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Welcome! to your Caulfield and Peninsula Clubs Administration Handbook. This is intended as a guide to help and guide you through your year ahead as a club official. If you want to know how to write minutes, conduct your AGM or book a room this is the essential document for you. 
Don’t put it in a drawer and forget about it! Read it when you have some time and especially read the sections that affect you. Knowing the procedures and rules that you need to abide by as a club official will make your year a lot easier and more enjoyable. It also helps the MONSU staff and Monash mentors.
Enjoy your year, have fun, do amazing things, and come together at the end of year ‘Awards of Excellence’ night where all your hard work gets celebrated and rewarded – a night to remember!

Clubs are at the very heart of life at Monash and you have a very important role in keeping that heart beating!

If you do have question and concerns then come and talk to us:

Nickyy Thomas

Clubs & Culture Coordinator

Nickyy.Thomas@monsucaulfield.org.au
Level 2, building S

   Phone: 990 31232

Joe Choy

Clubs Officer

clubs@monsucaulfield.org.au
Level 2, building S


     Phone: 990 31232

Claire Heath
Clubs Officer

clubs@monsupeninsula.org.au

Phone: 9904 4217

Office: Building U, Ground floor
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 Registered Groups and Affiliated clubs
There are two different types of clubs at Caulfield and Peninsula campuses; ‘Registered Groups’ and ‘Affiliated Clubs’.

Registered Groups

All clubs start as registered groups.  It is an opportunity for students with a shared interest to test the waters and see if there is enough interest among other students for a club to be successful in the long term.  It is also an opportunity for those students to demonstrate that they have the commitment and organisational abilities to manage a club.

Affiliated Clubs

Once a registered group has been successfully active for at least 12 months and has a minimum of 30 members, it can apply to become a ‘MONSU Affiliated Club’.

Differences between Registered Groups and Affiliated Clubs

	RESOURCE or REQUIREMENT
	REGISTERED
	AFFILIATED

	MONSU staff support
	(
	(

	Free use of MONSU meeting rooms
	(
	(

	Free hire of MONSU equipment
	(
	(

	A club pigeon hole
	(
	(

	Access to Clubs Resource Room/Space*
	(
	(

	Access to a Club Locker*
	
	(

	Club Administration Code for copier/fax/printer
	
	(

	Monash University computer login account
	(
	(

	Mentor Support*
	
	(

	Required to bank via MONSU Finance only
	(
	(

	Financially supported by MONSU*
	
	(

	Free or discounted use of MUV resources
	(
	(

	Must Submit an Annual Affiliation Kit to MONSU
	
	(

	Must Submit a Registered Group Application Annually
	(
	

	Incorporated Organisation
	
	(

	Must submit an AGM Pack to MONSU **
	
	(

	Must submit an Annual Report to MONSU
	(
	


* Registered Groups have discretionary access to these resources at Peninsula campus

** Registered Groups at Peninsula Campus must submit an AGM kit rather than an Annual Report

Registered Groups

Registered Groups must conduct themselves in an appropriate and ethical manner for the good of their members.  The group must at all times uphold the good reputation of MONSU Caulfield/Peninsula and Monash University.  To this end, all affiliated clubs must adhere to the Rules of Affiliation.  A copy of the rules can be obtained from the MONSU Caulfield or Peninsula websites.

Affiliated clubs 
All MONSU Caulfield and MONSU Peninsula affiliated clubs are required to become incorporated associations, and to be set up as incorporated non-profit associations. This means that the club has its own legal identity separate from Monash University and MONSU.
Why become an Incorporated Association?
Clubs are incorporated for a number of reasons which include:

1. Incorporation allows clubs and societies to be sued (as a whole), giving some protection to individual members from liability. 

2. Incorporated clubs are able to sue others.

3. As an Incorporated Association, clubs are eligible to apply for an Australian Business Number 
4. The club’s activities are bound by the Rules of Association, which are lodged with Consumer Affairs Victoria at the time the club is incorporated.  The rules protect the rights of the individual members and give them more security as the rules are legally enforceable.  Clubs can change their Rules of Association by passing a Special Resolution.
How Does a Club Become an Incorporated Association?

There are three main steps that must be completed for a club to become an Incorporated Association:

1) The club must hold a meeting to which all members are invited at least 21 days in advance.

2) At the meeting a majority of members must vote to:

· Authorise a particular person to incorporate the association.  This person is usually the Clubs and Culture Coordinator.

· Approve the proposed statement of purpose

· Approve the proposed Rules of Association that comply with the Act or approve the adoption of the Model Rules of Association.

3) The person authorised to apply for incorporation must complete and lodge with the Registrar:
             This all sounds too technical – Im confused! 
Don’t worry. If you are a registered club and have been running successfully for 12 months and have over 30 members then contact the Clubs & Culture Co-ordinator for a more in-depth chat.
Affiliation Kit

Even clubs that are already affiliated must submit a new affiliation application in semester one.  The affiliation kit is used to calculate the MONSU grant that is given to each club at the start of each year.  It is also used to gather committee contact details and keep the clubs website up to date.  It is also an opportunity to formally think about the clubs’ goals each year and to budget accordingly.  

AGM PACK

At the end of every financial year (July 1 to June 30) all affiliated clubs must hold an Annual General Meeting.  This is not just a great learning experience – it’s a LEGAL REQUIREMENT.  All affiliated clubs are Incorporated Associations and amongst other legal requirements, it is necessary to hold an AGM each year where the President, Secretary and Treasurer report on the year’s activities, membership and financial situation.  

What resources are available for my club?
Affiliated clubs and registered groups have access to a range of different resources and facilities (see the chart at the front of this booklet). Check which resources you have access to and see below for more information:
MONSU Staff Support
All clubs have access throughout the year to staff and elected officers for support, guidance and advice. If you are not sure about anything then come and ask! 


MONSU Peninsula Service Desk


Offers the following services to clubs:


(Photocopying - laminating - binding


Sheets can be left at the front desk to be picked up when completed. The cost will be 


charged to your club



(Club merchandise sales
  

Desk staff are happy to sell any merchandise on the club’s behalf i.e.hoddies etc

  

The money is credited to the clubs account.



(Selling tickets for functions
    

Staff are happy to sell tickets to students with money credited to the club



(Printing, laminating and cutting tickets to size 


(Keys

   

Resource room keys are held at the Service Desk and can be borrowed with the

    

Students I.D. card and club name.



(Trestle Tables Desk- 



The students I.D and Club name are required. 



Additional Assistance

     

Staff from the Service Desk may be able to assist at functions if prior arrangements are 


made.



If you require the Service Desk to provide support regarding functions or merchandise 


etc. you need to send an e-mail to the Service Desk: 







servicedesk@monsupeninsula.org.au


Depositing Funds at the Student Union.


All income received by the club should be deposited at the MONSU Service Desk.



Please deposit any monies as soon as possible for security reasons. When depositing 


funds tell the Service Staff which Club the money is for and the type of income i.e. 


membership fees, function income, trip income, sponsorship etc. It is especially 



important to ensure that membership fees are deposited correctly, as membership 

fee deposits are checked when grant allocations are being decided.



Note: All cheques received by your club ( for example, sponsorship income), need to be 

written to “MONSU Caulfield” or “ MONSU Peninsular”-not in your Club’s name. The 


money will be credited to your account.

MONSU Caulfield Spaces that Clubs Can Book
One of the benefits of being a Club is access to MONSU Caulfield and University facilities.

Areas that you can book include:

1. The MONSU Caulfield Level 2 Student Lounge

2. Ramler Room – level 3
3. Meeting room – level 2
All bookings need to be made at least 7 days in advance via email to assistance@monsucaulfield.org.au.  The email should clearly state the:

· time period (example: 4pm-5pm)

· expected number of attendees

· What the room will be used for

· Whether food or drinks will be served

· Name and phone number of a contact person

Please await booking confirmation prior to advertising your members of the location of the meeting.

Please make sure that you leave the room clean, neat and with the same furniture configuration as when you arrived.  Any costs associated with damage to the room will be charged to the club.

Is there an ’after hours’ charge?

Booking of MONSU facilities outside of office hours will incur a fee, to pay for the cost of staff supervision (with the exception of the Student Lounge).   

After hours booking of these rooms/areas also require notification to Arthur Lambiris and Chris Riskas at Facilities and Services so they can notify security staff of your authorization to be present at the given times.  

Arthur Lambiris

Security and Traffic management Co-ordinator

Facilities & Services

Monash University

Ph 03 990 31394
Arthur.Lambiris@adm.monash.edu.au
Mr Chris Riskas

Services Officer

Facilities & Services

Monash University

Ph 03 990 32212
Chris.Riskas@adm.monash.edu.au
All staff contact details can be looked up at: http://search.monash.edu/email/


MONSU Peninsula Spaces that Clubs Can Book

Areas that you can book include:

1. The MONSU Peninsula Meeting room, U Building

2. The MONSU Peninsula Conference Room

All bookings need to be made at least 7 days in advance via email to servicedesk@monsupeninsula.org.au.  The email should clearly state the:

· time period (example: 4pm-5pm)

· expected number of attendees

· What the room will be used for

· Whether food or drinks will be served

· Name and phone number of a contact person

Alternatively, you may also go to the Service Desk and arrange it in person.

Please await booking confirmation prior to advertising your members of the location of the meeting.

Please make sure that you leave the room clean, neat and with the same furniture configuration as when you arrived.  Any costs associated with damage to the room will be charged to the club. 

MONSU Caulfield Equipment

Equipment available from MONSU includes:

· trestle tables

· marquee, 

· projector

· Audio visual equipment.

Trestle tables

Trestle tables are stored at MONSU Level 2 in the Student Council area.  To borrow a table please go to the Level 2 Service desk.  You will be asked to hand in your student ID card fill out a sign-out sheet.  When you return the table your ID card will be returned.  Please return any tables you use at the end of each day.

Marquee

The marquee needs to be booked in advance via the Events Manager or Events Coordinator who are located in Level 3 of the S Building.  

Audio Visual Equipment 

Audio visual equipment can book some audio-visual equipment from the MONSU Events Manager or Events Coordinator.  For a list of available equipment please refer to the Equipment Hire Form in the appendix.

Contacts:

Rachel Cusworth

MONSU Caulfield Events Manager

Ph 9903 2114

Rachel.cusworth@monsupeninsula.org.au
Thilini Thomas

MONSU Caulfield Events Coordinator

Ph 9903 2114

Thilini.Thomas@monsucaulfield.org.au
Level 2 Service Desk

servicedesk@monsucaulfield.org.au
MONSU Peninsula Equipment

Unfortunately MONSU Peninsula has very limited equipment.  Enquiries about what resources are available should be directed to:

Krista Renshaw

MONSU Peninsula Activities Chairperson

Ph 0400 174 740

activities.chair@monsupeninsula.org.au
Rachel Cusworth

MONSU Peninsula Events Manager

Ph 9904 4217

rachel.cusworth@monsupeninsula.org.au
Marquee
MONSU Peninsula owns a marquee that may be available for your use under MONSU supervision.  If you wish to borrow a MONSU marquee you must fill out a MONSU Function Application Form at least 4 weeks in advance. 

Monash University Venues that Clubs can Book
Clubs may book teaching spaces and building foyers through Monash University Venues, after you have filled in the appropriate forms and have the form signed by the Clubs Coordinator to indicate that MONSU approval has been given for the booking.  
Tutorial rooms, lecture theatres and the K Building foyers (at Caulfield) may be used for free when booked for club use.  The H Building foyer (at Caulfield), conference rooms and exhibition areas can often be negotiated to be booked for a reduced fee.  

Use of Monash University audio visual equipment, tables and chairs in foyers will usually incur a fee.  

If you are holding a large function or will use the room after University opening hours, you must also fill out a MONSU Function Application Form. 



Booking a university room for a meeting within normal hours (9-5pm)



1. Complete the form ‘Request for Booking of University Spaces’ *



2. Get me or your mentor to sign it


3. Fax to the number on the form – 9905 4724  



4. Fax is at Service Desk, Level 2 - ask them to charge to the clubs account



5. Include your student email for return confirmation. Personal emails will not be 


responded to


6. Abide by the policy 


7. No charge will be incurred for booking


Booking a room for a meeting outside of normal hours 



1. Same procedure as above


2. No charge will be incurred 



Booking a room for a function (cocktail night etc)



1. Same procedure as above


2. A charge may be incurred depending on the services required– security etc


Booking the BBQ and the common lawn



1. Send an email to ALL of these people below stating your club name, date and time of 

hire and event details.



