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Students’ Union
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LAND ACKNOWLEDGMENT

We would like to acknowledge that we are on
the traditional ancestral unceded territory of
the Syilx Okanagan Nation.

We recognize that learning happened here
long before this institution was established. It
IS Important to understand the privilege we
hold to be living, working and learning on
Syilx territory.
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Why Plan Events?

Why They Matter

Event Planning Basics
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Collaboration & Outreach

External Sponsors
A Provide funds & resources
A Offer discounts & perks for members
A Build lasting partnerships with local businesses/community
A Win-win: visibility for them, support for you

Work with Campus Life
ACo-host events Y shared resources & Visibi]
A Promotion through Campus Life channels = higher turnout

Collaborate with Other Clubs
A Pool funds & resources
A Create multi-club events with wider appeal
A Build stronger student networks & cross-community bonds



Interested In collaborating? Reach out to
me.:
vpcampuslife@suo.ca



Upcoming Events from the
Student Experience Office

Music Night with the
Okanagan Youth
Symphony
Orchestra:

Leadership Launch:

Coming later this year, a
workshop specifically for
club, student association,
and course union leaders:
join us for an evening of
discussion, professional
development, and a free
dinner. Details to be
shared on the Events
Calendar

Sept 12, 4-6pm in the

Ballroom. Auditions open

for UBCO students, if

your club is music -

bDbPi 0oil EC- 6ECH@E?Z
attend and network with
students, please email
lindsay.farrugia@ubc.ca

for details



mailto:lindsay.farrugia@ubc.ca

Your Membership Outreach Team

lzzy Rusch Seiret Sandhu

Membership Outreach Coordinator Membership Outreach Assistant

membership.outreach@suo.ca




The SUOQO office is open Monday
to Friday from 8:30am -4pm

Our office is closed weekends, statutory

VI D N
holidays and during all university closures.
O | Itre aC h The staff are not working these days.

Offl Ce | Drop -In Hours are Monday
through Friday 1 -3pm (lzzy)
HOUrs NS

This includes phone calls!
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Student

Assoclation
Handbook

A This is your tool for all things related to student association
operations!

A 1t is available 24/7 on our website

A We are expanding this resource this year! If the information you
seek is missing, let us know and we will put it in there.

| For example: sponsorship and merch sales

A Answering emails when the answer is in the handbook slows up
the processing of booking requests, expense reimbursements,
event approvals and so on! Please use the handbook and make
sure every executive knows where to find it

Save your time by reading this!

RVICES THE UNC GET INVOLVED

tudent Association

Handbook

rives to enhance the student experience by effectively coordinaf]
collective resources of our student body.

est resource our students have is their passion. The purpg
yciations is to facilitate the discovery, pursuit, and shg
passions.




Patience
IS a virtue!

\
o9

There is only 2 members of

the Membership Outreach

team, one full time and one
seasonal full time

Last minute emergency
requests due to lack of
planning affects every
student association and
resource centre

There are 165 student
associations and more
getting ratified each
term.

Plan for the future,
not next week!

We also look after the
5 resource centres

o

We are highly efficient if
we donAt have
we are working on to fix
your emergency!
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Services
we offer

A Renewal processing

A New student association applications

A Expo planning and execution

A Orientation planning and execution

A Room bookings for almost every bookable space on campus

A Event calendar postings

A Event approvals in Rubric

A Lending out tables, chairs, tent, extension cords and so on

A Scheduling BBQ bookings

A Salto keys from security for after hour building access

A Submitting work orders to facilities department so your event can
be set up

A Processing expense reimbursements

A Answering hundreds of emails



Services
we offer -
continued

A Drop in hours

A Assisting with event hiccups

A Last minute emergencies

A Reviewing and processing funding requests

A Improving regulations and policies to protect you and the SUO so
we are here to serve you!

A Working with UBCO staff and management to create a healthy
partnership so there is spaces on campus for student associations
to! Using space on campus is a privilege not a right! Respect it!



Moneris Machine

We have invested in the Tap It turns your phone into a
& Pay system with Rubric! debit machine!

You must
A'set up a student account We will be phasing out the
with Rubric Moneris machines before the

Abe listed as an executive end of Term 1
in the club portal

Adownload the rubric app
to collect payments on

behalf of the club




Academic Spaces

A For room booking requests, it will always take 3-5
businessdays y 29 3ij306zzt bZY30z329ybali
A During our busy times (September and January) it will

take 5-7 businessdays DZ 3092 0sgg306zzt b\

Remember that we work Monday - Friday; 8am - 4pm
A The 3-5 days to process starts Monday if you submit a
60zzt bXY30slAsgDxijDBaliazz3i3cC
A The Central Booking Office (CBO) provides an online
timetable 5 3 ¢

A You must have the booking confirmed before submitting

the safe event plan to CORM so book early!


https://sws-oka.as.it.ubc.ca/sws_2023/default.aspx
https://sws-oka.as.it.ubc.ca/sws_2023/default.aspx

Happy
Professors are

our Friends

A For academic spaces, clean up after your event!

