
STUDENT ASSOCIATION ORIENTATION
WELCOME TO

January 2025



We would like to acknowledge that we are on

 the traditional ancestral unceded territory of the Syilx 
Okanagan Nation. 

We would like to recognize that learning happened here long 
before this institution was established. It is important to 
understand the privilege we hold to be living, working and 
learning on 

Syilx territory.



Why are we here? We already had an orientation 
in September

• We have new student associations who were recently ratified .

• To learn how to submit a good quality booking form so it can be 

processed faster.

• To learn how to submit an expense reimbursement form without 

mistakes.

• Course unions, we have an upcoming workshop about elections.

• Rubric updates and updated procedures.

• To learn about upcoming SUO elections and referendums.

• To voice your questions and concerns.

• To



Robyn Boffy, Security Manager, Community Relations

Why do we have regulations and 
procedures?

UBC Regulations that are upheld 
in student association activities

• Student Code of Conduct

• SC 17 Sexual Violence

• SC 18 Retaliation Regulation

• Check the UBC Student Code of 
Conduct and Respectful 
Environment regulation for 
acceptable behaviours on the 
UBCO Campus.

• Consequences may include non-
academic misconduct



STUDENT OVERSIGHT 

COMMITTEE



Regulation I – Committees 

93 The mandate of the Commitee is to oversee 

student association activities and handle complaints 

regarding student associations and their executives, 

ensuring compliance with SUO regulations and 

promoting accountability within Student 

Associations. 

94 The Commitee shall meet on an as-needed basis.

6Mandate



MEMBERSHIP

95 The Commitee Members shall consist of the:

a. Vice President Internal; 

b. Membership Outreach Coordinator;

c. Students’ Advocacy Coordinator 

d. General Manager; and 

e. Two (2) Directors at Large

96 The Vice President Internal shall serve as the chair 

of the Commitee. 
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POWER AND DUTIES

97 The Commitee shall have the power and duty to: 

a. conduct regular audits of student association 

activities to ensure adherence to SUO regulations; 

b. investigate, substantiate and determine the validity 

of a complaint against a Student Association or its 

executives; during investigation, operations of the 

student association may be suspended.
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c. determine what disciplinary action shall apply to the 

Student Association after verifying the validity of a 

complaint; The commitee has the power to remove or 

replace the executives of the Student Association; 

d. take necessary actions to ensure free and fair election of 

the Student Association; 

e. respect and apply the principle of confidentiality when 

dealing with issues of a sensitive nature, in accordance with 

the Students Union Privacy Regulation; 

98 The Commitee has the additional power and duty to 

hold part or all of a meeting in camera as necessary. 
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CODE OF CONDUCT FOR 

STUDENT ASSOCIATIONS

Why a Code of Conduct?

• To align Student Associations with SUO’s core values.

• To ensure ethical, transparent, and inclusive operations.

Who is it for?

• Clubs and Course Unions under the SUO.
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KEY PRINCIPLES OF THE 

CODE OF CONDUCT
Fairness:

• Equal treatment for all members.

• Impartial decision-making.

Transparency:

• Open communication and accessible documentation.

Inclusivity:

• Welcoming underrepresented groups.

• Creating a sense of belonging.

Engagement:

• Actively involving members in activities.

• Gathering feedback to improve initiatives.
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Important Regulation 
Updates

• Regulation VIII.10 A student 
may be a signing authority to a 
maximum of one Student 
Association per academic year
o VIII.9: Two of the three signing 

authorities must be the President 
and VP Finance

• Only current UBCO students with confirmed 
student numbers, whose names and 
information have been submitted to the 
Membership Outreach Coordinator, shall be 
recognized as signing authorities. 



Important Regulation 
Updates

• All club members (100%) must be registered 
students at UBCO, as per updated 
regulations. Alumni students are not eligible 
to be executives or members.

• Regulation VIII.10.f states that the 3 signing 
authorities must sign a student association 
code of conduct.  These 3 executives will be 
responsible for making sure the entire 
executive team is following the code of 
conduct. 

o The code of conduct will be attached to 
renewal and registration forms before the 
2025-26 academic year.  

o If necessary, we will ask current executives 
to sign it to continue being active this year.





Types of 
Events



SUBMITTING A BOOKING 
REQUEST FORM

Remember to include 
dates, the correct time 
and end date (if it is a 
reoccurring event) and 
multiple room 
preferences should the 
first request not be 
available! 

• The Nechako Gathering 
Room is not a bookable 
space for Student 
Associations. 

• COM 201 can be booked by 
us for special circumstances. 