Chris.Riskas@adm.monash.edu.au


Wendy.Vanderleest@adm.monash.edu.au


Brenda.Nolan@adm.monash.edu.au


2. They have stated that you may then have to go to Building T, level 1 to complete a 


form.



3. Call Chris Riskas if you have any questions phone: 990 32212



3. No charge will be incurred
Audio-Visual Equipment

If you require access to any audio-visual equipment, please contact the Teaching Facilities Support Unit, (Tel: 9903 2594), at least two days in advance of your booking, to arrange access and tuition on the equipment.

Audio-visual equipment MUST NOT be moved in any way, disconnected or tampered with.


* Note: you can get copies of the form ‘Request for Booking of University Spaces’  from 


outside my office, on line or at the back of this booklet. 


PLEASE READ THE ROOM BOOKING POLICY AT THE BACK OF THIS BOOKLET

Electricity

If you wish to have access to electricity you need to fill out a MONSU Function Application Form at least 4 weeks in advance. Please find a copy for your campus in the appendix.

Use of electricity will attract a set-up and pack-up fee, plus a charge based on usage.  Your club will be invoiced for this after the event and you will receive this via your club pigeon hole.

Communication stuff

Club Pigeon-holes
Each Club is provided with a Club Pigeonhole.   This is like a letter box where you mail will be delivered and where the Clubs Officer and Clubs and Culture Coordinator can leave documents or items for you to pick up. 

If your club does not have one, please contact either the Clubs and Culture Coordinator or the Clubs Officer (Caulfield) or Clubs Chairperson (Peninsula).

The Peninsula pigeonholes are located near the MONSU Service Desk in U Building.  

The Caulfield pigeon holes are located on level 2 of Building S, in the Student Council area behind the MONSU Service Desk.

Check at least once per week as they may be important documents for you to collect

Up2date

This is a monthly email based interactive publication that is there for you to advertise and promote what you are doing in your club. It will have a range of exciting features including club of the month, club official’s profiles, and important clubs information. Details of how to submit articles will be circulated via email.
Mid-Week Social Night (MWSN) 
MWSN is a weekly social event for all students on Caulfield campus. Each week we provide free food and activities which encourage students to meet other students and staff members and simply have a good time. 
Last semester we had some activities incorporating clubs/society on campus (eg. photography workshop by Monash Photography Club, self defence class by Aikido club and they are very successful. 
MWSN is a great opportunity for your club/society to advertise and recruit new members as well as contributing to the Monash Caulfield community.  

If you would like to collaborate with HWDSA, please contact Salim 
(salim.deshmukh@adm.monash.edu.au) who is the MWSN Coordinator.

Club Mentors
Club Mentors are staff members of Monash University or MONSU who have volunteered their time to help you with club administration and provide you with general support and guidance.  

Each club is assigned a club Mentor at the start of each year.  The club mentor is your first point of contact for assistance, planning events, budgeting and the staff signatory for the approval of financial transactions.

As much as is possible, clubs are assigned a mentor who shares the same interest, faculty or background.  Clubs may also be assigned a mentor who works in a service area that could be helpful to the club.  For example, many cultural clubs have a mentor who works for International Student Services and faculty clubs have mentors who work in the same faculty.

What are the benefits of having a mentor?

They don’t only provide you with an additional layer of support; but also open up opportunities for you to meet staff and build friendships that will help them understand what it is like to be a student at Monash, and for you to learn more about how the different areas of the university can support you.  Building networks through staff at the university will help you while you are at uni, and it may even help you when you leave university.

How often should you meet your mentor?

Each year you should have a MINIMUM of 2 meetings with your mentor. Generally speaking, you should meet with them in weeks 2 to 4 of semester 1 prior to handing in your Affiliation Kit and in week 1 of semester 2 to discuss the upcoming club AGM, succession planning, club finances and the general progress of the club to date.

What will we talk about?

At these meetings your mentor may ask you questions about:

· What training your committee members have attended

· Whether your club records and submissions are accurate and up to date

· How well the club members are working together as a team and try to identify solutions to any problems that have arisen.

· The successfulness of events to date.

· Any overdue paperwork and the progress of club submission requirements

You mentor should help you to draw up a list of tasks that need to be actioned in order to address any issues that have been identified during the meeting.

Training and Workshops

Compulsory training in 2009 will include:

· President & Vice-President

· Treasurer

· Secretary

· At least one person in each club committee must have a Responsible Serving of Alcohol Certificate. This course will be offered in Semester 1.
· At least one person in each club committee must have a Food Safety Handling Level 1 Certificate. 
Clubs space

The brand new Clubs Executive Lounge is in the S Building for use by affiliated clubs at Caulfield and a Clubs Space is provided for use at Peninsula in the U Building.  Facilities include access to computers, photocopier/fax/printer, a telephone and lockers.

These club areas are used by all clubs so they should be kept clean and used responsibly at all times. The Clubs Lounge and Clubs Space are for clubs related work only, not group assignments, or to be used as a meeting place for your friends outside the club.

If any club is found to be using the Clubs facilities irresponsibly, they may have their access rescinded by the campus Student Council.

Branding and Logos

Acknowledge the support of MONSU Caulfield or Peninsula (according to the campus at which you are affiliated) on all written material, such as posters, club newsletters and publications, by including the MONSU Caulfield or Peninsula. Contact the Clubs Coordinator for access to the logos.
Club Executive Roles and Responsibilities
President
The President will be required to dedicate a lot of time, and undertake many tasks during their term of office.  The President's role within a club can be split into two main categories, chairperson and manager.  The following outlines the Presidents major tasks: 

· Chairperson at meetings 

· Oversee and coordinate the activities and administration of the club 

· Ensure the committee perform set duties 

· Ensure that all tasks necessary for running the club are performed or delegated 

· Have a thorough knowledge of the Club Rules of Association (Constitution), Incorporation requirements and the various club requirements 

· Plan and coordinate the years activities, following consultation with other committee members 

· Be familiar with budgeting 

· Liaise with your Club Mentor, sponsors and suppliers 

Responsibilities of the President:

· Be well informed about all club activities

· Have a good working knowledge of the clubs’ Rules of Association, Rules of Affiliation, and the duties of all office bearers and sub-committees

· Manage and chair committee meetings

· Manage the Annual General Meeting (AGM)

· Represent the club on your Campus (will involve attending Presidents meetings and may involve going to functions or campus meetings)

· Be a supportive leader of all members

· Ensure that the planning and budgeting for the future is carried out in accordance with the wishes of the members.

· Make sure that the club meets all of its legal obligations

Chairperson

For a meeting to be conducted in an effective and efficient manner, a chairperson must always be appointed. This person is generally the most senior position on the committee, i.e. the President, but this isn’t always the case. In most cases, however, it is best to appoint someone who has a great deal of experience. The responsibilities of the chairperson are:

· To start the meeting at the specified time, unless quorum (50% +1) has not been reached.

· To put forward a motion that the minutes of the previous meeting(s) be approved and if approved, to sign them as chairperson.

· Announce agenda items and other business in turn.

· In debate or discussion, to maintain an impartial presence, ensure relevance of points being made, confine speakers to time limits if required and to preserve order at the meeting.

· To decide on the wording of motions.

· To announce method of voting, i.e. a secret ballot and to announce the results of all votes.

· To make a casting vote if required.

· To explain matters to those in doubt.

· To announce the time, date and location of the next meeting.

· To close the meeting.

Vice President
· Act as deputy chairperson at all meetings and chair meetings when the President is unavailable 

· Ensure the club's activities are in line with the Club Constitution, Club and Society By-laws and Monash University Student Union Inc. Rules of Association 

· Fulfill other duties as the committee may delegate 

· Assist the President with all of their responsibilities as outlined in the previous section

Treasurer

The treasurer is the chief financial officer for the club.  The treasurer is directly responsible to the President of the club and, indirectly, to its members.

Responsibilities of the Treasurer
· Ensure that accurate accounts and records exist regarding all of the organisations financial transactions, including up-to-date records of all income and expenditure.

· Coordinate and be primarily responsible for the preparation of an annual budget, and budgets for individual events.  This information must be circulated to all members of the club committee.

· Immediately deposit all monies received into the clubs MONSU account.

· Make all approved payments and send out invoices promptly.

· Be the primary signatory on all finance forms submitted to MONSU (at either Caulfield or Peninsula).  The only exception is when you are claiming a reimbursement for yourself.

· Prepare and present on a regular basis financial statement to the committee at meetings (at least once a month).

· Make sure all transactions for the financial year (1st July – 30th June) are completed by the 28th of June so they will be included in the annual MONSU Students Inc. audit.

· Make sure people claim their reimbursements promptly so that it’s easy to keep a track of the effective balance of your account.  If you don’t, you run the risk of loosing track of how much people are owed, and may find that at the end of the year expenditure has exceeded both your expectations and your available funds.

· Prepare and annual financial report to present at the club’s AGM.

· Keep photocopies of all forms and receipts submitted to finance. Always give copies of documents relating to club financial transactions to your mentor to keep on file.

Things to Monitor

· Make sure that the club does not keep monies in an external bank account.  

· Try to prevent your club members paying for goods in cash.  Use cheques and EFT payments instead.

Ethical Responsibilities of the Club Treasurer:

· Do not lend club money to anyone – ever.

· Do not use club funds for personal gain

· Do not let the club fall into debt. Minimize financial risks, read the fine print in contracts regarding the clubs financial obligations if things go wrong (such as agreements for venue hire and sponsorship agreements).  Do not let expenditure exceed income.

· Always obtain an invoice and receipt as evidence of expenditure.  Receipts must have the ABN of the supplier or a reimbursement will not be processed by finance.

Secretary
The secretary is the chief administration officer of the club.  The secretary provides the coordinating link between members, the management committee and outside agencies.

Responsibilities of the Secretary
The Secretary is a vital part of all meetings and is responsible for administration.   This includes:

· Agendas and minutes for meetings

· Book meeting room

· Giving ALL committee members due notice before meetings, confirming details such as time, date, place agenda and type of meeting (ordinary or special general meeting, executive, general meeting, annual general meeting etc.)

· Taking care of all club correspondence

· Writing reports, and compiling the reports of other executive members for the AGM Package.

· Keeping accurate and up to date records, such as the Register of Members, membership application forms, a calendar for recording the dates of meetings, activities and deadlines

· The secretary must have a thorough understanding of the club’s constitution, the Rules of Affiliation and any other legal obligations. You should have a copy of the club Rules of Association (also known as the constitution) at every meeting.

Club Meetings

Any successful club should hold meetings on a regular or semi-regular basis. This provides an opportunity for committee members to touch base with one another and focus on which direction they are taking the club in. It also demonstrates to your Club Mentor and MONSU Caulfield that you are an active and serious club. 

Note: See the back of this booklet for examples of how to write minutes and put together an agenda.
Preparing For a Meeting

1. Prepare and distribute a notice of meetings (include date, time, location) to committee members.

2. Prepare and distribute agenda following consultation with other committee members.

3. Check minutes of the last meeting and ensure all committee members have the opportunity to read them prior to their proposed acceptance.

4. Book the meeting room if required.

5. Advertise the meeting to club members, if applicable, i.e. the AGM or a General Meeting

At Meetings

1. Bring the meeting minute book, constitution, all correspondence and other relevant documents.

2. Take minutes at the meeting. Include who was present and all motions, i.e. a motion to approve club funds on a function. Include who moved the motion (normally the person reporting on it), who seconded it (anyone) and the result of the vote. Always record motions as accurately and specifically as possible, especially where reimbursements for committee members and items of expenditure are concerned.

Between Meetings

1. Ensure minutes of the meeting are typed and circulated to all committee members and your Club Mentor. This is extremely important as the minutes represent the official record of the meeting and are essential for future reference.

2. Attend to any correspondence.

3. Maintain a database of club members

4. Maintain a contact list of all sponsors and club contacts

5. Maintain a calendar of events

Informing Your Members about a Meeting

In the lead-up to any meeting, the club Secretary must issue a notice of meeting, including the date, time and location of the meeting. This notice must be distributed to all people who are eligible attend the meeting, including your club mentor. The notice of meeting can be distributed:

· Via the e-mail database of all your club members

· Displayed on posters throughout the University and MONSU building

· Announced at an earlier meeting

Writing Minutes

Minutes are a written record of everything that has been raised in a meeting. Therefore, it is essential that minutes are done correctly and accurately, as minutes are often referred to where matters of financial reimbursement and expenditure are concerned.

Minutes are supposed to be detailed enough so that someone who missed the meeting can read them and know exactly what information was discussed.  Therefore, you need to record the details of what was reported, not just the fact that something was reported.


