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CONTACT US! 
BSA Clubs team: 
 

Student Community Officer 
Robyn Eames  
5444 7988 
Clubs@bsabendigo.com.au 
 
Clubs Finance Officer 
5Ŝō hΩ[ƻǳƎƘƭƛƴ 
5444 7445 
Clubsfinance@bsabendigo.com.au 

  

2018 CLUBS MANUAL 
 

Please ensure that every Member of your Executive Committee reads through this manual carefully and has access 
to it throughout the year. It contains everything you need to know about running a Club or a Society on Campus, the 
services available to you and how to access them. These services include: 
 

 Full time administrative support through the BSA Clubs  & Events Department 

 Financial support through the BSA Clubs funding scheme 

 Account keeping support and reporting of your tax requirements to the Australian Taxation Office 

 Affiliation with the BSA, making you a legal body 

 Invoice printing and bill paying through the BSA  

 A Club account to keep the Club funds 

 Public Liability Insurance for all BSA approved events & activities 

 Club Executive training  

 Liaison with the University and external contractors on your behalf 

 Expertise and assistance when organising functions, events or activities 

 Ice Cream Cart hire 

 BBQ hire 

 Graphic Design services 
 

 Club email account 

 

  BSA MEMBERSHIP 
 
In 2018, the BSA will subsidise Club Membership fees for BSA 
Members by $5.00, therefore, every BSA Member gets $5.00 off 
their Club Membership fee at sign up, and the BSA pays the 
balance to the Club. In order to claim this rebate: 

BSA Members must sign up to your Club & you must 
make a note of this on your Membership list 

The BSA Member only pays the remainder of the 
Membership fee. For example: if it costs $10 to sign up 
to your Club, they pay you $5 and the BSA will 
reimburse once you have handed in your Club 
Membership list.  

 
If you have any questions, need some advice or just want to update 
us on what you have been up to, come and see us in the BSA office, 
located on the SU floor.  
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BENDIGO STUDENT ASSOCIATION 

The BSA operates to make student life better.  It is owned by, and operates on behalf of, students at La Trobe 

University Bendigo. It is run by a Board of Directors, made up of nine students, who set the direction and goals 

for BSA Staff.   Having a Student Board is one way the BSA remains constantly in touch with the needs of 

students. 

!ƭǘƘƻǳƎƘ ǿŜΩǊŜ ōŀǎŜŘ ƻƴ ŎŀƳǇǳǎΣ ǘƘŜ .{! ƛǎ ŀ ŎƻƳǇƭŜǘŜƭȅ ǎŜǇŀǊŀǘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ǘƻ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΦ ¢Ƙƛǎ ŜƴŀōƭŜǎ 

us to represent student interests to the University without fear or favour. 

Everyone recognises that going to University ƛƴǾƻƭǾŜǎ ƳƻǊŜ ǘƘŀƴ ǘŜȄǘōƻƻƪǎ ŀƴŘ ŀǘǘŜƴŘƛƴƎ ƭŜŎǘǳǊŜǎΦ LǘΩǎ ŀƭǎƻ 

about maintaining a social life, possibly holding down a job, achieving your academic potential and being part of 

a community.  Students often need support to cope with the demands of their academic load. You want 

opportunities that enable you to make the most of your university experience. While the University will provide 

the academic knowledge, the BSA is here to help you achieve the best possible outcome from your time outside 

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 and activities 

 Providing opportunities for fitness and to participate in sports 

 Giving financial & administrative support to Clubs & Societies on Campus 

 Offering support on a range of academic and welfare issues 

 Producing free publications such as the Student Diary  

 Running quality businesses on Campus such as Sweeney's Café. 

 

GET 

INVOLVED! 

 

There are many ways to get involved with the 
.{! ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ȅŜŀǊΦ  ²ƘŜǘƘŜǊ ƛǘΩǎ ōȅ 
volunteering at events, being a part of a Club 
or Society, or running for a position on the BSA 
Board, there is something for everyone! 

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

 Communication 
 Teamwork 
 Problem solving 
 Self-management 
 Planning and organising  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

STARTING 

A CLUB 

Find out if there are any 
existing Clubs with similar 
aims. There might be an 
opportunity for them to 

broaden their Membership 
base and to amend their 
aims and objectives to 
include what you are 

looking for. 
 

If there is nothing out 
there - get a group of at 
least 10 people together 
that support your idea 

and will commit to 
becoming financial 

Members of your Club. 
Set up a Membership 

database. 
 

Hold an Inaugural General 
Meeting (IGM) to complete your 

constitution, formalise your 
Membership fee, discuss Club 

activities and elect your Executive 
Committee.   

The IGM is the first meeting held 
by your Club and must be 

advertised at least 10 days in 
advance to give everyone a 

chance to attend.   
 

Complete and return the 
following to the BSA 

 
- Executive Committee 

contact list 
- Membership list 
- Membership fees 
- IGM minutes 
- Club Constitution 

 

Documents are taken 
to the BSA Board for 

approval.   
Once approved, the 
BSA will set up your 

account and give you 
start-up funding. 

 

 
 
 
 

Your Club is ready to go! 

 

CONGRATULATIONS! 

 

 



 

 

 

 

  
 

 

EXISTING 

CLUBS 

At the start of each year, existing 
Clubs are required to  

re-affiliate with the BSA.  This 
forms part of your Clubs funding 
application for Semester One.  It 
is recommended that an AGM 

be held at the end of the 
previous year to ensure a 

smooth transition between Club 
Executives 

RE-AFFILIATING 

A minimum of 2/3 of all 
financial Members need 

to be present.  The 
meeting needs to be 
advertised at least 5 

days in advance to give 
everyone a chance to 

attend. 

 

 
 
 
 

Your Club is ready to go! 

 

CONGRATULATIONS! 

 

 

If your Club has not already done so, now is the time 
to hold an AGM with the purpose to: 
 

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

- Confirm or change the annual Membership 
fee 

- Ask last yearΩǎ 9ȄŜŎǳǘƛǾŜ /ƻƳƳƛǘǘŜŜ ǘƻ 
present their annual report to the Members, 
incl. the financial report. 

- Elect the new Executive Committee 
- Decide on activities to be organised by the 

Club this year and to discuss the annual 
budget 

- Cƛƭƭ ƻǳǘ ǘƘƛǎ ȅŜŀǊΩǎ Membership list, and collect 
the Membership fees  ready to deposit at the 
BSA  

 

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

- Completed Membership list 
- Contact details of your Executive 

Committee 
- Minutes of the AGM 

- A copy of your Club constitution 
 

Deposit any Membership money at 
the BSA. 



 

 

  EXECUTIVE COMMITTEE 
Running a Club or society is challenging and rewarding. Accountability, flexibility, reliability and a 

high degree of enthusiasm is required to succeed.  If you choose to become part of the Club 
Executive Committee you take on a leadership position and during your tenure, you will acquire 

many new skills. 
 

PRESIDENT 
- Be the spokesperson of the Club and represent 

the Club to all external bodies 
- Provide strong leadership and be a role model 

for the committee 
- Co-ordinate and lead the executive team offering 

help & support. Always be informed about all 
activities of the Club.  