• See “Non-academic spaces 
available for booking” in the 
Handbook. It includes rooms 
that Kayla and I don’t book



Important 
Links

UBCO Online room timetable

UBCO Online room timetable

Find A Space

SUO Handbook Collegia spaces

UBCO Online 
room timetable

Find A Space 

SUO Handbook Collegia spaces

https://sws-oka.as.it.ubc.ca/sws_2024/
https://sws-oka.as.it.ubc.ca/sws_2024/
https://learningspaces.ok.ubc.ca/find-space
https://www.suo.ca/student-association-handbook/
https://students.ok.ubc.ca/campus-life/collegia-spaces/




Expense 
Reimbursement 
Forms
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Itemized Receipts
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DEBIT SLIP WITH NO 
ITEMIZATION



Event set up by the facilities 
department
• Anyone outside of the facilities team cannot have access to 

the equipment.
• The staff are trained and liable of damage so that we aren't.

• Pipe & Drape equipment breaks easy so you must show on a 
map or diagram where you want it set up and you cannot 
move it.



Effective Immediately!

Facilities set-up pricing has been updated to $72/hour. We 
completely understand the frustration that this may cause but it 
has been 12 years since they adjusted their fees.

• This will include UNC 200 Ballroom set up!
• We have been advised that this change is intended to align 

labour rates with chargeable maintenance services at UBC 
Vancouver.



Facilities Cont...

• When planning for an event plan for any 
necessary set up and clean up time.

• The facilities department works 6:00am – 
4:00pm and only until noon on weekends.

• When booking space, if you need set up of 
tables and chairs, plan and submit bookings 
based on these hours.

• We have limited inventory of extension cords 
and power bars. They are no longer available 
through facilities.

• The Campus Event Set Up Work Order Form can 
be found in your Rubric Portal under the 
"Forms" tab.



• Event equipment from the SUO is not a 
replacement for a Facilities Work order.

• Tent, tables and chairs can only be reserved 
during SUO office hours (8:30am-4:00pm) and 
must be returned before the SUO office closes!

• Requests are now submitted on Rubric. Make 
sure that your request form on Rubric has been 
approved before you come to the office to pick 
up!

BUT WHAT ABOUT EVENT 
EQUIPMENT FROM THE 
SUO?



Rubric Review





Executive VS 
Club Portal

• DO NOT make a club portal account 
using your personal email address!
• We will not accept any forms submitted 

from a non-affiliated portal.

• You cannot create events for ticket sales on 
a non-affiliated portal.

• The executive team must be on the 
portal. 
• Executives can access the club portal from 

their student account
• All positions must be listed and can be 

customized for access to information.



Student Association Directory

• Customize your student association 
information in your Rubric portal.

• Make a logo and/or a banner!

• Write a caption of what your club is about. 

• Add photos or videos!

• Add links to your social media platforms



Keeping Your 
Information Up To Date

• Please make sure that all your social medias 
are up to date! 

o Expired links and inactive accounts 
have been reported for multiple clubs 
and course unions.

o Please update these links on Rubric 
under settings or Link in Bio tab!



General 
Information

• Rubric does not advertise student 
association emails.
• If you would like this information to 

be available, please add it to the 
bottom of your write up.

• Use your memberships!

• Clubs are open to all students, 
they can join easily 

• All memberships must expire 
July 31 and students must join 
each year



General 
Information

When adding events in 
Rubric ….

• If the event is still a draft or is 
being updated, we will not 
approve your event!

• Please update us when editing 
is complete.

• If you say you have not 
submitted a safe event plan 
for an on-campus event, we 
will not approve the event

General 
Information



Events

• When creating events on Rubric....
• Please answer all questions at the end 

of the set up. 

• If your event is still in the draft phase, it 
will not be approved. Please notify us 
when it is complete.

• If we reject an event in the draft phase, 
you will need to recreate the event from 
scratch.

• Reviews are coming in!
• People can review your events and your 

student association. Our directory even 
sorts by student association ratings.



Events

Breaking News!
• Say goodbye to physical waivers (if 

you want to)! 
▪ Risk and Alcohol Waivers can now be 

added to event tickets on Rubric. 

▪ Attendees must purchase a Rubric ticket 
and agree to the terms & conditions to 
"sign" waiver.
• Remember that tickets can still be free. 



General 
Information

Are multiple executives from your 
club graduating this year?

• Check out the club handover 
guide on help.hellorubric.com 
or this link.

• This guide will help you chart 
the responsibilities and 
activities on the Clubs portal 
when onboarding new 
executive team!

