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This handbook contains all the essential information students need to successfully run a club.
Itincludes key dates, funding, events, compliance, and more.

Swinburne Student Association



Internal

Swinburne Student Association



Internal

LI O 0] o3 7 =T o P= =LY o o V=T o | PPN 8
1.1. Introduction to Club CommMItIEES .....c.ceeviiiiiiiiiiiiii 8
1.1.17. Whatis @ Club CommIttEe7.....ciuiiniiiiiiiiiiii e 8
1.1.2. Roles and Responsibilities of Committee Members......cc.cooeiiiiiiiiiiiiiiiiiiiiieeeens 8
10,20 Presidentio . e e 8

L B B = T- T U = PP PP PTPPPPPPPIR 8
LI G B 1= Tod 1= 7= | VAPPSR PPN 8
1.1.2.4.Vice President (Optional): . ..ottt e e e eeas 8
1.1.2.5. Marketing Lead/Social Media Manager (Optional):...c.cccveiiiiiiininiiiinininenininnenans 9
1.1.2.6. Events Lead/Activities Manager (Optional):.....cccceuiviiiiiiiiiiiieiiieee e aens 9
1.1.2.7. Community Lead (Optional): c.e.cuiuiiririiiiiirieri e et ee et e eneaseeeneneneananans 9
1.1.3. Running an Effective Club ComMmIttEE ...ccuiuiviiiiiiiii e aeas 9
1.1.3.1. Committee Meetings & DecCiSioN MakKiNg ......ccoiuiiiiiiiiiiiiiiiiiiiirreeereneeanenens 9
1.1.3.1.1 Scheduling the MEETING .....iiniiiii e e e 10
1.1.3.1.2. Preparing the AENda ......cciuiiiniiiii e e 10
1.1.3. 1.3 RUNNINGTNE MEETING vttt e e e e e eenes 10
1.1.3.1.4 Keeping Meeting MiNUTES.....c.iiiiiiiiii e, 10
1.1.3.1.5 Following Up After the Meeting......cceuiriiiiiiiiiiiiiiieer e eeas 11
1.1.3.1.6 Committee Decision-Making GUidelinesS.........ccoeveviiiiniiiineiineininineneenen, 11

1.1.4 Club Administration and AdVEItiSING .....c..eiuiiiiiiiiiiiiiee e e e e e eeaeanans 11
I I B B T [ o L= [ 1= S P PP P PP PPPPP 11
ToTud. 2. POSTEIS ceiiiniiiiiiiiii e a e 13
1.2 RegSItEING YOUFN CLUD ..uiniiiii i e e e et e e e e e e eeeaaeaeaenanenanas 14
1.2.7. ClUD REGISTration ...cueuininieiiiiiiiiiiete et ee ettt e ettt e easaeeetaenensnsansasnensnsannnnns 14
1.2.2. General MEetiNgS GUITE. .. .iuiiiiiiiieieii e e e e et e e e ae e e e e teaesessnanaaaanans 14
1.2.2.1Calling a General MEETING ..o.uvuininiiiiiieiii e e et e ee et e e ensasaneananen 14
1.2.2.2 RUNNINg @ GENEral MEETING .uvuinininiiiiiiiiiiiii e et e e e e e e ae e e anenes 15
1.2.2.2.1 Opening the MEETING ....cuiniiiiiieii et eee e eeeneaeaneananen 15
1.2.2.2.2 Reports (if appliCable) c.cuviiniiiiiii e e e e e e 15
1.2.2.2.2.1 PresidentS REPOrt ...ttt e e e e 15
1.2.2.2.2.2. TreasUrers REPOIM . . ittt et e e e e e e eeneaes 15

1.2.2. 2.3 PrOPOSALS .eueniiiiiie ettt et e e e aanen 15

Swinburne Student Association



Internal

1.2.2. 2. 4 EleCtiON/VOUtING . ettt ettt te e e e e eseaae e e enanananans 15
1.2.2.2.5General BUSINESS .....c.cccuiiiiiiiiiiiiiii 15
1.2.2.2.6 CloSE the MEEIING . cuiniiiiiiii e e e e e eanes 15
1.2.2.3 Passing a ProposalataGeneralMeeting ........ocuviiiiiiiiiiiiiiie e 15
1.2.2.4Who canvote in a General MeetiNG? ....cuiiiiiiiiiiiiiiiiee e e e e aeenenes 16
{7072 S T @ 18 Lo ] ¥ 1 o o H PP 16
1.2.3. Re-Registering yOUTI ClUD......iiiiiiii e ee et e e e e e e e e e eaeanans 16
T.2. 4. ELeCHON GUITE «eieiiniiiiee ettt e e e e e 16
1.2.4.1. How to set up an Election on RUBIIC....cciuiniiiiiiiiiiirr e 16
1.2.4.1.1 Complete the Election Information.........cccveieiiiiiiiiiiiiiicccceee e, 17
1.2.4.1.2. HowtoCreate aBallot......c..coveuiuiiiiiiiiiiiiiiiiiiin e 17
1.2.5. Club Committee CoOmMPLANCE .. c.iuiiiiiiiiiii e e e e e e e e e aans 17
1.2.5.1 How to upload club committee compliance items on RubriC........c.ccecvevenenenen.. 18
1.3 Club related SOFtWAIE ....ceuiiniiniiiii ettt e e e e e e 19
I T I (U o] ¢ T o PP PP PRP 19
1.3.1.1. How to create an account on RUDIiC ......cccoiiiiiiiiiiiiii e, 19

Students can log into Rubric using their student email. From there you can create a
password and login into the platform. You will be asked some data capture information

as part of this process such as your Student ID, Mobile Numberetc. .....cccevvveiennnnn.. 19
1.3.1.2. HOW 10 €dit YOUTr ClUD PAgE...uueiiiniiiiiiii et eee e e e e 19
1.3.1.3. How to check your club’s membership liston RubriC......ccccevviiiiieiiiiiiininn.... 19

T o8 2 WL ettt ettt et et et e e e e e e e 19
1.3.2.1. Weel Card HOlder ......ccoiiiiiniiniiiiiiii e, 19
1.3.2.2Breach iNWeelUSE ...c..cuiiniiniiiiiiiiiiicii e 20
1.3.2.2.1. Notuploading areceipt iNnWeel.....couiuinieiiiiiiiiiiiiieiecre e 20
1.8.2.2.2. Using a personal card instead of Weel for club expenses.......c.ccceeuvenenene. 20
1.3.2.2.3. Using the club Weel card for a personal eXxpense .......cccoeeveieieneinnenenanen.. 21
1.3.2.3. Changing Weel card hOlder ......cuiuiuiiiiiiii e e e e 21
T1.3.3 RESOUICE BOOKET....cutiniiiiii e 22
1.3.3.1 How to log onto ReSOUIrCe BOOKET . ...vuinininiiiiiiiii s e e 22
1.3.3.2 How to book a room on Resource BOOKEr .......ccovivieiiniiiiiiiiiiiiiiiiiiinenee 22
1.3.3.3 How to book equipment on Resource BoOKer .....cccoivveviiiiiiiiiiiiiiiiiiiiiinieenenes 22

Swinburne Student Association



Internal

T 8L A ELMO ettt ettt et et et et een e ea e eaa e 23
1.3.4.1. How to create an ELMO Profile .......cccoiiiiiiiiiiiiiiiiiiie, 23
1.3.4.2. HOW to log ONTO ELMO .. e i et e e e e e e 23
1.3.4.3. Howto add courses ON ELMO......ouiniiiiiiiiii e 23

LR N NN o 1 I=Y 0 0] o 1o 51 a1 o 1= PP 24

1.4.7. Student Memberships (.ot e eens 24

1.4.2. AssSOCIiate MemMbErShiPS .iuiiiiiiii e e e e e e e aas 24

T1.4.3MeMDErShiP PriCES «ouniniiiiiiiie ettt e et e e e eens 24

1.4.4. Creating Memberships .o et e e eeae e e e e eaanans 24

1.5, ClUD LOCKEIS .« ittt ettt ettt e et et et e e e e e eaneaneanns 25

1.5, LOCKET POLICY 1 euininiiiiiiiitie ittt e ettt e et e e st e et e e eneasaetaenensaeaasasnsnsnsnnnnnns 25

1.5.2. LOCKEr CheCK IN S cuuiiiiiiiiiiie et e e e e e e 25

1.5.3. Changing of KEY HOLAET ... ..unieinii ittt e e et e e e s aenens 26

DA Y =T 1 PPN 26
2. T HOW IO FUN @N BVENT ...ttt et et e et e e e e e eaees 26

2.1 1. HOW O Plan @n @VENT .c.veiiii et e e et et e et teteaeaenenenenasaanenenens 26

2.1.2. Event approval CheCKLISt ... ..in i e e enes 27

2.1.3. Submitting Event Approvals on RUDIIC ....iviiiiiiiiiii e e e 28

2.1.3.1. Submitting an Event and Grant Request FOrm.......c..coviiiiiiiiiiiniiicneeeen, 29
2.1.3.1.2 INTrodUCHION .. cetieiii e 29

2.71.3. 1.2 L0OCATION tenteiei et aaes 29
2.1.3.1.2.1 ON-CaMPUS BVENT 1.ttt rieteteeeneasaeteeeneasastesnensnensnanns 29
2.1.3.1.2.2. Off-CamMPUS BVENT ettt et e e e e e e e e e e e aans 30
21,301,230 ONlNE ettt eaeee 31
2.1.3.2.30 FUNAING. ettt ettt et e e e e eenaae 31
2.1.3.2.4. RiSK ASSESSMENT ...oeuiiniiiiiiiiiiiiiii e 31
2.1.3.2.5 Event Club Bank Account Or Event SSA Bank Account Request............... 33
2.1.3.2. How to submit an Event Approval FOrm ... 34
2.1.3.2.1 Event INformation c.....coviiiniiiiiiiiii e 34

2.71.3. 2.2 TICKETING e eeeeee ettt ettt et e et e e et et e e e anen 34
2.7.3.2.3 SSA QUESTIONS .euriiiniiiiiitiiiiti it tie et ettenetteteaserseseaseneaseneesensesensensasenees 34
2.1.3.1.2.1.1. Event SUpport Request FOrmMS ... v e e 35

Swinburne Student Association



Internal

2.1.3.1.2.1.1.1 How to submit an Event Support Request ............ccceeennnn... 35
2.1.3.1.2.1.1.1.1 Guarantor Information.........c..ccoeviiiiiiiiiiiiininninnn, 35

2.1.3.1.2.1.1.1.2. BoOKiNg DetailS ...c.cveuuiimiiiiiiiiiiiiiiieie e 35

2.1.3.1.2.1.1.1.3. Cleaning, Porterage and Parking Requests................... 36

2.1.3.1.2.1.1.1.4. Advertising/Marketing.......ccccceeviiiiiiiiiiiiiiiiee e aens 36
2.1.3.1.2.1.1.1.5. Alcohol Consumption & Serving ......c..cceceevviveninennennnne. 36

2.1.3.1.2.1.1.1.6. Food Preparation & StOrage.........coeeveiiineninenininnnnnnnns 36

2.1.3.1.2.1.1.1.7. Patron/Contractors/Visitors ......ccccceeeveienieiiiinieneenennns 36

2.1.3.1.2.1.2. Editing or changing an ESR after submission..........cccccevveveenne. 37
2.1.3.1.2.1.3. Considerations for Security ReqUEeStS ......ccceeviiiiiiiiiiiiiinienene. 37

2.1.4. Health Safety and Wellbeing Induction Guide (Contractors, Visitors, Suppliers)........ 38
2.1.5. How toraise an FMIWOIrK Order ......ccoveuiiiieiiiiiiiiiiiiie e 38
2.1.6. Medical and PartiCipant WaiVerS ......c.iuiiiiiiie ettt eeee e e eaens 38
2.1.5. New Supplier INnformation PACK .......ccciiiiiiiiiiiiiiirn s e e ee e e e enenes 39
2.1.5.1. Swinburne Supplier Registration........cceiieiiiiiiiiiirie e e 39
2.1.5.2. Tax INVOICE REQUITEMENTS 1uuiuiniiiiiiiiiiiiiie et et e e e e e eneaeaeaenenannes 39
2.7.5.3. 0UF PaymMent TEIMS «ouiuiniiieii ettt ettt e e et e e e ran e e aneneanes 40
2.1.5.4. CoNtACTUS cuuiiiiiiiiiiiiii e e e 40
2.1.5.5. Confirmation of Banking DetailS .......cccciiiiiiiiiiiiiieeecreeree e 41
2.71.6. NO ClUD EVENT DAYS .cuiuiiiiiiiiiiiiiiie et ee e te et eae et e e e easaaeneneasannasnsnnn 46
2.2. How to book and run a club BBQ 0N CamMPUS...ciuiiiiiiiiiiiiiei et e e e 46
2.3. Event Marketing and PromoOtion .....c.eiiiiiiriii et e et e e e e e aananes 46
R U] o To [ o ¥~ S PP PR PP 47
3.1, ClUD FUNAING MOAEL. . niniiiiiiii et e et e e e s e e e e ensasanaanansn 47
G T I R o0 1o T o = = | (= T={o] 4 1= S PP P TS 47
3.1 1.1 CLUD ACCOUNT <.ttt e e et e e e e e eaeas 47
3.1.1.1.1. What can l use my Club ACCOUNTTOr? ..c.iuiiiiiiiiiiiiiiieii e aens 47
31,02, Grant FUNAING ... e et e et e e e e eaeas 47
3.1.1.2.1. What can luse grant funding fOr? ......cceviiiiiiiiiiiiiiiie e eens 48
3.1.1.2.2. Major Grant Assessment RUDIIC ......ccoiiiiiiiiiiiiic s 48
3.1.1.2.3. Equipment and Facilities Grant Assessment RUDbriC ......cccovviviiiiininiinann. 49

Bi2 WL e et et e e e 50

Swinburne Student Association



Internal

3.2.1. ACCeSSING YOUIr WEELCAId . .cuiniiiiiiii e e et e e et aeae e e e eeeanasaaaanenens 50
3.2.2. Checking your Weel card balanCe .......c.euvuieiiiniiiiiiiiiieiiieneee et eeeeeeenenes 51
3.2.2.1. Checking your balance through aweb browser ..........cccoviiiiiiiiiiiiiiinnnnn, 51
3.2.2.2. Checking your balance through the Weel app ....cccoeveieiiiiiiiiiiiiiiiiinicieenennes 51
3.2.3. Using your Weel card for Club XPENSES. ..uiviiiiiiiiiiiiiiiiiiieee e eieeeee e e anenenes 51
3.2.3.1 Making payments iN STOIe ..ottt e e e 51
3.2.3.2. MaKing ONliNg PaYMENTS c.uiiiniiiiiiiiiiiiiee ettt ete et e eaeaeteenenensaeaasasnensnnes 52
3.2.3.2.1. Making online payments through a web browser login .......c....c..coeoeeneee. 52
3.2.3.2.2 Making online payments through the Weel app.....ccccoceiviviiiinininininiininennns 52

