 TheClubis affiliated with the Bendigo Student Association Inc. and is overseen Ig3lubeOfficer, in
conjunction with theBSA Boardo uphold theClubsConstitution and Association Policiaad Procedures

2. MEMBERSHIP
2.1 Afull list of finaial Members including hamesust be presented to the BSA Boduefore affiliation ma be
granted to that Club. Mhimum numberof financial Members is 10

2.2 Memberdip of affiliatedClubss restricted to currently enrolled students, Associatdeambersand Associate
Members

2.3 An annuaMembership fee is a minimum of $Hhd must be paid by eadlemberof the Cluh Higher fees
may be determined by th€lulh however the Board of Management has the right to establish a fe€ltdy
Memberdip which is binding on all affiliate@lubs

3. ACCOUNTS
3.1 All accounts relating t€lubsand Societies will be administered by the Bendigo Student Association Inc.

3.2 Clubswill be provided with a summary of financial transactions relating to that partictilao on request
3.3 Individual records will be maintained for each affiliatellib

3.4 Any credit amounts (except unused funding mounts) at the end of the calendar year will be automatically
carried over to be used by thHelubin the next year.

3.5 If the Clubfails to reform or disbands then all credit amounts will be allocated at the discretion of the Boar
Management.

3.6 Any affiliatedClubwith a debit balance at the end of the financial year will need to show cause to the Boar
Management to be alloed to continue to function in the following year.

3.7 No affiliatedClubwill operate with a debit balance unless prior authority is obtained from the Board of
Management.

4. GENERAL OPERATIONS
4.1 No Clubshall enter into written or verbal contracts/greements with external bodies without prior
authorisation of BSA Events staff.

4.2 The signing of cheques will be undertaken by authorised signatories as outlined in Section 33 of the Ben|
Student Association Inc. Rules.

4.3 Aminimumof5week Q y 2 (A O0OS A BSANKEIjmmisNid) R canduct arkoSicial function.

4.4 The Board of Management has the power to veto any decision made Wjpthmittee/Executive of any
affiliated Clubif it feels that it directly contravenes the relent Clubsconstitution or the AssociatioRolicies
andprocedures




POLICIESPAAND I RFRACEDERES

5. FUNDING

5.1 TheClubsOfficerwill distribute funding to affiliateClubsaccording to the funding structure put in place in
2018

5.2 Any funding grant allocation greater than $500.00 mustdidied by the Board of Management or Executive
Committee.

5.3 Funding will be credited to the affiliatdd f daxcduht on receipt of evidence as per Australian Accounting
Standards (AAS) that the money has been expended for the said purposes.

5.4 Any funding that has not been spent, according to semester budgets, will be removed froGithsaccount,
at the end of each semester, and placed into the suspense account.

5.5 Funding may also be removed fron€ubsaccount if aClubis found to be in bredcof any of theClubsand
Societies Policies. Penalties will apply in this situation (refer to section 7)

6. DISAFFILIATION

6.1 An affiliatedClubor society may be disaffiliatl by the Board of Management on the recommendation of the
Clubsif:

6.1.1 It contravenes theéClubsand societies regulations, its constitution or the RulethefBendigad¥
StudentAssociation Inc.;

6.1.2 Is guilty of financial mismanagement;

6.1.3 Fails to answer any reasonable communication from the Association or the Student Life
Committee.

6.1.4 Has not maintained an acceptable level of activity during one calendar year.

6.1.5  Expressly or by implication condones, pernoitencouragedlembersto engagen unlawful
practices.

7. PENALTIES
7.1 Failure to fulfil affiliation requirements will result in no grant being established.

7.2 Incorrect use of funding will result in a meeting with tB8A Bard where a decision will be made about futur
grants and disciplinary action.

7.3 Failure to follonClubsand Societies Procedures in relation to bills and deposits (refer to section 8) will res
disciplinary action from th8SA Board

7.4 Failure to notify he ClubsOfficerof an event will result in no BSA funding being used for that event and
depending on the severity, may resirtfunding being withdrawn for the rest of the semester.