Club 
Handover 
Guide

https://help.hellorubric.com/support/solutions/articles/51000440686-club-handover-guide








Membership
s

• All clubs and course unions will be 
expected to have a Membership 
option available.
oMemberships will be made active 

from August 1st until July 31st (one 
year based on SA renewals).

o This is a great way to encourage 
membership and promote yourself!

oBenefits of Membership is up to you; 
it could be discounts on event tickets, 
merch or discounts at community 
businesses. 



Forms and 
Documents

• Now that we have had a semester to get 
used to Rubric all form submissions must 
be through the club portal.
o Please request a Moneris machine or event 

equipment through your booking form. We 
will email if there is a machine available and 
request that you fill out the necessary form 
on Rubric.

o If the forms are not completed before you 
come to pick up, we will not provide the 
machine or equipment!

▪ Remember Membership Outreach only 
has four Moneris machines, and they are 
very popular. As always, requests are first 
come first served.



Having an overnight event or ballroom event

• Submit a SALTO Access form on your Rubric portal to request a key; 
that way you don't need to call security for access!

• You can request a maximum of 4 keys for event organizers to access 
the space early for set up or decorating.

• We can have the doors and elevators programmed to be accessible 
for attendees at the start and end of event time.

• You will pick them up and return them to us at UNC 133.  They can be 
reprogrammed so we want them back to "recycle"



LINK TO RUBRIC 
VIDEOS
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Having technical difficulties? Reach out to 
Rubric...

Support@hellorubric.ca

Support Solutions Webpage 

https://docs.google.com/presentation/d/1RzU4IG3siq5GeSjXz-OlKM0vCkICNQoefacx0KGJSZE/edit
https://docs.google.com/presentation/d/1RzU4IG3siq5GeSjXz-OlKM0vCkICNQoefacx0KGJSZE/edit
mailto:Support@hellorubric.ca
https://help.hellorubric.com/support/solutions/51000245070


COURSE 
UNIONS

• Every student who is part of the 
faculty or department is an 
automatic member.

• Students who are not part of 
the faculty can join and be 
honorary members however 
they do not have voting rights.

• Course union executives are 
elected to their positions each 
year.

• Elections are done by the SUO 
through the Simply Voting 
platform with complete privacy.

A workshop for Course 
Unions will be coming on 
January 30th with more 
information and how to set 
up your Rubric Elections.

Reminder: Any clubs that are 
holding elections, make sure 
your membership is 
uploaded to your Rubric 
Portal, and we can proceed 
with your election easily!



Course 
Unions of 

SUO

Anthropology 
Course Union

Bachelor of Media 
Studies Course 

Union

Biochemistry 
Course Union

Biology Graduate 
Students Society

Chemistry Course 
Union

Chemistry Graduate 
Student Society

Computer Science 
Course Union

Creative Writing 
Course Union

Earth & 
Environmental 

Sciences Course 
Union

Ecology & Zoology 
Course Union

Engineering 
Graduate Student 

Society



More Course 
Unions of 

SUO…

Engineering Society 
(EngSoc)

English Course 
Union

Environmental 
Chemistry Course 

Union (ECCU)

Geography Course 
Union

Graduate Health & 
Exercise Science 
Society (GHESS)

Graduates of Earth 
& Environmental 
Sciences (GEESC)

Human Kinetics 
Student Association 

(HKSA)

Interdisciplinary 
Graduate Studies 
Student Society 

(IGSSS)

Management 
Student Association

Master of Fine Arts 
Student Association 



Even More 
Course 

Unions of 
SUO!

Microbiology Course Union (MCU)

Nursing Course Union (NCU)

Psychology Course Union (PCU)

Psychology Graduate Students Association (PGSA)

Quantitative Sciences Course Union (QSCU)

Social Work Course Union (SWCU)

Sociology Course Union

Sustainabilty Course Union

Visual Arts Course Union (VACU)



Course Union Workshop

Course Union workshop 
happening Thursday 
January 30th, 2025; 

10:00am-12:00pm or 
2:00-4:00pm.

Come join us to learn all 
about constitutions and 

AGM's!



• Executives of a student association are a 
team.
• One position does not, and should not, have 

authority over the team.

• Remember that true leadership encourages 
community and social skills while respecting the 
membership. It is not superior or controlling. 

• Clubs and course unions should aim to 
provide welcoming, friendly and respectful 
spaces for students.

EXECUTIVE CODE OF CONDUCT



• The funding application period ended on January 10th, 2025.