3.2.4. Uploading Receipts, Invoices and Proof of PaymenttoWeel........cccooviiiiiiiinnnninns 52
3.2.4.1. How to upload receiptS ONWEEL ....cuuiuininiiiiiiiiiiiii et e 52
3.2.4.1.1 Upload receipts USINg the WeEel APP c.oviviniiiiiiiiiiii e aeas 52
3.2.4.2. Required ReCEeiPt FOrMAts ..couieiniiiiiiii e e e e e e neaens 53
3.2.4.3. Receiptsthatcannotbe accepted....cccvuiiriiiiiiiiiiiiiiiicrrrr e s 54
3.2.4.4. INVOICE GUIAE ... cnieiiniieiie ettt et e et e e e e eaeas 54

3.3. Submitting a non-eventrelated grant formM ... ..o iiiiiii e 56
3.3.1. When do | need to submit a non-event related grant form? .......c..cooviiiiiiiiiiiinnnne. 56
3.3.2. How to submit a non-event related grant form?......ccoviiiiiiiiiniiiiiiirire e 56
3.2.2. 1. NON-Event REqUEST FOIM ..uiniiiiii e e ae e e aeas 56
3.2.2. 1.1, FUNAING DETAILS ceuenininiiiiiiee et e e e e e e e e ans 56

3.2.2. 1.2 DOCUMENTS «.cnteiiiiiei ettt ettt et et et et e e e e et eaeneanes 56
3.2.2.2. Non-Event Club Bank ACCOUNT ... ...coviuiiniiiiiiiiiiiiiiiin e 56
3.2.2.3. Non-Event SSA Club FUNAING ..cuiuiiiiiiiiiiieee e e e e e 56

G TR TR T o Yo g -0 T €= 1o 1= 57
3.5.1. How to submit sponsorships for approval.........ceeiiiiiiiiiiiiiiiiric e aeens 58
3.6. MerChandiSe.....cuuiuuiiiiiiiiiiiiiiiii e 59
3.6.1. How to submit merchandise designs for approval .......cccceeviiiiiiiiiiiiininininiiininenenes 59
3.6.2. Merchandise design gUIHELINES. . .ouiuininiiirii et e e e e eae e eaeenaenanen 59
3.6.3. How to set up merchandise for Sale ......oiuviiiiiiiiiiiiii e e 59
3.7 ClUD ASSEE REGISTEI ettt et e et e e e e e e 60
3.7.1.WhatdoIneedtodeclare as an asset?.......cccccviiiiiiiiiiiiiiiiiniiniii e 60

3.7.2. How to complete a Club Asset Register Form

Swinburne Student Association



Internal

4. Incidents, Disputes and ComMPliANCE......cuciiiniiiiiiiiiieii e e et e ee e e aeaaenanas 61
4.1.InCident REPOItING GUIAE ..oueuieniniiniiiiieiii et re ettt e e e e e e e eaeeeenensanenaaanenss 61
4.2. Bre@Ch NOTICES cuuiiniiiiiiiiii ittt et ettt e et e e s e e eneenes 61

4.2.1. WhatisaBreaCh NOtICE7 ... e e 61
4.2.2. Duration of a BreaCh NOTICE .....ivuiiniiiiiiiiiiiiiiiiiii e 62

4.3, SANCTHIONS ..ttt ettt ettt ettt ettt ettt et et e ettt e en et eaeaeeant 62
4.3.1. What isS @ SanCHIONT ..cuuieiieiiiiiii it aa e 62
4.3.2. TYPES OF SANCHIONS . ..eiiii ettt et e e e e e e e eanas 62

N A o] o 1=T= | L P PP PP PP PPPRRN 62
4.6 Complaints and Appeals FOrm GUIAE .. ..cininiiiiiiiiiieie e eee e e e e eeaas 63
4.6.1. How to submitthe form .....ccooiiiiiiiiiiii 63
POLICIES ettt 64

A

AR

Swinburne Student Association



Internal

1. Club Management
1.1. Introduction to Club Committees

1.1.1. What is a Club Committee?

A club committee is a group of students who help run and manage a club. The committee
ensures the club operates smoothly and provides great experience for its members. The
committee is responsible for organising activities, making decisions, managing club finances
and communicating with members to create a welcoming space where students can connect
over shared interests.

Beyond running the club, being part of a committee helps students develop leadership,
teamwork, and problem-solving skills, making it a valuable and rewarding experience.

1.1.2. Roles and Responsibilities of Committee Members

1.1.2.1. President:

The Presidentis the leader of the club and is responsible for overseeing all operations and
managing the committee. They take charge of strategic planning, decision-making, and
leadership. They steer the club toward success and upholds its mission and values.

1.1.2.2. Treasurer:

The Treasurer manages the club’s finances, ensuring that funds are allocated efficiently and
responsibly. They handle budgeting, record-keeping, and financial reporting to ensure
compliance with the university's financial policies. They may also manage membership fees
and funding applications.

1.1.2.3. Secretary:

The Secretary is responsible for coordinating meetings, preparing agendas, and managing the
club’s documentation. They maintain accurate records, including meeting minutes, member
lists, and key documents. They also handle club communications, ensuring that members and
stakeholders are kept informed.

1.1.2.4. Vice President (Optional):

The Vice President supports the President in leading the club and often steps in when the
President is unavailable. They oversee day-to-day activities and ensure that the committee
functions cohesively. They may lead special projects or assist in the planning and execution of
initiatives.

|
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1.1.2.5. Marketing Lead/Social Media Manager (Optional):

The Marketing Lead is responsible for creating and executing the club’s marketing strategy.
They promote the club’s activities, events, and achievements across various platforms to
increase visibility and engagement. They also focus on building the club's online presence
through consistent content creation and interaction.

1.1.2.6. Events Lead/Activities Manager (Optional):

The Events Lead is responsible for planning, organising, and delivering club events. They
manage logistics, oversee event budgets, and ensure that events align with the club's goals and
member interests. They collaborate with other committee members to promote events and
ensure that events are well-attended and successful.

1.1.2.7. Community Lead (Optional):

The Community Lead focuses on building and maintaining strong member relationships. They
gather feedback through polls and discussions to shape the club's direction and ensure that
activities meet member needs. They collaborate with other committee members to create an
inclusive, engaging environment that encourages participation and strengthens community
spirit.

1.1.3. Running an Effective Club Committee

1.1.3.1. Committee Meetings & Decision Making

A committee meeting is a structured opportunity for club committee members to discuss, plan,
and make decisions about the club’s operations, activities, and direction. These meetings
ensure that all aspects of club management - including finances, events, membership, and
governance -are handled collaboratively and transparently.

The key purposes of a committee meeting include:

1. Reviewing Club Progress — Reflecting on past activities, financial reports, and
membership engagement.

2. Planning and Decision-Making — Strategising upcoming events, initiatives, and
administrative matters.

3. Assigning Responsibilities — Delegating tasks to ensure smooth club operations.
Maintaining Accountability — Tracking action items, following up on previous decisions,
and ensuring compliance with club policies.

5. Ensuring Transparency — Keeping official records (meeting minutes) to document
discussions and decisions.

Committee meetings allow club leaders to align goals, address challenges, and ensure the club

continues to serve its members effectively.

.
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1.1.3.1.

B N

1.1.3.1.

The age

1.

1.1.3.1

Y

1.1.3.1.

1 Scheduling the Meeting

Set aregular schedule (e.g., monthly) for consistency.

Choose a time and location that suits most committee members.
Provide at least one week’s notice.

Share the agenda in advance to support productive discussion.

2. Preparing the Agenda
nda should outline key discussion points and decisions. A typical agenda includes:

Welcome and Attendance

a. Note whois present and who has sent apologies.
Confirmation of Previous Minutes

a. Review and approve minutes from the last meeting.
Reports from Committee Members

a. President’s Report: club updates, strategy, vision.

b. Treasurer’s Report: financial updates, expenditure, upcoming costs.

c. Other Reports: events, marketing, membership, etc.
Upcoming Events and Activities

a. Planning, responsibilities, and action items.
General Business

a. Newideas, issues, or opportunities.
Action Items and Next Steps

a. Summary of tasks and deadlines.
Next Meeting Date

a. Schedule before closing the meeting.

.3 Running the Meeting

Start on time - Keep within a reasonable timeframe (e.g., 30-60 minutes).
Follow the agenda - Stay focused and on track.

Encourage participation — Let everyone contribute.

Record key discussions and decisions — Ensure minutes are accurate.
Clarify action points - Assign responsibilities and deadlines.

4 Keeping Meeting Minutes

Meeting minutes are mandatory for official committee meetings.
Minutes should include:

a. Date, time, and location of the meeting

b. Attendees and apologies

c. Keydiscussion points

d. Decisions made

|
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e. Actionitems and assigned responsibilities
3. The Secretary (or a designated member) should take the minutes and distribute them to
all committee members.
4. Keep arecord of all minutes for club documentation.

1.1.3.1.5 Following Up After the Meeting

1. Send meeting minutes to all committee members.
2. Ensure assigned tasks are completed.
3. Follow up on outstanding action items at the next meeting.

1.1.3.1.6 Committee Decision-Making Guidelines

1. The committee cannot make decisions regarding:
a. Electing new committee members.
b. Changing membership prices.
c. Changingthe club’s name or logo.
2. These changes must be decided at a General Meeting with club members. See section
1.2.2 for more information on holding a General Meeting.

1.1.4 Club Administration and Advertising
1.1.4.1 Guidelines

All clubs will be allocated a webpage on the Swinburne Student Associations website under the
clubs' section. Club committee members will be given administrative access to edit this page.

The club can create social media pages such as Instagram, Facebook, Discord, and WhatsApp
for members to join. The pages must be monitored by the club committee to make sure:

Content is Respectful & Inclusive

e Posts should reflect the club’s values and be welcoming to all students.
e Avoid language, images, or messages that could be offensive or exclusive.

Keep Content Relevant & Appropriate

e Posts should relate to club activities, events, achievements, or general university
life.
e Avoid misleading or exaggerated claims that could misinform students.

Uphold Swinburne & SSA Policies

e Ensure all content aligns with Swinburne University policies and Swinburne Student
Association (SSA) guidelines.

e Thisincludes respecting academic integrity, privacy laws, and discrimination
policies.

Promote a Safe & Supportive Community

.
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e Encourage positive discussions and engagement.
e Moderate comments if necessary to prevent harmful or inappropriate discussions.

Use Copyrighted & Branded Content Responsibly

e Do notuse Swinburne’s logo or branding without approval.
e Ensure any images, videos, or music used are either original, properly credited, or
have the necessary permissions.

Encourage Constructive & Respectful Discussion

e Monitor interactions and ensure respectful communication between members and
followers.
e Remove or report any harmful comments if necessary.

The club must make sure that committee members and members using club channels are not
promoting content that is:

Explicit, Aggressive, or Defamatory Content

e No swearing, hate speech, threats, personal attacks, or defamation against
individuals, clubs, Swinburne staff, or students.

Harassment, Bullying, or Discrimination,

e No content that promotes or condones harassment, discrimination, or
marginalization based on race, gender, sexual orientation, religion, disability, or
other protected attributes.

Content Against Swinburne or SSA Policies

e No posts that contradict university values, policies, or Student Association
regulations.
e No misrepresentation of the university, the club, or the student body.

Alcohol, Drugs, or Illegal Activities

e No posts promoting binge drinking, drug use, or any illegal activity.
e No references to underage drinking or excessive consumption of alcohol.
e Any eventinvolving alcohol must comply with university and legal guidelines.

Misinformation & False Claims

e No spreading of rumours, false news, or misleading statements about the
university, students, or external entities.
e Verify allinformation before posting.

Political or Controversial Topics (Unless Approved)

+
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e Clubs must not engage in partisan politics, religious disputes, or highly divisive
topics unless directly relevant to the club’s mission and approved by the university
or SSA.

Unauthorised Advertising & Fundraising

e Clubs cannot use their platforms for personal promotions, external business
advertisements, or fundraising not affiliated with the club.

e Sponsorships and partnerships must be approved by Swinburne Student Life or SSA
before promotion.

Violence, Self-Harm, or Dangerous Challenges

e No content that promotes or glorifies violence, self-harm, risky behaviour, or
dangerous challenges.

Spam or Excessive Tagging

e Avoid spamming multiple posts in a short period or excessive tagging of accounts
that may be seen as intrusive.

1.1.4.2. Posters

Clubs may print posters to promote their club and upcoming events around campus. All
posters must follow the guidelines below:

The poster must include the club’s logo or club name.

Any QR codes on the poster must link to either the SSA website or your club page.
Content must comply with all SSA and university policies.

Posters must be submitted to Clubs & Sport for approval before displaying them.

v N

Once approved, posters can only be placed on designated noticeboards around
campus.

6. Anyunapproved or incorrectly placed posters may be removed by Clubs & Sports or
Security without notice.

Posters advertising an event and our club can only be displayed on School Notice Boards with
approval or Student Association Notice Boards with approval. All posters must display the
registered club logo and/or name.

1.2 Registering your club

1.2.1. Club Registration
To remain registered, a club must always meet the following requirements:

1. Have at least 10 student members.
2. Have an executive committee consisting of a President, Secretary and Treasurer.

.

Swinburne Student Association




Internal

a. If aPresident, Secretary or Treasurer steps down from their position or are
dismissed by SSA staff for breaching policy, the club will be given 14-days to call
a Special General Meeting to replace the position.
3. Runaminimum of 2 events per semester.

Clubs that fail to meet any of the above requirements may be de-registered at any time.

1.2.2. General Meetings Guide

A general meeting is a meeting with all club members. The meetings serve the purpose of voting
on major changes to the club that cannot be voted on by the committee.

Proposals that must go to a General Meeting:

Changing the club’s constitution.
Electing new committee members.
Changing membership prices.
Changing the club’s name or logo.

BN =

1.2.2.1 Calling a General Meeting
To call a general meeting. A club committee must take the following steps:

1. Setthe date, time and location for the meeting
2. Send Official Notice of the Geneal Meeting to members
a. The event must have approval from a Clubs Officer before sent to members
Members must be given a minimum of 10 days’ notice of the meeting
The notice mustinclude:
Meeting type (AGM, SGM)
Date, time, location

0 o 0 T

Agenda, proposal and elections
g. Requirements to meet quorum
3. Prepare the Agenda and any voting forms that will be required at the meeting. For more
information on creating a voting form on Rubric see section 1.2.4.1

1.2.2.2 Running a General Meeting
1.2.2.2.1 Opening the meeting

1. The chair of the meeting (this is usually the President, Secretary or other designated
committee member) opens the meeting and welcomes members.