The Format for Recording a Motion to Reimburse

When recording decisions about money or reimbursements, you can't put forward a motion such as: "That everyone is to be reimbursed for the money they have personally spent for O week".

The Process For Approving And Recording A Reimbursement:

1. The person who paid the expense presents the receipt at the meeting and this is noted in the minutes.

2. A motion is put forward that the particular person (e.g. Catherine) is reimbursed an amount (e.g. $194.94) for the particular items she purchased (e.g. stationary, decorations and catering)

3. The motion is recorded in precise detail as follows: 


MOTION 2. 1/08: That Catherine Gawler is reimbursed $194.94, for the following expenses:

· $11.90 for stationary

· $29.58 for decorations

· $153.46 for catering

Moved: N. Lee
Seconded: D. Kang
CARRIED


4. The treasurer should bring copies of all finance related forms with them at each meeting, so that the relevant paperwork can be filled out and signed by executive committee meetings without delay.


Often it is appropriate to record the discussion related to a reimbursement. For example:

"Catherine reported that the Boat cruise will depart from and return to ‘x’ location, at’ x’ time.  The bond will be $x and the total cost will be $x. The balance must be paid by x date.  The capacity of the boat is 300 people, so we should aim to sell that many tickets.  Catherine recommended that tickets be priced at $40 for members and $50 for non-members. The committee (or specific people) need to arrive at xpm, at x meeting place.  The boat will depart at 7.30pm and return at midnight."

As a consequence of this report someone might put forward a motion that the tickets be priced at $40 for members and $50 for non-members.  Alternatively, others might raise objections and the main point of these objections would be noted in the minutes.  For example, after the above paragraph the following discussion may be recorded like this:

Sarah said she was concerned that the boat trip might not sell 300 tickets and that the club was at risk of making a loss on the event.  She suggested raising the ticket price so that they would break even if they sold fewer tickets.

Tom felt that raising the price would result in less ticket sales, so there might be no advantage in increasing the price.

Ahmed suggested that members be given a smaller discount.  For example, members could buy tickets for $45 and non-members for $50.

Lee thought that it was most important to give discounts to members, and that if the ticket price should rise for anyone it should be non-members.

Peter, Max and Lilly agreed with Sarah.

The discussion resulted in the following motion being put forward.

MOTION 3.1/08: That club members be charged $45 for tickets and non-members be charged $55.

Moved: S. Trinh
Seconded: P. Rogers
CARRIED

For further information, please refer to the example of minutes that is included in the appendix.

Quorum

To have quorum (core-um) in a meeting means that you have the minimum attendance to commence the meeting. Quorum is generally defined as 50% plus one of your total voting 

members. This means that you cannot commence a meeting until you have the majority of voting members. For example, if there are six people eligible to vote in a meeting, then quorum has been reached once four people arrive. A meeting cannot commence without quorum.

Responsibilities of the Chairperson

For a meeting to be conducted in an effective and efficient manner, a chairperson must always be appointed. This person is generally the President.  Please refer to the information regarding the responsibilities of the chairperson in the section about the club president.

TYPES OF MEETINGS

There are several types of meetings. Some of these are:

Committee Meeting

This is a meeting for the committee members of the club, i.e. President, Vice President, Secretary, Treasurer, etc. A committee meeting may be held for the purposes of approving expense reimbursements, approving funds for an upcoming event or general decisions to be made that affect the club as a whole.

General Meeting

The General Meeting is a meeting open to either all club volunteers or all members of the club. This meeting is held for the purpose of communicating things to the club that everyone will need to know. This meeting could be held in the lead up to a large club event for the purpose of finding volunteers and explaining the event to everyone, etc.

Annual General Meeting (AGM)

The AGM is a meeting that must be held by all affiliated clubs once a year. The primary purpose is to elect the new club committee for the following year. This meeting must be open to all club members for legal reasons.  See page 6 for further information on AGMs.

The Purpose of an AGM

The primary reason for holding an AGM is to elect the club committee for the following term of office. Any club member has the right to nominate for any committee position and all nominations must be seconded by another club member. Once nominations close (which should occur at the AGM), the members present at the AGM vote for the nominees.

At the AGM, the outgoing committee members should present a report outlining their clubs position and their activities for their term of office.

Preparation for an AGM

· Inform your club mentor of the date, time and location of the meeting.

· Give a minimum of ten academic days notice before the AGM to all club members.

· Notice should be giver to members via posters in the Student Union building and notice boards, the club newsletter, e-mailing list, Watzon, and any other methods and include the time, date and location of the AGM.

· An agenda should be available to all potential attendees prior to the AGM.

At the AGM

The outgoing President is usually the chairperson of the AGM until the elections for the new committee commence. At this time, a Returning Officer is elected to chair the meeting and ensure the correct procedures are followed during the election of the committee.

Quorum for a club AGM is ten members of the club (or more if specified in the club constitution).

A copy of the MONSU Caulfield/Peninsula Rules of Affiliation, Club Constitution and Clubs By-Laws must be at the meeting for easy reference.

Only members present at the AGM are eligible to vote. No proxies are allowed at any AGM.

Ensure the minutes of the AGM are recorded accurately and correctly. These minutes must be submitted as part of your affiliation kit for the following year.

Other Things to Remember about the AGM

Timing and location of an AGM is important. Members have the right to attend the club AGM, for this reason it is advisable to hold the meeting on campus and at a time when the most members are available. In 2008, it has been decided that all clubs must hold their AGM in weeks 9 to 11 of Semester 2. 

Event Management
Club Function Fact Sheet /Application Form
Any event that will require the following must be approved in advance by the Manager, MONSU Experience Team.  A Club Function Fact Sheet must be submitted to the Manager, MONSU Experience Team at least a month in advance.  Please find a copy of the Function Fact Sheet in the Appendix.

· Use of a BBQ

· Electricity supply

· Use of a common lawn area

· Service of food, drink or alcohol

· Special guests

· External suppliers (equipment, catering etc) or deliveries

· Music

· After hours building or facility access

· Decorations

· Sale of goods

· Provision of food or drink

Procedure for Organising a Function

Please note that you do not need to use this process for basic committee meetings or club group meetings that take place off campus or in tutorial rooms and theatres during normal university operating hours.  
1. As a committee, decide on the event details well in advance.  Do not advertise your event until the procedure outlined here has been completed.

2. Fill out the MONSU Club Function Fact Sheet and submit it at least 5 weeks prior to your event being held.  Failure to comply may result in your application being denied.

3. Submit the Function Fact Sheet to the MONSU Events Manager and send a copy to the MONSU Clubs and Culture Coordinator.  This can be done via email or submitted in hard copy to the MONSU Service Desk. At Caulfield submit it to the MONSU Level 3 Service Desk.

4. Make an appointment with the Manager, MONSU Experience Team to review this form and conduct a Risk Assessment.  You will also be provided with any further information that is deemed appropriate for your function.

5. Take any actions required by the Manager, MONSU Experience Team, or change your event plan if requested.

6. Keep a copy of the Function Application Form at the event.

7. Do not change the event plan after it has been approved. You must consult the Manager, MONSU Experience Team before making any changes to your event plan.

It is also recommended that you refer to the MONSU Caulfield Events Management Guide.  It is a useful resource covering issues that should be considered by anyone planning a club activity, however small.  It can be downloaded from: http://www.monsucaulfield.org.au/clubs/Eventspage.html


Selecting a Date for Your Function or Event

The date you select for your event will effect how successful it is.  When planning your event, please make sure you:

1. Do not clash with another activity on the same day.  Check the MONSU Caulfield events calendar and talk to the Clubs Officer to check that there are no other events that day, or similar functions that fortnight.  For example, do not plan an ‘after exams party’ on the same night as the MONSU Caulfield AXP party.

2. If you want to hold an event that will link in with the MONSU Caulfield Activities events or theme weeks (for example: stress less, multicultural week, orientation week or sex it up week) please consult with the Activities Committee and the Events Officer so that you can all work together as a team.

3. Remember to take into consideration the academic cycle.  Big events are best early in semester and small, easy to execute activities are better late in semester.  Note that many students leave Melbourne immediately after their last exam and many international students don’t return until the 2nd week of semester.

4. Always email the Clubs Officer immediately after you have set a date for an event.  This will help them keep a track of dates and inform you if your event is going to clash with something else.

Sponsors on Campus

Often club sponsors will request a presence on campus.  If this is the case you are required to send the details of their presence to the Clubs & Culture  Coordinator.  Please provide information on the following:

· A copy of any written agreements BEFORE they are signed by both parties

· The date, time and place of their visit

· What they will be doing on campus

· What goods or services they will provide to students or the club


Please read the Sponsorship policy at the back of this booklet

Fees Charged to Companies for MONSU or Lawn Area

If an external organisation wishes to set up on campus they are usually charged a fee of $300 - $800 to set up on the lawn, depending on the time of year.   Sometimes companies will approach a club directly to try to gain access to the campus without paying fees.  Often they will offer you something substantially lower than they would otherwise pay, as an incentive for your assistance.  They will try to call this ‘sponsorship’; it is actually a rip-off.

If a company does approach you, please notify the Clubs Coordinator.  The Clubs Coordinator can assist you to negotiate a deal whereby the company can have access to the campus in line with MONSU and university policy.  We can usually arrange for clubs to receive 50% of the facilities hire fee that any company is charged (not including fees for consumables such as electricity).

Fees Charged to Companies by the University

If an external organisation wishes to use university facilities they are also charged a fee by Monash University Venues, depending on the size of the room or space.  

If a company or organisation provides a free service or activity to club members, MUV will often agree to let the external organisation enter the campus under the following condition:  The club must charge the organisation 100% of the fee that the university would charge them, but will only be required to pay MUV 50% of that fee.  The club can therefore keep half of the money that the company or organisation would normally pay to have a presence on campus.

Such an arrangement can be negotiated with MUV via the Clubs Coordinator.

Marquees, Pegs or Stakes in the Common Lawns

The lawn areas on campus have an irrigation watering system buried not far below the surface of the ground.  For this reason it is forbidden to put anything in the ground.  If you are going to erect a marquee or any other structure that needs to be tied down you must use a system of weights that will not puncture the surface of the lawn.

For further information or assistance, please contact the MONSU Events Manager.

Written Agreements for Events

When organising an event, you need to ensure that you have some sort of safeguard in the event that a venue or sponsor may want to change the terms of the agreement that you have made. The best way to do this is to create a contract or written agreement. A written agreement is a document that details all the terms you have negotiated and is signed by both parties. Any document that details and agreement between two organisations and is signed by both parties is legally binding. Remember to reiterate this in the disclaimer at the bottom of the agreement. This step is essential. 

While you may have agreed on set drink prices, some venues will try and use an excuse to increase the price on the day of the event or even spring other surprise costs on your club. For example, if your club runs a booze cruise for 200 people and the company you are going through decides that they can only take 150 people, you would be dealing with 50 very disappointed attendees. However, if you have a written agreement in place, you can use that as a way of getting a refund for the cost of the boat. While you will still have 50 disappointed attendees, you will be able to refund them for the booze cruise without incurring your club additional costs. A written agreement discourages a venue from doing this in case of legal ramifications.



What we need to know:



1) Name of Function, cost, relevant dates ,table size, number of tickets etc. and the Club 

involved.



2) Type of Merchandise, sizes, number of items, cost etc.



3) Any relevant information the student may need to know about what is being sold:



i.e. selling hoddies, can one pre-order, how many are for sale, what sizes and colours are 

available? etc.



4) For photo-copying, laminating and binding please advise staff of amount, colour or 


black and white, size and required completion date.



Clubs can also use the desk as a drop off and pick up point by leaving items for another 

person to collect. It is important to give the desk staff exact, specific information regarding 

who will collect and have items clearly marked with collectors name and student 



I.D.number.



Depositing Funds at the Student Union.



All income received by the club should be deposited at the MONSU Service Desk.



Please deposit any monies as soon as possible for security reasons. When depositing 


funds tell the Service Staff which Club the money is for and the type of income i.e. 


membership fees, function income, trip income, sponsorship etc. It is especially 



important to ensure that membership fees are deposited correctly, as membership 

fee deposits are checked when grant allocations are being decided.



Note: All cheques received by your club( for example, sponsorship income), need to be 

written to “MONSU Caulfield” or “ MONSU Peninsular”-not in your Club’s name. The 


money will be credited to your account.

MONSU Finance Procedures

MONSU Account

Every club affiliated with MONSU Peninsula or MONSU Caulfield is required to operate a bank account through the MONSU financial system.  Clubs are NOT allowed to operate their own bank accounts and should avoid purchasing goods with cash. 