ALCOHOL POUIGY

1. AIMS

1.1 This policy aims to protect the welfare of La Trobe University students and ensure the responsible servir
alcohol at BSA activities and events on campus at La Trobe University.

1.2 While students over the age of 18 have the legal right tokdailzohol, the BSA has a legal obligation to
provide and enforce a safe working and learning environment.

2. PLATFORM

2.1 The BSA recognises its divekdemberdip such as underage, international and disabled students and
students with specialeeds.

2.2 The BSA recognises the dangers of alcohol consumption on campus for students who operate dangerot
machinery and equipment.

2.3 The BSA recognises its legal responsibility concerning the consumption of alcohol of persons under the
18.

2.4 The BSA hamn obligation to the La Trobe community to contribute to maintaining a safe working and lear
environment.

2.5 The BSA believes it has a social responsibility tdetabers therefore must ensure the responsible serving
alcohol at BSA activities and eng.

3. ACTIONS

3.1 The following practice is to be adopted when a BSA activity or event is held on campus, involving the ser
alcohol:

- Setup@& SOGA2YSR 2FF WgSO I NBFQ gAGK NBAUGNROUGA:?

- b2 FftO2K2f Aa G2 o6S GF1Sy 2dziaARS 2NJ (2 oS

- All activities/ events involving alcohol must have security personnel present

- Employ registered security personal (Secure Gagurity is the on campus security provider) who ar
required to check photo I.D. upon entry, with a ratio of two guards for the first 100 patrons and on
guard for every 50 patrons after that

- Cans to be opened in front of patron and distributed sensitdyriiore than three drinks are to be
given to one patron at a time)

- Minimum drink prices are $40for beer and 6.00 for spirits (cans onlNOglass)

- Persons serving alcohol must have completed a Responsible Serving of Alcohol course

- Nonalcoholic drinksnust be provided and advertised.

- Light beer to be provided

- If alcohol is to be supplied during an event/function, a temporary liquor licence is required

- Liquor licence is to be on display behind the bar with appropriate Liquor Licensing Commission p
(ie. Proof of age)

3.2 Responsible Serving of Alcohol courses are available to students at a discounted price.

3.21 A representative from eaclub whose activity involves alcohol, is required to complete a
responsible serving of albol course for ach affiliation year.

33 Clubsy SSR (12 O02YLX SUGS (KS OKSO{t A abmittd de\BSAPI £ O2 K2 2




ANTI-DISORIMINATION POLICY

1.1 This policy aims to provide parameters within whBBACIubsand societies must operate, in order to provide

1.2 This policy works to prevent unlawful discrimination or vilification within B&ilisand societies.

1. AIMS

an inclusive environment for dlembers

2.1

2.2

2.3

2.4

2.5

Clubs and Societies, while operating under their own constitution, must also operate within the constraints of

2. PLATFORM
Discriminationg both direct and indirect and vilification is unacceptable and will not be tolerated by the BS

under any circuntances.

Discrimination involves treating a person less favourably in the same or similar circumstances to another
on the basis of, but not restricted to;
Sex or gender

Relationship status

Pregnancy

Parental status

Age

Race

Impairment

Religiais belief or religious activity
Political belief or political activity

Vilification is behaviour that incites or encourages hatred, serious contempt, revulsion or severe ridicule a
another person, or group of people on the basis of, but notriet&td to, any item listed in 2.2

Victimisation or harassment of persons suspected of making a complaint will not be tolerated by the BSA
any circumstances

Cultural diversity should be recognised and respected as an asset and should eatdak fCulture reflects
both the similarities that unite us as human beings and the differences that characterise our upbginging
variations in ethnic background, language, class, gender,-sgcoilmomic status, country of origin, regional
differences, réigious beliefs, sexual orientation and age.

3.1

3.2

3.3
3.4

3.5

3. ACTIONS

Any reports of discrimination, vilification, or victimisation, made to BSA staff will be taken seriously and
investgated promptly, confidentially and impatrtially.