A Put garbage and recycling in bins outside the classroom

A Put the tables, desks and chairs back to the original set up
when you arrived

A Submit a custodial request if your event includes food or
craftmaking

A Do not mess with the computer, audio or visual equipment
gbbi CCPbP:- 6CPECOROUCRPCOEOCECROUCRDPC:- 6ECPECOROUCRPCgUUSCO00062ZDPCPgEAPC
the cables or remove them.



Non-Academic Spaces

A For room booking requests, it will always take 3-5
businessdays y 29 3ij306zzt bZY30z329ybali
A During our busy times (September and January) it will

take 5-7 businessdays DZ 3092 0sgg306zzt b\

Remember that we work Monday - Friday; 8am - 4pm
A The 3-5 days to process starts Monday if you submit a
60zzt bXY30slAsgDxijDBaliazz3i3cC
A The Central Booking Office (CBO) provides an online
timetable 5 3 ¢

A You must have the booking confirmed before submitting

the safe event plan to CORM so book early!

-


https://sws-oka.as.it.ubc.ca/sws_2023/default.aspx
https://sws-oka.as.it.ubc.ca/sws_2023/default.aspx

Alternate Spaces

Spaces that can be booked but not by us!

Sawchuk theatre

UNC 106 theatre Collegia spaces

Find information on how to book them in the Student Association Handbook



A We have 2 fold up tables and 2 chairs you can borrow
Eve Nt set u p during office hours for small events
A Set up for anything more or outside of office hours
frO m th e requires a work order to the facilitiesdepartment.
A The On Campus Event Set-up Work Order form is found in

faC| I |t|eS the Rubric portal.

A It must be submitted 21 days before the date of the
department event. You need a booking confirmation first!

A Due to liability to equipment or floors, you cannot set up
your event yourself.

A The cost is $72 per hour per staff person for set up and
clean up.

A Include the cost in your budgeting when applying for
funding



Off-campus

g Y
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Events

A All off campus events must be pre -approved! It protects
ONAO3zlsoijDbz>gc3D2 s3ijDDBZr ss
AExpensesfornon-gij SODbzXsr 3SRsXID&A 3T b]
A If waivers are required, make sure you get them signed
and returned to the SUO within 2 business days of the
s Rs = DX
A We have a list of clubs who did not pick up waivers last
SSIjacgC
A If you are one of these clubs, future off campus event
oslUAsgDg32ijs30s3rsibsrd3ze
A Waivers are scanned and kept on file for 7 years f or
liabilb D& 3 §
A Some events will require extra insurance from our

provider, especially when alcohol is involved



I

° 5 ‘ Posters can go on general bulletin boards ad

I - the roads pillars on the first floor of the UNC

only!
Know the rules!

Use painters' tape preferably but masking
AWe will print 20 posters for free for each event tape is okay! No scotch tape or packing
. . tape!
I letter or tabloid size

A Poster submissions are printed as is
I We will not fix them. Make sure your formatting is
correct

AUBCO Postering policy!!!
Il vbi Ci C. CIl CAi EACCROCPI CI CGPb
for not following the policy!

1 C ptfe RughiialR s@FPv@ remove them to

Posters must be stamped by our office or
g0 Cl N\Z
recycle



UBCO Naming Agreement

A SUO must proceed the name of your student association to be

j NNz27f sr 3DZ39zNNzf 37fbDZ 3. a: ; AC
AODAr sDZijggzObijDbzXg3ijoas3lijobDzzy
Ayl bg3ijYoss2sIDBDZzzt 3031 3ssiog3Dz
rsuUijeD2s IDZijXr 3D2 ss3D4t s3D1 s3Nbij
A Bad press about a SUO student association does affect the
beijYs3zy3a:; 5¢C
ApZ3eA6ob03ijSr3filsZ39gA02bDDAHIY3Y 2
2ijese3¢C

| Gs3rzX D&FijDBZ DI s3sXDbos3gDAr s:

AXrso3zDZ s3NsDD&238¢

| Processing funding forms is faster if we know it is the Unicorn

— EST. 1982 —

Club, not the SUO Unicorn Club when viewing excel

spreadsheets




EXPENSE REIMBURSEMENT FORMS

There is a new process coming in Rubric very soon! We are currently testing it
out before launching it!