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

- Chair meetings 
- Act as a signatory for the Club account 
- Negotiate with external stake holders, such as 

venue owners, bands, caterers or potential 
sponsors 

 

VICE PRESIDENT 
- Assist the President in all duties and represent 

the Club in the absence of the president 
- Chair meetings in the absence of the president 
- Negotiate with external stake holders, such as 

venue owners, bands, caterers or potential 
sponsors 

- Support every committee Member in all tasks 
and ensure progress is being made 

- Act as a signatory for the Club and the Club 
account 

 

SECRETARY 
- Schedule and organise regular meetings 
- Keep records of discussions and decisions made 

in meetings and distribute to Members and BSA 
through your Google account 

- Keep Members informed about all decisions 
through regular correspondence. 

- Keep a database of current Members and their 
contact details in Google Drive 

- Handle all incoming and outgoing 
correspondence 

- File all correspondence, including contracts and 
other agreements and make it available on 
request 

- Ensure that details of events are kept on file for 
future committees to use and learn from 

 

TREASURER 
- Keep an accurate record of all financial 

transactions, incoming and outgoing 
- Act as a signatory for the Club account and 

obtain statements from the BSA on a regular 
basis 

- Prepare the Club budget and monitor it closely 
- Keep the committee and Members informed 

about the ClubΩǎ ŦƛƴŀƴŎƛŀƭ ǎƛǘǳŀǘƛƻƴ 
- Liaise with the BSA if invoices need to be issued 

and track payment 

 

GENERAL RESPONSIBILITIES OF THE CLUB EXECUTIVE 
- As a team, organise regular activities and functions that are open and accessible to all Members 
- Maintain a high profile and presence, and create an effective communication network with Members 
- Encourage and recruit Members to help out in the organisation and running of Club activities 
- Be mindful of financial limitations and keep a close eye on the ClubΩǎ ōǳŘƎŜǘ  

 



 

 

  

KEY DATES 2018 

 

FEB 26  - hΩ²ŜŜƪ 
 
MAR 19/20 - Compulsory Club Training (AS2-419) 
 
MAR 28 - BSA Members Lunch 
 
APR 06  - Constitutions due 
 
MAY 18 - Semester 1 funding cut off  
 
MAY 23 - BSA AGM 
 
JUN 06  - wƻōȅƴΩǎ ƭŀǎǘ Řŀȅ 
 
JUL 30  - Bruce Week 
 
SEP 20  - BSA Awards Night 
 
SEP 21  - Semester 2 funding cut off 

Remember, club events must not fall on the same day as BSA events.   
 
5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŜƳŀƛƭ clubs@bsabendigo.com.au with details of all events your club has on.  This 
is important for two reasons; 1 ς If we are aware of the event, you are covered by our insurance, 
and 2 ς we can monitor events competing with each other, ensuring the best turn out possible for 
each one. 

mailto:clubs@bsabendigo.com.au


 

 

All marketing material 
must be approved by the 
BSA before going to print!  

Send a copy of your 
poster/brochure to 

clubs@bsabendigo.com.au 
ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ƛƴŎƭǳŘŜ ƻǳǊ 

logo. 

 

NEWSLETTERS 
Email to all Members, 

sponsors and supporters. 
Advertise upcoming 

events, achievements, 
review past events, or ask 

for help with future 
events. Make sure you 
obtain consent to email 

them the newsletter first. 

MARKET DAYS 
Held ŘǳǊƛƴƎ hΩ²ŜŜƪ ŀƴŘ 
Bruce Week, this is your 
chance to attract new 
MembersΩ ǊƛƎƘǘ ŀǘ ǘƘŜ 
start of each semester. 

Show everyone why 
they should be a part of 

your Club! 

  

WHAT CAN YOU DO? 

Stay in touch with ‘old friends’ ς It is hard to start from scratch every year. Keep a record of your old Members, 
sponsors and supporters and contact them at the start of the year to let them know you are still around and how they 
can get involved. Previous Members who are now in the work force would make a great professional speaker.  
 

Find ‘new friends’ ς Attract new Members and supporters to your Club. Set up a stall in the SU where student traffic 
is heavy over lunch time, introduce your Club to fellow students at lectures, contact your faculty and ask if they can 
advertise your Club. . .  
 

Build confidence ς Make sure your Club is visible and show that you are active. Keep your Members and supporters 
informed about what you do and what you have achieved. Show people that it is worthwhile to become part of your 
Club.  
 

Build relationships ς Communication with your Members is essential. Communication with your potential supporters 
and sponsors is just as important. Invite faculty staff Members and Members of the local business community to your 
events or meetings and make an effort to get them involved.   
 

Introduce yourself ς People need to know who you are if they are to approach you about your Club. As the executive 
committee you should introduce yourself either in person or through social media.  Perhaps include a photo so ǘƘŜȅΩƭƭ 
recognize you.  

  

 

POSTERS 
Should be used to remind 

people of upcoming 
events and not as the 

only form of 
communication. Use Blu-
tack to stick your posters 

up as sticky tape will 
damage the paint. 

MARKETING & COMMUNICATION  
Marketing is often the last thing you think about but it is critical when it comes to achieving your goals. 
¸ƻǳ ŎŀƴΩǘ ŀǘǘǊŀŎǘ Members, supporters or sponsors unless people know you exist.  However, 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 and 
offer support.  You need to form relationships; show your Members and supporters that you value their contribution.  
Acknowledge their existence anŘ ǘƘŜȅΩll be more likely to increase support for the Club.  

 

SOCIAL MEDIA 
Set up a 

Facebook or 
Twitter account 
to keep in touch 

with your 
Members 

BSA NOTICE BOARDS 
Located on the SU floor 

they can be used to 
promote your Club 

activities. Remember to 
use the Clubs & 

Societies noticeboard 
which is reserved for 

Clubs only 

BSA NEWSLETTER 
A newsletter emailed to 
all Club Exec.  Find out 
ǿƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎ ŀǘ ǘƘŜ 
BSA and in other Clubs.  

Clubs can submit 
information for the 

newsletter at any time, 
by contacting the BSA.  

MARKETING TOOLS 

WORD OF 
MOUTH 

Is one of the 
most successful 
and cheapest 

forms of 
communication. 

REMEMBER!! 
 

mailto:clubs@bsabendigo.com.au


 

 

All BSA Clubs and Societies will have their own Gmail account allocated to them.  Not only does this 
make communication with the BSA more efficient, it assists potential Members to easily make contact 
and, perhaps most importantly, allow for information to be passed seamlessly between current and 
future Club Executive Members.  Use the Drive to store records of your past events, plans for future 
events, evaluations, funding applications etc.  This will allow you to use the information year after year 
and save you from re-inventing the wheel! 
 
 

Events 

Calendar 

Event 

Evaluations 

GOOGLE DRIVE

Members 

List 
 

WHAT WILL  

YOU FIND  

IN YOUR 

GOOGLE 

DRIVE? 