2. Attending members are counted to make sure that quorum is met. Once quorum has
been met, the meeting can continue.

3. The chair opens the meeting and provides an overview of the Agenda for the meeting.

1.2.2.2.2 Reports (if applicable)

This section is helpful to give an update to members on the progress of the club.
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1.2.2.2.2.1 Presidents Report

President to provide an update on the direction of the club, progress of any major events or
changes that the committee has been working on. Provide information on recent successes of
the club.

1.2.2.2.2.2. Treasurers Report
Treasurer provides an update on the club's finances, including income that has been generated,
and information on expenses.

1.2.2.2.3 Proposals

Provide a reminder to members of the proposals and elections that they will be voting on at the
General Meeting.

1.2.2.2.4 Election/Voting

This is the time dedicated to voting on the proposal and/or elections for new committee
members.

Nominees could be given time to speak during this section before voting commences.

1.2.2.2.5 General Business

Open the floor to members to ask questions of the committee and make proposals for future
considerations.

1.2.2.2.6 Close the Meeting

Thank all members for attending and note the time the meeting concluded.

1.2.2.3 Passing a Proposal at a General Meeting

1. Foraproposalto pass, the majority of members at the General Meeting must vote in
favor of the proposal.
2. Ifaclubiselecting a new committee member and more than one candidate is
nominated, the candidate with the most votes is elected.
3. Ifaclubiselecting a new committee member that runs unopposed, the following
conditions must be met:
a. The club must provide an option for members to vote against or abstain from
voting for the candidate.
The candidate must receive the majority of votes to be elected
If the candidate does not receive the majority of votes, the club committee may
open the floor for attending members to nominate for the position.
d. Ifan attending member or members nominate, the club committee can create a
new election form to be voted on at the General Meeting.
e. Ifnonominee can be found at the General Meeting, the position must remain
vacant.
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1.2.2.4 Who can vote in a General Meeting?

Only current student members can vote at a General Meeting; Associate Members cannot vote
at a General Election.

1.2.2.5. Quorum

For a General Meeting to meet quorum and proposal results to be accepted the meeting must
have a minimum of:

1. votes from 50% of current student members, or
2. votes from 20 student members, whichever is lower

1.2.3. Re-Registering your Club

Clubs must re-register each year in the month of October. To successfully re-register a club
must:

1. Have completed at least the minimum amount of events throughout the calendar year.

2. Have not been given a Breach Notice making the club in-eligible to re-register for the
following year.

3. Hostan Annual General Meeting (AGM)

4. Hold avalid election at their AGM to vote in the following years committee

1.2.4. Election Guide
1.2.4.1. How to set up an Election on Rubric

1. Signinto Rubric
2. Clickthe Elections tab,
3. Click + Create Elections in the top right corner (red button)

1.2.4.1.1 Complete the Election Information

a. Title—werecommend using the format Club Name, Year, General Meeting Type,

Month e.g (Rubric Club, 2025 Annual General Meeting, October)
b. Selectthe day you want voting to begin and the last day of votes to count - itis
recommended voting opens and closes during your meeting. Check with your
Clubs Officer if you can leave voting open longer
Submit a release date for your Election —when will the results be announced
Select Anonymous votes and One Win Per Candidate
Click Continue
Voter Groups: Select Only Student Members from your club to vote. This
ensures only Student members from your club can vote.

g. Click Create Election

4. Once submitted, on the next page you can manage your Election ballot

1.2.4.1.2. How to Create a Ballot
1. Click Create Ballot
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a. Formtitle - insert a brief description for the election, itis bestto include the date
what everyone will be voting on and why they are voting (e.g October AGM to
vote on our new committee and our new logo)

b. Ballot Body -in this section, create the committee positions or proposals
members will be voting on as well as create the options for their voting. Add the
Voting Fields to your ballot.

c. Inthe bottom left corner of each voting section. Make sure each ballot body
section Plurality Vote. This will allow members to vote for only their favourite
candidate or option.

Select Candidates from Voter Groups OR you can manually create a candidate for the
ballot.

Ensure that the voting counting method is set to First past the post

Click Save Ballot

Once the ballot is complete, you must import voters into the election. You can do this by
downloading your membership list CSV on Rubric.

After your voters have been imported, you must then send an announcement email to
your voters to trigger the election. This is down via the Announcement TAB. You can
customize the email template before sending.

On the day of the election, you send out the voting email to voters. This contains a
unique URL that allows them to vote. This is once again done via the announcement
TAB. Itis essential that all voters are imported before sending this email as no one can
be added after this point. Best practice is to schedule your election start time to after
the general meeting start time, to allow time to import new voters before it begins.
Once the voting period ends, you can schedule/send a results emailvia the
Announcements TAB. This will send all election results to voters.

Your election/general meeting is then complete!

Follow this guide to step-by-step screenshots - How to set up an Election on Rubric

1.2.5. Club Committee Compliance

Elected club committee members must complete the following compliance items:

1. Ensure all committee members have a valid Working with Children Check (WWCC)

a. Avolunteer WWCC is free via the Victoria Government website
b. Anemployee WWCC is also accepted

2. Ensure all committee members have completed the required training modules assigned

by Clubs & Sports. They are currently delivered via ELMO and include:

a. Data Management, Security and Privacy - Learn the importance of data
management and security. As a committee, you will have access to your
members' personal information. Itis important to understand appropriate
controls and actions when accessing this information.
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b. Improper Conduct Awareness - Understand and identify situations that could
be considered improper or fraudulent. As you will be handling financial and
private information, itis your responsibility as a committee to learn how to
prevent and know how to report improper conduct within the club.

c. Conflict of Interest - Identify conflicts of interest and understand your
responsibility to serve your members' best interests. Some of the disclosure
content discusses reporting conflicts to the executive board at Swinburne. If this
arises, club committee members should report to their Club’s Officer. Club’s
and Sports will create forms specifically for Club’s to use in between the
semester break.

d. Child Safe Standards - Learn about responsibilities as part of Child Safe
Standards. Child Safe Code of Conduct, commitment to Child Safety. This is
important to understand as a committee in a club that may have members
under the age of 18. Itis important to understand the actions and precautions
your club should take in this instance.

e. Working Together - Cover equal opportunity, diversity, inclusivity and
accessibility. Helps club committees understand their role in fostering an
inclusive and safe environment.

3. Compliance items must be uploaded to Rubric before the club is eligible to use the
platform and access funds each year.

4. Committee members that do not complete their compliance items by the first Sunday in
December each year can be removed from their club committee by the Clubs and
Sports team.

1.2.5.1 How to upload club committee compliance items on Rubric

Club members that are successfully voted into executive positions will need to upload their
compliance items into a folder under the Club Files Tab. We ask that clubs have a sub folder for
each Committee Member, with a photo of their WWCC and all ELMO certificates attached.
Committee members that fail to upload their items into Rubric risk their club funding being
frozen and/or committee members being removed from Rubric and the club committee in
general.

1.3 Club related software

1.3.1 Rubric
1.3.1.1. How to create an account on Rubric

Students can log into Rubric using their student email. From there you can create a password
and login into the platform. You will be asked some data capture information as part of this
process such as your Student ID, Mobile Number etc.
1.3.1.2. How to edit your club page

a. ClickLinkIn Bio onthe top search bar
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This page will show your Club Home Page. From here you can see
Events

Memberships

Merchandise

Committee Members

News

ok wh-

Deals
c. Onthe far left there is a vertical panel, you can drop your Club logo into the circle that
says, “Drop your image here”.

o

On this panel, you can also click the "Edit Profile” button to edit your club description
add links to your discord, email and social media accounts.
e. Youcan click “See live page” to show your club page on the SSA website.

1.3.1.3. How to check your club’s membership list on Rubric
1. Openthe Memberships tab
2. Onthe left-hand navigation panel, select Membership Sales
3. From here you can select if you would like to look at Active, Expired on Pending
applications.

1.3.2 Weel

Weelis the club finance management software that can be used to make purchases for clubs.

1.3.2.1. Weel Card Holder

All registered clubs are eligible to apply for one committee member to become a card holder for
Weel.

Weel allows a club committee member to make transactions on behalf of the club using a
digital debit card. The following restrictions apply:

1. The card holder must sign a declaration of use provided by SSA staff before being issued
with an available budget on their card.

2. Expenses must be approved by SSA staff before purchases are made.

3. Onlyitems (or similar items) that have been approved can be purchased.
The cardholder must upload all associated receipts or invoices within 14 days of
purchase.

5. Itemsthat are requested to be purchased by a club committee member cannot come to
a total of more than $250.

6. Aclub cannot have additional funds added to their Weel card until all previous
outstanding receipts have been uploaded and approved.

1.3.2.2 Breach in Weel Use

If the above guidelines are not adhered to be a club, a Breach Notice will be issued to the club,
the following penalties can be applied:
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1. First Breach: The breach notice will serve as an official warning to the club with no direct
penalties for 12 months.

2. Second Breach: Club Committee Weel limit will be reduced to $100 for a 12-month
period.

3. Third Breach: Weel privileges will be removed from the club for a 12-month period.

1.3.2.2.1. Not uploading a receipt in Weel

In the instance that a club has not uploaded a receipt or tax invoice within 14 days. The
following penalties can be applied:

1. The clubis noteligible to receive further funding until receipts have been uploaded to
Weel.

2. Theclubisfined $10 from available funding every day for every receipt that has not been
uploaded to Weel.

3. Ifavailable club funding has been exhausted, the club is ineligible for registration until
the October registration period the following calendar year.

1.3.2.2.2. Using a personal card instead of Weel for club expenses

In the instance a club card holder uses their personal card by accident instead of their Weel
Card, the following process will apply:

1. The card holder must inform their Club Officerimmediately via clubs@swin.edu.au
detailing:

a. Theclub’s name.
b. The approved expense.
c. The date of transaction
d. The supplier.
e. Thetotal cost of the transaction.
2. Onthefirstincident, provided the club does not have any standing breach notices, a
reimbursement will be made back to the card holder s personal card.
3. Onthe second or repeat incident(s), reimbursements will not be processed to the card
holder.
Club members are encouraged when at checkout to double check their Apple or Google Wallet
to ensure the correct card is being applied to avoid these penalties.

Only the club card holder can be reimbursed for club expenses.

1.3.2.2.3. Using the club Weel card for a personal expense

In the instance a club card holder uses their Weel card by accident instead of their personal
card for a personal expense, the following process will apply:

1. The card holder must inform their Club Officerimmediately via clubs@swin.edu.au
detailing:
a. Theclub’s name.
b. The approved expense.
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c. The date of transaction
d. The supplier.
e. The total cost of the transaction.
2. Onthefirstincident, provided the club does not have any standing breach notices, the
card holder will reimburse the Swinburne Student Association for the expense.
3. Onthe second incident, the club will have their Weel card cancelled for 12 months. All
club payments will need to be purchased by an SSA staff member.

Club members are encouraged when at checkout to double check their Apple or Google Wallet
to ensure the correct card is being applied to avoid these penalties.

1.3.2.3. Changing Weel card holder
In aninstance where the club wants to change Weel ownership, the following processes will
apply:

1. Only one committee member can hold ownership of Weel at a time
This means that the previous owner will lose their access to Weel as the new owner
takes over

3. Eachclub will only be allowed to change owners only once per calendar year
The new proposed Weel owner must make a booking and contact clubs@swin.edu.au

to gain access and subsequently remove access from previous owner

1.3.3 Resource Booker

Resource booker is Swinburne’s resource booking software for equipment and spaces available
on campus. Club committee members are given access to Resource Booker upon completion
of compliance items.

1.3.3.1 How to log onto Resource Booker

1. Clickonthislink - Resource Booker
2. Use your Swinburne student log in details to access Resource Booker

1.3.3.2 How to book a room on Resource Booker

1. Selectthe Make a Booking Tab and select the type of room or space your club wishes to
book for your event e.g. Classroom, lecture hall, Atrium, The Junction.

2. Selectunder each subheading which space you would like to book.

3. Once selected, a calendar of the spaces available times will open.

a. The calendar will show existing bookings for that space, and what times are
available to book on the selected date.

4. Clickthe time you wish to book from and include the details in the required fields such
as Event Name, description, start and end time, estimated number of attendees and a
contact number.

a. Ifthe time you would like to run your event is not available, please consider
using another space if possible or change the time and date for your booking.
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5.

Once completed, this booking is sent to the Timetabling team and will be confirmed
subject to SSA’s approval of your event and security’s approval of your ESR

1.3.3.3 How to book equipment on Resource Booker

1. Selectthe Make a Booking Tab, the select Student Association — Equipment

2. Select which equipment you would like to book.

3. Once selected, a calendar of the spaces available times will open.

a. The calendar will show existing bookings for that equipment, and what times
are available to book on the selected date.

4. Clickthe time you wish to book from and include the details in the required fields such
as Event Name, description, start and end time, estimated number of attendees and a
contact number.

a. Ifthe time you would like to hire equipment is not available, please consider
using alternative equipment if possible or change the time and date for your
booking.

5. Once completed, this booking is sent to the SSA team and will be confirmed subject to
SSA’s approval of your event and security’s approval of your ESR

6. There are some items that SSA Staff can book internally. So please ask your C&S Officer
about an item that you wish to use that isn’t listed, and they can advise you of
availability.

7. You can collect this equipment from the GS Foyer on the day of your event from the
Clubs & Sports Team. Please return to the foyer once the event has concluded and
leave in a clean pile that does not obstruct any walkways through the reception area.

1.3.4 ELMO

ELMO is the club’s software used for committee members to complete their compliance items.

1.3.4.1. How to create an ELMO Profile

These instructions are for self-registering an ELMO profile to access compliance training.

1.
2.
3.

Go to https://swinburne.elmotalent.com.au/register#!/index
Fillin the first 5 form fields as indicated.
In the 6th field, where it says ‘Employee Number’ please re-enter your email address

1.3.4.2. How to log on to ELMO

1.
2.

Go to Elmo’s website - ELMO Application

When the Logging In, the screen will want to sign on with Single Sign on, click ‘Cancel’
immediately

In the Username field, enter in your e-mail address that your ELMO profile is registered
with.

In the Password field enter your temporary password issued by the ELMO administrator
or your reset password.
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5. Onceyou have logged on, choose and enter a secure password in the New Password
field and update your account

6. Once your password has been changed, the system will direct you to the dashboard
where you can get started on your training in the ’To Do List’

1.3.4.3. How to add courses on ELMO

1. Upon login, the Compliance training modules may appear in the ‘To Do’ list.

2. Ifthe modules are not listed, or there are some modules missing, you can search for
them under

3. the course catalogue and self-enrolin each module before returning to your dashboard

to

Complete them.