BSA will not tolerate discrimination and vilification and may take disciplinary action in response to any
substantiated claims.

BSA will offer support to all parties involved and, where appropratter mediation.

If an individual is found to be operating in conflict with this policy, their own Constitution and/or the
Constitution of the BSAgrmination ofClubMembergip may result

If a Club or Society is found to be operating in confiith this policy, their own Constitution and/or the
Constitution of the BSA, disaffiliation may result.




2018 CONSMIMWMION FOR BENDISOSSTUDENTAASSOCIATION

SPECALINTERESTICLUBS
1. NAME
1. ThisClubshall be known as the
of the Bendigo Student Association Incorporated.
2. PURPGE
2.1 The purpose of th€lubis to by:
(Write down specific secondary purposes)
(b)
(c)
(d)
2.2 TheClubmay only use its income, assetsdgprofit for its purpose.

TheClubmust not distribute any profit, income or assets directly or indirectly td/igsnbers

3.1

3.2

3.3

3.4

3. AFFILIATION TO THE BSA
The Clubs affiliated to and funded by thBendigo Student Association Incorporated (in anstitution

a. {1Eéva
It is a condition of affiliation that th€luband itsMembers must comply with all directions given by the BSA
and theCluls and Societies Policies.
TheClubmust as far as practicabbhdhere to BSA Marketing Guidelines, including logo usage and sponso
recognition, as outlined by the BSA in {Gkits Manual.

TheClubshall not discriminate on the basis of gender, marital status, race, age, religion or sexual prefer¢

4.1

4. MEMBERSHIP OF A CLUB
Membership of theClubis open b all:

® Qurrent students gee definition in clause 14),

(i)  AssociateMembers of the BSA,

who:
€) Support the purpose of th&€luly and
(b) Pay theMembership fee;
(Subject to clause 4.2).




4.2
4.3

4.4

4.5
4.6

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

At leastthree-quartersof Members must be current students.

The Secretary must keep a rsigr ofMembers, which shows the date on which eademberlast paid their
Membership fee. A copy of this should be given to @lals Officer.

Members may resign by writing to the Secretakfembers whoseMembership fee is more than 12 months
overdueare taken to have resigned.

The Secretary and the BSA must make copies o€ihistitutionfreely available tdMembers on request.

It shall be a condition of affiliation to the BSA thatlabshall have at leastO financialMembers who are cuent

students unless permission is granted by BfeA Board

The Executive must call at least three general meetingeshbers each year, including the Annual General
Meeting (in thisConstitutiond ! Da € 0 @

The AGM musbe held on aracademiaday during the second semester. Its business includes:

(a) To confirm the minutes of the last AGM and any subsequent general meetings;

(b) To consider reports from Executiddembed = Ay Of dzZRAy 3 G KS ¢ NBI adzZNBNDa
(c) To elect the Executive; and

(d) Any other business of which notice has been given.

The Executive must appointReturning Officerat least two weeks before the AGM, who is responsible for the
conduct of the Executive elections.
The Executive magall a Special General Meeting (in tBisnstitutiond { Daé¢ v | 4 Fye@& (GAYS:

requested in writing by at least 25%MEembers. The SGM must be held within 21 academic days of an Execu
Memberreceiving the request.

The Executive musivg atleastavr i t t en f i v e a cohtltbeate ttne ahd plase of all geherak e
meetings to eacMember. The notice must state the business to be considered, including any item khatnder
has in writing requested to be included. Only Imesis of which notice has been given may be considered at the
general meeting. The Executive must asgwertise the meetingas far as practicabli@ any BSA publication/s
generally available to students for at least one week before the meeting.

The qrum for general meetings is 15%Mé&mbers or 6 people, whichever is the greater. QuorumGauts with
aMembership grater than 100 Members will be Ifkeople.

The President is entitled to chair the meetings. If the President is not present, smdb&vish to chair the
meeting, the VicdPresident is entitled to chair. If neither the President nor the ¥Aoesident is present, or if
neither wishes to chair the meeting, the meeting must elect anotflemberto chair.