 

Executive 

List 

Event 

Planners 

Risk 

Assessment Clubs 

Manual 

Gmail 

account 

Budget 

Template 

BSA will be using Club Gmail accounts as the primary method of contact.  Make sure you check your 
inbox for our emails, and share your documents with us! 

 
BSABENDIGO@GMAIL.COM 

When you first log in to your Google Drive, you will find a digital copy of this manual, along with a 
ƴǳƳōŜǊ ƻŦ ŦƻǊƳǎ ǿƘƛŎƘ ƘŀǾŜ ōŜŜƴ ΨǎƘŀǊŜŘΩ ōȅ ǘƘŜ .{!Φ   
You will need to keep you Membership lists, executive lists, event plans, budgets, etc. up to date in 
these files. 
 
All Membership lists MUST be updated in the list provided in your Google Drive.  These will 
automatically send any updates to the BSA.  



 

 

  

BSA WEBSITE

The BSA Website has had a 
makeover! 

 
We now have the ability to sell 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 does not mean 
they have to be a BSA Member; it just 
gives them access to purchasing items 
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 says they cannot access the 
discounted price, the most likely 
explanation for this is that either they 
have created or logged in to an account 
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, the 
club will receive an email notification 
with the ƳŜƳōŜǊΩǎ details.  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 to a 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 before 
we offer a ticket sale option.  
 
 
 
 
 
 
 

 

 

Online membership sales are restricted to 
Clubs that have submitted their 2018 

Constitution! 

http://bsabendigo.com.au/


 

 

  

The BSA offers financial support to affiliated Clubs and Societies that contribute to a vibrant Campus 
community and act in the best interest of their Members.  All affiliated Clubs and Societies can apply for 
funding.  
The BSA splits it funding budget into start-up funding, semester funding and special event funding.  

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

- Inform the Clubs Department about changes to your Executive Committee 

- Ensure the BSA is properly represented and its logo appears on all Club advertising and info material. No 
advertising is to be published without the BSA approval. Remember that the financial and administrative 
assistance the BSA provides to you makes it a major sponsor. Look after your sponsors and they will look 
after you.  

- Ensure a representative from the Executive Committee attends all Clubs training 

- Obtain approval from the BSA Clubs and Events staff for all activities & functions, especially if they involve 
alcohol. 

 

START 
UP 

FUNDING 

SPECIAL 
 

FUNDING 

Start-up funding is 
automatically granted to Clubs 
when they affiliate with the 
BSA. 
 
New Clubs will receive $500 to 
assist with running a start-up 
event or other activity with the 
aim of growing of their Club 
Membership base.  

 

Twice a year, all active 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: May 18 2018 
SEMESTER 2: Sept 21 2018 

Special funding is available to 
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 
$1000 will be considered for 
educational activities, 
conferences etc. 
 

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

 

It is your responsibility as Club executive Members to ensure all 
funding applications are in on time, and complete. 

Incomplete or late applications will not be considered for funding. 

SEMESTER 

FUNDING  
 

FUNDING



 

 

  

MANAGING YOUR 

FINANCES 

Once you have successfully established your Club, the BSA will set up a bank account for all 
Club finances.  This will ensure that any money which has not been spent at the end of the 
year is kept safe for the following year.  If the account has been dormant for twelve 
months or more, the credit will be transferred to the BSA general budget for Clubs & 
Societies funding.  The BSA Finance Department will be able to provide your current 
account balance at any time, just come in and ask!  

All assets held by the Club are the property of the BSA. Items that the Club purchases from 
independent funds such as sponsorships remain the property of the Club until the Club 
ceases to exist. They will then become the property of the BSA.  

 

YOUR 

ACCOUNT 

Your Executive Committee is responsible for management of Club funds and must account 
for all spending. One way to do so is through an Annual Financial Report.  The Executive 
has to ensure that funds are used strictly within: 

- the law 
- the Clubs constitution  
- the aims, objectives and regulations of the BSA 

It is important for Clubs to keep a close eye on its budget and current account balance. 
You should obtain your account balance from the BSA Finance Department on a regular 
basis.  Thinking about your budget at the start of the year will help you estimate how 
much income you need to generate in order to finance the activities you plan to run 
throughout the year and to leave the Club with a surplus for the next year.  The financial 
year for Clubs & Societies is from 1 January to 31 December.  
You can access your accounts through the BSA Finance Department who will also issue 
your statements.  

 

 

MANAGING  

YOUR 

ACCOUNT 

Keep in mind that you can only purchase items if you have a credit in your account. 
Remember that the purchase has to benefit the Club as a whole, not just a single Club 
Member. The BSA will pay your bills by cheque or direct debit. The following procedure 
needs to be followed: 

- Fill out ŀ ōƭǳŜ άhǊŘŜǊ wŜǉǳƛǎƛǘƛƻƴέ ŦƻǊƳ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ƻōǘŀƛƴ ŦǊƻƳ .{! /ƭǳōǎ ŀƴŘ 
Events staff.  The form must be signed by two Executive Committee members  

- The BSA Clubs and Events team will issue a BSA purchase order. 
- Take the Purchase Order to the supplier and ask for the invoice to be issued to the BSA 
ς Clubs & Societies - with your ClubsΩ name written on the form for reference.  

- If the BSA does not hold an account with the supplier (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 reimbursement.  If you choose this 
option, you must bring in the receipt as proof of purchase. 
 

 

PURCHASES 



 

 

  

To be able to claim money back from a Club related purchase, you will need to present all 
receipts and invoices to the BSAΦ ¸ƻǳ ǎǘƛƭƭ ƴŜŜŘ ǘƻ Ŧƛƭƭ ƻǳǘ ŀ ōƭǳŜ άhǊŘŜǊ wŜǉǳƛǎƛǘƛƻƴέ ŦƻǊƳ 
and have it signed by the Executive signatories.  You cannot sign this form for your own 
reimbursement.   The rule is: No receipt – no reimbursement.  If bank details are 
provided, money can be deposited directly into your bank account.  We cannot reimburse 
with cash. 

 

CLAIMING 

MONEY 

BACK 

MANAGING YOUR 

FINANCES 

If you would like to send out an invoice, e.g. in regards to a sponsorship agreement or 
similar, the BSA finance team will issue an official invoice and post it out for you. They can 
keep you up to date about the payment status of your invoices; however, it is your job to 
chase up payment.  

To deposit cash or cheques: 

- Fiƭƭ ƻǳǘ ǘƘŜ ƎǊŜŜƴ ά5ŜǇƻǎƛǘέ ŦƻǊƳ 
- Hand the form and money to the Clubs Officer  who will deposit it into your account 
- If the BSA receives a cheque in payment of a sponsorship agreement or similar it will be 

deposited into your account. 

 

RECEIVING 

FUNDS IN 

YOUR BSA 

ACCOUNT 

Membership fees 
The number of Club Members determines the income you will generate from Membership 
fees. Concentrate on promoting your Club.  Promote your Club and find new Members!   
 

BSA Funding 
See the funding chapter for more information on BSA funding.  
 

Fundraising 
There are many ways to raise funds and your choice will depend largely upon the amount 
of money you hope to raise. The BSA has a book of fundraising ideas which you can access 
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 fundraiser is, the easier it will be to raise money. 