Click the Learning Tab (left hand side)

Click on the Course Catalogue tab (left hand side)

Enter the name of the course you need to enrolin

N o

1.4 Club Memberships

1.4.1. Student Memberships

A student member is any member that is a Swinburne student within the calendar year of their
membership.

1.4.2. Associate Memberships

An associate member is any member that is not a Swinburne student within the calendar year
of their membership. This includes Alumni, Swinburne Staff, and Club Contractors.

Clubs must charge a fee for Associate members to join. The fee must be a minimum of:

1. $10.00

2. 150% of the student membership fee, whichever fee is higher.

3. Theclub canchoose to set associate membership prices higher than the minimum.
1.4.3 Membership Prices

Itis encouraged that all clubs have a membership fee. Membership fees can be used to provide
services, equipment, and events for members. Clubs can choose to set their own membership
prices.

Any changes to membership fees must be presented to members at the club’s Annual General
Meeting or Inaugural General Meeting.

1.4.4. Creating Memberships
1) Openthe Memberships tab on Rubric

e Select on the left “Create/Edit Memberships”
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e Then push the red button “Create Membership” in the top right, select "New
Membership Type"

2) Fill out the required fields

Name of the Membership (will be either Student or Associate)

How long the membership will be valid for

- set to December 31°' at the conclusion of every year

A brief description of the membership

Make sure your sign-up form includes

- Name, Student email, Mobile number, Student ID

Click Submit and it will be visible on your club page.

Your club page should have a Student Membership and Associate Membership
attached after your page has been set up.

1.5. Club Lockers

Once a club has completed their Asset Register, they can apply for a locker on campus to store

their equipment used for club events. These lockers are available in GS201, The Jungle Room in

the Junction and the Sports Cage in the Multi Story car park. Space will be allocated by the
Clubs and Sports Team based on the size and number of Assets held by the club.

The club must apply for a locker via the Club Locker Hire Form on Rubric.

The Clubs & Sports Team will oversee this application and determine the space required
for your equipment.

Once approved, the club must purchase a Locker Deposit on Rubric, valued at $30 and
sign the Locker Hire Agreement form. Confirmation of this payment plus the Locker Hire
Agreement should be emailed to clubs@swin.edu.au.

Once confirmed with C&S, a club member will attend GS Reception and visit their Clubs
& Sports Officer to collect their key and to double check the key works for their
allocated space (Noting for Sports Cages that the key is to be used and returned each
visit)

1.5.1 Locker Policy

Clubs are not permitted to store the following in SSA Lockers:

1.

Any food, drink, or any other perishable items.

Banknotes and coins.

Lithium-ion batteries, which are charged and/or not installed in a commercially
available device, with which the batteries were obtained, and/or with a capacity
exceeding 99 Watt-hours.

Combustible or explosive materials, liquids, or devices, including gas bottles and
aerosol cans.

Firearms, knives or any other dangerous or controlled weapons, as defined under the
Victorian Control of Weapons Act 1990, or the Firearms Act 1996.
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6. Any otheritem or substance, which would be illegal for an average member of the
public to possess under Victorian or Australian law.
7. Personalitems belonging to a Club Member, not for use by the Club

1.5.2. Locker Check In’s

1) Lockers are checked every 4 months to ensure:

a. Lockers are being used and still required by the club

b. Clubs are complying with Locker Policy, particularly no food storage

c. Assetregisters are up to date as part of regular compliance checks.
2) Any Clubs found in breach of the above Locker Policy will be subject to a Breach notice.
3) SSAreserves theright to access and remove any items that breach the above policy.

1.5.3. Changing of Key Holder

If a club committee key holder is changing (i.e., committee member is not continuing for the
next year):

1) Have the current key holder return the key to reception and notify Clubs once
completed.

2) C&Swill process the $30 locker key deposit refund to that club member.

3) The new key holder needs to pay the $30 Club Locker Hire Deposit on the portal and
agrees to the Locker Hire Agreement.

4) Once the $30 deposit is paid by the new key holder, a Locker Hire Agreement form and
payment confirmation will need to be sent to clubs@swin.edu.au as per the above

process.

2. Events
2.1 How to run an event

2.1.1. How to plan an event

Before submitting an event request, it’s important to plan the details carefully. A well-thought-
out event runs more smoothly and avoids last-minute issues. Taking the time to answer key
questions upfront will help prevent delays, unexpected costs, or logistical headaches.

Here are some essential questions every club should answer before submitting an event
request:

1. Whatis happening at the event? (e.g., activities, performances, speakers)
2. Whoisinvolved? (attendees, special guests, volunteers)
3. How much willit cost? (budget, funding sources, ticketing)
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4. Where and when is it happening? (venue, date, time)

Common Mistakes to Avoid:

NS WD

Submitting an event request without confirming costs and budget.

Forgetting to consider setting up and pack-down times

Not allocating enough volunteers to help run the event

Overlooking safety requirements or risk assessments

Confirming services with a supplier prior to receiving approval.

Confirming services without informing the supplier of payment terms

Not allowing enough turnaround time for Clubs & Sports approval

Failing to consider security clearance timelines (3-5 business days) for an on-campus
event

If you’re unsure about any of these details, book a meeting with your Clubs Officer for guidance.

Plannin

g ahead makes all the difference!

2.1.2. Submitting Event Approvals on Rubric

This is now a two-step process via Rubric:

1)

2)

2.1.2.1.

Event and Grant Request Form —This form is used for applying for funding for your event.
This includes applying for all 3 tiers of grants (Micro, General and Major Grants)

Event Approval Form - Once your Event and Grant Request Form has been approved,
you must create your event in the Events tab to have it approved and pushed live on site.

Please note: This process may slightly change in 2026 with the new club funding
model. This section will be updated if any changes occur and will be
communicated to all club executives.

Submitting an Event and Grant Request Form

Go to the Forms tab
Under Grant Forms
o Goto Event and Grant Request Form

2 Introduction

Event Name —What are you going to call your event? Make it sound interesting to your
members

Description — Ensure that your description has sufficient detail on what people will be
doing at the event, where it is held, what time the event will be held, if itis exclusive to
members, the Swinburne community or everyone, if there is a cost involved to attend,
what the cost is and what the cost will cover.

Event Date and Time

Event Run sheet - A timeline and schedule of that outlines the order of activities and
tasks that are done throughout the event timeframe
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a. Run sheetis notrequired for funds under $200
b. Basic Run sheet is required for funds from $200-$1000
c. Detailed Run sheet is required for funds over $1000
5. Third Party Collaborators: Are you going to be working with an internal Swinburne club(s)
/ faculties and/or external group(s)? Let us know who they are, what they do, if they are
providing any funding for the event, and what funding they will be providing (if
applicable)
6. Isthisareoccurring event? If yes, please add all the dates when the event will be held.

2.1.2.1.2 Location

Select Location Type — will your event be on campus, off campus, or online

2.1.2.1.2.1 On-campus event

1. Venue Booking - Upload a screenshot of your room booking from Resource Booker.
a. Bookings must be made via Resource Booker,
b. Please referto handbook section 1.3.3. Resource Booker for more information

on how to book rooms
2. Venue name - List what room you are booking on campus?
3. Forlarge scale or high-risk events, please ensure an ESR is completed with Swinburne
Security. Please see the How to Complete ESR section below.

2.1.2.1.2.2. Off-campus event
1. Does this eventrequire an overnight stay? — let us know if you will be staying at the
venue overnight.

a. Ifaneventis proposed to have an overnight stay, all participants will be required
to complete a medical form, liability waiver, financial waiver, and
acknowledgement of SSA policy. Please see below Medical and Participant
Disclosure Section.

2. Venue Name -what is the venue called?
3. Venue address —where is the venue?

4. Venue booking quotes (if applicable) — upload evidence of the venue hire costs, the total
funds required for venue hire, venue contact name and venue contact number.

5. Travelltinerary —let us know your travel itinerary for your event. If required, the club will
be promoted to upload a copy of the travelitinerary for approval.
a. ATravelltinerary is required for any event outside of metropolitan Melbourne.
b. ATravel ltinerary should include items such as meet up time and location,
carpooling or transportations plans, expected arrival time at location, activities
that are being completed by the group, members who are responsible and

.
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delegated to such duties

Is there any Travel Cost expected? — will the club or attendees need to consider travel
costs for the event.
a. IfYes-Which party is expected to incur the travel cost? Club or Individual
b. If Club - Upload Travel Expenses Quotes, Invoice or evidence of expected cost
c. IfIndividual - describe breakdown of how attendees are expected to arrive at the
location and details of costs they may incur such as public transport, uber
charges, car rental or other modes of transport costs.

Is there Travel Insurance Required for this event? — club members may need travel
insurance if the event is overseas.
a. If Yes—Which party is expected to incur the travel cost? Club or Individual
b. If Club-Upload a quote, invoice or evidence of expected expenses.

i. The Club must have money in their Club account to cover the cost of
travelinsurance. The Club cannot apply for grant funding for travel
insurance.

c. IfIndividual - provide an overview of the type of insurance coverage the
individual will need and the estimated costs for a Clubs Officer to review.

2.1.2.1.2.3. Online

2.1.

2.1.

Online Platform - please list platforms you are planning to use, i.e. Zoom, Microsoft
Teams, Discord etc.

2.2.3. Funding

1.

Include what Funding Type you wish to use for your event

No-Fund event: Event that requires no funding

Club Account: Events that will be solely funded by club account holdings

Micro grant: Small, low-cost activities or events up to $200

General Grant: Medium-sized events with expense requiring between $200 - $1000
Major Grant: Special Large-scale events that require over $1000. Please see Major
Grant Section for further details.

Description — Write a brief description of what the club would like to purchase in the
funding application. Example: Decorations and food for the end of semester party.

Invoices/Quotes — write the item name, upload a file of the quote, invoice, screenshot,
evidence of expected expense, and total amount you are seeking for the item.

2.2.4. Risk Assessment

1.

Provide the details of the emergency contact - include full name and mobile

+

Swinburne Student Association




Internal

State whether there will be alcohol at the event

Please note no alcoholis allowed on campus for club events

Ensure events are always run at RSA complaint venues

Ensure there are sober officers and emergency drivers for day trips, pub crawls or
overnight events.

Ensure controls are in place for safe consumption

If private RSA is being used, please upload this as part of your application

Will there be food served?

If Licensed Caterers, such as food trucks, please upload food handling certificates
to application

If Self Service, please upload your own food handling certificate

Please note that food handling certificates only apply to serving food. Any events
that involve preparation or cooking are not covered and therefore not allowed.

Please details of your first aider if applicable for high-risk events —include full name and
mobile number

If your event contains licensing, ensure that this is sent to your clubs and sports officer

as part of your application.

There is arequirement to obtain screening rights from the movie holder. If your club
event involves a movie screening, then there is a requirement to obtain screening
rights from the movie holder. This license allows you to screen your movie in public
and charge admission fees if applicable.

SSA has an account with Village Roadshow which you can request films on the
club's behalf. Contact's name is Michael — michael_firmani@roadshow.com.au

Please note that once a movie license has been secured and paid, you must provide
a physical copy of the movie such as a DVD and not use any streaming service to
display the film. This is because streaming services have their own privacy policies
on public screenings that do now allow them to be used for commercial or external
screenings. Village Roadshow can rent the film as part of your license but must be
arranged 14 days prior to your event.

If your event is going to be ticketed, make sure that this is included in your licensing
application as charges for the film can differ depending on this. For any questions or
concerns with this process, please reach out to the Clubs & Sports team for
assistance.

Upload arisk assessment

+
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The risk assessment
template helps clubs plan
all potential risks involved
with an event. The
spreadsheetis splitinto a
traffic light system, to
determine the safety of
your club's event.

Each sheetincludes the
potential risks associated,
risk ratings with no
controls, consequences of
the risks, the likelihood of
the risks, controls to putin
place to reduce the
likelihood of the risks and
the rating for the likelihood
of risks affecting the

event. Acommittee
member must sign the
colored risk assessment
relevant to that event. Itis
mandatory for all events to
sign the Green Risk
Assessment, as these
risks are present across all
events.

|
N N

Which Risk Assessment
should | complete?

Swinburne Student Association

Start: Planning an Activity or Event ...

Will students be doing anything at height or around deep water?
e.g. skiing, swimming, flying, cheerleading, porkour, near the beoch

¢

y
f Will it be located \

OFF Campus?

e.g. non swinburne
compus

No

f Will alcohol be \

served?

e.g. o bar, not BYO

Will you be cooking
or preparing food

from scratch?

@.g not purchased

Will there be

external guests?

eg. cotering, VIPs

Will there be over
100 attendees?

€.g. students, guests

Yes

Need holp?
Contact the SSA team
cluba@®swin.edu.ou

1. Complete the decision tree to assess your event.
You can view the template via the “Event Examples” tab to determine which colour

assessment will match your event. Please sign all relevant areas to your event under

each coloured section and include your planned controls to mitigate risk.

Complete your required assessment based on Step 1. Please note that Green

Assessment is mandatory for all events and all controls must be signed.

3. Submityourrisk assessment as part of the event process via Rubric.

A

|

~
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4. 4)Post event, complete the post event review. This is not required, but good
practice.

2.1.2.2.5 Event Club Bank Account or Event SSA Bank Account Request

Do you want to draw down from the club bank account balance or SSA bank account
Balance - let us know which you wish to draw from for your event.

Both Forms must be submitted, even if you are not drawing from one of the accounts.
Once submitted, the event and grant request form will be submitted to the Clubs and
Sports Team for review.

2.1.8.2. How to submit an Event Approval Form

Once your Event and Grant Funds Request has been approved, you can now create your event

on Rubric.

1.
2.

Go to Events tab
Create New Event
e Choose either Create Event or Create Collaborative Event (if with multiple clubs)

2.1.3.2.1 Event Information

Include your Event Name and start/end dates and times. Ensure this matches your
funds request

Promo banner - this photo will promote your event on the SSA website. Attach a catchy
image to get eyeballs on your event

Include an event address via Google Maps. If Online, please click the relevant button to
erase the map.

Include an event description. Include as per the funds request what is occurring, costs
to students, start and end times/dates, location etc.

2.1.8.2.2 Ticketing

1.

U

Assign a start date for selling tickets and a final date you wish to take sales.

If there is a total number of tickets to be sold, ensure this is putin the relevant section

If there is a max tickets per order, ensure you set this in the relevant section

Ensure you click "Absorb Selling Fees"; SSA will cover these costs.

Assign your ticket by clicking Add Ticket

e |[fafree event, setthe costto $0

e Ifthereisacost, put thisintherelevantfield

e Labelthe ticket that you wish to sell.

o [f differing tickets tiers e.g. club members vs associate vs public sales, you can add
as many ticket types as possible to the event.

|
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e Thereis an option onyour ticket to click "Allow club members only to purchase this
ticket."