EachMemberpresent has oa vote. Proxies are not allowed. Motions are passed by a simple majority of thos
present and voting. The chair of the meeting has their own vote, but does not have a casting vote.

Only during a SGM m&lubpolicy be amended or new positions maydlected (refer to clause 6.1)



6. EXECUTIVE POSITIONS

6.1 The Executive of th€lubconsists of at least the following positions:
(@) President;
(b) VicePresident
(c) Treasurer, and
(d) Secretary
6.2 A general meeting may establish other Executive positions.
6.3 ExecutiveMembers may only hold one Executive position at a time
7. ELECTION AND TERM OF OFFICE OF EXECUTIVE
7.1 OnlyMembers who are current students are eligible to be elected to and hold Executive positions.
7.2 ExecutiveMembers may serve an unlimited number of terms.
7.3  All Executive positions must be elected by secret ballot at the AGM
7.4 ExecutiveMembers elected at the AGM hold office from the end of that AGM until the end of the next A
subject to clause 7.5.
7.5 ExecutiveMembers cease to hold office if they:
(@) Resign by writing to the Secretary (or, in the case of the Secretary, to the President);
(b) Cease to be a current student;
(c) Are removed lp a resolution of no confidence passed by a tthixds majority ofMembers present
and voting at a SGM; or
(d) Fail to attend two consecutive meetings of the Executive without giving apology to the Executive
7.6 The executive may fill a single vacancy iMigsnbership. If there is more thmone vacancy, the Executive
must convene a SGM to fill the vacancies dxyret ballot.
8. RESPONSIBILITIES OF EXECUTIVE
8.1 The Executive is responsible for the management ofGhsy including its financial management.
8.2 The Executive must ensure that the Treasurer presents a finaepiait to the AGM in accordance
with clausel0.3(e)
8.3 The Executive is also responsible for:
(@) OrganisingClubactivities;
(b) Representing theCluband itsMembers within the BSA and to the public
(c) Recommending policy to general meetings
8.4 The Executive is bound Bfubpolicy, and subject to direction by geral meetings




9.1

9.2

9.3

9.4

9.5
9.6

10.1

10.2
10.3

10.4

The Executive must meet at ledstice during each semester.

Executive meetings may be called by the Secretary, President or any two Exbenibers.

Atleastf i v e ac ad e minevritidgaofythe dag,niroetandgplace of Executive meetings must be

given to each Executivdember.

The quorum for Executive meetings is the presence of a majorfMeaiberof the Executive at the time,

including at least one of the President, \\leeesident and Secretary.
Jauses 5.7 and 5.8 apply to Executive meetings.

The Executive may establish committees and delegate its powers as it thinks appropriate.

The duties of thé°residentinclude:
(@) to co-ordinate Clubactivities;
(b) to be chief spkesperson for theCluh and

(c) to chair general and Executive meetings.

(d) toactastheClumda FANRG NBLINBaSyidlGdAoS G2 et SEGS

(e) to be a signatory for th€luQa o6 dzR3IS i

()  to help, advise, and support MMembers of theClub

The duties of the&/ice-Prestdent include assisting the President.
The duties of thesecretaryinclude:

(@) To keep the register dflembers;

(b) to arrange general and Executive meetings;

(c) To take minutes of all general and Executive meetings;

(d) To be responsible for the inward and euérd correspondence of the Club

(e) To maintain up to date records of tHelubMembership including contact details fdlembers.

(f)  To arrange events, book facilities, equipment, transport etc.

The duties of th& reasurerinclude:

(@) To be responsible for all of ti@luk) aoney and to record all income received and payments mac

by theCluly
(b) To keep a register of all assets held by @lel
(c) To prepare an annual budget for th&ub
(d) To present a financial report to each Executive meeting;
(e) To present a financial report to thaGM for:
(1) the last financial year, and
(ii) the period since the end of the 1st financial year; and
(f)  To keep the financial records of th&luh in conjunction with the CSO.
() To be asignatory forth€lulQa o6 dzRIS G @
(h) TokeeptheCluma O2 Y Y MeénbSsSinfdryeRof theClulQa FA Y Yy OA + €

anii



111

11.2
11.3

114

115

11.6

11.7

11.8

TheClubindemnifies ExecutivMembers against any liability incurred in that capacity (other than to the
Club, unless the liability arises out of conduct involving a lack of good faith.