HOW 

TO 

GENERATE 

INCOME 



 

 

  

 
Obtaining sponsorship can mean a considerable financial 
contribution towards your Club. However, financial sponsors 
can be extremely hard to find and some effort and 
preparation is essential before you approach potential 
sponsors.  
 

The key is to sell your Club in a way that your potential 
sponsor can see the advantage in such a relationship. 
Sponsors are looking for people who are potential customers 
for their product or service.  They will only invest their 
money into parties they feel are reliable and professional. 
Personalise the proposal to the business you are targeting 
and outline the specific benefits to them, such as where the 
company logo will be placed, how many people attended a 
similar function last year etc.  You must discuss your proposal 
with the Clubs Officer before you contact your potential 
sponsor.  

   

Some examples 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, posters, 

newsletter etc.  
- Time as a guest speaker during a function, exhibition etc. 
- Invitation to events 
- Become the exclusive venue for meetings 
- Display opportunities during an event or function 
-  

 
¢ƘŜǎŜ ŀǊŜ Ƨǳǎǘ ŜȄŀƳǇƭŜǎΣ ǎƻ ŘƻƴΩǘ ǊŜǎǘǊƛŎǘ ȅƻǳǊǎŜƭŦΦ !ƴȅ ƛŘŜŀ ƛǎ 
worth a try as long as it does not compromise your Clubs 
values and beliefs, or those of the BSA.  You should never 
compromise your Clubs values just to acquire sponsorship 
money.  Before you approach a sponsor with your proposal, 
look at any extra costs you will have to pay in order to 
accommodate them.  There is no point accepting a 
sponsorship deal that will cost you more than you will 
receive.  Remember that small companies may also be 
interested in sponsoring you.  In-kind support, such as free 
printing can be an alternative to a sponsorship based on 
financial contribution. 
Once you have secured a sponsor make sure they are looked 
after. At the beginning of the year you should contact them 
to review the sponsorship deal and work to secure funds for 
another year. 

SPONSORSHIP 

No sponsorship 
agreement is to be 

signed without prior 
knowledge of the BSA 

Refrain from seeking 
sponsorship from 

organisations whose 
activities can be 

considered obscene, 
racist, sexist or who are 

promoting illegal 
activities 

Clubs and Societies must obtain 
an invoice from the BSA Finance 

team to provide to their 
sponsor so they can make 
payment into your account 

Clubs and Societies 
must seek approval 
from the BSA before 
any sponsor is invited 

onto campus for 
promotional purposes 

SOME THINGS TO KEEP 

IN MIND  

Certain conditions 
apply for sponsorships 
from an organisation 
with similar business 

interests to those of the 
BSA or its associated 

enterprises. See the BSA 
for details 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EVENTS & ACTIVITIES 

One of the biggest challenges of being involved in a Club is maintaining a solid Membership base. A good way to 
do this is to run memorable events that people want to be involved in.  As an affiliated Club or Society of the BSA 
you represent the Bendigo Student Association through all your Club activities, events and functions. The BSA will 
give you as much support as you require to ensure your event is a success.  
 
It is imperative that you let the BSA know about every activity you are running. There may be requirements or 
regulations to conǎƛŘŜǊ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ŀōƻǳǘ ƻǊ ǘƘŜǊŜ ƳƛƎƘǘ ōŜ ŀƴƻǘƘŜǊ ŜǾŜƴǘ ŀƭǊŜŀŘȅ ǎŎƘŜŘǳƭŜŘ ŦƻǊ ǘƘŜ 
same day and time. Check the Events Calendar and Contact the BSA Clubs and Events team before you 
undertake any major planning.  The BSA will help you to assess any potential risk and think about ways to 
minimise or prevent potential disasters. We cannot express enough, the importance of keeping the BSA informed.  
 
If your Club appoints a Special Committee to plan & run your event (End of year Ball, for example) you must 
ensure this committee is aware they need to keep the BSA informed of all plans & that the contact details for this 
committee are passed onto the BSA immediately. 
 
Depending on the size and kind of your event, function or activity there are of course different things to consider 
and organise. To start with have a look at the event planner and determine what you need to organise for your 
event. It pays to plan ahead and start early.  

 

GOLDEN 

RULES 

Plan 
Ahead 

Book 
Early 

Confirm 
Bookings 

Assume 
Nothing 

Prepare 
For 

Disasters 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EVENTS GUIDE 

ADVERTISING 
The earlier you start advertising the more students are likely to hear and read about your 
event. The BSA logo must appear on all advertising material and have it approved before 
printing. One of the best and cheapest mediums is, however, word of mouth 

ALCOHOL 
If your activity involves the supply of alcohol and is held on campus you will need to apply 
for a liquor licence (8 week lead time is required). University policy states that a security 
guard must be present if an alcoholic function is held on campus. All bar staff must possess 
a valid RSA certificate and be familiar with current rules and regulations. RSA courses are 
offered regularly by the BSA. 

A 

BANDS AND ENTERTAINMENT 

Get several quotes and make sure you ask for an overall quote that includes production, 
riders and GST. Obtain an invoice in advance and pass it on to the BSA as early as possible.  
Ensure you get a contract and remember that all contracts need to be signed by the BSA 

BUDGET 
Determine your budget for each event. You will need to budget for income, expenses and 
profit. As a golden rule add another 10% to your expenses as leeway as you may spend more 
than you first thought. This will help you determine the number of tickets you need to sell or 
the amount of sponsorship you need to acquire to cover costs and make a profit. If you are 
not certain about the costs of some elements, ask the BSA. 

B 

CLEANING 
If a function/event is held on university ground you need to hire a contractor to clean the 
premises. This is University policy! Contact the BSA first ς we can help J C 

DAMAGES 
Any damages to the venue will be charged to the Club. Unfortunately this is something  
that will be hard to monitor but ensuring proper security and responsible service of  
alcohol will help to minimise potential problems 

D 

EVALUATION 
Learn from your successes and mistakes. Your event evaluation will help the Club to 
organise better events the next time.  Compare your actual spending to your estimated 
costs and you will be able to identify areas for improvement.  Keep evaluations in your 
Google Drive for others to reference in later years. 
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FIRST AID 
The health and safety of all those who attend your function must be your first priority. A 
complete First Aid Kit must be easily accessible at all times and at least one person with Level 2 
First Aid qualifications must be present.  For groups of more than 200 people, St John First Aid 
personnel must be booked for support.   Four weeks’ notice is required. The BSA can lodge the 
application for you 

FLOAT 
Work out your float requirements for the night and give the breakdown to the BSA. It will take 
at least a day to organise so please ensure you give plenty of notice 

FOOD HANDLING 

If your activity involves the preparation of food you are required to follow the Victoria Food 
Safety Program. Please do not take this lightly. Food poisoning is a serious condition but can be 
avoided through proper food handling.  See the BSA for more information. 