Putting Forward Motions for Financial Transactions  

All financial transactions must be approved by the club committee at a committee meeting.  It is the job of the club secretary to prepare meeting agendas and distribute them to the committee prior to the meeting.  The secretary needs people to submit to them all motions to be decided upon at the meeting, so they can be included in the agenda.

It is the responsibility of the Treasurer to prepare and submit to the secretary all motions related to financial transactions at least 3 days before a scheduled meeting.  The treasurer must also give the secretary copies of any related documents, such as invoices and budgets, so they can be attached to the agenda as “Papers Provided for Information”.

It is the responsibility of the secretary to regularly check the club pigeon hole and make sure that the treasurer receives (or are aware of) any correspondence related to club finances, such as invoices. Check the pigeon hole each week to make sure that invoices do not become overdue.

See also the section on “The Format of Recording a  Reimbursement”.

Format of Account Codes

Every finance form you fill in requires an account code.  These are the same across Caulfield and Peninsula campuses.  See Appendix for a list of the relevant account codes.

The format for entering the account code on MONSU Caulfield and Peninsula forms will follow this format: 

Income (or) Expense Code - Club Code

For example, if the Arts Club wanted to purchase stationary, you would fill in a Club Finance Requisition form with the code:

6-4560 (expense code for stationary) – C9375 (Club Code)

MONSU Caulfield students should refer to the MONSU Students Accounts List and MONSU Caulfield Club Codes, which can be obtained from the finance office – 3rd level, S building.

MONSU Peninsula students should refer to the MONSU Students Accounts List and MONSU Peninsula Club Codes which can be obtained from the finance office – lower level, U building.

Depositing Funds at the Student Union  

All income received by the club should be deposited at the MONSU Service Desk.  Please deposit any money as soon as possible for security reasons.  When depositing funds tell the Service Staff which club the money is for and the type of income i.e. membership fees, function income, trip income, sponsorship etc.  It is especially important to ensure that membership fees are deposited correctly, as membership fee deposits are checked when grant allocations are being decided. 

NOTE: All cheques received by your club (for example, sponsorship income), need to be written to “MONSU Caulfield” or “MONSU Peninsula”– not to your club’s name.  The money will be credited to your account.

Withdrawal of Club Funds from the MONSU Account

Club funds are taken out of the club account in  three ways:

1. A cheque or Electronic Funds Transfer (EFT) is processed to pay an invoice / supplier.

2. A cheque or Electronic Funds Transfer (EFT) is processed to reimburse a club member (if it is for an amount over $50) for club expenses that they have incurred.

3. Petty Cash can be given to club members to reimburse them for expenses  incurred that are under $50

Cheques are processed on a weekly basis, during semester and throughout semester breaks.   A Club Finance Requisition Form needs to be completed in order to get a cheque issued, and these must be submitted by 12 noon on Wednesdays.   

Weekly cheques are ready for collection from the MONSU Service Desk (at Peninsula) or the MONSU Level 2 Service Desk (at Caulfield) after 10am Friday.

How to Pay an Invoice

When you have an invoice from a supplier and you need to send them a cheque (or you can pay via EFT transfer), use the following procedure:

1. If it has not already been done, at a committee meeting raise a motion indicating the expense incurred and have a motion passed that payment be made from the clubs’ account. 

2. Fill in a CLUB FINANCE REQUISITION form, sign it and get another club signatory to sign

3. Tax code: always 4

4. Attach the copy of the meeting minutes and the original invoice and give it to your mentor to approve.

5. When satisfied, your Mentor will sign the forms.  You are to take photocopies of all the forms (for your club records) and then take the originals to the MONSU Level 3 Service Desk (at Caulfield) or the Finance office (at Peninsula). 

6. Cheques are drawn up weekly. Finance Requisitions submitted by 12 noon on Wednesday will be available for collection from the MONSU Service Desk (the MONSU Level 2 Service Desk at Caulfield) after 10am the following Friday.  EFT transactions are sometimes processed faster.

Note:

Clubs have to inform their Mentor and the Clubs and Culture Coordinator more than a week in advance if a cheque for more than $2000 is required.   

How to Pay an Urgent Invoice

A prompt payment request may be used when a payment is required ON or BEFORE the delivery of the goods or services that you have ordered.  

You should only use this procedure if the supplier refuses to supply you the goods prior to payment.  

1. Get 2 forms:  CLUB PROMPT PAYMENT REQUEST and CLUB FINANCE REQUISITION.

2. Fill out all details on the forms. Leave the 'Authorised by:' section blank for your mentor to sign.

3. Tax code: always 4.

4. Fill out all details in the yellow form, sign it and get another club signatory to sign.

5. Attach the copy of the meeting minutes.  Expenditure should always be approved in advance.  If the expense is unexpected, written approval from the executive committee must be supplied.  This can be done via email. 

6. At Caulfield please take all forms and minutes to the CLUBS & CULTURE COORDINATOR ONLY to review.  At Peninsula you can take the forms directly to MONSU Finance.

7. When satisfied the Clubs Coordinator (or finance officer at Peninsula) will sign the forms.  You are to take photocopies of all the forms  (for your records) and then take the originals to the MONSU Finance Office at Peninsula or the Level 3 Service Desk at Caulfield.

8. Finance will process a prompt payment request within 24 hours of receiving the paperwork and the payment will be issued as soon as possible.

Reimbursements

Sometimes it is more convenient for club members to purchase small items for the club and be reimbursed afterwards.  When you take out money out of your own pocket on behalf of the club you can get your money reimbursed.

Ideally, before club members purchase items on behalf of the club, a motion should be passed in advance indicating what is to be purchased, what the maximum spending limit is and who is to spend it.  This is to avoid confusion about who is going to buy each item.  

It is important that the committee at least discuss purchases before they are made to make sure that committee members do not spend more than is required or more than the clubs has funds to cover.  Make sure that everyone understands that expenditure needs to be approved by you before any purchases are made.  This way you can make sure that expenditure does not exceed available funds.

All reimbursements must be approved at a committee meeting after the purchase has been made.  

Note: Make sure everyone understands that they must keep all receipts in order to claim a reimbursement.  Receipts must have an itemised list of the items purchased and the ABN of the supplier.  The ORIGINAL receipt must be supplied to finance.

When you submit agenda items to the club secretary regarding reimbursements, the motion needs to specify:

· Who spent the money

· Exactly how much was spent

· What the money was spent on.

How to get a reimbursement for an Amount Under $50

If the amount is less than $50, you can get cash for your reimbursement.

PROCEEDURE:

1. At a committee meeting put forward a motion that you (or someone else) be reimbursed for goods or services that were purchased for the club.  You must specify who paid for the item, how much it cost and exactly what the item/service was. Original receipts that show the company’s ABN must be provided as evidence of the purchase.  This motion will be recorded in the minutes by the club secretary.  

2. If the motion is passed you will need to complete a  CLUB PETTY CASH REIMBURSEMENT form.

3. Fill out the details required, sign it and get another club signatory to sign.  If the expense is incurred by you (the club’s treasurer), you cannot sign the form.  In that case, the president and vice president can both sign the form.  Leave the 'Authorised by:' section blank for your mentor to sign.

4. Tax code: always 4

5. Attach the original receipt and a copy of the meeting minutes to both forms and give them to your Mentor to review. 

6. Approval of forms:

At Peninsula:

Take the forms to the MONSU Peninsula Finance Office.  Once satisfied that they are filled in correctly they will be signed and you will be reimbursed.

At Caulfield:

If satisfied that everything is filled in correctly, your Mentor or the Clubs Coordinator will sign the forms. The MONSU Caulfield Finance Office will only be open for the collection of Petty Cash Claims during the following times:

· MONDAY 10am to 1pm

· WEDNESDAY 11am to 2pm

· FRIDAY 1pm to 3pm

Petty Cash claims will not be processed outside these hours at Caulfield Campus.

How to Get a Reimbursement for an Amount over $50

If the amount is more than $50.00, you will get your reimbursement via EFT transfer to your bank account or by cheque.

PROCEEDURE:

1. At a committee meeting put forward a motion that you (or someone else) be reimbursed for goods or services that were purchased for the club.  You must specify who paid for the item, how much it cost and exactly what the item/service was. Original receipts that show the company’s ABN must be provided as evidence of the purchase.  This motion will be recorded in the minutes by the club secretary.  

2. Complete a CLUB EXPENSE REIMBURSEMENT FORM - OVER $50.

3. Fill out all the details  required, sign it and get another club signatory to sign.  If the expense is incurred by you (the club’s treasurer), you cannot sign the form.  In that case, the president and vice president can both sign the form.

4. Tax code: always 4. 

5. Leave the 'approved by:' section blank for your mentor to sign.

6. Attach the original receipt and copy of meeting minutes along with both forms; give them to your Mentor to review and sign.

7. Once your mentor has signed the forms, make copies of all the documents (including receipts) to keep for your own records and then submit the original documents to the MONSU Peninsula Finance Office or MONSU Caulfield Level 3 Service Desk before 12 noon Wednesday.

8. You can collect the cheque at the MONSU service desk (Level 2 at Caulfield) on Friday after 10am, or it may be placed in the club pigeon hole. If you want the cheque to be mailed to your address, put your address details on the EXPENSE REIMBURSEMENT form.  If you want the reimbursement to be deposited into you bank account by EFT, please fill out your account details on the EXPENSE REIMBURSEMENT form.

How to Order Goods and Services

The Purchase Order system is generally easier for all concerned because:  

· A purchase order is usually sent out directly to the supplier the day after the documents outlined above are submitted. 

· There is no need for committee members to purchase goods with their own money and then be reimbursed. 

When assets or big items are being purchased (e.g. equipment or banners) it is particularly important that a purchase order is used so that MONSU can keep track of assets and if necessary, organise insurance coverage. 

How to obtain a Purchase Order

Obtain a written quote from the supplier.

Use the CLUB PURCHASE ORDER form when you want to purchase goods or services, or if the company needs to receive a purchase order first before processing your order.  It is also used when you purchase an expensive item (> $100) as we discourage clubs from purchasing expensive items with cash.

PROCEEDURE:

1. At a committee meeting, put forward a motion that the club to purchase goods or services. You must specify how much it costs and exactly what the item/service is.   This motion will be recorded in the minutes by the club secretary.

2. If the motion is passed, complete an OFFICIAL ORDER REQUISITION form.

3. Fill out all details required. Write want you want to order: the quantity, description, and the amount. 


Sign it and get another club signatory to sign.

4. Tax code: always 4.

5. Leave the “Authorising signature” and “Name of Person Completing Order Req” sections blank for the CLUB COORDINAROTOR to sign. Choose whether the purchase order is to be: faxed, mailed, or returned to you.  

6. In 'Cheque Payable To:' section, write the company name that you are ordering the goods/services from.

7. Attach copy of the meeting minutes along with a copy of the quote and give them to the Clubs Coordinator to review and sign.

8. After the Clubs Coordinator has signed the forms, make a photocopy for your records and take all paperwork to the MONSU Level 3 Service Desk. Please also leave a copy of the purchase order in the Club Coordinator’s pigeon hole.

9. Finance will raise the Purchase Order and pay the invoice.

How the Purchase Order Works

After Finance receives the Purchase Order, Finance will mail or fax the Purchase Order to the supplier. The supplier will then process the order; deliver the goods or services and send an invoice to MONSU Finance or to you.

When you receive an invoice that is linked to a Purchase Order, you can just give the invoice to Finance. You don't have to complete further paperwork it was done previously. 

Finance will then make payment for the invoice. 

Sponsorship Income

Club income comes from two main sources: sponsors and MONSU grants. Often sponsorship comes in the form of a discount to members or merchandise, however sometimes companies part with some of their money.

NOTE: All cheques received by your club (for example, sponsorship income), need to be written to “MONSU Caulfield” or “MONSU Peninsula”– not to your club’s name.  The money will be credited to your account.

The Debtor's Invoice Requisition form is used to generate an invoice when a club is intending to receive income.

When a Sponsor is giving Your Club Money 

Always review sponsorship agreements to make sure they are financially sound and will not cause the club financial loss if the agreement is broken.
PROCEEDURE:

1. Get a CLUB INVOICE REQUEST form.

2. Fill out the detail of the company: name, address, phone and fax number.

3. Choose whether you want the invoice to be mailed, faxed, emailed, or returned to you.

4. GST code: Ask the company whether they pay GST or not. Please remember that clubs do not pay or receive any GST. Mention this to the company and if the company still wants to pay GST, put tax code: 1. Otherwise, put tax code: 4. 