Student Accuracy Check Your Make sure all Members who need
Association = Math Invoices show proof to be reilumbursed
Handbook Faster Processing Fill out page 2 correctly proof of payment or must have a Rubric
Read it = provide proof. student account and be

ead It getting your money An invoice that says a member of the
faster! ZA-°JKZ T- X «- °studen #sgpcidtion
it is paid



Pre-Paid Gift Cards

Adss3rsDibNg3bxX3D2 s30DArs>bDZ qgqgzObij Db 2
Adby Dz OijargzijaszslUAbRij Ns = D% Dz M“HHHMIHW

Adby DZB Oijar g30ij=386s3Agsr3ig3ls
A To get reimbursed, you must have the prize winners e

& |
G|

gbYZ3ij3yz0o23DZ3Rsabys3DZI ss 3o ¥ Bk

V.
a

wwiw. wheauty e

AThis form must be submitted with the expense . .
reimbursement, or we will not reimburse the cost of the e el
YbyDBOijjargd3 z3sSOsuDbzZggeC

A Do not use gift cards as a form of honoraria or

payment.



TIPS & TAKEAWAYS

A Know your student association regulations . «_ _ 4.
A Read the Student Association Handbook!

A Plan ahead! = — + ﬂ o n ] ’ T ) o i ‘ e o T ) + L o A Y ’ — — (4 ) + - an
A Processes are done first come, first serve for booking requests and expense
reimbursements.

A Details are important! T T - T o
bottom of the request pile.

A Expense reimbursements submitted with missing information go to the bottom of the
problem pile! If you want your money quickly, refer to the handbook and double check
details!

A~ 7 we wijll only “proéess one payout per student per batch!
¢ B o ﬂ ‘ U ‘

~ . ’ - o - N . T N J N - e = + + 5 N s m
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The Well
Student Pub




The Well Pub

Booking the Well

A 00 AcUE Ui UAgE i A ¢
EgAeseai A eUU: ¢éiE e
puaa shi _AAAgUE AAO
ehggi Ac CA géu Ui UAg

AtL' Ul UAgE OC ACg EU

THE WELL

student pub

e SN 979" >

To book, please contact the Well Pub Manager:

wellpubmanager@ubcsuo .ca
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Students’ Union
UBC Okanagan

Oversight and
| eadership




Student Assocliation Oversight Committee

[Regulation I: 9398]
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Executive Responsibiliies and Accountability

A Compliance
| 81 UEJ UijuUl hgii1 U yUyil UE yvhEg +ACIJ AAO @&CuucCl

Al U EH\lJ . EUchuAgi CAE:
A Reporting

| 8ijUT hgi1t UE AEU EUéhi EUO ¢ i CA
yAOU 1J &UGGCI UijuUl hgi UE
EECI i Agi CA fi1 UEEiceég - C
A Accountability
| 8ijUT hgi1t UE AEU é@UEECAAUGU ai A

EUECEg CE @&@CE i c¢cACEAAIT U (
A Oversight

| -CyyiggUU i E EUEeCAEil U
AéeECEéEiI AgU Al gi CAE OUTI i
UijUTl hgit U yi ET CAOhT g



Limitations of a Student Association

REGULATION VIII: 16

zghOUAg EECIi Agi CAE AEU ACy eUEyg%guo .
CiuaicAgi CA &=CE géuU zghOUAg ! Ai CA i * hOl

A: UAQUEIi A¢c i1 AgC 1 CAgEAI gE UlgeUE | Ue

CE géuU zghOUAg EECI i Agi CA.

Il éiEi A¢c UyeucCJUUE.

| CeUA AA AT 1T ChAg Wige A =i AAA i AE g

CE O0: hEU A eUEECAAu ATT1ChAg CE UEAAU

%IAAAIIAO i AEgi ghgi CA gC eECI UE h OUA g
=



Can Ratification Be Lost?

Any Student Association found violating the UBC Student Code of
Conduct will be  Immediately terminated.

A Aggression & Threats V assault, harassment, intimidation, coercion
A Endangerment V actions that risk health, safety, property, or well
being

A Harassment/Discrimination  \ targeting based /
on protected grounds under the BC Human J
Rights Code V%4

A Persistent Misconduct  V repeated
unwelcome behaviour causing others to feel
demeaned or intimidated




Misconduct Involving Property

A Theft/Misuse V unauthorized taking, damaging, or
defacing property (including intellectual property)

A Possession V holding property known (or
reasonably known) to be unauthorized

A Endangerment V creating risks to University or

AnliZNE” K3 NA33InNne

Other Misconduct:
A Disruption V interfering with University
operations or activities
A Unauthorized Use V misuse of University
facilities, equipment, or services