FOOD/CATERING  

If you are holding a meeting, function or event on campus, ǘƘŜ .{!Ωǎ {ǿŜŜƴŜȅΩǎ /ŀŦŞ Ƴŀȅ ōŜ 
able to help you with the catering. See Raelene or Julie, the manaƎŜǊǎ ƻŦ {ǿŜŜƴŜȅΩǎ ŦƻǊ ŀ ǉǳƻǘŜ 
& they will be more than happy to help you out.  

F 

HEALTH AND SAFETY 
The health and safety of those working at and attending your event must be your priority. 
/ƘŜŎƪ ǘƘŜ ΨtƻǘŜƴǘƛŀƭ IŀȊŀǊŘǎΩ ƭƛǎǘ and follow the instruction to prevent major hazards. 
Before the event, familiarise yourself with emergency exits and the location of fire alarms 
and fire extinguishers. Ensure that emergency exists are properly marked. If you notice any 
safety hazards on campus inform the BSA immediately so it can be dealt with. This will 
prevent people from getting hurt. La Trobe University also employs an Occupational Health 
& Safety Adviser who can be contacted under 5444 7901. Ring 000 in the event of an 
emergency.   The BSA must be notified immediately and will assist you in filling out incident 
reports 

H 

LIQUOR LICENCE 

A limited liquor licence must be obtained for any event where alcohol is sold or supplied.  
At the time of printing, the cost for a Limited Liquor Licence is $56.80 and must be applied 
for 8 weeks prior to your event.  One licence can have several different functions on it. It 
therefore pays to plan ahead and to put future events on the same licence or to ask other 
Clubs whether they require a licence and want to share costs. Application forms are available 
from http://www.vcglr.vic.gov.au/ 

L 

NOTIFY THE LIBRARY 
As a common courtesy, please notify the library if you are holding a function/event in the 
SU. The library is open until 12 pm and most Club events start earlier. Noise from events 

can be very disturbing for students trying to study. Keep your noise level down. N 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TICKETS 
Tickets are a great way of promoting extra services offered at your event or regulations that 
apply such as: 

- ID will be required to purchase alcohol 
- Over 18 event only. Please have your ID with you 
- Free transport will be available 
- Water will be available throughout the event 
- Food & snacks will be available 

Speak to the BSA Clubs department about printing tickets 

TRANSPORT 
Ensure that everyone gets to the venue and back safely. The BSA Clubs and Events team will 
be able to book buses for your function if required 

T 

PLANNING 
Co-ordination is the key. Spread the workload among Club Members and allocate specific 
ǘŀǎƪǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ 5ƻƴΩǘ Řƻ ƛǘ ŀƭƭ ȅƻǳǊǎŜƭŦΦ ¢ƘŜ ƳƻǊŜ ǇŜƻǇƭŜ ŀǊŜ ƛƴǾƻƭǾŜŘΣ ǘƘŜ ƳƻǊŜ 
support you will get. Set a schedule for all organisers to stick to 

POSTERS 
You are allowed to put posters up on campus as long as they are approved by the BSA and 
show the BSA logo.  Keep it simple - if there is too much information on the posters people 
ǿƻƴΩǘ ōƻǘƘŜǊ ǘƻ ǊŜŀŘ ƛǘΦ  Blu-Tack only is to be used in the SU ς no sticky tape! 

P 

RISK MANAGEMENT 
When you run an activity or an event the last thing you want to happen is for someone to 
get hurt or for the event to fail. Risk Management is the process of looking at situations 
that may cause injury or hazards and systematically eliminating or minimising the problem. 
The BSA will cover Risk Management during your Club training and will assist you to plan 
every function and activity 

 

R 

SECURITY 
If you are having a pub crawl or your activity involves alcohol and takes place on  
University grounds you need to have security present. Groups up to 40 people require 
1 guard, up to 100 people you will need 2 guards.  The numbers increase for groups over  
100. Areas that generally need to be covered by the security are entries / exits  
(including the BSA Office door if the function is in the SU), the bar and the cash registers 

S 

VENUE 
Choose and book your venue early (this includes the Student Union). If you are planning  
a function for over 200 people it is a good idea to get a few quotes. You will be able to 
choose between different venues and compare their offers. See the BSA to set up a contract 
once you have decided on a venue 
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FUNCTION VENUES 

 
 The Foundry Hotel  
 Reservoir Hotel 
 All Seasons Quality Resort 
 Silks @ The Bendigo Jockey Club 
 The Bridge 
 The Zone 
 Newmarket Hotel 
 Universal Nightclub 
 Bar 238 
 GPO 
 Puggs Irish Bar 
 The Exchange 

 

 

PARTY, ELECTRICAL AND 

EVENT EQUIPMENT  
 

 Power AV 
 Dewar Audio Systems 
 Bendigo Party Hire 
 Strath Variety Super Store 
 Spotlight 
 The Eternal Vase 

 

FOOD AND ALCOHOL 
 

 Strath Village IGA 
 Strath Village IGA Liquor 
 Cadbury Confectionery 
 Kennington Village Pizza 
 Big W 
 {ǿŜŜƴŜȅΩǎ /ŀŦŞ 

 

       OTHER 
 Avis Car Rental 
 Christians Bus Lines 
 United Risk Management  - Security 

 
 

 

SUPPLIERS 

This is a list of suppliers who have supported the BSA over many years.  When purchasing goods from these 
suppliers you MUST first obtain a Purchase Order from the BSA.  You must present this to the supplier and sign for 
the purchase.  An account will then be sent to the BSA and paid from your Clubs funds.  Suppliers will not hand 
over goods without a purchase order.  For purchases made on behalf of a Club out of Members own pocket, 
receipts must be presented to BSA staff before reimbursement can be made 



 

 

  POLICIES AND PROCEDURES 

1. AFFILIATION 
1.1 Any Club or society may apply for affiliation to the Bendigo Student Association Inc. provided their objectives do 

not conflict with those of the Student Association.   
  Application is by presentation of the Clubs and Societies constitution, a list showing minimum of 10 students who 

are committed to paying a membership fee, minutes from the Inaugural General Meeting and completed list of 
office bearers and Members including correct contact details to the Clubs Officer. The Board of Management 
must then ratify that Clubs affiliation. 

 

1.2 The Club is affiliated with the Bendigo Student Association Inc. and is overseen by the Clubs Officer, in 
conjunction with the BSA Board, to uphold the Clubs Constitution and Association Policies and Procedures 

2. MEMBERSHIP 
2.1   A full list of financial Members including names must be presented to the BSA Board before affiliation may be 

granted to that Club. Minimum number of financial Members is 10.  
 

2.2 Membership of affiliated Clubs is restricted to currently enrolled students, Association Members and Associate 
Members. 

 

 2.3 An annual Membership fee is a minimum of $10 and must be paid by each Member of the Club. Higher fees 
may be determined by the Club, however the Board of Management has the right to establish a fee for Club 
Membership which is binding on all affiliated Clubs. 

 

3. ACCOUNTS 
3.1 3.1 All accounts relating to Clubs and Societies will be administered by the Bendigo Student Association Inc. 
 

 3.2 Clubs will be provided with a summary of financial transactions relating to that particular Club on request.  

3.3 3.3 Individual records will be maintained for each affiliated Club. 

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 the Club in the next year.  

