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Section 1: Preamble and Definitions

1.1
Preamble

It is SAM’s desire to provide significant financial and practical support to the clubs and societies of Macquarie University.  This document allows both SAM and clubs and societies to clearly see what can be expected from each other in this program.  The SAM program covers all non-sporting clubs and societies, as sporting clubs already receive significant funding from the Sports Association.  Because of SAM’s constitution, political and religious clubs and societies cannot receive direct funding from SAM.  Political and religious clubs and societies are eligible for organisational support and subsidies from SAM.


SAM has a duty to be accountable for its use of student fees, which is why these Regulations exist.  While they ensure that clubs and societies use SAM resources appropriately, these Regulations are designed to allow clubs and societies to remain independent in their activities and finances.  These regulations have been approved by the SAM Clubs & Societies and Cultural Affairs Committee.

1.2
Definitions

The following phrases shall, for this document, have the meaning here assigned to them…

•  “Board” is the Board of Directors of Macquarie University Union Limited.

•  “C & S Officer” is the Clubs & Societies Officer of SAM.

•  “Committee” is the Clubs & Societies and Cultural Affairs Committee of SAM.

• “Club” or “Society” refers to clubs or societies affiliating with SAM.

•  “Event” is an organised function held by a Club or Society in a manner consistent with the objectives of the host Club or Society and SAM.

•  “Political” – this definition is from SAM’s Clubs and Societies, Grants and Donations policy

1. relating to or connected with a political party, or its principles, aims, activities, etc.; a political campaign.

2. exercising or seeking power in the governmental or public affairs of a state, municipality, or the like; a political party.

3. of or relating to the state or its government; political measures.

4. engaged in or connected with civil administration; political office.

•  “Post-Event Form” is the pro-forma document produced by SAM that must be completed and submitted to the C & S Officer after the event has been held.

•  “Pre-Event Form” is the pro-forma document produced by SAM that must be completed and submitted to the C & S Officer before the event is to be held.

•  “Religious” – this definition is from SAM’s Clubs and Societies, Grants and Donations policy

1. of, relating to, or concerned with religion.

2. imbued with or exhibiting religion;

3. belonging or relating to a religious order, as persons.

•  “SAM” is Students At Macquarie, a registered trading name of Macquarie University Union Limited.

•  “SAM Premises” are spaces owned or leased and operated by SAM

•  “University Premises” are spaces owned or controlled by Macquarie University.

Section 2: Regulations for the Registration of Clubs and Societies

2.1.
General

2.1.1 Approval of these Regulations

These Regulations have been made in accordance with the SAM Constitution and have been approved by the SAM Clubs & Societies and Cultural Affairs Committee.

2.1.2 Inconsistencies with the SAM Constitution

Where any inconsistency occurs between these Regulations and the SAM Constitution, these Regulations shall be void to the extent of the inconsistency.

2.1.3 Length of Registration Period

Registration with SAM shall be for a period of the date of approval until December 31st of that year.  A Club or Society may apply for registration to continue from December 31st to the end of the following year (Part 2.7).

2.1.4 Withdrawing Registration

A Club or Society may withdraw its registration with SAM at any time, following a decision by the Club or Society at a General Meeting

2.1.5 Decisions Made at General Meetings

Whenever this document refers to a decision made at a General Meeting, SAM requires that the decision is made by majority vote at a meeting that is advertised to all Club or Society members with at least 1 week notice.  At the meeting, at least 15 members, or half the club membership (whichever is least), must be present.

2.1.6 SAM’s Right to Disallow or Discontinue Registration

If a Club or Society will not or cannot comply with these Regulations, SAM reserves the right to disallow or discontinue that group’s registration.

2.1.7 Assumed Conditions of other Contracts

These Regulations are assumed conditions of any contract between SAM and any Club or Society

2.2.
Applying for Registration

On application for registration, the following must be provided:

(i) The name of the Club or Society;

(ii) A brief description of the purpose of the Club or Society, including an outline of activities the Club or Society has been involved in during the past year (if any), and an outline of proposed activities for the upcoming registration period;

a) This information will be used by SAM to classify the Club or Society as General Activity, Political/Religious or Sporting (Part 2.5).

b) Clubs and Societies whose purpose is deemed too similar to an existing SAM-registered Club or Society will not be approved for registration.