5. Enter the description (i.e. sponsorship), account code, and the amount.

6. Fill out your name, sign the form, and put your contact number.

7. Give the form to your Mentor (or Finance Officer at Peninsula) for approval, make a photocopy for your records and then submit the form to the MONSU Finance at Peninsula or the MONSU Caulfield Level 3 Service Desk. 

8. Leave a copy of the form in the Club Coordinators pigeon hole.

Income for Services Rendered

If your club provides a good or service for which you will be paid, you use the same procedure as you would for a sponsor.  The only difference is that you would indicate the good or service provided.

Cash Floats 

If the club is holding a function where money is being collected at the door or tickets need to be sold in advance, a float will be required to provide change to customers.  

A Cash Float of up to $50 can be obtained from MONSU if advance warning is given.  If the club requires a float please complete and return the Cash Float Request Form and give to Finance at least one week prior to requiring the float.   The float ($50) needs to be returned by the end of business that day, or first thing in the morning of the following day.

Record Keeping

The club Treasurer should always have financial records sufficiently accurate and up to date so that if someone if your club asks you what the account balance is, you can tell them without having to ask MONSU Finance.

Monthly Statements of Administration Charges

PENINSULA

A statement of club Administration charges (i.e. photocopying, phonecalls, postage etc) are generated by MONSU Peninsula Finance each month and are automatically paid out of your club account.  A copy of the statement is kept at the Service Desk for you to review if required.  If you feel that the statement is incorrect, please alert the Clubs Officer or Coordinator via email.  

A profit & loss statement is available from the finance office upon request.

CAULFIELD

A statement of your club Administration charges will be generated by MONSU Caulfield and paid out of your club account after it is reviewed by the Clubs Coordinator.  If there appears to be an irregularity in the charges the Clubs Coordinator will not approve payment of the charges until the expenses have been confirmed by the club president.  

Goods and Services Tax (GST) 

On July 1, 2000, the Federal Government introduced a 10% tax on most goods and services.  MONSU Clubs and Societies are NOT REGISTERED for the GST.  This means that clubs must pay the GST on items and will not be able to claim these back, as registered businesses are eligible to do.  This was done to avoid clubs having to complete complicated paperwork (BAS statements) every three months.  

Australian Business Number (ABN) 

Every affiliated Club has their own ABN.  This is an 11-digit number which identifies each club for tax purposes.  When dealing with suppliers and sponsors, clubs will often be required to quote their ABN so you should have this number available. 

Annual Statement and AGM Pack

Every year clubs are required to hold and Annual General Meeting and submit a completed AGM Kit, which is distributed to clubs in Semester 2.  It is the responsibility of the Treasurer to provide a report on the Clubs finances over the last financial year.  Treasurers must also complete the Financial Statement which will be submitted to Consumer Affairs Victoria as a part of the legal requirements of Incorporation.   A copy of the financial statement can be found on page 11 of this handout.  Please keep a track of the information required when filling out this form so you are able to complete it accurately when the time comes.

Audits

An audit of your finances is conducted at the beginning of each  year for the previous calendar year by chartered accountants.

The Department of Consumer Affairs Victoria (CAV) requires that an independent audit be carried out each year for all Associations who have an annual turnover of $200,000 or more.  At this point none of the affiliated clubs meet this level; however it is possible for CAV to audit any Association with an ABN, up to 7 years into the past.

THEREFORE: It is very important that your financial records be impeccable and handed down to the new treasurer each year.  Copies of all the financial records are kept with the club mentors as a form of backing up your own records.  Keep for yourself, and give your mentor a copy of EVERY FORM YOU SUMBIT to MONSU Caulfield or MONSU Peninsula finance department.

MONSU CLUBS AWARDS FOR EXCELLENCE

Background

MONSU Caulfield appreciates the many hours club committee members contribute to successfully run a club.  The skills and experiences gained by being on a Club committee are invaluable and will hold you in good stead when you apply for a job.  

In 2004 the Australian Government released a Directions Paper on the “Development of a Strategy to Support Universal Recognition and Recording of Employability Skills.” The paper researched the skills that employers seek in employees; however few graduates are able to demonstrate that they have those skills.  Winning an award will make you stand out amongst other graduates as a student who has successfully demonstrated the practical skills that recruiters are looking for.

Award Categories

The award categories are based around the sought after skills that were outlined in the report.  The categories are: 

Communication

Communication that contributes to productive and harmonious relations between employees and customers

· Listening and understanding

· Speaking clearly and directly

· Negotiating responsibly

· Writing to the needs of the audience

· Reading independently

· Empathising

· Using numeracy effectively

· Understanding the needs of internal and external customers

· Persuading effectively

· Establishing and using networks

· Sharing information

· Speaking and writing in languages other than English

Teamwork

Teamwork that contributes to productive working relationships and outcomes

· Working with people of different ages, gender, race, religion or political persuasion

· Working as an individual and as a member of a team

· Knowing how to define a role as part of a team

· Applying teamwork skills to a range of situations, e.g. futures planning, crisis problem solving

· Identifying the strengths of team members

· Coaching, mentoring and giving useful feedback

Problem Solving

Problem solving that contributes to productive outcomes

· Developing creative, innovative solutions

· Developing practical solutions

· Showing independence and initiative in identifying problems and solving them

· Solving problems in teams

· Applying a range of strategies to problem solving

· Using mathematics, including budgeting and financial management, to solve problems

· Applying problem-solving strategies across a range of areas

· Testing assumptions taking the context of data and circumstances into account

· Resolving customer concerns in relation to complex project issues

Innovation

Innovative and enterprise skills that contribute to innovative outcomes

· Adapting to new situations/change

· Developing a strategic, creative, long-term vision

· Being creative

· Identifying opportunities not obvious to others

· Translating ideas into action

· Generating a range of options

· Initiating innovative solutions

Planning and Organising

Planning and Organising that contribute to long-term and short-term strategic planning

· Managing time and priorities – setting timelines, coordinating tasks for self and with others

· Being Resourceful

· Taking initiative and making decisions

· Adapting resource allocations to cope with contingencies

· Establishing clear project goals and deliverables

· Allocating people and other resources to tasks

· Planning the use of resources including time management

· Participating in continuous improvement and planning processes

· Developing a vision and a proactive plan to accompany it

· Predicting – weighing up risk, evaluating alternatives and applying evaluation criteria

· Collecting, analysing and organising information

· Understanding basic business systems and their relationships

Self Management

Self-management that contributes to employee satisfaction and growth

· Having a personal vision and goals

· Evaluating and monitoring own performance

· Having knowledge and confidence in own ideas and vision

· Articulating own ideas and vision

· Taking responsibility

Independent Learning

Learning that Contributes to ongoing improvement and expansion in employs and company operations

· Managing own learning

· Contributing to the learning community in the workplace

· Using a range of mediums to learn – mentoring, peer support, networking, information technology, courses

· Applying learning to ‘technical’ issues (e.g. learning about products) and ‘people; issues (e.g. interpersonal and cultural aspects of work)

· Having enthusiasm for ongoing learning

· Being willing to learn in any setting – on and off the job

· Being open to new ideas and techniques

· Being prepared to invest time and effort in learning new skills

· Acknowledging the need to learn in order to accommodate change

Technology

Technology that contributes to effective execution of tasks

· Having a range of basic IT skills

· Applying IT as a management tool

· Using IT to organise data

· Be willing to learn new IT skills

· Having the occupational health and safety knowledge to apply technology

· Having appropriate physical capacity

How to Nominate

Anyone can nominate any club member for an award.  Nomination forms are available from the Clubs Resource page and are available throughout the year.  It is recommended that after a review of each event or semester you prepare and submit nomination forms while the events are still fresh in your mind.  A nomination form is also included in the appendix.

Club of the Year Award

The Club of the year award will be chosen by the Clubs and Culture Coordinator and Clubs Officer.  It will be awarded to the club committee that has demonstrated the best overall service to its members, been well organised with submitting paperwork to MONSU and have made a contribution to the long term growth and development of the club.

ADDITIONAL RESOURCES

In addition to the documents provided here, there is a large range of information available on the MONSU Caulfield and Peninsula Club websites:
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Request for Booking of University Spaces

NOTE:  This is not a confirmation of booking
DATE: ……………...

NAME OF CLUB: ……………………………………………………………………………………………….

VENUE/S: …………..………………………………………………………………………………………….

NO. OF PEOPLE EXPECTED TO ATTEND: …………………………………………………………………

FOR WHAT PURPOSE: ………………………………………………………………………………………

DAY/S:……………………………………………………………………DATE:……………………………. 

TIME EVENT WILL START: ………………………………………. .  FINISH: ……………………………...

NAME OF PERSON MAKING BOOKING: …..……………………………………………………………….

POSITION HELD IN CLUB: …………………………………………………………………………………..

CONTACT PHONE NUMBER: ……………………………………….EMAIL: ……………………............

*MSA CLUBS & SOCIETIES/MONASH SPORT CLUBS (Clayton Campus)

MONSU (Caulfield & Peninsula Campus) AUTHORISATION SIGNATURE HERE (for clubs only): 
………………………………..

Fax to – 9905 4724
(……………………………………………………………………………………………………………
CONFIRMATION OF BOOKING (Office use only)
TO: ……………………………………………….   CLUB: ………………………..………………………….
The following booking has been made for you:-

VENUE: …………………………………………………………………………………………………………...
DAY & DATE OF BOOKING: …………………………………………………………………………………

TIME EVENT WILL START: ……………………………..TIME EVENT WILL FINISH: ……….…...…..….
Policy of Space Use

Noise Levels

Noise levels must be kept to a reasonable level at all hours and at no time should exceed 80 decibels.  This includes the 1pm -2pm, to avoid disrupting lectures and offices in the surrounding area.  Please Note: Music may be played between the hours of 1pm-2pm only.

Food and Beverage 
There is to be NO food or drink taken into teaching venues.  If you require an area for food, please discuss this with the MUV Office so that a suitable venue can be provided, and bins arranged.

If you are providing and selling your own food for this event, you will need to contact the Glen Eira City Council on Ph: 9524 3333 to apply for an Application for Registration of a Temporary Food Premises, in advance.  Please see attached documentation in email.  They will advise what is required regarding the serving of food and/or beverages for your function.

BBQs and Bins

Please ensure that plastic sheeting is placed under the BBQ to prevent spillage of grease or fat.  

Bins will be organised for your BBQ event, please ensure that all rubbish is placed into these bins, and not stacked alongside.

Cleaning/Facility Usage
Please ensure that the space used remains clean and tidy at all times, and at the end of your function, all rubbish is placed into the bins provided, and/or removed from the area (including external grounds) otherwise a cleaning charge will apply.

We ask that you refrain from mounting decorations, posters or flyers on the internal and external walls/windows of the venue and Building.
Grounds

Care must be taken around trees, plants and garden beds to ensure they are not damaged in any way.

Marquee Set Up 
If you are planning to have a marquee set up in the grounds area for this event, please be aware that you must NOT use pegs or stakes for your set up, sand bags and/or water barrels may be used instead. This is to ensure that underground pipelines and cables are not damaged.  
Furniture

Furniture must not be removed from any teaching venue on campus.  If using a venue and furniture is reconfigured from the normal teaching mode, please reset back into teaching mode at the end of your session.

Please ensure that furniture is not  dragged across the floor when setting up for your event, if there is any damage to the floor and/or walls in the venue the Club will be responsible for payment of repairing the damaged areas.

Audio-Visual Equipment

If you require access to any audio-visual equipment, please contact the Teaching Facilities Support Unit, (Tel: 9903 2594), at least two days in advance of your booking, to arrange access and tuition on the equipment.

Audio-visual equipment MUST NOT be moved in any way, disconnected or tampered with.

External Contractors/JSA 

If there are any external contractor's coming onto campus providing goods or services for these events, please complete the attached documentation and arrange for a Contractor Induction with Facilities and Services.  Please contact Wendy Vanderleest 

on 9903 1409, in advance, for assistance with any queries and arranging a time for the  contractor's induction. 
Please also see attached Job Safety Analysis form to be completed and returned to our office, thanks.

Serving of Alcohol 
Please let us know by telephoning 9905 1315 if you are planning to serve and/or sell alcohol at this event.
•If you intend selling alcohol, either directly or indirectly (including via an event cover charge or ticket) a Liquor Licence must be obtained. This is available from Consumer Affairs Victoria. 

•If attendance at an event is lower than anticipated, the event manager must reduce the amount of alcohol made available accordingly.  