3.5 If the Club fails to reform or disbands then all credit amounts will be allocated at the discretion of the Board of 
Management.   

3.6 Any affiliated Club with a debit balance at the end of the financial year will need to show cause to the Board of 
Management to be allowed to continue to function in the following year.   

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

 

4. GENERAL OPERATIONS 
4.1 No Club shall enter into written or verbal contracts/agreements with external bodies without prior 

authorisation of BSA Events staff. 

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

4.3 4.3 A minimum of 5 weekǎΩ ƴƻǘƛŎŜ ƛǎ ǊŜǉǳƛǊŜŘ ōȅ ǘƘŜ BSA for Clubs wishing to conduct an official function. 

4.4 4.4 The Board of Management has the power to veto any decision made by the Committee/Executive of any 
affiliated Club if it feels that it directly contravenes the relevant Clubs constitution or the Association Policies 
and procedures 



 

 

 

  

5. FUNDING 

5.1 The Clubs Officer will distribute funding to affiliate Clubs according to the funding structure put in place in 
2018.   

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

5.3 Funding will be credited to the affiliated /ƭǳōǎΩ account 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 from the Clubs account, 
at the end of each semester, and placed into the suspense account. 

5.5 Funding may also be removed from a Clubs account if a Club is found to be in breach of any of the Clubs and 
Societies Policies.  Penalties will apply in this situation (refer to section 7) 

 

6. DISAFFILIATION 

6.1 An affiliated Club or society may be disaffiliated by the Board of Management on the recommendation of the 
Clubs if: 

   6.1.1   It contravenes the Clubs and societies regulations, its constitution or the Rules of the Bendigo Ψ 
  Student Association 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, permits or encourages Members to engage in 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 the BSA Board where a decision will be made about future 
grants and disciplinary action. 

7.3 Failure to follow Clubs and Societies Procedures in relation to bills and deposits (refer to section 8) will result in 
disciplinary action from the BSA Board 

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

 

POLICIES AND PROCEDURES 



 

 

ALCOHOL POLICY 

1. AIMS 

1.1 This policy aims to protect the welfare of La Trobe University students and ensure the responsible serving of 
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 to drink alcohol, the BSA has a legal obligation to 
provide and enforce a safe working and learning environment.  

 

2. PLATFORM 

2.1 The BSA recognises its diverse Membership such as underage, international and disabled students and 
students with special needs. 

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

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

2.4 The BSA has an obligation to the La Trobe community to contribute to maintaining a safe working and learning 
environment. 

2.5 The BSA believes it has a social responsibility to its Members, therefore must ensure the responsible serving of 
alcohol at BSA activities and events. 

 

3. ACTIONS 

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

- Set up a ǎŜŎǘƛƻƴŜŘ ƻŦŦ ΨǿŜǘ ŀǊŜŀΩ ǿƛǘƘ ǊŜǎǘǊƛŎǘƛƻƴǎ ŎƭŜŀǊƭȅ ƳŀǊƪŜŘ 

- bƻ ŀƭŎƻƘƻƭ ƛǎ ǘƻ ōŜ ǘŀƪŜƴ ƻǳǘǎƛŘŜ ƻǊ ǘƻ ōŜ ōǊƻǳƎƘǘ ƛƴǘƻ ǘƘŜ ΨǿŜǘ ŀǊŜŀΩ 

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

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

- Cans to be opened in front of patron and distributed sensibly (no more than three drinks are to be 
given to one patron at a time) 

- Minimum drink prices are $4.00 for beer and $6.00 for spirits (cans only, NO glass) 

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

- Non-alcoholic drinks must 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 posters 
(ie. Proof of age) 

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

3.2.1  A representative from each Club, whose activity involves alcohol, is required to complete a 
responsible serving of alcohol course for each affiliation year. 

3.3  Clubs ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƘŜŎƪƭƛǎǘ ŦƻǊ ΨŀƭŎƻƘƻƭƛŎ ŜǾŜƴǘǎ ƻƴ ŎŀƳǇǳǎΩ ŀƴŘ ǎubmit to the BSA 

 



 

 

  ANTI-DISCRIMINATION POLICY 

1. AIMS 

1.1 This policy aims to provide parameters within which BSA Clubs and societies must operate, in order to provide 

an inclusive environment for all Members.   
 

1.2 This policy works to prevent unlawful discrimination or vilification within BSA Clubs and societies.  

 

2. PLATFORM 
2.1 Discrimination ς both direct and indirect ς and vilification is unacceptable and will not be tolerated by the BSA 

under any circumstances.   

2.2 Discrimination involves treating a person less favourably in the same or similar circumstances to another person, 

on the basis of, but not restricted to;  

- Sex or gender 

- Relationship status 

- Pregnancy 

- Parental status 

- Age 

- Race 

- Impairment 

- Religious belief or religious activity 

- Political belief or political activity 
 

2.3 Vilification is behaviour that incites or encourages hatred, serious contempt, revulsion or severe ridicule against 

another person, or group of people on the basis of, but not restricted to, any item listed in 2.2  

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

any circumstances 

2.5 Cultural diversity should be recognised and respected as an asset and should not be feared.  Culture reflects 

both the similarities that unite us as human beings and the differences that characterise our upbringing ς 

variations in ethnic background, language, class, gender, socio-economic status, country of origin, regional 

differences, religious beliefs, sexual orientation and age.  

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

3. ACTIONS 

3.1 Any reports of discrimination, vilification, or victimisation, made to BSA staff will be taken seriously and 

investigated promptly, confidentially and impartially. 

3.2 BSA will not tolerate discrimination and vilification and may take disciplinary action in response to any 

substantiated claims.  

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

3.4 If an individual is found to be operating in conflict with this policy, their own Constitution and/or the 

Constitution of the BSA, termination of Club Membership may result 

3.5 If a Club or Society is found to be operating in conflict with this policy, their own Constitution and/or the 

Constitution of the BSA, disaffiliation may result.  

 

 



 

 

 

  

1. NAME 

1. This Club shall be known as the                       

                            of the Bendigo Student Association Incorporated. 

 

 

3. AFFILIATION TO THE BSA 

3.1 The Club is affiliated to and funded by the Bendigo Student Association Incorporated (in this Constitution 

ά.{!έύΦ 

3.2 It is a condition of affiliation that the Club and its Members must comply with all directions given by the BSA 

and the Clubs and Societies Policies. 

3.3 The Club must as far as practicable adhere to BSA Marketing Guidelines, including logo usage and sponsorship 

recognition, as outlined by the BSA in the Clubs Manual. 

3.4 The Club shall not discriminate on the basis of gender, marital status, race, age, religion or sexual preference. 

 

4. MEMBERSHIP OF A CLUB 

4.1 Membership of the Club is open to all: 

(i) Current students (see definition in clause 14), 

(ii) Associate Members of the BSA, 

who: 

(a) Support the purpose of the Club; and 

(b) Pay the Membership fee; 

 (Subject to clause 4.2). 

