[image: image1.png]SWINBURNE
UNIVERSITY OF

TECHNOLOGY




[image: image2.jpg]SWIN
BUR

SWINBURNE

UNIVERSITY OF
TECHNOLOGY

SARAWAK CAMPUS





	Name:
	Student Experience and Activities (SEA) Unit – Rules and Procedures for Student Club Formation 

	Last reviewed:
	2010



2SECTION 1 - INTRODUCTION


2PURPOSE



2SCOPE



2DEFINITIONS


2CONTEXT



3SECTION 2 - UNIT RULES


3UNIT RULES



4SECTION 3 - RELATED MATERIAL


4SECTION 4 - GOVERNANCE


5RESPONSIBILITY


5VERSION CONTROL AND CHANGE HISTORY





SECTION 1 - INTRODUCTION
PURPOSE

The purpose of this document is to:

1. Outline the rules and procedures for new and existing student clubs at Swinburne University of Technology Sarawak.
2. Ensure that any future new student clubs follow these proper guidelines before formation.  
SCOPE

This unit rule applies to all future students wishing to form a new student club. 
DEFINITIONS
	Word/Term
	Definition

	SEA
	Student Experience and Activities Unit 

	Student Operations 
	Student Operations

	SUTS
	Swinburne University of Technology Sarawak 

	SSSC
	Swinburne Sarawak Student Council

	Student Clubs 
	Student Clubs & Societies of Swinburne Sarawak 


CONTEXT
	Name
	Location

	
	None


SECTION 2 - UNIT RULES 

UNIT RULES
	1. 
	Club Rules and Procedures 

	1.1
	All Student clubs to be formed in Swinburne University of Technology Sarawak must be approved and registered with Student Experience and Activities, Student Operations. 


	1.2
	The Registrar and the Assistant Manager of Student Experience and Activities shall be the approving authority for this purpose.

	1.3
	The University authority may suspend or dissolve any club if, in the University’s opinion, the club is not functioning in an acceptable manner or not fulfilling the purpose for which the club is formed.

	1.4
	All student clubs must open its membership to all current students of SUTS. Any student club that have racial, religious, and/or ethnic orientation are not allowed to be formed and registered.

	1.5
	The minimum number of members to form a Student club must not be less than 15 students. Only registered/current students of SUTS are eligible to be members.


	1.6
	Each Student club must appoint at least two and not more than four full time staff (Academic or General staff) to act as their club advisors.

	1.7
	To apply for a new Student club registration, a Protem Committee must submit the New Club Registration documents, inaugural minutes, form to SSSC for processing and approval. The form can be obtained from the SSSC, Student Services Office (G103) or on the Swinburne University website. 



	1.8
	Student Experience and Activities must be notified of any changes in the purpose and objectives of a Student club.


	1.9
	Approved Student clubs must hold their Annual General Meeting within one month of the approved date and submit the minutes of the first AGM to Student Experience and Activities, through SSSC, within two weeks of the date of holding the meeting.

	1.10
	The clubs must hold at minimum one meeting per semester, maximum one meeting per month. The minutes of the meetings are to be submitted to Student Experience and Activities for record.

	1.11
	All Student clubs must maintain a Register of members and notify Student Services of any changes to the membership number / status.

	1.12
	Only clubs that are registered with Student Experience and Activities are eligible for Financial Subsidy awarded through the SSSC.

	1.13
	Student clubs are not allowed to raise funds for any purpose without the express permission from the University Authority.

	1.14
	Permission must be obtained from the University through the SSSC and Student Experience and Activities for all functions and activities to be organized by the clubs. Activities and functions must be approved by the members of the clubs and the minutes of the meeting must be submitted to Student Services together with the proposal for approval.

	1.15
	Clubs must deposit all their cash and money with the Finance Department, who will act as the custodian for the club’s funds. A receipt will be issued to the club as proof of receipt of such deposit. Withdrawal can be done by completing the withdrawal form which can be obtained from the Finance Department and it requires the signature of both the President and the Treasurer. (Three day advance notice is required).

	1.16
	No student can be an EXCO of more than 2 (two) clubs at any one time.

	1.17
	All registered Student clubs must submit their Bi-Annually AGM Minutes, all their event reports and their financial statements at the end of each academic year.

	1.18
	Student clubs that are found to be inactive for more than two semesters shall be automatically deregistered.

	1.19
	All external activities organized by the Student Club needs to ensure that the Student Indemnity Form is completed and submitted to Student Services for record. The form can be obtained from the Student Experience and Activities office or from the Swinburne Sarawak website. 

	1.20
	Any Student club found breaching the Rules and Regulations shall be automatically deregistered and banned. 


SECTION 4 - GOVERNANCE
RESPONSIBILITY

	Owner
	Leandra Sagah
Student Operations Officer 
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