•Event Managers must ensure that those responsible for serving alcohol at an event have completed training in Responsible Serving of Alcohol (current certification).  Consumer Affairs Victoria runs courses in RSA. 

•Alcohol must not be provided to anyone who is, or appears to be, intoxicated or is under the legal drinking age of eighteen years. 

•High quality, non-alcoholic beverages should always be visibly available in adequate variety and supply. 

•Low alcohol beverages should be available. 

•Drinking water should be provided free of charge. 

•Adequate quantities and variety of foods should be made available at functions at which alcohol is served. 

•Alcohol should not be served for longer than 30 minutes before food is served.
PLEASE NOTE: Club activities which involve selling and/or serving of alcohol will incur additional charges for hire of Security Guards for the duration of an event.

MONSU Caulfield Poster Policy
Location

MONSU Caulfield manages the posters in Levels 1 and 2 of S Building. Posters are only permitted on designated notice boards and on the red brick area within the stairwell near the entrance closest to Coles Supermarket. Notice boards can be found;

1. Anywhere on Level 2.

2. The stairwell near the entrance closest to Coles Supermarket

3. The stairwell between Level 2 and 3.
If a notice board is marked "Exclusive use by MONSU Caulfield", this area is not to be used unless the space has been designated to you. Posters are not to be placed on any painted areas or glass windows and doors without the permission of the MONSU Caulfield Clubs Officer. 

Approvals

Clubs must acknowledge the support of MONSU Caulfield by including the MONSU Caulfield logo (which can be downloaded from www.monsucaulfield.org.au) on all posters. Following this, posters must be taken to the MONSU Caulfield Service Desk (S Building, Level 2) for approval before being placed on display.

Affixing Material

Posters on Notice Boards can be put up with tacks, in other areas blue tack must be used. Under no circumstances is sticky tape to be used.

Amount
No more than the equivalent of ten (10) A4 sized posters may be placed in MONSU Caulfield areas at any one time, or alternatively five (5) A3 sized posters.

Time
Posters and notices advertising events shall be approved until the day following the event. All others will be approved for a period not exceeding one month, unless otherwise approved by the MONSU Caulfield Clubs Officer.

Language
All posters must be written in English, or contain a translated version to English on the same poster.
Conditions
No posters will be approved if they are of a nature that can be considered obscene, racist, sexist, or promoting illegal activity. The MONSU Caulfield Student Council can revoke the approval of any posters. In the mean time, the MONSU Caulfield President or MONSU Caulfield Clubs Officer can act on behalf of the Council. 

Walkway

Location

All posters on the Level 1 & 2 Walkways (in front of N and K Building) must be approved Facilities & Services (who can be located in T Building, Level 1).

Affixing Material

Posters on the walkway must use blue tack to display posters. Under no circumstances is sticky tape to be used.

Language
All posters must be written in English, or contain a translated version to English on the same poster.
Conditions

No posters will be approved if they are of a nature that can be considered obscene, racist, sexist, or promoting illegal activity. The MONSU Caulfield Student Council or Facilities & Services can revoke the approval of any posters. In the mean time, the MONSU Caulfield President or MONSU Caulfield Clubs Officer can act on behalf of the Council. 

Other Areas

Posters erected elsewhere on the campus require the permission of the relevant faculty or service area managing the space. If it is a shared space, the permission of Facilities & Services (T Building, Level 1) will be required. If unsure, contact you Club Mentor or the MONSU Caulfield Clubs Office If any of the above is not complied with MONSU Caulfield has the right in impose disciplinary actions, including and not limited to monetary fines. For further information or clarification regarding this policy please contact your Club Mentor.

MONSU Peninsula Poster Policy

1. Application

This policy governs the placement of posters and other notices within and surrounding levels one and two of the Student Union Building (Building U) located at McMahon’s Road, Frankston.

2. Authorization of Posters and Notices

2.1 All posters, notices and other printed information displayed within the Building U and it surrounds must be authorized.

2.2 Content of all posters that pertain to MONSU Peninsula matters, activities or initiatives must be approved by the President prior to publication.

2.3 Authorization shall consist of the official Union stamp, the inclusion of an expiry date and the signature of an officer of the Union.

2.4 Authorization can only be obtained through the MONSU Service Desk located in Building U.

2.5 Poster and notice that are not duly authorized shall be removed immediately.

3. Location of Posters

3.1 Posters, notices and other printed material may be placed on designated pin-on noticeboards in the Cafeteria and outside, on A-boards, on external pillars under walkway and stairwell walls

3.2 Posters may not be placed on glass windows and doors, or painted areas without the permission of the University and President of MONSU Peninsula. Any material placed in these areas without permission will be removed immediately.

3.3 No more than the equivalent of fourteen (14) A4 sized posters of one kind may be placed in the area covered by this policy

3.4 Clubs/societies may display a maximum of four (4) posters in the Seahorse Tavern for upcoming events to be held in this location. Poster can only be displayed in the Seahorse Tavern with the permission of the Bar Manager.

4. Length of Approval

4.1 Posters and notices advertising events shall be approved until the day following the event. All others will be approved for a period not exceeding two weeks, unless approved otherwise by the President of MONSU Peninsula.

4.2 It is the responsibility of the club or society, or affiliated group to remove posters once the approval date expires.

5. Affixing of Posters

5.1 All posters and notices are to be affixed by drawing pins or sticky tape only. No other means of affixing posters shall be permitted.

6. Criteria for Poster Approval

6.1 Posters and notices will only be approved for display in the Student Union building subject to the following criteria:

6.1.1 Related to Student Union activities including Clubs and Societies and affiliated groups

6.1.2 Related to Student Union Elections and approved under Election Regulations

6.1.3 Related to University matters

6.1.4 Elated to Community matters

6.2 Posters and notices will not be displayed if in contradiction with the by-laws o policies of the Union, except in so far as to expose he nature of such material and shall generally promote the aims of the Union.

6.3 No posters should be of a nature that can be considered obscene, racist, sexist or promoting illegal activity.

6.4 Affiliated group must acknowledge the support of the Student union by incorporating logos or “affiliated with MONSU Peninsula Inc.” on all posters.

6.5 No approval shall be given to commercial advertising except by approval of the President in special circumstances, and subject to ratification by MONSU Peninsula Inc. The display time may be extended at the discretion of the President, MONSU Peninsula Inc.

6.6 The MONSU Peninsula Student Council has the power to revoke the approval of any posters.

7. Amendments

Poster Policy amendments are decided by the MONSU Peninsula Inc. Student Council (or as delegated to the Executive).

Adopted 23/02/09

MONSU 
Clubs and Societies Sponsorship Policy

MONSU acknowledges the right of affiliated clubs and societies to seek sponsorship from external organisations, and encourages clubs to do so as a means of increasing revenue, so more affordable activities and a broader range of programs can be offered to members. However, the following restrictions are placed on clubs and their sponsorship arrangements:

1. Clubs and societies are to refrain from seeking sponsorship from organisations whose activities can be considered obscene, racist, sexist, promoting illegal activity or in any way likely to bring the club or Monash University or MONSU as a whole into disrepute.

2. Where a club seeks sponsorship from an organisation with similar business interests to those of MONSU or it's associated companies (MONSU catering including the Gryph Inn and MONSU bookshop) the following conditions apply:

(a)
The club undertakes to advise the sponsor that it will not be allowed to promote itself directly on campus, or by circulation of promotional material on campus. Sponsors may 
however be acknowledged on promotional material produced and circulated by the 
club, where the material is primarily promoting the club or a club activity.  

(b)
Sponsorship agreements reached with these organisations cannot be exclusive 
agreements. ie. if sponsorship is arranged with a pub, the club/society must also be 
able to hold functions at other venues.

3. Clubs and societies must seek written permission from the Clubs Coordinator before any sponsor is invited onto the campus for promotional purposes.

4. Clubs and societies must seek permission from the Clubs Coordinator before entering into sponsorship arrangements that are valued at more than one thousand five hundred dollars ($1500) cash or kind, or have an agreement term exceeding the committees term of office.

5. Clubs should ensure that sponsorship agreements are documented in writing, outlining the terms of the sponsorship and ensure the document is signed by all parties involved in the sponsorship agreement.

6. Clubs and societies must report any sponsorship arrangements, including university faculty and department sponsorship/donations, with the Clubs Coordinator at the beginning of first semester each year in the Affiliation Kit, and update the Clubs Coordinator as additional sponsorship is obtained.

7. Where requested in writing by MONSU or MONSU Students Inc, clubs and societies must disclose all details relating to sponsorship arrangements. The club must supply this information within 10 days of the request being issued by MONSU or MONSU Students Inc. 

MONSU reserves the right to take disciplinary action against clubs and societies, including withdrawal of the grant and/or disaffiliation, against any club found to be in breach of this policy.

MONSU Membership Form
Applicants Details

Applicant’s Name: ______________________________________________________________

Monash Student ID _________________ 
Current Monash       Student:       Yes
         No     
Other campus: ____________________

Applicant’s Address: ____________________________Suburb__________________________

Postcode: ___________ Preferred Contact Phone No. __________________________________ 

Email Address: (PRINT CLEARLY!!!)  _________________________________________________________
Medical Details - Do you suffer from any of the following? If Yes, please tick.

[ ]
Asthma


[ ]
Low Blood Pressure

[ ]
Diabetes


[ ]
High Blood Pressure

[ ]
Heart Disease

[ ]
Epilepsy

[ ]
Allergies - Please specify ___________________________________________________

[ ]
Other - Please specify _____________________________________________________

In case of emergency contact:

Name: _____________________________________ Relationship: _______________________

Address: __________________________________________ Suburb______________________
Postcode: _______ Phone No.: (h)______________ (w)______________  (m)_______________

I , _________________________________ hereby declare that all the above information is true and correct and I give permission for any operation and anaesthesia which attending medical professionals deem necessary in the case of an emergency.

I do hereby apply for membership of the (club) and agree to abide by the Club’s Constitution.
I hereby declare that I will indemnify the Club, its committee of management and public officer as well as officers and staff of MONSU in respect of any liability for claims, demands, actions or proceedings whatsoever made or taken against them, arising out of loss or damage to property or personal injury as a consequence of my acts or omissions whilst a member of this association.  I also understand that I can be contacted throughout my membership by the Club or MONSU  for purposes such as auditing, promotions, offers and various Club events.

Signature _________________________________________________________ Date _____________

(of applicant)

Signature _________________________________________________________ Date _____________

(of guardian if under 18 years of age




Accident Report Form

Date of incident:_________________________

Time of incident _______________ am / pm

DETAILS OF INJURED PERSON: Please write in block letters
SURNAME: ____________ OTHER NAMES: ______________________________________

ADDRESS: ______________________________________________________________________
PHONE: ____________ MOBILE:____________ DATE OF BIRTH:  _____________ 

INJURY DESCRIPTION:

1. Type of Injury:

 



2. Size and/or Depth

( Cut






(
0 – 0.5cm

( Fracture






(
0.5 – 1cm

( Graze






(
1 – 1.5cm

( Bruise






(
1.5 – 2cm

( Blood nose





(
2cm +

( Previous Injury








( Other – Specify____________________________________________________________

3. Site of Injury

Left
Right


Left
Right



Left
Right

(
(
eye

(
(
upper arm

(
(
knee

(
(
nose

(
(
lower arm

(
(
shin

(
(
mouth

(
(
hand


(
(
ankle

(
(
ear

(
(
thigh


(
(
foot

Other, Please Specify: __________________________________________________________________

4. Type of activity involved in at time of injury: ______________________________________________

5. How injured; please specify: __________________________________________________________

6. First Aid

( Clean with water


( gauze

( pressure; for how long? ______

( Ice; for how long? ___________
( Band-aid

( wound closure

( Non-stick dressing


( bandage 

Other, please specify: __________________________________________________________________

FOLLOW UP:

Was the injured party recommended to seek further medical attention?
Yes / No (please circle)

Time span recommended within which to seek medical attention:

Immediately / at own discretion

	EMERGENCY ASSISTANCE:

	TIME CALLED:
	TIME ARRIVED:

	Ambulance
	
	

	Police
	
	

	Fire Brigade
	
	


Attended By:  Name_____________________________   Signature ________________________

Signature of the injured person confirming accuracy of this report ____________________________







MONSU Caulfield Equipment Hire Form
	Contact Details

	Club/Committee Name
	

	Name of Person responsible for the equipment
	

	Student ID
	

	Mobile Number
	


	Event

	Event Name
	

	Date(s) of Event
	

	Pick up Date & Time
	

	Drop off Date & Time
	

	Package Required: DJ or PA
	


	Equipment
	Description
	Quantity Borrowed

	STANDS
	
	