 

2018 CONSTITUTION FOR BENDIGO STUDENT ASSOCIATION 

SPECIAL INTEREST CLUBS 

2. PURPOSE 

2.1 The purpose of the Club is to                                                                                                       by: 

(Write down specific secondary purposes) 

(b)              

(c)          

(d)         

2.2 The Club may only use its income, assets and profit for its purpose. 

The Club must not distribute any profit, income or assets directly or indirectly to its Members 

 



 

 

  

4. MEMBERSHIP OF A CLUB (CONT.) 

4.2 At least three-quarters of Members must be current students. 

4.3 The Secretary must keep a register of Members, which shows the date on which each Member last paid their 

Membership fee.  A copy of this should be given to the Clubs Officer. 

4.4 Members may resign by writing to the Secretary. Members whose Membership fee is more than 12 months 

overdue are taken to have resigned. 

4.5 The Secretary and the BSA must make copies of this Constitution freely available to Members on request. 

4.6 It shall be a condition of affiliation to the BSA that a Club shall have at least 10 financial Members who are current 

students unless permission is granted by the BSA Board. 

 

5. GENERAL MEETING OF MEMBERS 

5.1 The Executive must call at least three general meetings of Members each year, including the Annual General 

Meeting (in this Constitution ά!DaέύΦ 

5.2 The AGM must be held on an academic day 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 Executive MemberǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ŦƛƴŀƴŎƛŀƭ ǊŜǇƻǊǘΤ 

(c) To elect the Executive; and 

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

5.3  The Executive must appoint a Returning Officer at least two weeks before the AGM, who is responsible for the 

conduct of the Executive elections. 

5.4 The Executive may call a Special General Meeting (in this Constitution ά{Daέύ ŀǘ ŀƴȅ ǘƛƳŜΣ ŀƴŘ Ƴǳǎǘ Řƻ ǎƻ ƛŦ 

requested in writing by at least 25% of Members.  The SGM must be held within 21 academic days of an Executive 

Member receiving the request. 

5.5 The Executive must give at least a written five academic days’ notice of the date, time and place of all general 

meetings to each Member.  The notice must state the business to be considered, including any item that a Member 

has in writing requested to be included.  Only business of which notice has been given may be considered at the 

general meeting.  The Executive must also advertise the meeting as far as practicable in any BSA publication/s 

generally available to students for at least one week before the meeting. 

5.6 The quorum for general meetings is 15% of Members or 6 people, whichever is the greater.  Quorum for Clubs with 

a Membership greater than 100 Members will be 10 people. 

5.7 The President is entitled to chair the meetings.  If the President is not present, or does not wish to chair the 

meeting, the Vice-President is entitled to chair.  If neither the President nor the Vice-President is present, or if 

neither wishes to chair the meeting, the meeting must elect another Member to chair. 

5.8 Each Member present has one vote.  Proxies are not allowed.  Motions are passed by a simple majority of those 

present and voting.  The chair of the meeting has their own vote, but does not have a casting vote. 

5.9 Only during a SGM may Club policy be amended or new positions may be elected (refer to clause 6.1) 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

6. EXECUTIVE POSITIONS 

6.1 The Executive of the Club consists of at least the following positions: 

(a) President; 

(b) Vice-President 

(c) Treasurer, and 

(d) Secretary 

6.2 A general meeting may establish other Executive positions.   

6.3 Executive Members may only hold one Executive position at a time 

 

7. ELECTION AND TERM OF OFFICE OF EXECUTIVE 

 
7.1 Only Members who are current students are eligible to be elected to and hold Executive positions. 

7.2  Executive Members may serve an unlimited number of terms. 

7.3  All Executive positions must be elected by secret ballot at the AGM 

7.4 Executive Members elected at the AGM hold office from the end of that AGM until the end of the next AGM, 

subject to clause 7.5. 

7.5   Executive Members cease to hold office if they: 

(a) 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 by a resolution of no confidence passed by a two-thirds majority of Members 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 in its Membership.  If there is more than one vacancy, the Executive 

must convene a SGM to fill the vacancies by secret ballot. 

 

8. RESPONSIBILITIES OF EXECUTIVE  

8.1 The Executive is responsible for the management of the Club, including its financial management. 

8.2 The Executive must ensure that the Treasurer presents a financial report to the AGM in accordance 

with clause 10.3(e) 

8.3 The Executive is also responsible for: 

(a) Organising Club activities; 

(b) Representing the Club and its Members within the BSA and to the public 

(c) Recommending policy to general meetings 

8.4 The Executive is bound by Club policy, and subject to direction by general meetings 

 

 



 

 

  

9. PROCEEDINGS OF EXECUTIVE  

9.1 The Executive must meet at least twice during each semester. 

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

9.3 At least five academic days’ notice in writing of the date, time and place of Executive meetings must be 

given to each Executive Member. 

9.4 The quorum for Executive meetings is the presence of a majority of Member of the Executive at the time, 

including at least one of the President, Vice-President and Secretary. 

9.5 Clauses 5.7 and 5.8 apply to Executive meetings. 

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

 

 

10. DUTIES OF EXECUTIVE MEMBERS  

10.1 The duties of the President include: 

(a) to co-ordinate Club activities; 

(b) to be chief spokesperson for the Club; and 

(c) to chair general and Executive meetings. 

(d) to act as the ClubΩǎ ŦƛǊǎǘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǘƻ ŀƭƭ ŜȄǘŜǊƴŀƭ ōƻŘƛŜǎ 

(e) to be a signatory for the ClubΩǎ ōǳŘƎŜǘ 

(f) to help, advise, and support all Members of the Club 

10.2 The duties of the Vice-President include assisting the President. 

10.3 The duties of the Secretary include: 

(a) To keep the register of Members; 

(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 outward correspondence of the Club. 

(e) To maintain up to date records of the Club Membership including contact details for Members. 

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

10.4 The duties of the Treasurer include: 

(a) To be responsible for all of the ClubΩǎ Ƴoney and to record all income received and payments made 

by the Club; 

(b) To keep a register of all assets held by the Club; 

(c) To prepare an annual budget for the Club; 

(d) To present a financial report to each Executive meeting; 

(e) To present a financial report to the AGM for: 

(i) the last financial year, and 

(ii) the period since the end of the 1st financial year; and 

(f) To keep the financial records of the Club, in conjunction with the CSO. 

(g) To be a signatory for the ClubΩǎ ōǳŘƎŜǘΦ 

(h) To keep the ClubΩǎ ŎƻƳƳƛǘǘŜŜ ŀƴŘ Members informed of the ClubΩǎ ŦƛƴŀƴŎƛŀƭ ǎƛǘǳŀǘƛƻƴΦ 

 

 



 

 

  

11. FINANCIAL  

11.1 The Club indemnifies Executive Members 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. 

11.2 The financial year of the Club is from 1 January to 31 December. 

11.3 The minimum Membership fee is $10.00 for current students and $15.00 for Associate Members, unless a 

motion is passed by Club Members, to approve a higher fee or additional fees.  The Club’s Membership fee 

of $___________(insert your Membership fee here) covers the period from 01/01/18 to 31/12/18 (or 

insert other  Membership period here        ) and is due at the 

date set by the Club Executive.  All rights (including voting) of Members who have not paid their 

Membership fee by the date set by the Club Executive are suspended until the fee is paid. 