The financial year of th€lubis from 1 January t81 December.

The minimumMembership fee is $10®for current students andX5.00for AssociateMembers, unless a
motion is passed bglubMembers, to approve a higher fee or additional fedheClub Blembership fee
of $ (insert yourMembership fee here)covers the period from 01/01/8 to 31/12/18 (or

insertother Membership period here ) and is due at the

date set by theClubExecutive. All rights (including voting)Mémbers who have not paid their
Membership fee by the date set e ClubExecutive are suspended until the fee is paid.

All income (includingylembership fees) received by thelubmust be promptly paid into the BSAuls
accountviatheCdzo 4 Q. h T FA OSNJ

All payments must be authorised by the Executive or a general nmagtandall payment slips must be
signed by at least two Executivembers, including the Treasurer.

All assets held by th€lubare the property of the BSA, including those purchased byCllbb Except that
items purchased by th€lubwith funds raisedndependently of the BSA, such as sponsorship, remain tf
propertyoftheClubk & f 2y 3 | & AlG O2y(dAydzSa&a G2 SEA Lllibbeases
to exist.

The Executive must ensure that the Treasurer:

(@) Records all income received dpayments made by th€lubin accordance with clause 10.3(and
(b) Keeps a register of all assets held by @ebin accordance with clause 10.3(b).

All assets held by @lubthat has been inactive for 12 months or more must be returned to the BSA.

12.1 ThisConstitutionmay only be amended:

13.1

13.2

(@) By resolution passed by twthirds majority ofMembers presat and voting at a SGM of whiclotice

in accordance with clause 5.5 (including of the proposed amendment) has been given; and

(b)  With approval of the BSA.

The Clubmay be wound up voluntarily by resolution passed by a-tinals majority ofMembers present
and voting at a SGM of which notice in accordance with clause 5.5 (including of the proposeiibrgsolu
has been given.

If the Clubis wound up (whether voluntarily, by a court or the BSA due to breaChulis and Societies
Policies), any remaining assets must not be distributed toMember, but must instead be returned to the
BSA.



14.1

14. DEFINITIONS AND INTERPRETATION
In thisConstitution
@ AGOdzNNByi(d adGdzRRSyidé¢ yR aaddzRSy (¢ 02 0 Kondtitutid
(b) References to meetings include meetings held by telephone and video conference; and

(© Referenceso written communications include emait other online platforms




RISK MANAGEMENT

A risk management plaaimsto systematically eliminate or minimise situations that may cause imgury
worse toany person attendingour activity or event It is atool to assist you to meet your duty of care an
thus minimise your exposure to liability

The process:
- ldentify potential risks or hazards
- Assess the likelihood of the problem occurring, the loss or impact if the risk occurred (severity) a
urgencyrequired to address the issue
- Develop an action plan and follow it
- Communicate your assessment and action plan to your team
- Make sure the plats followed

While you are not required to provide a completely risk free environment, you are expected to adopt
reasonable precautions against risks that might result in injunietamages that are reasonably
foreseeable.Factors to consider: Age of participants, type of activity, venue, history of previous incide
etc.

It is helpful to split your assessmen in risk categories such as:
- Predeparture / Planning / Set up

- Event/ activity operation

- Food safety

- RSA

- Financial aspects

- Staff / helpers / volunteers

Once the hazards have been identified, assessed and prioritized you need to carefully considst tinyb
to control / prevent the risksDiscuss the treatments/control measures and indicate who will be
responsible for managing the risk and when.