	Speakers Stands
	Medium (2)
	

	Speaker Stands
	Large (2)
	

	Microphone Stands
	Working (4)
	

	SPEAKERS
	
	

	Speakers (SAMSON)
	2
	

	Speakers (PEAK)
	PEAK Large box speakers (2)
	

	Speakers (DB)
	Opera 415 powered speakers (2)
	

	Speaker (DB)
	Opera Small (1)
	

	POWER BOARDS
	
	

	Power board
	4 plug 
	

	Power board
	3 plug 
	

	MICOPHONES
	
	

	Microphone
	Redford Q-309T (Wireless)
	

	Microphone
	AKG HT40 (Wireless)
	

	Microphone
	Emotion D880
	

	Microphone
	Optimus (Blue) with lead
	

	Microphone
	Optimus (Silver) with lead
	

	Microphone
	SAMSON R11
	

	Microphone
	Fostex IMP600
	

	Microphone
	Pro 2
	

	Stationary Receiver
	AKG (1)
	

	Direct Box
	NDR-40 (2)
	

	CORDS/LEADS
	
	

	Extension Cords
	Extra long (5)
	

	Leads
	Kettle Leads (4)
	

	
	Speaker Leads (2)
	

	M/F Connectors
	Short Blue (4)
	

	
	Long (11)
	

	OTHER
	
	

	PA System
	MiPRO MA 707 with lead (Kettle lead & Micro phone)
	$30 per day 

	Power Converter
	Avico Power converter 
	

	Compact Disc Player
	Pioneer CDJ 100S with cords (2)
	

	Mixer
	Pioneer DJM 600 (1)
	

	Mixing Console
	Yamaha (1)
	

	Equalizer
	Behringer ultra-musical band graphic equalizer (1)
	

	Turntables
	Technics SL1200 (2)
	


	Office Use:                                                           Receipt Number:

	Pick Up Verified by:
	
	Signed:
	

	Drop Off Verified by:
	
	Signed:
	

	Faults Noted: please list
	
	



HIRE AGREEMENT CONDITIONS- 

1. MONSU Caulfield Obligations-

1.1- Allow the club/organisers to use and take equipment until it is due back, according to the times stated in the above form.

1.2 Provide Equipment to the Customer in good working order.

1.3 Provide refund/replacement of faulty equipment if it fails to operate during booked time.

Name:_______________________________ Signed:____________________________Date: ____________

2. Representative Obligations-

2.1 On the commencement of equipment hire pay the agreed hire fee.

2.2 Use the equipment for the intended purpose and nothing else. 

2.3 Cover all costs incurred in repair/ damage of equipment caused by the negligence of the representative or representative’s event. 

2.4 Ensure hire times above are stipulated and adhered to; failure to do so will result in a late fee (20% of hire costs) and restrictions on future hiring of equipment.

MONSU Caulfield Representative-

Name: ___________________________________Signed:  ________________________Date: ___________





MONSU Club Function Application Form

This function sheet is designed to help in the communication between MONSU Peninsula and Monash University. Prior to the event beginning MONSU Peninsula will confirm the details outlined in this form and consult the relevant departments, Facilities & Services and Campus Management. A copy of this form will need to be present at the event.  The information provided will be issued to the above departments.  

Enquires regarding the details specified in this Function Sheets should be directed to the MONSU Events Manager 03 9903 2562 or Rachel.cusworth@monsupeninsula.org.au
EVENT INFORMATION

	CLUB NAME:
	
	Number of people attending:
	

	EVENT NAME:
	
	Date/s:
	

	TYPE & DESCRIPTION OF THE EVENT (e.g. BBQ, party, festival, conference)
	


CONTACT INFORMATION

	DETAILS OF THE EVENT ORGANISER. (Name, position, phone, postal address, email)
	Name
	
	Position Title
	

	
	Email
	
	Mobile
	

	
	Club or Company
	
	After hours contact ph
	

	
	Post Address
	


	DETAILS OF CONTACT PERSONS AT THE EVENT
	Name
	
	Position Title
	

	
	Email
	
	Mobile
	

	
	Club or Company
	
	After hours contact ph
	

	Please attach the details of any other key contacts when there will be more than two.
	Name
	
	Position Title
	

	
	Email
	
	Mobile
	

	
	Club or Company
	
	After hours contact ph
	


VENUE INFORMATION

	Rooms or areas on campus that you have booked via the Clubs Coordinator and for which you have RECEIVED A BOOKING CONFIRMATION from Monash University Venues
	

	Rooms or areas on campus that you have

NOT BOOKED YET
	


OTHER FACILITIES AND RESOUCRES

Please tick (() the boxes to indicate if you will need, do or use any of the following:

	Security Staff
	
	Marquee
	
	BBQ outside S Building
	
	External supplier
	

	Electricity
	
	Service of Alcohol
	
	BBQ outside H Building
	
	Catering
	

	Tables
	
	Sale of goods
	
	Music or DJ Equipment
	
	Microphone or Speakers
	

	Chairs
	
	Rubbish Bins
	
	Decorations
	
	Special Guests
	

	Toilet access
	
	Signage/Banners
	
	Deliveries and/or Pickups
	
	Other (please attach info)
	






MONSU Peninsula Club Function Application Form

Important Information

EMERGENCIES

Contact Security on 9903 2211.  Security office is located in B building ground floor, entering off Queens Avenue. If first aid is needed reception and/or security must be and will be contacted. 

All incidents or potential hazards must also be reported on a Hazard and Incident Report Form available on the OHS&E website- http://www.adm.monash.edu.au/ohse/documents/procedures/incidentreport.doc
SETUP and PACKDOWN

Any alteration to standard layouts may only be made with the consent of the MONSU Events Manager.  Assistance can be arranged if large amounts of furniture and other items need moving, at a cost to the organiser. Furniture must not be stored in hallways, stairwells or foyers. Do not block emergency exits or emergency equipment such as fire hydrants
Venues and facilities (including the BBQ) must be cleaned after your event. Failure to comply will result in the club being billed.  Cleaning requirements should be discussed with the MONSU Events Manager who will advise of charges.

No interior / exterior attachments or decorations are permitted anywhere on the campus without prior consultation with the MONSU Events Manager.

Open flames in the form of torches, candles, BBQ's etc are not permitted on campus.

MUSIC

Amplified music must be kept to a minimum and must have prior approval from the MONSU Events Manager. Amplified sound must not exceed +5 decibels above background noise. All functions must conclude by midnight and it is the responsibility of the organiser to ensure that guests leave the campus in a quiet and orderly fashion. 

SECURITY

Functions that operate outside of normal opening hours and / or involve alcohol service will require a Security Officer to be present for the duration of the function at an extra cost to the organiser.   Details of the security arrangement will be given to you after consultation with security, based on information you have provided.

TOILETS

Access to toilets will be provided.  Large events require cleaning staff to be present to stock and clean between sessions – cleaning charges will apply.

CATERING

All catering provided must be in line with the Food Safety program and delivered by registered food handlers. You should seek certification of all catering suppliers.

Catering cannot be set up in corridors, hallways, stairwells, landing or computer labs.  This is an Occupational Heath and Safety requirements.

Caterers are responsible for the removal of all rubbish and bottles associated with the function.  Recycling bins are available on campus

ALCOHOL

The event organiser (as listed on the Club Function Application Form) must agree to the following:

1. They have read and will follow the Monash University Policy on Alcohol and Drugs at events.  A copy can be obtained at: http://www.monsucaulfield.org.au/clubs/club-resources.html 

2. If alcohol is being supplied on the Peninsula Campus for a student function a liquor licence has to be obtained and a copy will be provided to the MONSU Events Manager and the original will be provided to security at the time of the function.
3. Requirements of the Liquor Licence will be strictly adhered to: 

· The Licence will be prominently displayed at the venue 

· Required signage will be prominently displayed at the venue: 

· No serving of alcohol to under 18s 

· No serving of alcohol to intoxicated persons 

· Participants will be required to provide proof of age to be served alcohol for all student run events 

· No person under the age of 18 will be served or sold alcohol 

If the alcohol servers and/or event organiser have been trained in Responsible Serving of Alcohol see www.vcp.monash.edu.au/students/events/alcoholatstudentfunctions
The event organiser  (as listed on the Club Function Application Form) must be in attendance for the duration of the event and will not consume or be affected by alcohol during the event.
MONASH UNIVERSITY MONSU PENINSULA  INC

Non-sporting Club and Society 

Requirements of Affiliation

Updated 11/05/07

Effective as of July 16 2007

1.
Definitions

1.1 “MONSU PENINSULA " shall hereafter mean MONSU Peninsula Inc.

1.2 "Club" or "Society" shall mean an incorporated association of people with a common objective, affiliated with MONSU Peninsula.

1.3  “Member” shall mean any person has paid the appropriate annual membership fee to a Club or Society.

1.4 “Non-Financial Member” shall mean any person who has not paid the appropriate annual membership fee but has been granted membership privileges with the exception of voting-rights.

1.5 "Student" shall mean a person who is currently enrolled at Monash University.

1.6 "Alumni" shall mean a person who has previously been enrolled at Monash University.

1.7 "Associate" shall mean any person who is not currently enrolled at Monash University and has purchased a Monash Community Card. 

1.8 “Affiliation” shall mean the process by which a club engages in a formal agreement with MONSU Peninsula Student Council whereby the Club or Society agrees to abide by the Requirements of Affiliation and submit the requisite paperwork to MONSU Peninsula each year.

1.9 “Affiliated Club” shall mean a Club or Society that has completed the Affiliation process for the given year.

1.10 The "Clubs and Societies Affiliation Kit" is a package produced each year by MONSU Peninsula, outlining all the necessary steps and providing the requisite forms to be submitted in order for a Club or Society to become affiliated with MONSU Peninsula.

1.11 The “Incorporation process” is the process by which a club becomes a non-profit incorporated entity through the assigning of a Public officer, completion of the relevant paperwork and subsequent approval by the Department of Justice and Consumer Affairs Victoria.

1.12 A "MONSU Peninsula Staff Member" is a full-time or permanent part-time employee of MONSU Peninsula or casual employee of MONSU Peninsula if they are acting in the position of Clubs Coordinator.

2.
Affiliation

2.1 Clubs and Societies must be complete the incorporation process and follow the affiliation procedures outlined in the MONSU Peninsula Affiliation Kit.

2.2 Upon acceptance of affiliation with the MONSU Peninsula and approval of the club’s Incorporation by Consumer Affairs Victoria, a Club or Society will be considered to be an affiliated club of MONSU Peninsula.
2.2 Continued affiliation with MONSU Peninsula is dependant on the club carrying out its operations in accordance with all MONSU Peninsula rules and regulations, and complying with the requirements of an incorporated entity.

2.3 A minimum of thirty (30) student members are required each year for a non-sporting club or society to affiliate with MONSU Peninsula unless the Student Council Executive Committee provide an exemption on the basis that the group is unique to the campus.

2.4 Students wishing to establish a new club must first apply to be a Registered Group and then gain approval from the MONSU Peninsula Student Council Executive committee.  Once a Club has been a Registered Group for at least 12 months and has at least 30 members it can apply to the Student Council Executive Committee to become affiliated.  

2.5 If evidence is discovered which demonstrates that an Affiliated Club or Society is partaking in any illegal act or omission the Club or Society may have its Affiliation status immediately revoked by the MONSU Peninsula Student Council Executive Committee.

2.6 If an illegal act or omission is deemed to be accidental MONSU Peninsula Student Council President or Clubs Coordinator will issue a written warning giving the Club or Society 2 working days to cease the illegal activity.  The Club or Society’s MONSU Peninsula line account will be frozen until the matter is resolved.

2.7 If an illegal act or omission is a felony or deemed to be deliberate it will result in the following procedures taking place:

· The Club or Society will be immediately disaffiliated and notified of this in writing. 

· MONSU Peninsula may inform the Victorian or Australian Federal Police of any evidence pertaining to any illegal act or omission on the part of the club committee or individual committee members.

· Disciplinary action could result in up to 100% of the annual club grant being withdrawn from the club line account.

3
Membership

3.1 A club's membership must consist of a minimum of 60% student members.

3.2 The minimum membership fee to be charged by all non-sporting clubs and societies will be announced by MONSU Peninsula at the start of each year.  Clubs and Societies may choose to charge more than the minimum.

3.4
All Club and Society members must complete an Application for Membership Form upon their registration and they must pay the membership fee.