(iii) Full contact details of two members shown to be current executive members of said club or society.

(iv) The current membership list including names and student numbers.  For at least 15 members, including the two executive members, signatures must also be obtained;

a) When notifying SAM of any future members, names, student numbers and signatures must be provided. 

(v) The current financial records, constitution and minutes of the last Annual General Meeting;

a) Brand new Clubs and Societies need only provide their constitution and the minutes of the meeting showing the election of the executive.

b) The constitution must meet SAM’s requirements (Part 2.3).

(vi) The minutes of a General Meeting at which a decision was made to register with SAM.

2.3.
Constitution

The following part details the important provisions that a constitution must contain to meet SAM’s requirements.  Any Club or Society that is not obeying it’s constitution may have its registration discontinued.

2.3.1 Open Club Membership

That membership in the Club or Society will be open to all students at Macquarie

(a) Clubs or Societies that feel they have a valid reason for restricting membership must obtain approval from the Committee.

2.3.2 Non-Macquarie Student Membership

That membership at all times consists of at least two-thirds Macquarie Students.

2.3.3 Discrimination and Harassment

That the Club or Society will not engage in any behaviour that amounts to discrimination or harassment

(a) Clubs or Societies with approval for restricted membership may hold events that only members may attend.

2.3.4 Democratic Meeting Procedure

That the Club or Society follows democratic meeting procedure where

(a) Meetings are advertised to all members, with at least 1 week notice;

(b) Meetings can be called by the club president, or by 3 executive members, or by one third of general members; and

(c) Every member gets an equal vote, and the voting is carried out fairly.

2.3.5 Executive

That the Club or Society has an executive, decided at a General Meeting, consisting of a President, Vice-President, Secretary and Treasurer.  Executive members must be Macquarie students.

2.3.6 Compliance with the Law, University and SAM

That to remain registered the Club or Society must act legally and comply with University and SAM policy at all times.

2.3.7 Financial Activities

That the Club or Society’s financial activities meet SAM’s standards (Part 2.4).

2.3.8 Open Activities

That activities are advertised and open to all Club or Society members to participate in.

2.3.9 Minutes of Annual General Meetings

That all minutes of Annual General Meetings are provided to SAM.

2.4.
Finances

The following part details the important rules of financial management that all Clubs and Societies must follow.

2.4.1 Treasurer’s Role

That the Treasurer oversees all expenditure, income, assets and record-keeping, delegating jobs if necessary.

2.4.2 Recording Transactions

That every transaction is immediately recorded, and receipted, and recording methods allow clear assessment of the Club or Society’s financial position at any time.

(a) Transactions that involve assets must be recorded, even if they do not directly involve cash.

2.4.3 Approval of Transactions

That all transactions are approved by the Club or Society executive or a decision at a General Meeting.

2.4.4 Open Financial Records

That the financial records are open to all members.

2.4.5 Use of Cash and Assets

That cash or assets are only used for the good of the Club or Society, not of individuals.

2.4.6 Becoming Indebted

That the Club or Society does not become indebted to any party without having the ability to repay such debt.

2.4.7 Bank Account Details

That the Club or Society provides details of its bank account to SAM.

2.4.8 Payments by Cheque

That payments, excepting payments from petty cash, are made by cheque, and are made by a cash cheque if a cash payment is necessary.

(a) All cheque butts must be kept.

(b) Cancelled cheques must be kept with the appropriate butt.

(c) All non-cash cheques must be crossed ‘Not Negotiable’.

2.4.9 Banking Money

That any money collected is immediately banked.

(a)
All deposits must be made using a deposit book.

2.4.10 Petty Cash

That petty cash contains no more than $200 cash at any time.

2.4.11 Reports by the Treasurer

That the Treasurer makes a report at each General Meeting, and as requested by members or SAM.

2.4.12 Records Available for Inspection

That all records, books, cash and assets are available for inspection by SAM upon request.