2.1.3.2.3 SSA Questions

1. Pick your approved Event and Grant Funds Request Form from the drop down.
You will not be able to complete the form without this being approved.

2. Provide the details of the emergency contact - include full name and mobile

3. Provide details of First Aider if applicable for high-risk events

4. Submit your approved ESR to the application (please refer to the below Event Support
Request Forms for more information)

You can then choose to bundle merchandise to your event and overview the entire event before
final submission.

2.1.3.1.2.1.1. Event Support Request Forms

An Event Support Request (ESR) lets the security team know that an event is happening on
campus.
Not all events will require an ESR. You will require an ESR if your club’s on-campus event meet
any of the following conditions:

1. Anexternal guestis attending (e.g. speaker, performer, vendor)

2. Theeventoccurs at night/outside standard building hours (so security can support

access and room status)

3. The event has more than 100 attendees (expected or registered)

4. Alcoholisintended to be served

5. Sporting or high risk related event.

The Clubs and Sports, Security and Health and Safety team reserve the right to request an ESR
where the event’s risk profile warrants it (e.g. unusual activities, equipment use, locations, or
high-risk)

The link to your ESRis sent in your resource booker confirmation email once you’ve booked a
space on campus for your event. Clubs with large participant numbers or an event deemed high
risk must submit an ESR alongside their Event and Grant Request Form.

2.1.3.1.2.1.1.1 How to submit an Event Support Request
2.1.3.1.2.1.1.1.1 Guarantor Information
1. Tocomplete an Event Security request, click this link - Facilities & Services - Event
Support Request
2. Resource Booker Reference Number — check on Resource Booker to identify your
reference number
3. Full Name, Email Address, Contact Number, Area - let them know who you are.
2.1.3.1.2.1.1.1.2. Booking Details
1. Booking/Event Name — Make sure the name matches your booking in Resource Booker
2. Start Date/End Date — What day(s) is your booking for

.
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Booking Start Time/Booking End Time — What time is your booking on Resource Booker
Location or Location Type — Where is the event on campus?

Campus - Which campus (Hawthorn, Wantirna, Croydon) is the event being held on?
Is any part of the event held outdoors?

Booking summary - give a quick summary of what will happen at the event.

Number of attendees — how many people do you expect to attend?

O 0N kw

Crowd control requirements - click if everyone you expect at the end will be at the event
at the same time or will there be a varying number of attendees throughout the booking
time.
10. If the event is over a number of days, please provide a breakdown of attendees for each
day - provide a detailed breakdown of expected attendance for each day of your event.
If you only have 1 day, you can leave this section blank.
Security requires a minimum 3-5 days for approval
Any questions or follow-ups regarding your status of your ESR, please contact
security@swin.edu.au
Please refer to the handbook section on Event Support Requests for further information on how
to submit an ESR.
2.1.3.1.2.1.1.1.3. Cleaning, Porterage and Parking Requests
1. Willyou require cleaning? — consider the elements of your event, if you are expecting a
lot of people, there is potential that carpets or floors will need to be cleaned then you
will likely need cleaning. There is a cost to the club for cleaning.
2. Willyou require porterage services? - Do you need anything moved to space or from the
space you are using? There is a cost for porterage on campus.
3. Isvisitor parking required? — are you bringing external parties on campus that may
require visitor parking? There is a cost to book parking spaces.
2.1.3.1.2.1.1.1.4. Advertising/Marketing
1. Willyou be advertising your event on campus? — let security know if you are planning on
having any posters around campus. Posters must meet the guidelines in section
1.1.4.2. Posters
2.1.3.1.2.1.1.1.5. Alcohol Consumption & Serving
1. Willalcohol be served at this event? — security needs to know if there is alcohol at your
event. Serving alcohol will require additional security at the club’s cost.
2.1.3.1.2.1.1.1.6. Food Preparation & Storage
1. Willfood or drink be served at this event? — security needs to know if food will be served
to understand risks at the event. If you answer yes, there are additional questions you
will need to answer.
2.1.83.1.2.1.1.1.7. Patron/Contractors/Visitors
1. Patron Demographics — Who will be attending the event? If you have non-Swinburne
staff and students attending, please select other.
2. Please indicate if dignitaries are in attendance — Will the Chancellor, Vice Chancelor or
dignitaries be attending, if they are, please indicate the time they will be attending.

+

Swinburne Student Association




Internal

a. Adignitary could be a member of local, state, or federal government or other
prominent member of the community.
3. Please selectif externals are in attendance - if you have non-Swinburne students or
staff in attendance, you will need to provide details of who will be coming on campus
2.1.3.1.2.1.1.1.8. Security Requirements
1. Do you have any specific requirements for security? — carefully read through the guide
provided by security on the type of events that may require additional security
2.1.3.1.2.1.1.1.9. Signature of Guarantor
1. Checkthe box to acknowledge that all the information you have provided is correct.
2.1.3.1.2.1.1.1.10 Submit Your Request
3. By selecting next, you will be completing your request.

2.1.3.1.2.1.2. Editing or changing an ESR after submission
If you need to edit or change an ESR after submission. Email securitysut@swin.edu.au with the
following information:

o ESR Reference.

Name of Event (on original ESR).

Date and Time of the Event (on original ESR).

Venue (on original ESR).

Changes to Date and Time (if applicable).

Changes to Venue (if applicable).

Changes to Patron/Contractors/Visitors (if applicable).

0O 0O O O O

2.1.3.1.2.1.3. Considerations for Security Requests

Swinburne University of Technology hosts hundreds of events each year, and a vast majority of
them do not require security; however, Campus Security reserves the right to determine the
exact number of security officers required for any event. Should a Club event require additional
security, this will need to be funded by the student club.

Security is responsible for keeping the peace, protecting university property, and maintaining
the safety and security of the participants along with the wider Swinburne Community.

Submit your request via the Event Support Request (ESR) at least one week prior to the event to
allow sufficient time for review and processing. Requests received outside of this notice period
will not be approved, and your event will not be able to proceed. For larger scale events we
request a minimum notice of six weeks to ensure appropriate planning and discussions can be
completed prior to the event occurring. Please note, you must have booked a space on campus
via Resource Booker before completing the ESR. If you have any questions about the form or
other issues concerning event security, please contact securitysut@swin.edu.au

All security officer requests are for a minimum of four hours call out for each officer.

.
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If an event is cancelled, you must notify Security at least four hours prior to the event's start
time. Failure to properly notify Security of a cancellation will result in a charge of four hours for
each officer assigned to the event.

Clubs should not consider an event to be approved until both the Event Support Request
(Security) and Event Approval Form (Student Association) have been approved. Security
reserves the right to request an event organizer to end their event without notice where the two
approvals have not been provided.

2.1.4. Health Safety and Wellbeing Induction Guide (Contractors, Visitors, Suppliers)

For high-risk events on campus, there will be an additional requirement to submit a risk
assessment with Health, Safety & Wellbeing (HSW). This is to ensure the event will be safely
run, and the university can assess any extra resources and/or controls that the club must putin
place for the event. The link below will be sent to clubs after a successful event submission.
Before submitting your risk assessment to HSW, please ensure that it is reviewed and signed by
the Clubs & Sports Team. For any questions regarding the Risk Assessment or Safety Concerns,
reach out directly to the HSW team via email healthsafetywellbeing@swin.edu.au

Risk Assessment Form: Health-Safety-and-Wellbeing-General-Risk-Assessment-HSW-
MSP-PR06-FM02-v1.1

2.1.5. How to raise an FMI Work Order

Some events on campus will require extra maintenance assistance for pre and post event. This
could include:

e Setup and return of furniture to suitroom layouts
e Porterage of heavy equipmentin and out of campus spaces
e Cleaning of campus spaces post event

If your event requires this service, please as part of the event approval process reach out to
your Clubs and Sports Officer, who can raise this on your behalf with the Swinburne
Maintenance team.

2.1.6. Medical and Participant Waivers

For events that are high risk, clubs will have to get members to complete medical and release
waivers before participating in the event. Examples of high-risk events include:

e Sports events.

e Overnight trips.

e GoKarting.

e Cookingclasses

e Interstate or overseas trips
e Campingevents

|
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Forms that will need to be completed will be:

e Participant Agreement and Medical Disclosure/Emergency Treatment Consent Form

e Fill out this online form -https://www.swinburnestudentassociation.com.au/part-dec

For events deemed high risk, your clubs and sports officer will be in touch when approving your
event to arrange these forms and set up shared documents to track form progress and medical
waivers to trip leaders in case of emergencies. Please note that if club members do not
complete these forms prior to the commencement of the event, they will not be able to attend
or participate. Clubs found to have breached this policy will be subject to a breach of notice
with significant sanctions. You can access the form on the share drive with the above link!

2.1.5. New Supplier Information Pack

2.1.5.1. Swinburne Supplier Registration

All Swinburne Student Association suppliers (including those of Swinburne Student Association
student clubs, associations or societies) must complete a Swinburne Supplier form at the time
of first engagement. The Swinburne Supplier form must be accompanied by one valid form of
supporting documentation verifying the supplier's banking
information.

O Swinburne Supplier form (refer Appendix A), and

[0 Acopy of a Bank Statement or bank letter verifying the supplier account details, or

O A supplier letterhead with confirmation of the supplier's banking details.

2.1.5.2. Tax Invoice Requirements

All goods and services, of any form or nature, supplied to Swinburne Student Association (or
any of Swinburne Student
Association's student clubs, associations or societies) must be accompanied by a valid Tax
Invoice that satisfies both Australian tax requirements and SSA policies. All Tax Invoices must
include, at a minimum, the following information;
O The words "Tax Invoice" are at the top.
O The supplier's identity and contact information;
o Company name
o Supplier Address
o Supplier Telephone number
o Supplier Email address
O The suppliers Australian Business Number (ABN).
o Note: If the seller does not hold an ABN, withholding tax may be applied unless
a Statement by a Supplier is provided (refer to Appendix B).
The invoice date and a unique invoice number.
The buyer's identity and contact information;
o Swinburne Student Association
H76 Ground Floor, GS Building 34 Wakefield Street
Hawthorn VIC 3122
0 A description of the goods and/or services provided, including the quantity (if
applicable) and the unit price.
O The GST amount (if any) is payable.
o Note: If the seller is not registered for GST, the words "Not registered for GST"

oagd
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must be stated on the document.
The total amount payable inclusive of GST (if any).
The supplier's payment information;
Bank Name Account Name
BSB
Account Number

oOooond

Note: Tax Invoices which do not contain all the requested information will not be accepted.

2.1.5.8. Our Payment Terms

Our Finance Team is responsible for the control and release of all Swinburne Student
Association supplier payments (including those of Swinburne Student Association student
clubs, associations or societies). All goods and services, of any form or nature, provided to
Swinburne Student Association (or Swinburne Student Association student clubs, associations
or societies) will be paid for in accordance with SSA's standard payment terms.

2.1.5.4. Contact Us

For more information, contact us via email or telephone;

Swinburne Student Association -- Clubs & Sport
Email: clubs@swin.edu.au
Phone: (03) 9214 5445

Appendix
Appendix A: Swinburne Supplier form (For all new suppliers)

Appendix B: Statement by a Supplier (For suppliers who do not hold an Australian Business
Number)

|
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2.1.5.5. Confirmation of Banking Details

a. a copy of a bank statement or bank letter verifying the supplier account details;
b. a supplier letterhead with confirmation of banking details

For office use Only Application Type
Reference New
Initiator Amend:

Contact Details

Trading Name (as on invoice)

Legal Business Name

Address

Registered for GST? (Yes/No)
ABN
Finance Contact Name

Finance Phone number

Finance Contact email

Remittance email

Banking Details (AUSTRALIAN VENDORS)

Account Name

Account Number

Branch Number (BSB)
Bank Name

Banking Details (INTERNATIONAL VENDORS)
Account Name
Account Number/IBAN
Bank Name

Bank Address

SWIFT Code
Routing/ABA/Fedwire

Declaration

I, , confirm thatthe banking details provided above are correct and that all

invoices and statements sentto SSA via

operations@swin.edu.au.

Title:

Signature: Date:
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Australian Government

4% Australian Taxation Office

Complete this statementif the following
applies:

you are anindividual or abusiness

you have supplied goods or services to
another
enterprise (the payer), and

you are not required to quote an Australia
business
number (ABN).

Statement by a supplier

HOW TO COMPLETE THE STATEMENT

Print clearly in BLOCK LETTERS using a black pen only.

Use BLOCK LETTERS and print one character in each box.
Place Xin all applicable boxes.

o Payers can check ABN records of suppliers by visiting
abr.business.gov.au or phoning 13 72 26 24 hours a day, 7

days a week.

Section A: Supplier details

Your name

INNEEEENEEEEEEEEENENEEEENEEEEEEEEEEEEE
IR NN EEENEEEENEERENEEN

Your address

IR EEEEEENNEEEEEEEN
IR NN EEENEEEEEEEE

Suburb/town

State/territory Postcode

oo e e e e e pee

Reason/s for not quoting an ABN Place Xin the appropriate box/es.

|:| The payer is not making the paymentinthe course The supplier is an individual and has given the payer a
of carrying on an enterprise in Australia. written statement to the effect that the supply is
The supplierisanindividual aged under 18 years either: madein the course or furtherance of an

|:| and the payment does not exceed $350 a week. activity done as a private recreational pursuit or

. hobby, or
The payment does not exceed $75, excluding any
goods and services tax (GST). |:| wholly of a private or domestic nature (from the

supplier’s perspective).
|:| The supply that the paymentrelates to is wholly input taxed.

The supply is made by anindividual or partnership
|:| without a reasonable expectation of profit or gain.
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The supplier is not entitled to an ABN as they are not
|:| carrying on an enterprise in Australia.

The whole of the paymentis exemptincome
for the supplier.

Section B: Declaration
Forinformation aboutyour privacy, visit our website at ato.gov.au/privacy

Under pay asyou go (PAYG) legislation and guidelines administered by us, the named supplieris not quoting an ABN for
the current and future supply of goods or services for the reason or reasons indicated.

Name of supplier (or authorised person)

IR EEENEEEEEEE

Signature of supplier (or authorised person) Daytime phone number
Date
Day Month Year
IR EN
0 Penalties apply for deliberately making afalse or e Do not send this statement to us.
misleading statement.

Give the completed statementto any payerthatyou are
supplying goods or services to. The payer must keep this
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2.1.6. No Club Event Days

Club are not permitted to hold club events during Orientation and Launch Week (Week 1)
activation periods at the start of each semester from 11:30am-2:30pm

2.2. How to book and run a club BBQ on campus

Throughout the year, Clubs & Sports Team provide days where clubs can run BBQs on campus.
BBQs are used as a fundraiser to earn more revenue to pay for coming expenses throughout the
year. Expression of Interest forms will be sent out to the Clubs, requests for time slots from
clubs will be fulfilled, and the club notified by the C&S Team of the confirmation.