3.5 Executive committee members should be aware of medical conditions of club members so that the information can be provided to attending medical professionals if an accident or emergency occurs, e.g. allergy to penicillin, diabetes etc.

3.6 Membership/medical forms must be readily accessible when clubs and societies are on excursions or trips.

3.7 Membership must be non-discriminating and open to all Monash students except as outlined in Clause 3.8.

3.8 No MONSU Peninsula Student Council Executive member, or the Student Council Clubs Representative may hold a committee position with any Club or Society.

3.9 Members of the Student Council Executive and MONSU Peninsula staff members shall receive non-financial membership privileges automatically to all clubs and societies.

4.
Annual General Meetings

4.1 All Clubs and Societies must conduct an Annual General Meeting at which the committee is elected.  The minutes of the Annual General Meeting must be submitted as part of the AGM Pack.

4.2 Only financial members shall be eligible to move motions, stand for office and vote at an Annual General Meeting of the Club or Society, keeping in line with Clause 3.8, 3.9, 9.1 and 9.2.

4.3 Quorum for an Annual General Meeting shall be a minimum of four (4) executive members and ten (10) other financial members.

4.4 Club executive committee members must present reports at the Annual General Meeting.  Reports presented to members should include a report from the club President, Secretary and a club financial report from the Treasurer.

4.5 Clubs and Societies shall follow the procedures outlined in the MONSU Peninsula Clubs & Societies Administration Manual as a guideline to conducting Annual General Meetings, or instructions otherwise distributed by the MONSU Peninsula Clubs Officer or Clubs Coordinator.

4.6 Notice of an Annual General Meeting shall be posted on the MONSU Peninsula noticeboards specifying the place, day and time of the meeting at least two weeks before the date of the meeting (legal requirement). Clubs must also notify all members in writing as per the legal obligations of an Incorporated Association.

4.7 Clubs and Societies must notify their Club Mentor of the place, day and time of the Annual General Meeting at least two (2) weeks in advance.

5.
Rules of Association
5.1 The Club Rules of Association, as submitted to Consumer Affairs Victoria upon Incorporation, governs the operations of a Club or Society.

5.2 Any changes to the club Rules of Association must be passed and included in the minutes of a General Meeting and submitted to Consumer Affairs Victoria as per the legal obligations of an Incorporated Association.

5.3 Any Club or Society that has a Statement of Purpose or Rules of Association that conflict with the rules and regulations of MONSU Peninsula will not be affiliated with MONSU Peninsula until the necessary changes have been made.

6.
Power of Clubs and Societies

6.1 As an Incorporated Association, a club or society is a separate legal entity and can operate freely in accordance with the club’s Rules of Association and Statement of Purpose.  Clubs and Societies shall have the power to do all such things and acts conducive to the furtherance of the club/society aims and interests.

6.2
Clubs may operate independent of MONSU Peninsula in line with their Rules of Association however they will not be able to access the resources of MONSU Peninsula Clubs that do not follow the Requirements of Affiliation will forfeit privileges of affiliation and may be excluded from operating on campus.

6.3
MONSU Peninsula may investigate or direct any Club or Society, if it so desires.  Clubs and Societies must comply fully with any MONSU Peninsula request or direction.  The Student Council President, Finance Services Manager or Clubs Coordinator may take such a request or direction, in writing, to a Club or Society.  The Student Council shall determine if any disciplinary action against a Club or Society or its executive members shall occur.  Discipline may include disaffiliation.
7. Finance

7.1
Clubs and Societies finances will operate through loan accounts which are managed by MONSU Peninsula.  This is accessible through payments at the MONSU Peninsula Service Desk and withdrawals through club finance requisitions and purchase orders.  Clubs cannot operate their own bank accounts.  

7.2
If a Club or Society is found to be operating their own bank account, the club funds will immediately be frozen until the bank account is closed, and the bank account is presented to the Clubs Coordinator or Finance Services Manager of MONSU Peninsula. The matter will be referred to the Student Council for disciplinary action.

7.3
Clubs and Societies must not commit themselves to spending more money than is available in the club account.  MONSU Peninsula will not cover losses incurred by a Club or Society.

7.4
All Club and Society expenditure must be approved at a club committee meeting where a voting quorum is present, via a motion being passed.  The motion must be specifically recorded in the meeting minutes, including the amount approved and to whom the money is to be paid.

7.5
Two (2) Executive Committee Members from the same Club or Society must sign a Club Finance Requisition form and provide relevant receipts or invoices and minutes to access funds from the Club or Society account.  Committee members cannot authorise reimbursements for themselves.

7.6
Club and Society account balances at the end of the calendar year will be carried forward to the following year.

7.7 Any Club or Society that lapses its affiliation for twelve (12) months or more, may have its MONSU Peninsula account terminated.

7.8 Club and Society grants are distributed in line with the Non-sporting Club Grant Funding Policy of each calendar year.

7.9 For purchases of goods to the value of $1000 or more, at least two (2) quotes from different suppliers must be obtained or clubs can operate through MONSU Peninsula’s preferred suppliers.  Any deviation from this requires permission from the Clubs Coordinator or MONSU Peninsula Student Council President.

7.10
Clubs may not pay for any costs associated with mobile phones from club funds, unless prior permission has been granted from the Clubs Coordinator, in exceptional circumstances.

7.11 It is expected that club committee members pay the full cost to attend club functions.  If the committee feel it is appropriate for committee members to receive a discount, it must be approved by the relevant Club Mentor, the Clubs Coordinator or the MONSU Peninsula Student Council Executive Committee.

7.12
All assets and equipment of the Club or Society shall remain the property of MONSU Peninsula for use by the relevant Club or Society.  

7.13
For insurance purposes the club must submit a current asset list with the Affiliation Kit and inform your Club mentor of any asset purchases throughout the year.

7.14
Sponsorship arrangements must be in line with the MONSU Peninsula Clubs and Societies Sponsorship Policy.

7.15 All goods purchased by MONSU Peninsula affiliated clubs should be purchased in Australia; that is, clubs cannot purchase items overseas or in a foreign currency and be reimbursed in Australian dollars from the club account, unless prior permission has been granted by the Clubs Coordinator or MONSU Peninsula Student Council Executive Committee.

8.
Committee Meetings
8.1 Committee Meetings must be conducted in the format outlined in MONSU Peninsula Clubs and Societies Administration Manual or instructions otherwise distributed by the MONSU Peninsula Clubs Officer or Clubs Coordinator.

8.2
All agendas, minutes and attachments must be submitted to the relevant Club Mentor following each meeting.

8.3
Quorum for a club committee meeting shall be half (1/2) the Executive Committee plus one (1).

9.
Committee Members

9.1 The President, Vice President, Secretary and Treasurer must be Monash student members of the respective club.

9.2 The Executive Committee of a Club or Society must comprise of at least six people, four of whom must hold the positions of the President, Vice-President, Treasurer and Secretary.

9.3 The members of the Executive Committee must be studying either part-time or full time on campus at least 2 days a week.  If a Committee Member defers for a semester or more they must step down from the position so that a member studying on campus may take up the position in either an acting or permanent capacity.

9.4 Alumni and other members may hold Executive Committee positions, not withstanding Clauses 9.1, 9.2 and 9.3
10.
Acknowledgments
10.1 Affiliated Clubs and Societies must acknowledge MONSU Peninsula Inc support by:

· incorporating the MONSU Peninsula logo or "affiliated with MONSU Peninsula Inc." on all publicity and written material i.e. newsletters and posters

· displaying MONSU Peninsula banners at events (where possible)

· verbal acknowledgments at events

10.2 Failure to comply with By-law 10.1 will result in the following procedures taking place:

· If evidence is discovered which demonstrates a failure to acknowledge the MONSU Peninsula a written warning will be issued to the club committee.  

· Two written warnings will be issued to the club committee before disciplinary action will be initiated against the club. 

· If the club fails to acknowledge MONSU Peninsula following the two written warnings, the matter will be referred to the Student Council Executive Committee for disciplinary action. 

· Disciplinary action could result in up to 20% of the annual club grant being withdrawn from the club.

Meeting Agenda Explanation
The Elvis Presley Appreciation Society

Meeting 4/06

(“4/06” indicates meeting number 4 in 2006)
Meeting Room 106, Building X, Monash University Clayton Campus

March 16, 2006 at 6pm
1. Preamble

Those present:
(full names of those who are expected to attend)
Apologies:

(Full names of those who have notified that they cannot attend)
Proxies:

(People who have been nominated to attend by someone who cannot, in order to vote on their behalf on motions raised in the Agenda)
2. Minutes of the Previous Meeting

The minutes of meeting ______ held on ______ are attached for acceptance.


(Usually the secretary will put forward a motion that the minutes of the previous meeting be accepted.  This motion must be moved, seconded and either carried or not carried, just like any other motion. Any amendments to the minutes should be clearly outlined in the minutes for this meeting.)

3. Business Arising

1.1. T-shirts:  Herbert to report.

 (This is business that was brought up in the previous meeting and in this instance Herbert was given the task to investigate the purchase of T-shirts and make a recommendation to the club.  It would have been better if Herbert had notified the secretary as to exactly what the motion would be, and provide supporting documentation to justify the motion so that it could be attached to the agenda for consideration prior to the meeting.)

4. General Business

(These are new items that have recently arisen and were not discussed in the last meeting.  In this instance Sue would like to raise the topic of getting concert tickets.  It is most likely she will put forward a motion, or there will be an agreement that she conduct further research.) 

1.2. Concert Tickets:  Sue to report
5. Other Matters

(Those present may wish to discuss matters that arose after the agenda was distributed.  It is preferable that these be kept to a minimum. It should not become a way of avoiding the process of submitting motions and agenda items in time to meet the agenda submissions deadline, as set by the secretary) 

6. Date of Next Meeting

(The date of the next meeting is usually proposed by the President and committee members may raise concerns if they will be unable to attend.  Generally speaking, meetings should be held at a regular time when it is known that everyone can attend)

Meeting Closed

(The time is officially announced by the President and noted here in the minutes.)

Meeting Agenda Example

The Elvis Presley Appreciation Society

Meeting 4/06

Held at Doris’ house, Frankston

on March 16, 2006 at 6pm.
1. Preamble

Those present:
Doris Merriweather
(President)

Beryl Codswallop
(V. President)

Cheryl Phillips

(Tresurer)

Sue Magoo

(Secretary)

Herbert Foster

(Concert Co-ordinator)


Apologies:

Fred Walker

(1st year rep.)

Proxies:



2. Minutes of the Previous Meeting

2.1. The minutes of meeting ______ held on ______ are attached for acceptance.

3. Business Arising

3.1. T-shirts:  Herbert to report.

4. General Business

4.1. Band Competition:  Sue to report

5. Other Matters

Those present asked to present any matter that needs to be discussed.

6. Date of Next Meeting

Meeting Closed: (time)

Meeting Minutes Example

The Elvis Presley Appreciation Society

Meeting 4/06

Held at Doris’ house, Frankston

on March 16, 2006 at 6pm.
1. Preamble

Those present:
Doris Merriweather
(President)




Beryl Codswallop
(V. President)




Cheryl Phillips

(Tresurer)




Sue Magoo

(Secretary)




Herbert Foster

(Concert Co-ordinator)



Apologies:

Fred Walker

(1st year rep.)

Proxies:

none.

2. Minutes of the Previous Meeting

2.1. The minutes of meeting 3/06 were presented for acceptance.

MOTION 1-4/06

“That the minutes of meeting 3/06 be accepted”

Moved:
S. Magoo

Seconded:
H. Foster

CARRIED

3. Business Arising

3.1. T-shirts:


Herbert reported that the club t-shirts for the upcoming Elvis Presley tribute concert on April 5, would be ready next week.  The quote from Dodgy Clothing of $240.00 for 20 t-shirts was the cheapest. 

MOTION 2-4/06

“That the club authorise payment of $240 to Dodgy Clothing for concert t-shirts.”

Moved:
H. Foster

Seconded:
D. Merriweather

CARRIED

4. General Business

4.1. Concert Tickets 

Sue informed everyone that tickets for the upcoming uni band competition were now available and that she would like to organise for a group of club members to go together. The committee all agreed that this was a good idea. Sue was delegated the responsibility to find out more about ticket prices and gauge the interest of members.

5. Date of Next Meeting

Doris reported that the next meeting would be next Thursday March 23, at the MONSU Caulfield Level 2 Conference Room at 5pm.  The secretary will book this.

Meeting ended:  7.15pm.

IMPORTANT; A package can be arranged to suit your specific requirements for the event/ activities. Please speak with Rachel or Erandhi to negotiate sound hire cost for your event.
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