2.4.13 Investment of Money

That money is invested only in banks and is not tied up for long periods.

2.4.14 Employment of Staff or Reimbursements to Members

That if the Club or Society employs any staff or reimburses any members for services, then the club or society is registered with the Australian Tax Office and provides an annual professional audit to SAM.

2.4.15 Registration for GST Purposes

That the Club or Society informs SAM if it is registered for GST purposes.

2.5.
Classification of Clubs and Societies

Applicant Clubs or Societies will be classified, for SAM’s purposes, as general-activity, political/religious or sporting.  The following guidelines are used for classification, though the decision rests with the Committee.

2.5.1 Sporting

A Club or Society will be classified as sporting if the group seems eligible for affiliation with the Sports Association.

2.5.2 Political/Religious

A Club or Society will be classified as political/religious if it meets the descriptions set out in the Definitions.

2.5.3 General-Activity

A Club or Society will be classified as a general-activity society if it is not classified as any other type.

2.6.
Mutual Notification

2.6.1 Notification When Not Following Regulations

If, at any stage, an affiliated Club or Society is unable to, or chooses not to, follow these Regulations, the executive must notify SAM immediately.

2.6.2 Alterations to these Regulations

If SAM intends to alter these Regulations in any way, all affiliated Clubs and Societies will be notified before alterations occur.

2.7.
Application for Continuing Registration

2.7.1 Taking Applications

Applications for continuing registration will be accepted from registered Clubs or Societies in second semester.

2.7.2 Deciding to Continue Registration

A decision must be made at a general meeting in second semester to continue registration.

2.7.3 Procedure for Continuing Registration

Clubs and Societies must provide current membership lists, brief descriptions of past and planned events, current financial records, the minutes of the meeting at which the decision was made to continue registration and the contact details of the executive for the next registration period.

Section 3: Regulations for Funding Clubs and Societies

3.1.
Applications

3.1.1 Application Process

Applications shall be made in accordance with Application Procedures (Part 3.6). 

Applications for funding are to be lodged with the C & S Officer before the Event or activity occurs. All funding and subsidies will be paid after the activity, except for O-Week Grants which will be paid before O-Week takes place.

All applications for funding will be considered by the Committee, with reference to the advice of the C & S Officer.

Funding applications must be submitted at least one week prior to a CSCA Committee meeting to be considered at that meeting.”

3.1.2 Forms

Applications for funding require the satisfactory submission of one or more of the following forms; 

a) Pre-Event Form ​ include expected participation and proposed expenditure.

b) Post-Event Form – include documented income and expenses.

c) Other Funding Form ​ include documentation specific to the type of funding sought.

The C & S Officer will provide advice about the forms required for a successful funding application. 

3.1.3 Allocation of Funding

All funding is considered by the Committee on its merits. Approval for funding is ultimately granted by Board with reference to the advice of the Committee. 

When allocating funding the Committee will take the following into account: 

(i) the nature of the Event or activity and the number of SAM members expected to attend;

(ii) any intention to subsidise the cost of the Event to SAM members;

(iii) whether or not an annual membership fee for the Club or Society in question is charged, and the magnitude of this fee;

(iv) the manner in which previous assistance from SAM has been used;

(v) the number of people that have attended other recent Club or Society Events of a similar nature to the Event for which funding is being sought under these guidelines;

(vi) whether adequate books of account are being kept by the Club or Society;

(vii) evidence submitted as to the extent of publicity of the Event; and

(viii) the magnitude of any expected profits from the Event.

The C & S Officer shall retain discretion to refer back to the Committee any applications that have altered significantly and deserve further review by the Committee.

3.1.4 Annual Limits on Grants

(a) The total possible amount each Club or Society may be granted (in direct grants and/or subsidies) is $2900 per annum. The actual total amount possible per club is dependent on membership numbers (refer to relevant guidelines in this document).

(b) A funding limit of $2000 is set for combined Functions, Conference, and O-Week grants. The actual total amount possible per club is dependent on membership numbers.