11.4 All income (including Membership fees) received by the Club must be promptly paid into the BSA Clubs 

account via the CƭǳōǎΩ hŦŦƛŎŜǊ. 

11.5 All payments must be authorised by the Executive or a general meeting, and all payment slips must be 

signed by at least two Executive Members, including the Treasurer. 

11.6 All assets held by the Club are the property of the BSA, including those purchased by the Club.  Except that 

items purchased by the Club with funds raised independently of the BSA, such as sponsorship, remain the 

property of the Club ŀǎ ƭƻƴƎ ŀǎ ƛǘ ŎƻƴǘƛƴǳŜǎ ǘƻ ŜȄƛǎǘΦ  tǊƻǇŜǊǘȅ ǿƛƭƭ ǘƘŜƴ ōŜŎƻƳŜ ǘƘŜ .{!Ωǎ ƛŦ ǘƘŜ Club ceases 

to exist. 

11.7 The Executive must ensure that the Treasurer: 

(a) Records all income received and payments made by the Club in accordance with clause 10.3(a);  and 

(b) Keeps a register of all assets held by the Club in accordance with clause 10.3(b). 

11.8 All assets held by a Club that has been inactive for 12 months or more must be returned to the BSA. 

 

12. AMENDMENT 

12.1 This Constitution may only be amended: 

(a) By resolution passed by two-thirds majority of Members present and voting at a SGM of which notice 

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

(b) With approval of the BSA. 

 

13. WINDING UP 

13.1 The Club may be wound up voluntarily by resolution passed by a two-thirds majority of Members present 

and voting at a SGM of which notice in accordance with clause 5.5 (including of the proposed resolution) 

has been given. 

13.2 If the Club is wound up (whether voluntarily, by a court or the BSA due to breach of Clubs and Societies 

Policies), any remaining assets must not be distributed to any Member, but must instead be returned to the 

BSA. 

 



 

 

 

 

 

 

 

  

14. DEFINITIONS AND INTERPRETATION 

14.1 In this Constitution: 

(a) άŎǳǊǊŜƴǘ ǎǘǳŘŜƴǘέ ŀƴŘ άǎǘǳŘŜƴǘέ ōƻǘƘ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ƳŜŀƴƛƴƎ ŀǎ άǎǘǳŘŜƴǘέ ƛƴ ǘƘŜ .{! Constitution; 

(b) References to meetings include meetings held by telephone and video conference; and 

(c) References to written communications include email or other online platforms. 

 



 

 

All non-student volunteers and external contractors coming onto University 
ground must have completed an online induction before conducting any 
services on Campus.  Speak to the BSA for details of this induction if contractors 
you are using have not yet completed this induction. 
 
If using electrical equipment, this must be tagged and tested before being used 
on University grounds. 
 
All external contractors MUST provide a current Public Liability Insurance 
Certificate. 

 

RISK MANAGEMENT 
 

A risk management plan aims to systematically eliminate or minimise situations that may cause injury or 
worse to any person attending your activity or event.  It is a tool to assist you to meet your duty of care and 
thus minimise your exposure to liability. 

 
The process: 

- Identify potential risks or hazards 

- Assess the likelihood of the problem occurring, the loss or impact if the risk occurred (severity) and the 
urgency required to address the issue 

- Develop an action plan and follow it 

- Communicate your assessment and action plan to your team 

- Make sure the plan is 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 injuries or damages that are reasonably 
foreseeable.  Factors to consider: Age of participants, type of activity, venue, history of previous incidents 
etc.  
 
It is helpful to split your assessment up in risk categories such as: 

- Pre-departure / 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 consider the best way 
to control / prevent the risks.  Discuss 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 for the risk treatment 
 
Brainstorm potential risks then complete the template on your Google Drive. This form must be submitted 
to the BSA before any events take place. Remember that you are responsible for managing the risk. 

 

 VOLUNTEERS 

AND EXTERNAL 

CONTRACTORS 



 

 

  HEALTH AND SAFETY ISSUES 
 

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

 

 

- 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 close 
to power points if needed. 

- Put a barrier between cooking equipment and the 
crowd i.e. a table in front and serve food from table. 

- Clean up any spills immediately i.e. oil from BBQ, drinks 
on the floor, as they can be a slip hazard. 

- 9ƴǎǳǊŜ ǇŜƻǇƭŜ ŘƻƴΩǘ ōǳǊƴ ǘƘŜƳǎŜƭǾŜǎ ƻƴ Ƙƻǘ ǇƭŀǘŜǎ ƻǊ 
food, serve with tongs onto disposable plates. 

- Follow food safety guidelines on your Google Drive  
- Ensure the fire extinguisher is easily accessible 

 

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

 

POTENTIAL 

HAZARDS 

 

BBQ/FOOD 

AND DRINK STALLS 

 
- Alcohol must be served 

responsibly and legally.  You are 
required to follow the BSA alcohol 
policy.  

- A Liquor Licence is required if 
alcohol is supplied at an event.  
This requires at least eight  
ǿŜŜƪǎΩ ƴƻǘƛŎŜ 

- All events with alcohol must  
have security present 

 

ALCOHOL 

 
- Food poisoning can 

easily occur if food 
becomes 
contaminated. All Clubs 
serving food are 
required to comply 
with Victorian Food 
Safety Legislation. 

 

FOOD 

 

- If illness, injury or accident occurs during an 
on campus event, contact the campus Doctor 
during business hours on 5444 7770. If the 
Campus Doctor is not available dial 000.  

- For events with more than 200 people 
expected, St Johns Ambulance must be 
present to assist. 

- 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 recommended 
that there be at least one person present 
with First Aid training 

EMERGENCIES/ 

FIRST AID 

 
- Set up all equipment close to 

power points. 
- Ensure electrical cords are tucked 

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 boards with overload 
switches. 

 

ELECTRICAL 

EQUIPMENT 

 
- Large numbers of 

people in one place can 
be a potential hazard. 

- Ensure appropriate 
barriers are used to 
keep crowds away from 
potential hazards 

CROWDS 



 

 

8 WEEKS PRIOR 
 Inform the BSA of your event 
 Apply for a temporary liquor licence ς if required 
 Determine your budget 
 Conduct Risk Assessment 
 Book Venue  
 Have all arrangements in writing 
 Organise speeches, awards, entertainment, music, PA 
 Organise after party 
 Book photographer 
 Arrange advertising  
 Decide on colour scheme 

3 WEEKS PRIOR 
 Book buses through BSA 
 Sell tickets 
 Check with venue re final numbers 
 Organise cleaning 
 Recruit volunteers  

4 WEEKS 

PRIOR 
 Send out invitations 
 Book security 
 Organise purchase 

orders  

2 WEEKS PRIOR 
 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 evening 
  

DAY AFTER EVENT 
 Bank money 
 Return keys 
 Thank volunteers, Club Members, contractors, venues etc. 
 Complete an Event Evaluation 

  

DAY OF EVENT 
 Remember event checklists/running sheets 
 Brief staff and volunteers 

  

 EVENT PLANNER 
 