Requirements:

Food handlers' certificate.

This can be completed via Home - DoFoodSafely.
Enough hands to work the BBQ

The C&S Team in 2025 are offering to support these BBQs with BBQ Kits, made up with the
essentials. This being knives, napkins, chopping boards, sauce, oil etc. The items that the club
needs to purchase using approved payment methods are the perishable items, bread,
sausages and/or onion and cheese.

The location of where to book the BBQ Kit is on Resource Booker, titled: OP George Corner.
The location of the BBQ itself is Resource Booker, itis titled: OP George Corner.

You must liase with your clubs and sports officer to arrange handover of the BBQ key with
security. Please do this the day prior to your event.

2.3. Event Marketing and Promotion

Marketing of events can only occur once an event has been at a minimum conditionally
approved in writing by the Clubs & Sports Team. If a club is found to marketing an event without
prior approval, they will receive a breach notice and asked to take down or remove the
marketing/promotional materials until approval has been confirmed. Please see the above Club
Communications, Advertising & Social Media Guidelines section of this handbook for more
information on advertising and promotion of your club events.

3.1. Club Funding Model

3.1.1. Funding Categories
Clubs have access to two types of funding: Grant Funding and Club Account. Each has different

rules on how it can be used; it is important to understand the distinction.

3.1.1.1. Club Account

After registration of a club, each club is assigned a Club Account. The Club Account is
controlled by the SSA Finance team.


https://dofoodsafely.health.vic.gov.au/index.php/en/
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The Club Account is a reflection of funds the club has generated on its own by raising revenue
through membership fees, sponsorships, ticket sales, merchandise, other club products,
fundraising and incentives such as winning awards.

The Club Account balance is rolled over each year, provided the club successfully re-registers
within the registration period.

The club committee can nominate to spend money from the club account at any time by
selecting Club Account as the funding option when applying for funding for an event,
equipment, or other club expenses.

3.1.1.1.1. What can | use my Club Account for?

Clubs can use this money however they choose, including expenses that don’t fit within SSAF
funding rules. There’s no cap on how much a club can generate or spend, but a funds request
must be submitted to the Clubs & Sport team before using the funds. The Club Account cannot
be used for:

1. Personal expenses of club committee members or members, including personal travel
and vehicle expenses.

2. Nicotine and tobacco products.

3. llicit orillegal products such as fireworks.

3.1.1.2. Grant Funding

Grant funding is any funding provided to a club by the SSA. There are 3 types of grant funding
categories that clubs can access, with limits to the total amount of money a club can access
eachyear.

3.1.1.2.1. What can | use grant funding for?
Grant Funding must be used for expenses in one of the following categories:

Providing food to students on campus.

Providing drinks (non-alcoholic) to students on campus.
Hiring sport facilities for club activities.

Hiring other facilities for club events.

Recreational activities at club events.

Purchase equipment for club activities.

Artistic activities.

Materials for artistic activities for club events.

O 0N W

Production of advertising material for club events.

3.1.1.3.1 2026 Club Funding Model

Clubs must:
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e Becurrently registered with SSA Clubs & Sports and in good standing (no overdue
acquittals or compliance breaches).

e Use funds for student-facing activities aligned to SSA or the club’s stated purpose (no
private benefit).

e Follow SSA procurement, brand and risk requirements (templates, approvals, permits
where relevant).

e Note: Political clubs are ineligible for all grants.

We’ve designed your funding model to
support your club at every stage of its
growth.

PART 2: Growth Funding
Fuelling your ambitions

Your Club’s Funding Journey

PART 1: Foundational Funding
Securing your base

"’/ Membershup

_.. Boost

Booster @
Grant ' - Q

\/ V\/

Membershlp
Fee Match

®

Special
Project Grants

Activation
Of Grant

3.1.1.3.2 Types of Funding

Grant Purpose Amount Clubs | Key Eligibility | Key Settings /
Can Receive / Notes
Request
Activation Kick-start O- $500 per Non-political; Paid mid-January;
Grant Week and early- | eligible club registered with | must be spent by
semester (fixed, once SSA; in good end of Week 1, April;
engagement. per year). standing as at | unused funds
mid-January. clawed back; S2 new
clubs may be pro-
rated; underspend
may top up other
grants.
Membership Reward and Band-based Non-political; One payment per
Boost incentivise payment at registered; club peryear;
active student COB Friday, good standing; | snapshot at Week 1,
membership. Week 1 April: member April; S2 new clubs
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25-50: $250;
51-100: $500;
101-150: $750;

numbers
validated in
SSA’s system;

may be pro-rated;
underspend may be
redirected to

151-200: student oversubscribed
$1,000; 201- members only | grants.
250: $1,500; (no
250+: $2,000; | associates).
750+: $5,000
(or pro-rated).
Membership Reduce cost SSA matches Non-political, Opens 1 April 2026;
Fee Match barriers while verified registered, competitive, first-
(Dollar-for- supporting student good standing, | come, first-served;
Dollar) sustainable membership student fees one application per
membership feesup to only (no club peryear;
fees. $1,000 per associates); initiated via C&S
club peryear. excludes staff; can sit
bundled hire, alongside
equipment Membership Boost
levies, but the same
coaching, payment cannot
uniforms, unlock multiple per-
third-party member subsidies.
access
charges,
evidence of
payments
required.
Booster Quick micro- Multiple Non-political, Fast decisions
Grants grants to keep applications registered, (around 14 days);
regular activity allowed; good standing; | competitive and
going. combined minimum first-come, first-
Booster total activity: 2 served; may receive
up to $1,000 events in Sem | extrafunds from
per club per 1,4 eventsin undersubscribed
semester. Sem 2 to date; | pools at SSA’s

proposals
show student
benefit, value
for money and
basic risk
compliance.

discretion. Uses
Booster rubric
(feasibility,
alignment, budget,
plan, inclusion, risk,
impact).
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proposalis a
signature
program/series
(festival,
conference,
major
competition).

Special Help solid, Clubs can =5eventsin Competitive;
Projects active clubs request current assessed monthly
Grant-SPG-1 | levelupa $1,000- academic by Clubs & Sports
growing program | $3,000. year; up-to- Committee; SSA
or pilot a new date financials | may re-tier if
series. and admin; evidence is weak;
non-political; can be stepping-
good standing. | stone towards larger
SPG tiers.
Special Scale successful | Clubs can =10 eventsin Competitive;
Projects programs to request current monthly
Grant-SPG-2 | reach more of $3,000- academic assessment;
the Swinburne $4,000. year; = 50 includes one
community. student planning meeting
members; with SSA E&E; SSA
impact beyond | may re-tier; suitable
core members | for larger, more
(open inclusive
activations, activations.
collabs, cross-
cohortreach).
Special Support flagship, | Clubs can =15 eventsin Competitive;
Projects high-impact, request current monthly
Grant-SPG-3 | higher-risk $4,000+ (for academic assessment; may
programs/series. | major year; =100 use milestone
signature student payments; SSA E&E
programs). members; and Comms provide

event/promo
support; tie-breaks
prioritise inclusion &
safety, then reach,
then value for
money.

3.1.1.3.3 FIXED BUDGET GRANTS - Foundational Funding

a. Activation Grant

Purpose: Baseline funding to help every eligible club activate O-Week and early semester

activities.
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Grant amount

e Fixed amount of $500 per club (one payment per year).

Key eligibility
e Clubis non-political, registered and in good standing as at mid-January.

e Funds are used for early-semester student engagement (e.g. O-Week stalls, welcome
events, tasters).

Basic settings
e Paidin late January.
e Must be spent by the end of Week 1 in April; unused funds are clawed back from the
SSAF account.
e New clubs formed in Semester 2 may be pro-rated at SSA’s discretion.

b. Membership Boost

Purpose: Reward and incentivise clubs that are growing and maintaining active student
membership.

Grant amount
Based on verified student members (no associates) as at 9am Wednesday, 1 April 2026:
e 25-50 members: $250
e 51-100 members: $500
e 101-150 members: $750
e 151-200 members: $1,000
e 201-250 members: $1,500
e 251+ members: $2,000
e 750+ members: $5,000 (or pro-rated at SSA’s discretion)

Key eligibility
e Only current Swinburne student members count towards bands.
e Members must be validated in SSA’s official system (RUBRIC).
e Clubis non-political, registered and in good standing.

Basic settings

e One payment per club per year.

e Snapshot taken at 9am Wednesday, 1 April 2026.

o New Semester 2 clubs may be pro-rated at SSA’s discretion
e Automatically paid into your clubs SSAF account
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c. Dollar-for-Dollar Membership Match (Membership Fee Match)

Purpose: Support clubs to charge sustainable membership fees while reducing cost barriers
for students.

Grant amount

e SSA matches the student membership fee actually paid, up to $1,000 per club per
year.
o Example: Your club has 90 student members paying a $10 fee. You collect $900 >
SSA matches it with $900.
o Example: Your club has 110 student members paying a $20 fee. You collect $2,200
- SSA matches it with a maximum cap of $1,000.

Key eligibility
e Only student membership fees are matchable; associate/non-student memberships
are excluded.
e Excludes bundled facility hire, equipment levies, coaching fees, uniforms, or third-
party access charges.
e Club provides fee structure and payment evidence as requested by SSA.
e Clubis non-political, registered and in good standing.

Basic settings

e Available from 1 April 2026 until the pool is exhausted.

e One application per club per year.

e Competitive and first-come, first-served.

e Clubsinitiate the process by contacting their C&S staff members via
clubs@swin.edu.au

e Canbe used alongside Membership Boost, but the same member's payment cannot
unlock multiple per-member subsidies.

3.1.1.3.2 FIXED BUDGET GRANTS - Growth Funding

a. Booster Grants

Purpose: Quick micro-grants to keep club activities regular and responsive across the
semester. Also used for equipment or resources.
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Grant amount
e Multiple Booster applications are allowed per semester, but the combined Booster
total cannot exceed $1,000 per club per semester.

Key eligibility
e Clubis non-political, registered and in good standing.
e Minimum event activity to “unlock” Booster in each semester:
a. Semester 1: at least 2 events already delivered or firmly scheduled.
b. Semester 2: at least 4 events already delivered or firmly scheduled to date.
e Proposals must demonstrate clear student benefit and value for money and use SSA
risk/compliance tools.

Basic settings

e Designed for small, timely contributions (e.g. catering, materials, room upgrades, low-
cost activations).

e Decisions typically made within 7 days.

e Competitive and first-come, first-served.

Assessment
a. Applications are assessed by C&S Officers via a standard matrix covering:
e Event/program definition and feasibility.
e Alignment with club purpose and student need.
e Budget quality and quotes/payment schedule.
e Project plan and roles (including run sheet where relevant).
e Community benefit and inclusion.
e Riskand compliance (templates, waivers, training).
e |mpact and growth potential (membership, reach, pathway to SPG).
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Alignment with club

« Event description gives an
understanding of what the event
is.

* No date provided, no venue
locked in.

* Club does not mention how the

Grant amount
Multiple Booster applications are allowed per semester, but the

combined Booster total cannot exceed $1,000 per club per semester.

« Event gives an

+

Swinburne Student Association

Minimum events to “unlock” Booster in each semester:

Semester 1: at least 2 events already delivered or firmly scheduled.

Semester 2: at least 4 events already delivered or firmly scheduled to date.

« Event

includes a
what the event is, when the event is und
where the eventis. event, if a costisinvolved in the event.

« Event sh .« Include f z

« Eventis deemed deliverable in semester.

« Club mentions how the event aligns with the

of what
will be doing at the event, when the event is, location of

- Event gives clear details of what participants will be doing during event,
when the eventis, location, if costs are involved in the event (what the costs cover).

« Venue and dates are locked in.

« Event
wet weather etc.

semester, with locked in for back up space,

« The Club mentions how the event is aligned with the Club's  « The Club demonstrates a clear link to the Club's purpose and provides an explanation of

purpose and student event aligns to the Club's purpose Club's purpose purpose. how the event will contribute to the Club's suslcmabmlu and gmwxn
n « The Club provides evidence of consultation with club  The Club provi ire for the event
‘members on a desire for the event,
Budget quality and «+ Club has not included all quotes  » Club has included the Club's and Sports « Club has included the Club's and Sports budget template  « The Cl ictelr
quote/payment required for the grant budget template with rough costs of the with most costs and quotes attached. « The Clubhas
schedule event. « Club has included some quotes that meet SSA guidelines. + TheCl the Club
« Nopayment schedule has been included. « Clubhasincluded a rough payment schedule. por expected parson, lsted the tems as essental and dosiabio bosed off need to run the

Project Plan and

« The Club has not included an

« Club has included a project plon and/or

event,i

« Club has included a fair project plan, the project plan  « The Club has included a detailed project plan, which included expected dates of

Runsheet event project plan or run sheet in ‘event run sheet with basic information. includes expected dates of delivery and included Club's delivery, included Club's activity prior to application and best point of contact for each
their application. activity prior to application. project task.
« Club has included a fair event run sheet, the run sheet mostly = The Club has included an event run sheet, which includes expected set-up, pack-up and
covers expected plan, run times and responsibilities. event run times and delegation of responsibilties.
Community benefit « Club has not been able tolink the  « Club has been able to demonstratehow the  + The Club has been able to demonstrate how the grant willbe  « The Club has demonstrated how the grant will benefit the vast majority of their

and inclusion

benefits to their members by
running the event.

‘grant will benefit members including one of of benefit most of the club members.

members and the Swinburne Community,

the following criteria + The Club has included evidence of support and need from  + The Club has been able to detail how the grant will be used to create on-going unique

« Club has been able to demonstrate how the
grant will benefit some club members.
« Club has been has not provided evidence of

Club members.

opportunities and experiences.
« The Club has included evidence of support and need from the Swinburne Community

consultation.
T e © Missing all risk and - Risk with partialrisks  + Risk Gssessment is attached with most controls and risks  « Risk assessment is attached and completed with all controls and risks considered.
(risk assessment, paperwork considered. considered. « ESR filled out (if required with C&S Officer).
training, « Use of incorrect template attached « ESR remains unfilled (if required with C&S Officer). « Waivers arranged with C&S Officer if required.
ESR/waivers) « Waivers requested with C&S Officer (if required). « All permits or licenses have been provided if required.
|mp°c( and Growth + Event shows litle growth « Event shows reach to students, however is a « Event shows reach to students and some ability to build « Event shows clear reach and growth opportunities to students. Scope for series of
Potential potential or reach to students smaller, one off event continuity and retention for members. tinual d high retenti for members.
(membership reach) « Clear path to Special Project Grants shown.

“The applcation process is competitve. Appiications
ohe crteia above, with emphas on the clu's bes
Communty

“The Club Selection Committee may request further information or
clarifications before a final decision is made.