(c) Photocopying, Printing, and T-Shirt grant entitlements (as limited by the rules which govern the allocation of each type of funding) are in addition to the $2000 available for Functions, Conferences and O-Week (combined). 

(d) The total possible amount each club may be granted for Photocopying, Printing, and T-Shirts is $900. The actual total amount possible per club is dependent on membership numbers.

(e) No Club or Society will be granted a total which exceeds these limits in any one calendar year and all forms of funding granted under these guidelines will be included in calculating the total amount received.

3.1.5 Refusal or Revocation of Funding

The Committee and the Board may refuse or revoke funding to any Club or Society which it considers, on the basis of adequate information, to be engaging in any Event or activity which is discriminatory or allows harassment on the basis of sex, race, age, marital status, sexuality, disability, or which does not satisfy the requirements of Parts 3.4 and 3.5.

3.2.
Types of Funding

3.2.1 O-Week

(a)
Orientation Week stalls are provided free of charge for all registered Clubs and Societies.

(b) Clubs and Societies that are registered with SAM and plan to have a stall in O-Week may be granted up to $150 for general expenditure in February each year relating to the promotion and activities of the Club or Society during O-Week.

How to apply:

(c) At least one week prior to O-Week, fill out a Pre-Event form and hand to the C & S Officer.

(d) Proof of expenditure must be submitted within two weeks of the conclusion of O-Week on the Post-Event form.  Failure to submit such evidence of expenditure will result in no further funding being granted for the club or society until the O-Week grant has been reconciled.

3.2.2 Functions Subsidy

(a) Clubs and Societies are entitled to a catering discount of up to $4 per registered club member per semester and free room hire (when available) for functions held in the SAM premises or catered for by SAM.  This subsidy will not be granted to any Club or Society for fundraising functions.

(b) Clubs must pay for cleaning, catering staff, security and/or damages where appropriate.

(c) Sound equipment owned by SAM is provided free of charge, subject to availability.  Clubs must pay the staff costs for PA set up in almost all cases.

(d) BBQ equipment is provided by SAM free of charge (with a refundable deposit), subject to availability.

How to apply:

(e) In advance, fill out a Pre-Event form and hand to the C & S Officer.

3.2.3 Camps, Conferences and Excursions

(a)
SAM will fund up to 50% of costs associated with travel, accommodation and registration for camps, conferences and excursions for SAM Members only. 

(b) A maximum of $1,000 per club per annum for camps, conferences and excursions that are open to the entire membership of a Club or Society. The Committee may, at its discretion, approve funding for camps, conferences and excursions that are not open to the entire membership of a Club or Society if it can be demonstrated that the benefits of the activity will be accessible to the entire membership. 

(c) An individual member may only receive up to $250 per year for domestic conferences.

(d) A delegate to an international conference may receive up to $500 towards the conference costs once per year. 

(e) A written report following the conference shall be presented to the first meeting of the Committee following the conclusion of the conference. Failure to produce such a report may lead to a reduction in funding for future applications made under this point. 

How to apply:

(f)
In advance, fill out an Other Funding form and hand to the C & S Officer.

(g)
Applications must be accompanied by formal publicity and brochures advertising the conference and notification of the selection procedure for delegates attending the conference. 

(h) Cheques will be made out to the conference host, travel company or hotel.

3.2.4 Photocopying

(a) Clubs and Societies are entitled to $100 of SAM subsidised photocopying per annum (approximately 3,000 black and white A4 prints at subsidised rates). This entitlement must be used at the Clubs and Societies' photocopying facility located in the Member Services Office in the SAM Building. 

How to apply:

(b) In advance, fill out an Other Funding form and hand in to the C & S Officer.  Each club will be issued a pin number for photocopying purposes.  Once the allocated number of copies has been recorded in any one year, the club’s pin will be erased and no more copying will be allowed in that year.

3.2.5 Printing

(a)
Any Club or Society may apply for reimbursement of 50% of the cost of additional photocopying, printing and publishing expenses to a maximum of $200 per club per semester. 

How to apply:

(b)
In advance, fill out an Other Funding form and hand in to the C & S Officer.  