- What is needed to control / prevent the risk
- Who is responsible for the treatment
- What is the timeframe fothe risk treatment

Brainstorm potential risks then completike templateon your Google Drive. This form must be submitte
to the BSA before any events take plaBanember that you are responsible faranagngthe risk

All nonstudent volunteers and external contractors coming onto University
groundmust have completed an online inductiobefore corducting any

VOLUNTEERS services on Campus. Speak to the BSA for details of this induction if contra
you are using have not yet completed this induction.

AND EXTERNAL

If using electrical equipment, this must be tagged and tested before being u
CONTRACTORS on University grounds.

Allexternal contractors MUST provide a current Public Liability Insurance
Certificate.




HEALTH AND SAFETY ISSUES

There are manfealth and safety issuégslubs Members must be aware of when running activities. While i
not essentiato complete a risk assessment each time you run a BBQ or set up a stall, it is still important
you to consider the risks involved and ensure the area is as safe as possible.

POTENTIAL

Electrical equipment

Rope, cords (tripping)
Gas bottles HAZARDS
Crowds -
Naked flames
Alcohol -
Hot objects/foods/liquids (burns, spills)
Food (contamination, spoiling) -
Liquids/oils (spills, slipping)

222222222

ALCOHOL

Alcohol must be served
responsibly and legallyYou are
required to follow the BSA alcohc
policy.

A Ligior Licence is required if
alcohol is supplied at an event,
This requires at least eight
$S5S1aQ y20A0S
All events with alcohol must
have security present

becomes

EMERGENCIES/
FIRST AID

- Ifillness, injuy or accident occurs during an
on campus eventcontact the campus Doctor
during business hours d44 7770. If the
Campus Doctor is not available d@00.

- For events with more than@ people
expected St John&mbulance musbe
present toassist.

- If there is aggressive behaviour causing a
threat to personal safety, contact security
immediately.

- For events held off campus without staff
present (ie. Camps, trips), it is recommende
that there be at least one person present
with First Aid traming

FOOD

- Food poisoning can
easily occur if food

contaminated. All7
serving bod are
required to com
with Victorian
Safetv | enislati

BBQ/FOOD
AND DRINK STALLS

Ensure that your stall is set up in a clear area without
blocking access to buildings or fire exits.

Ensure any equipment is on a stable surface and clo:
to power points if needed.

Put a barrier between cooking equipment and the
crowd i.e. a tablen front and serve food from table.
Clean up any spills immediately i.e. oil from BBQ, dril
on the floor, as they can be a slip hazard.
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food, serve with tongs onto disposable plates.

Follow food safetguidelines on your Google Drive
Ensure the fire extinguisher is easily accessible

ELECTRICAL
EQUIPMENT

- Set up all equipment close to
power points.

- Ensure electrical cords are tucke
out of the way or taped down
securely to avoid being tripped
over.

- Use electrical tape to stick down
cords in areas where people may
be walking, or create a barrier to
prevent access to areas where
Use power bards with overload
switches.

CROWDS

- Large numbers of
people in one place can
be a potential hazard.

- Ensure appropriate

barriers are used to

keep crowds away from
potential hazards




EVENT PLANNER

> Inform the BSA of your event

> Apply for a temporary liquor licenagif required

>» Determine your budget

> Conduct Risk Assessment

>» Book Venue

» Have all arrangements in writing

> Organise speeches, awards, entertainment, music, PA

> Qrganise after party 4 WE E KS

> Book photographer

> Arrange advertising P R I O R

> Decide on colour scheme > Send out invitations
> Book security
> QOrganise purchase

orders

3 WEEKS PRIOR

> Book buses through BSA

» Sell tickets

» Check with venue re final numbers
> QOrganise cleaning

> Recruit volunteers 2 WEEKS PRIOR

2 Confirm all bookings
> Purchase alcohol

> Purchase decorations
>» Arrange seating

1 WEEK
PRIOR

> Organise float and
cash tin if required

> Create a running

sheet for the @ening

DAY OF EVENT

> Remember event checklists/running sheets
> Brief staff and volunteers

DAY AFTER EVENT

> Bank money

> Return keys

» Thank volunteers, Club Members, contractors, venues etc.
> Complete an Event Evaluation