• The Student Association Funding Committee will review all funding applications and end 
of term reports in the coming week.

• Our VP Finance may reach out to meet  in person with student associations asking for 
more than $1500

• The funding will be presented to our board of directors at the end of January and emails 
will go out the in the following days with funds in the account shortly after.

FUNDING PROCESS



Consists of
•Vice-President Finance (chair of 

committee)
•Vice-President Internal
•Membership Outreach Coordinator
•General Manager
•1 Director-at-Large

AD-HOC FUNDING COMMITTEE



Updated Renewal Process

Student Association Renewal Form

Student 
Association
Renewal 

club portal

Student Association Regulations

Student Association Renewal Form

Student 
Association

Fill out a Student Association Renewal 
Form: 

•Log into the club portal on our Rubric online platform 
using the primary student association email 
address. Make sure you have access to the email 
inbox so you can reset the password if unknown. 

Complete the online renewal form which 
includes uploading a pdf of the completed 
Student Association Renewal Form.

•Once the student association is renewed, the 
executives will be able to access the SA portal from 
their personal account.

For every Student Association you will 
need:

•Three executive members, President, Vice President 
Finance and Vice President Events (see definitions in 
the Student Association Regulations).

•Three signing authorities (President, VP Finance and 
3rd executive of the team’s choosing if you have more 
than 3 executives).

•Thirty-two regular members. 

Once a Student Association Renewal 
Form has been submitted via our online 

Rubric platform, the Membership 
Outreach team will create memberships 

on the Rubric club portal as required.  We 
will send an email to let you know when 
the memberships are created and your 

general members can join.  

Once the minimum membership has been 
reached, the application will be reviewed 

by the Membership Outreach 
Coordinator. If we have questions, we will 

reach out via the Student Association 
email address specified on the form.

https://www.suo.ca/wp-content/uploads/2024/12/Renewal-Form-2024-25_updated_E.pdf
https://www.suo.ca/wp-content/uploads/2024/12/Renewal-Form-2024-25_updated_E.pdf
https://portal.hellorubric.com/getstarted
https://www.suo.ca/governance/
https://www.suo.ca/wp-content/uploads/2024/12/Renewal-Form-2024-25_updated_E.pdf
https://www.suo.ca/wp-content/uploads/2024/12/Renewal-Form-2024-25_updated_E.pdf


How to Prepare For 2024/25 Renewals

Renewal forms are due between 

July 1st and the first Friday of 
classes which is September 5th, 
2025

After July 1st, you must submit the 
renewal before you can access SUO 
services

If it’s a new team next year, pass 
along the email address and 
password to them

Every renewal form must be 
completed showing membership 
still has a minimum of 15 members 
plus 3 executives

All student associations will be 
removed from the SUO website 
directory on July 1st until the 
renewal is received and confirmed

Course unions who have completed 

their elections can submit renewal 
forms as of May 1st



SUO 
Elections

Our annual Election is the time 
when the new SUO board gets 
elected. 

The term is from May 1st to 
April 31st.

Keep an eye on our social 
media pages for dates and 
more information! 



Voting 

It is very important for everyone 
to vote. Everyone has the right to 

express their opinion, and it is 
very important to choose your 

leaders.

Have your voice heard by 
choosing your Student Union 

leaders. 

Attend the debates and forum 
nights where everyone 

participating in the elections talk 
about their goals! 



Being a Part of the SUO

Not just voting but you can be a part of the board too. If you think you can be 
a good leader, then this is the platform where you can prove yourself

It is great platform to express your ideas, opinions and do some great things 
for the campus 

Keep an eye on our social media page for more information on when the 
applications will be open and how you can apply

Also check out our website for the regulations and bylaws which describes 
how the elections are conducted 



Positions Available 
• President 

• VP Internal

• VP External 

• VP Finance 

• VP Campus Life 

• Directors at Large (4 seats available)

• Faculty of Management Student Representative 

• Faculty of Science Student Representative 

• Faculty of Applied Science Representative

• Faculty of Education Student Representative

• Faculty of Creative and Critical Studies Representative 

• Faculty of Arts & Social Sciences Student Representative 

• Faculty of Health & Social Development Student Representative

• College of Graduate Student Representative







Office Hours For Term 2

• The Membership Outreach office is open 
Monday through Friday from 8am-4pm

o Please note that our office is closed 
weekends, statutory holidays and 
during all university closures. 

• Drop-In Hours are Monday through 
Friday 9-11am (Kayla) and 1-3pm (Izzy)

o This includes phone calls!

63



TOWNHALL
Hit us with your questions and concerns!
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