(c)
When funding is sought under this point, the original print quote must be included with applications to the C & S Officer. In addition, all receipts for photocopying, printing or publishing for which reimbursement is claimed must be submitted to the C & S Officer before the application can be processed. 

(d)
All publications supported by SAM must strictly comply with the prohibitions against discriminatory material contained in Point 3.1.5. SAM funding must be acknowledged within the publication by attaching the SAM logo and the text "Supported by Students At Macquarie (SAM)”.  The logo must be included in accordance with the guidelines stipulated in Part 3.5 of this document, and a disclaimer must be included when advised so by the C & S Officer.

3.2.6 T-Shirts

(a)
SAM will fund up to 100% of expenditure for t-shirts designed to promote a Club or Society. 

(b)
Funding may be claimed for up to $100 of fixed set-up costs (ie. screen production) and a further grant of up to $6 per t-shirt. The total grant for t-shirts may not exceed $400 per annum. 

(c)
T-shirts which are funded by SAM must comply with the prohibitions against discriminatory material contained in Point 3.1.5. 

How to apply:

(d)
In advance, fill out an Other Funding form and hand in to the C & S Officer.  

(e)
When funding is sought under this point, the original T-shirt quote must be included with applications to the C & S Officer. In addition, all receipts printing T-shirts for which reimbursement is claimed must be submitted to the C & S Officer before the application can be processed. 

3.2.7 Asset Funding

If a club wishes to purchase an asset for their club which may be of benefit to other clubs as well they can fill out the ‘Asset Funding’ section of the Pre-Activity form, listing the item in the ‘list each item’ section and outline how and why this asset will benefit their club and other clubs.

The asset will then be purchased by SAM and ‘hired’ out to clubs by the Clubs & Societies Officer. Clubs must book the asset a week in advance and in some cases a bond may be required prior to use.

3.2.8 Miscellaneous Funding

If a club wishes to apply for funding for an event or activity which is not covered under these regulations they should use the Miscellaneous 

Funding section of the Pre-Activity form. They club should provide as much suppporting material as possible with the application to show why the initiative should be supported. It is entirely at the committee’s discretion whether or not to support it, and the support of one activity does not necessarily set a precedent for future funding of like activities. Each miscellaneous application will be judged on its on merit on a case-by-case basis.

3.2.9 Combined Funding

Clubs may be eligible for a total of up to $900 in T-shirt, Photocopying, and Printing subsidies (the total amount depending on the number of students in the club as T-shirt funding is a per capital item). If clubs choose to they may decide to use these subsidies added together for one or another of these funding items. 

For example: 

If a club was only entitled to $100 worth of T-shirt funding, but wished to spend $500 in total. The extra $400 could be taken from their Printing subsidy entitlement. The club would not be entitled to any other printing subsidy if they chose to spend it on t-shirts. 

Similarly if a club wished to spend a total of $900 on printing costs they could be subsidised by $500 rather than $400 as they could apply for their $100 photocopying money as reimbursement in addition to the $400 printing subsidy (the printing subsidy being 50% only of any printing costs).

Or if a club wished to do up to $900 worth of photocopying (depending on their t-shirt subsidy entitlement) then they could combine all these subsidies and do so. (Special arrangements would need to be made if the club choose to use the SAM Clubs & Socs photocopier).

3.3. 
Reduction of Funding

Any funds granted by SAM shall be reduced by the extent to which:
(a) 
the total amount claimed is greater than 100% of actual expenditure; 
(b) 
the profit generated exceeds $5 per participating SAM member; or
(c) 
the profit generated exceeds $300 or 50% of actual expenditure, whichever is greater. 