*A minimum score of 80% s required as a hurdle for approval, but does not guarantee final funding until all
event or funding requirements are met

/21

“This rubric wil be used by the Club Selection
Please note Commitee o ssess, ccmparean ank spplCats

b. Special Projects Grants (SPG)

Purpose: Larger, competitive grants to support signature programs, series and high-
impact community events beyond a club’s regular activity.

Grant amount
Three tiers, chosen by the applying club:
e SPG-1:$1,000-$3,000
e SPG-2:$3,000-$4,000
e SPG-3: $4,000 and above (for major signature programs)

Key eligibility by tier
e SPG-1: Growing/levelling up a program
At least 5 events in the current academic year.
b. Up-to-date financials and administration.
For pilots, improving existing flagship events, or adding quality to an
established program.

a.

C.

e SPG-2: Scaling successful programs
a. Atleast 10 eventsinthe current academic year.
b.

C.

At least 50 student members.
Proposal goes beyond core members (e.g. open activations, cross-club/cross-
cohortreach).
d. Accessto one planning meeting with SSA’s Events & Engagement team.
e SPG-3: Flagship, high-complexity experiences
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a. Atleast 15 eventsinthe currentacademic year.
At least 100 student members.
Proposalis for a signature program or series (e.g. annual festival, large
conference, high-profile competition).

d. Eventsupportfrom SSA’s Events & Engagement and Comms teams (logistics
and promo advice).

Basic settings

e SPG is competitive: meeting criteria makes a club eligible but does not guarantee
funding.

e Openthroughout the year; assessed monthly by the Clubs & Sports Grant Selection
Committee.

e SSA may re-tier applications if evidence does not support the requested tier.

e Unsuccessful applicants can re-apply as their program grows in scale, impact and risk
maturity.

e SPG may use milestone-based payments for larger or higher-risk projects.

e Oncean SPG tier has been unlocked by a club, the club will be able to apply for the tier
as many times as they wish.

Assessment
Applications are assessed by the C&S Grant Selection Committee via an SPG matrix
covering:
e Event/program definition and feasibility (including series planning).
e Alignment with club purpose and demonstrated student need.
e Budget quality, quotes and co-funding/sponsorship where relevant.
e Projectplan, run sheet and delivery roles.
e Community benefit and inclusion (whole-of-campus potential for higher tiers).
e Riskand compliance maturity (templates, permits, insurances, incident flow).
e Impact and growth potential (signature value, replicability, partner leverage).
a. Paneltie-break priorities: inclusion and safety > student reach > value for
money.
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Event/Equipment + Evert descripton ghes an  + Event description gives on undenstonding of  + Event description Includes & descripicn of what parscoonts  »
Program definition undarsianding of whot the euont Wi ovent i when the ovent s 0nd Wil Be daing at the event, when the event s, looatian of
and feasability i evont s s invetved in the ovent

o No dote prowded, fo veous o Ew 10 AR Of vhu Bk, w BoOKNG

locked in + EVeOE i cearmadt delverotie in sereter
PPN GTS O + Club does not mention how the  + Club mintions how the ewont olgrs W e+ The Club mentions how the event s oligned whh the Ciby  + The G
purpose and student @vent algns 1o the Ciub's purpose Clubs pwpose purpose
need + The Club provides evicence of conmation Wit club  » Tho Ciub Frowces evidence of consuliation with cbub mambers on desire for the avent
membors on.Q desne for the avent
Budget quality and « Club hos not Included ot Guotes  » Club has Incladed the Chis and Sports  » Club han Included the Ciubs and Sports budoet template  « The Gt has
quote/payment requéred for the grant budgot tempiate with rough ccets of e with most costs and quates attached. « The Cub has inc et scheddo
PR ovent » Club has included 50Me quots that meot SSA guidcknes. * Tha Cb hos inchaciod $he Cluts and SEons buogar 3omekto vith ol coets, beokon down coss.
* No paymant schaduba hes oen inchudin. + Cluls hs inclucked G reugh poyMent schasula D Pectind Darson, Ustod e e 03 eenticl and Sdkable based off et 10 fun T
et (ncl et GO Affmemnc { GHenAGNCe IS 1 1o et

Project Plan and * The Chub has not ircluded an = Club hos inchicked G project plon Grdlfor  » Club hos Wncluded O foir project plon, the project plon  « The Cuub has included o detaiied peoject plan, which included expected dates of
Runsheet @venit project DN OF 7UN SNBGL IR Gven Fun shaet with basic Infomation Incluces expocted dotes of Gelvery ond Fcluded Cibs  dedvery. Included Clubis activing peior to cppication ond Dest point cf conmact for each

Community benefit
and inclusion

Risk and compliance

the¥ appicaton

o thet members by
running the ovent.

« Mising ol Tk ond complonce

by Gl 10 bk the  +

coraulicton

+ RISk GFs055TIONt % OHIOChd With portiol ritks

un s, trw run sheet moty

Gnd meporstalites.

o T Cllibs hes bwan abie 16 dumenstrali how the Grant wik be

of benefit most of the chub members.

» The Clb has Incluced ewderce of wuppart ond need from

Club memers.

« Rtk casessment I5 Oftoched Wwith most conrols and risks

. the

o This G hes ineladed snacnce of suppert and e Hiom

oo)

o The Chis has demonstroted how She grant wil benafit the vest maonty of thee

MeToe O the Sua

e Community

« The Club hos been abie 10 Ceeail how the Gront wil De used to create on-gong Uaue

opporunites and experiences

Dwirbana Comerenity

« FIvk CssasETIeNt ¥ GttOCHED G Completed Wh ol controls ond risks conscned.

(risk assessment, paperwork coraidoroa conscdeend 1 requimea with C85 Offioer)
training, * Use of Inconect template ottoched . BER ¢ Woy hCA ocuiod
ESR/waivers) cuied) ey hewe et if rostecd

Impact and Growth - Evert  shows  Gtme  growih

Potential

porenlicl o reozh b students

o Event Shows (e0ch 10 SUcnts, hovewss i a
amcdler, one off wwent

* Evont shows 190ch 10 Mudents ond scme chilty 1o buld

Continuty oo eienton fr mertees

« Evert thows CHar 10ach GG QIEwh CPOOMULN 10 Mudents. SC0De Ko senes of

OO ety QNG HGH IWEIABON SOPCIUNTNS fof Members

1

(membership reach) » Cincr path to Spaciol Projact Gronts shown

Please note

i

 Comrstive iy roest frthe ifoorstion or
pabcre 8 firad decasse ' mace.

Assessment Rubric (Booster & SPG)

Scoring scale (applies to every criterion)

e 0-NotEvident/ Not Viable: Missing, unclear, or non-compliant.

e 1 -Basic/Needs Work: Partially described; gaps in feasibility, budget, risk or alignment.

e 2-Solid / Ready: Clear, feasible, aligned; minor refinements only.

e 3-Exemplary/High Value: Best-practice; strong evidence; scalable/replicable;
elevates safety & inclusion.

Decision thresholds (both grant types)

e =80% > Approve (fund as requested or with minor conditions)
e 60-79% - Revise (return with top 2 improvement actions; fast-track on resubmission)
e < 60% - Decline (feedback + invite to Booster or training)

Panel tie-break priorities:

Clubs & Sports will prioritise events in competitive grant periods to events that are the most
inclusive to the wider Swinburne community, as well as those that show great safety/risk
assessment practices. Value for money will also be evaluated highly in these periods.

What Counts as an Event (for Booster & SPG)

For the purpose of Booster and SPG eligibility and counting:

e Aneventisadistinct, scheduled activity open to student participation, promoted at
least 3 days in advance, and recorded in SSA’s online platform (or an approved
equivalent).
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Included examples

Social mixers; try-outs; workshops; open training sessions; competitions; volunteering
days; showcases.

Excluded examples

Internal committee meetings; purely online chat/Discord threads; closed rehearsals;
invite-only gatherings; duplicate listings of the same session.

Club generated revenue

e Revenue you generate outside of club funding

e Canbeinvested in club resources, carried to the next year, or used for activities not
covered by grants

e Unlimited number of revenue streams and more flexible to spend

e Must be requested by EFR or Non-Event Fund Request Forms.

e Still requires approval from C&S, and payment must be made through accepted
methods. Clubs and Sports, and SSA policies apply to club revenue regarding
acceptable expenses.

3.2 Weel

Weelis Clubs payment management software. Each club, after registration each year, is
eligible for one committee member to create an account and activate a digital debit card for the
club.

Through Weel, clubs can make payments for their club up to $250.

3.2.1. Accessing your Weel card

To access your Weel card, the club must nominate a committee member to be the Card Holder.
The Card Holder must organize a time to come and see the Coordinator, Clubs and Sports. In
your meeting with the coordinator, you will:

Download the Weel App.

Be sent an invitation to join the SSA’s Weel account.

Set up your own personal account using your student email.

Be shown how to view the funds on your card, add the card to your phone’s digital wallet

PoobnNd-

and upload receipts and invoices after payment.
5. Sign a declaration of use on behalf of the club.
3.2.2. Checking your Weel card balance
There are two ways to check the balance of your Weel card, through a web browser or on the

Weel App

3.2.2.1. Checking your balance through a web browser

1. Visitthe Weel website - https://app.letsweel.com/
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2. Logintoyouraccount.
3. Under the Payments tab at the top of the screen, click Cards.
4. Apicture of a digital Weel card will appear; your primary card will have a $ sign in the
bottom left corner. This is the current amount on your Weel card
a. Ifyouare a Card Holder for multiple clubs, you will see all Weel balances under
your primary card, listed under Budgets; you will see the balance of all your
Weel cards.

Please note: your Weel card is topped up once a funds request has been approved.

3.2.2.2. Checking your balance through the Weel app
1. Openthe Weel app on your phone
2. Alongthe bottom tabs, make sure you have selected Cards.
3. Apicture of a digital Weel card will appear; your primary card will have a $ sign in the
bottom left corner. This is the current amount on your Weel card
a. Ifyou are a Card Holder for multiple clubs, scroll across the section in grey
below the picture of your digital Weel card to navigate to all of your Weel cards.

Please note: your Weel card is topped up once a funds request has been approved.

3.2.3. Using your Weel card for club expenses.

Once your club has received approval for an expense under $250, the Card Holder can
purchase items, book services or make other approved transactions on behalf of the club.
Purchases can be made in store online through Weel.

3.2.3.1 Making payments in store
1. Before making your purchase, in the Weel app, make sure you have selected use budget
in Google Wallet/Apple Pay
2. Oncethisis completed, your card will appear in your digital wallet and can be used
through tap and pay similar to your regular bank card
3. Make sure to request an itemised receipt for your purchase to upload in the app later
on.
a. The Clubsteam recommends taking a photo of your receipts as soon as you
make the purchase, so you do not need to worry about misplacing your receipt;
you can always find it on your phone.

3.2.3.2. Making online payments

You can make online payments with your Weel app by displaying your card details through
Weel. There are two ways to view your card details.

3.2.3.2.1. Making online payments through a web browser login

1. Visitthe Weel website - https://app.letsweel.com/

Log into your account.
Under the Payments tab at the top of the screen, click Cards.
Under the picture of a Weel card, locate Budgets

SEENIEAN

Click see card details

54
SSA CLUBS HANDBOOK 2025V 1.01 APPROVED 01.01.01 Page 54 of 64


https://app.letsweel.com/

Swinburne Student Association

6. You will be sent a 6-digit verification code to your phone or email. Once received, enter
the verification code into the browser.
7. Your card details will appear on the right-hand side of your screen. Enter your card
details at the checkout of the online store
a. Make sure that the billing address is 34 Wakefield Street, Hawthorn, 3122

3.2.3.2.2 Making online payments through the Weel app.

1. Openthe Weel app on your phone

2. Alongthe bottom tabs, make sure you have selected Cards.

3. Click see card details

4. You will be sent a 6-digit verification code to your phone or email. Once received, enter
the verification code into the browser.

5. Your card details will appear on the right-hand side of your screen. Enter your card
details at the checkout of the online store

a. Make sure that the billing address is 34 Wakefield Street, Hawthorn, 3122

3.2.4. Uploading Receipts, Invoices and Proof of Payment to Weel

After making a purchase on your Weel card. The card holder is required to upload the receipt,
invoice, or proof of purchase to Weel for approval. The receipts must be uploaded within 14
days of purchase.

3.2.4.1. How to upload receipts on Weel

3.2.4.1.1 Upload receipts using the Weel App

1. Openthe Weel App

Along the bottom menu, select Expenses

Make sure the top section says Incomplete

Click into the purchase you wish to upload your receipt

Purchases are listed by supplier

Under Tax invoices, click the + sign

Select the photo or document you wish to submit

GST - Make sure the GST section matches the receipt or tax invoice you are uploading

Category — Select the most appropriate category

0. Funding Type — assign if the expense is from Clubs and Sports Funding (SSAF) or the
Club Account

11. Description — provide details of the expense, use format CLUB NAME, EVENT, ITEMS

and/or SUPPLIER
12. Example: C&S Training Day Subway

20O®NO O AN

3.2.4.2. Required Receipt Formats
Clubs must obtain a valid tax invoice or tax receipt for all purchases.
Australian Taxation Office (ATO) guidelines state a valid tax invoice must include the following:

1. The words “Tax Invoice” clearly stated.

55
SSA CLUBS HANDBOOK 2025V 1.01 APPROVED 01.01.01 Page 55 of 64



Swinburne Student Association

The seller’s name (business name or entity).

The seller’s Australian Business Number (ABN).

The date of issue of the tax invoice.

A brief description of the items purchased, including quantity (if applicable).
The price of each item.

The total amount paid.

The GST amount, either as:

© PN U AW

A separately stated GST amount, or
10. A statement that the total price includes GST.
11. The buyer’s identity (club name and Swinburne Student Association).

A tax receipt must be provided for all in-store purchases.

The tax receipt mustinclude:

An itemised list of the items purchased.

The store's ABN (Australian Business Number).

The GST (Goods and Services Tax) amount where applicable.

B N

3.2.4.3. Receipts that cannot be accepted

The following types of receipts do not meet the ATO's requirements and will not be accepted for
fund requests:

EFTPOS receipts that only show the total amount spent without itemized details.
Order confirmations from online stores (these are not considered tax invoices).
Screenshots of purchases that do not display all required tax invoice details.

B N

For purchases from online stores, clubs must obtain a tax invoice or tax receipt issued
by the seller that meets the ATO’s criteria.

3.2.4.4. Invoice Guide
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Tax Invoice Guidelines

All goods and sarvicas, of any form or nature, supplied to Swinburng Student Assaciation [or any of
Swinburne Student Association’s student clubs, associations or societies) must be accompanied by a
valid Tax Invoice that satisfies both Australian tax requiremments and our internal finance policies.