3.4. 
Prohibitions

The C& S Officer shall not process applications for: 

(i) Any direct monetary requests for political or religious Clubs or Societies (subsidies will be considered for political or religious Clubs or Societies, except for fundraising events);

(ii) Activities in which the majority of participants are not members of SAM; 

(iii) Events and activities held by Clubs and Societies for which membership is not available to all SAM members, when the Event or activity may not be attended by the entire SAM membership. This clause may be waived at the Committee's discretion for events that, for instance, are designed for specific year groups or are gender specific events; 

(iv) Events or activities which are not open to the entire membership of the Club or Society holding the Event or activity (except as expressly stated otherwise); 

(v) Expenses incurred at Events held by a Club or Society when such expenses are directly intended to promote a candidate or candidates for any office or appointment; 

(vi) Functions that do not comply with SAM’s Responsible Service of Alcohol Policy; 

(vii) The normal administration of a Club or Society, such as telephone or fax costs, letterhead production or any services provided at the Clubs and Societies Office; 

(viii) Cash prizes; 

(ix) The purchase of clothing which becomes the personal property of Club or Society members (this does not include t-shirts or merchandise funded under Point 3.2.6);

(x) The payment of debts or overdrafts due to mismanagement of Club or Society finances; 

(xi) Any activity for which direct credit is received in academic course work; 

(xii) Any activity by a Club or Society which is intended to promote, or is in itself, an illegal activity;

(xiii) Any Events or activities (including their promotion) that: 
a) discriminate or harass on the basis of sex, race, age, marital status, sexuality, religion, or disability;

b) are offensive to a particular ethnic or religious group; or 

c) defame, coerce, intimidate or physically threaten an individual or group. 

(xiv) Clubs affiliated with the Macquarie University Sports Association; 

(xv) Functions held at private homes or off campus; 

(xvi) Clubs and Societies that are not registered when the Event or activity occurred and have been refused registration for the period in which the Event or activity occurred. 
The C & S Officer shall refer any ambiguous applications to the Committee. 

3.5.
Logo Usage

Clubs must include a draft of the design and content of printed material, specifically any references to SAM or use of the SAM logo to the CACS committee with the application of funding. Ie, prior to the printing of the document. Should the CACS committee deem representations of SAM or inclusion of the line “Supported by Students At Macquarie” to be inappropriate in the instance, then the committee will make a recommendation for changes or removal of reference to SAM.



3.6.
Application Procedures

SAM grants funding after the Event or activity has taken place. 

The C & S Officer can offer advice about the correct procedures for obtaining funding under these guidelines. In general, there are four steps to a successful application: 

3.6.1 Pre-Activity Form

Funding requests must be made before spending occurs, or funding will not be provided.  SAM provides all funding as a reimbursement to the club after spending has occurred. The only exceptions to this are O-Week grants, which are paid prior to O-Week, and funding that comes in the form of a discount on SAM services. A Pre-Activity Form must be obtained from the C & S Officer and must be completed and submitted to the C & S Officer prior to holding the Event or activity. 

3.6.2 Post-Activity Form

When a Pre-Activity Form is received by the C & S Officer, a Post-Activity Form must be submitted after the event which includes copies of all receipts and an itemised profit and loss statement (this must also be done for O-Week grants). The Post-Activity Form must be submitted within two weeks of the completion of the Event or activity except by prior agreement with the C & S Officer. The details contained in the Post-Activity Form should reflect the proposed spending projected in the Pre-Activity Form. In the case of significant discrepancies, the C & S Officer will refer the application to the Committee for re-evaluation. 

3.6.3 Consideration by the Committee

The Committee will consider all applications that are submitted to the C & S Officer and will make recommendations to Board in respect of funding requests. 

3.6.4 Receipt of Grant

The C & S Officer will only authorise the disbursement of grants when he/she is satisfied that the Event or activity has been conducted in accordance with these guidelines and the resolutions of the Committee. The Committee may, at its discretion, require that any grant be made payable to Venues @ Macquarie or any other department of SAM that is owed money by the applicant. When a Club or Society owes money to SAM, the C & S Officer will notify the Committee when any new applications for funding are considered and may require any funding granted to be used directly to satisfy the debt. 

3.6.5 Procedures of the Committee

Directors of the Board and members of the Committee are not permitted to present applications for funding on behalf of Clubs and Societies and shall declare interest when they are members of a Club or Society whose application is under consideration. 

Any misappropriation of funding in breach of the intent of these Guidelines will result in the reporting of the Club or Society to the University's Registrar's Office.
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