What is a valid Tax Invoice?

Tax Invoice

15

Fesllar NSW 2755
(02) 1234 1234
sales@iionys.com.au

Tany's Chocolates Pty Lid

ABN 32 123 456 789

Sold Ta:

Swinburne Sludent Association
HTE Ground Floor, G5 Building
34 Wakefield Street
Hawthorn VIC 3122

Date: 01/08/2023
Inmvoice Mo 123456

Burshag Road

Oty Description of Supply Unit Price GST Taotal
50 Large Chocolate Bars £5.00 50,30 $165.00
o 00| Chocalate Buftons 0] TV N - B ST
25 Hot Chocolate Sachets 54.00 50.40 $110.00
] Chocolate Cart Hire {2 Hrs) 3100000 [ $100.00 £1,100.00
| SUBTOTAL £1,400.00
[ TOTAL G&T $140.00 o
TOTAL AMOUNT PAYABLE $1,540.00

The total price includes GST

EFT Payments

Bank: Australian Savings Bank
Account Mame: Tony's Chocolates
BSB: 123-123

Accounl No: BETES4

Reference: INVI23456

Thankyou for your business.

Atranstion panod i in plece for involces dated prior to 14 March 2025 th

et relata to tha

Swinburne Student Life [but are for Club events and purposes), Thess invoices will be accepled,

Invoices recalved aftar 14 March 2025 that are not addressad to Swi
Association will not be accepted.

SSA CLUBS HANDBOOK 2025V 1.01

nburne Studant
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Avalid and compliant Tax Invoice must
contain the following information;

1. The words “Tax Invoice” on the top.

2, The suppliers identity and contact
infarmation;

. Campany name

" Addrass

*  Telephone number

Email addrass

3, The supplier's ABW

Mote: If the supplier does not hold an ABN,

il Ll e

withholding tax roay be i

Statamant by Suppliar is provided.

4, The irveics date and & unigue inveice
number.

5. Tha buyer's identity and contact information;

Swanburne Student Association

H76 Ground Floor, G5 Building

A4 Wekafield Street

Hewvthorn WIC 3122

. A description of the goods and/or serices
prowvidad, including the quantity {if applicabie)

and the unit price.

7, The GST amount (il any) payable,
Mote: If the supplier is not registered for G5T,
tha

words “Maot registered for 35T must be statad
on the documant.

A. The totel amount payeble inclushe of GST (i
any|.

2. The supplier's peyment iInformatian;

. Bank Mame
[ Account Namea
“ BSB
. Account Mumber
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3.3. Submitting a non-event related grant form

3.3.1. When do | need to submit a non-event related grant form?

You need to submit a non-event funds request any time you want funding that is not specific to
an event your club will be running. This could be to hire facilities for on-going use, purchasing
equipment, paying for a subscription, or ordering merchandise.

3.3.2. How to submit a non-event related grant form?

1. Gotothe Formstab
2. Under Grouped Forms, click Non-Event Fund Request Form

3.2.2.1. Non-Event Request Form

3.2.2.1.1. Funding Details
1. Click Create New Submission
2. When are funds required by? — let us know the date you will need funds
3. Whatis the expected use? - explain what the purchase will be used for, how often it will
be used and why it is important for the club to make the purchase.

3.2.2.1.2 Documents

1. Please upload any relevant quotes/invoices — make sure to upload any screenshots,
quotes or invoices you have received, only requested items with evidence can be
considered

2. Please provide a schedule of when all payments are due by —include a timeline for each
vendor to make sure we don’t miss any payments.

3.2.2.2. Non-Event Club Bank Account

1. Do you want to draw down from the club bank account balance? - let us know if you are
using your club account for the expense.
a. Ifyou are not using your club account for the expense, select No, then submit
the form.
2. Please select the funding application you are claiming from — from the drop down,
select your club account, you will see your current club account balance
3. How much are you looking to claim - let us know how much of your account you would
like to spend.
a. Rubric will not allow you to select an amount greater than your current club
balance

3.2.2.3. Non-Event SSA Club Funding
1. Do you want to draw down from the club funding balance? - let us know if you are using
your club account for the expense.
a. Ifyou are not using your club account for the expense, select No, then submit
the form.
2. Please select the funding application you are claiming from — from the drop down,
select your club funding balance, you will see your current club funding balance
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3. How much are you looking to claim - let us know how much of your account you would
like to spend.
a. Rubric will not allow you to select an amount greater than your current
remaining club funding balance.

3.5. Sponsorships

Any Club may seek and acquire sponsorships to assist them in providing club funding, services,
events or activities.

All Sponsorships must be entered into in good faith, for the purpose of providing a better
experience for Club Members, and clubs must ensure that sponsors are not

1. Entities that promote or support agendas, values, products or services that conflict with
the policies or values of Swinburne or SSA will not be permitted to Sponsor a Club.

2. Entities that promote or provide products or services that could otherwise be provided
by Swinburne or any of its partners will not be permitted to Sponsor a Club. For
example, organizations' promoting or providing career counselling, tertiary education,
housing, or general medical services.

3. Entities that promote or provide tobacco, gambling or migration services will not be
permitted to Sponsor a Club.

Only Club Committee Members and SSA Staff may enter correspondence with current or
prospective Sponsors, on behalf of a Club. All Sponsorships must be approved by SSA before
Benefits and Returns can be exchanged, and these benefits must not conflict with the policies
or values of the SSA or Swinburne University of Technology. All monetary Benefits must be
provided in Australian Dollars directly to a Club Account. This must be done through SSA, via
cheque or bank transfer, and not directly to Clubs or Club Members.

Benefits must not take the form of cash, gift cards, pre-paid debit cards, or any other similar
prepaid voucher that can be exchanged for goods or services. Any reusable item, which is not
food or drink, obtained as a Benefit from a Sponsor must be recorded in the Club’s Asset
Register at the time of receipt. Breaches of this Policy by Clubs, Club Committees or Club
Members may result in action as per SSA Club Discipline & Dispute Resolution Policy.

3.5.1. How to submit sponsorships for approval

Go to the Forms tab

Under Other Forms, select view all
Select Sponsorship Form

Club Name —which club are you from?
Sponsor details

oMb~

a. Business name - whatis the name of the business you are looking to be
sponsored by?
i. Please note: you need to list the legal entity name, not the trading name
of the company. You can find this by looking up the ABN and checking
the entity name.
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Address —where is the business located
Contact Person —who is your contact at the business, this person will be asked
to sign the sponsorship agreement with the club
d. Contact Email - this should be the email of the contact person
e. Sponsor ABN —what is their ABN?
f. Contact number-how do we call the contact person if required?
6. Brief description of the sponsor —what are the main services of the organization?
7. Sponsorship type —will the sponsor be providing money, products, services, discounts
or advertising for the club?
8. Proposed benefits to the Club —what will you be receiving from the sponsor?
9. Proposed benefits to the Sponsor —what will you be providing to the sponsor?
10. Estimated value of the sponsorship (AUD) - if a monetary sponsorship, list the amount,
if in kind or promotional, estimate the total.
11. Duration of the agreement with the sponsor — how long will the agreement be for.
a. Note: monetary sponsorships can be no longer than the calendar year they are
signed.
12. SSA Compliance check - tick the boxes to let us know you understand all conditions for
completing the form.
13. I confirm that the information provided in this sponsorship application is accurate and
that the proposed sponsorship complies with SSA’s Sponsorship Policy. — confirm that
you understand the sponsorship policy and have provided correct information.

3.6. Merchandise

3.6.1. How to submit merchandise designs for approval

Selling club products or merchandise is a great way to raise funds while also promoting your
club. To get started, follow these steps:

1. Getaquote —Source pricing from a reputable supplier. The Clubs & Sport (C&S) Team
can recommend preferred suppliers.

2. Submita Non-Event Funds Request under “Forms” Tab in Rubric — Include the quote
from the supplier, the merchandise design and proof (this could be a poll on social
media sent out to members) that club members are interested in purchasing the item.

3. Your C&S Officer must approve the request via Rubric before moving forward publishing
this on site.

3.6.2. Merchandise design guidelines

All merchandise items must be approved by the Clubs and Sports team before being put on
site.

Please note the below guidelines:

1. Forany use of the SSA logo, this must be ticked off by the SSA Marketing Team.
2. For any use of the Swinburne logo, this must go through central marketing for approval.
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3. For any use of the Razorback, this will cease in October. Itis preferred that this is not
used on any current merchandise.

4. Any merchandise items cannot be in violation of any Swinburne Student Association,
Swinburne University of Technology policies.

SSA Staff will get a notification when new merchandise is created. Please note any un—
approved merchandise will place the club at risk of a Breach notice and further sanctions.

3.6.3. How to set up merchandise for sale

1. Headto "Merchandise” Tab in Rubric, click on “Store Listings” and “Create New Listing”
2. Fillout the item information, including at least 1 photo, the item price, description, and
delivery method.
a. Make sure Selling Fee’s is set to Absorb selling Fees as SSA will cover costs on
behalf of clubs.
3. Addyour Item Variations based on Type, Colour, Size
4. Onceyou've got all your items, select the Inventory for each variation
5. Required Information for Customers at checkout is below. But you can add any other
custom questions by clicking the Add questions tab.
a. Name
b. Email
c. Shipping Address IF Ship to Customer is selected
6. Once completed, you can review and then click Publish Listing

Follow this guide for step-by-step screenshots - How to create a Merchandise Listing

3.7 Club Asset Register

1. Al Assets must be recorded in the Club’s Asset Register Form via Rubric. Where an
Asset is a set, the number of components of the set must be recorded in the Club’s
Asset Register.

2. The Club Assets Register must be kept up to date in accordance with Swinburne
Student Association Policy.

3. Club Assets remain property of the SSA, and itis the responsibility of club members to
ensure the assets are not damaged or lost.

3.7.1. What do | need to declare as an asset?
1. Items usable more than once, which are not food or drink, and which are purchased
with funds from the Club Account or with Club Grants, are Club Assets
3.7.2. How to complete a Club Asset Register Form

1. Selectthe Forms Module at the top of your welcome page
Under Other Forms, select Club Asset Register Form
Complete details on club name, your name, the date of submission

Bowen

In asset details complete the following information
a. Assetname - whatis the item called?
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b. Assetlmage - upload an image of the item
c. Monetary Value - how much did the club purchase the item for?
d. Whereisitstored - let us know where itis!
5. Whenever a club has gained an asset, they must edit this form submission with the new
item/s.

4. Incidents, Disputes and Compliance

4.1. Incident Reporting Guide

Allincidents or breaches of SSA Policy or Code of Conduct can be reported in any of the below
circumstances:

e SSA staff against a club or individual club member
e Anindividual against another student/club member within or outside their club
e Aclub against another club

e Aclublaunching an appeal against an SSA breach notice
4.2. Breach Notices

4.2.1. What is a Breach Notice?

A Breach notice is a formal letter notifying the Club Committee that a breach of the SSA Clubs
Policy has occurred. A policy breach occurs when a club, committee member or general
member fails to follow a correct process as outlined in this SSA Clubs handbook document.

The breach notice will outline what the incident, action or behaviour was, what SSA Clubs
Policy point was breached, which SSA Clubs Handbook process was not followed, and any
actions that the Clubs & Sport team require from the club or individual.

In some cases, no further action will be required. In other cases, remedies may be required to
resolve a Policy Breach.

In the case of serious and/or repeat Policy Breaches, or non-compliance with a previous Breach
Notice, Sanctions may be levied on the Club as disciplinary action to deter further Policy
Breaches.

Actions that a Club or Club Committee will be directed to complete to resolve a Policy Breach

may include:
1. Resubmission of corrected paperwork
2. Submission of a written explanation of conduct
3. Return of misappropriated money to Club Account
4. Mandatory attendance of Club Committee at an appointment with a Swinburne Student

Association Staff Member
5. Suspension or Removal of one or more specific Club Members
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6. CallaSpecial General Meeting, within a specified time, to re-elect one or more Club
Committee positions. A SSA staff member may be required to be present and act as the
Returning Officer.

7. Other Remedies as deemed appropriate by the SSA.

4.2.2. Duration of a Breach Notice
A Breach Notice is recorded against a club or individual for a minimum of 12 months after the

sanction date.

At the discretion of the SSA, Breach Notices may be in place until the end of the following
calendar year.

4.3. Sanctions

4.3.1. Whatis a sanction?

A sanction is a disciplinary action taken against a Club or Club Member(s) in the case of severe
or repeat Policy Breaches.

4.3.2. Types of sanctions

Clubs and Sports team members may place sanctions such as but not limited to:

Temporary suspension of Grant approvals

Temporary suspension of access to the Club Account
Temporary suspension of Events

Making one or more Club Members Prohibited Persons

v s W N

Dissolving the Club, including permanent loss of access to the Club Account and

mandatory return of Assets

6. Referring one or more Club Members to the Swinburne Complaints, Reviews and
Misconduct (CRAM) process or Safer Community.

7. Other Sanctions as deemed appropriate by SSA

4.4. Appeals
Clubs orindividuals may appeal a Breach Notice, by submitting a Complaints and Appeals

Form via Rubric.

An appeal form must include the reason why the submitted believes an appeal is necessary,
and a proposed alternative solution.

An appeal must be submitted within 7 days of a Breach Notice being issued, and a submitted
can expect to receive a response within 14 days of submission of an appeal.

4.6 Complaints and Appeals Form Guide

Use this form to lodge either:
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1. A complaint of unacceptable behaviour, conduct, sexual harassment or misconduct
occurring within your club, another SSA-affiliated club, or by a club executive.

2. An appeal for a decision made by the SSA.

If someone is in immediate physical danger, contact 000
If on a Swinburne campus, also contact Swinburne Security on 9214 3333.

You can also report incidents via Safer Community email: safercommunity@swinburne.edu.au

Please note that SSA may take up to 5 business days to review and respond to this application.

4.6.1. How to submit the form

a) Open Complaints & Appeals Form on Rubric
b) State whether you are lodging a complaint or an appeal

c) If a complaint

e State if the complaintis on your behalf or someone else

e Provide the relation to the person affected by the complaint

e Explain what happened and who was or is involved

e Explain whether you tried to resolve the matter through informal local resolution

e Provide any evidence of the matters above to support your complaint

o [fthe complaintrefers to any of the below, please submit through the Incident reporting
portal - Incident Report Form | SSA - Swinburne Student Association
o Bullying or Harassment

= Discrimination

= Sexual harassment or misconduct

= Unsafe OHS behaviour

o Injury

o Breach of SSA policies or code of conduct

d) If an appeal

o What decision are you appealing

e |sitonyour behalf or someone else's?

e Reason for the appeal, present with any further evidence and your proposed outcome
e Upload a copy of the original breach notice you are appealing
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