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CONTACT INFORMATION

University of Windsor 519-253-3000
Student Groups Coordinator ext. 4528
UWSA Office/Reception ext. 3600
President ext. 4500
VP Administration ext. 4502
VP University Affairs ext. 4501
VP Finance & Operations ext. 4506
The Basement ext. 3602
Catering Services ext. 3277
CAW Student Centre Info Desk ext. 3235
CJAM ext. 3606
Emergency Response Team ext. 3940
The Lance ext. 3909
Travel Cuts ext. 2887
Walksafe ext. 2416

YOUR UWSA ADDRESS

Club Name

c/o University of Windsor Students’ Alliance

401 Sunset Avenue
Windsor ON
N9B 3P4

Phone: 519-253-3000 Fax 519-971-3654

clubs@uwindsor.ca
uwsa@uwindsor.ca
puwsa@uwindsor.ca
vpauwsa@uwindsor.ca
vpuauwsa@uwindsor.ca

vpfuwsa@uwindsor.ca

Page 3 of 14



THE ROLE OF UWSA & STUDENT GROUPS

The Student Groups Coordinator® role is:

* Advise on budgeting, writing a constitution and organizing events

* Liaison with the VP Finance & Operations and VP Administration

* Manage the ratification of all Student Groups and ensure groups access to
approved services

* Coordinate Clubs Days and Club Summit

The role of a UWSA Student Group is:

* To keep a good working relationship with the Student Group Coordinator

* Keep the Student Group Coordinator informed of club activities and to ask
for help with advertising and the promotion of events, if needed

* Follow UWSA and University of Windsor procedures in event planning and
implementation

* Be aware and follow the University poster policies

* Toread and adhere to the Student Groups Policy
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HOW TO BECOME A STUDENT GROUP

1.

2.

Complete the Student Group Ratification Package and submit it to the
Student Group Coordinator. Packages are available at www.uwsa.ca

Student Group’s membership must not drop below 10 members and must
be comprised of at least eighty percent (80 %) undergraduate University of
Windsor students.

3. Attend a Club Summit meeting each term that the group is active.

Ratification Procedures

To become a ratified club, the Student Group Policy states that:

Any and all students of the University of Windsor shall be eligible for group
membership upon the full payment of tuition fees recognized by the
University of Windsor Registrars. A Student Group will be permitted to
restrict its membership only in a limited number of cases where such
limitation is necessary to avoid a complete undermining of the group’s
mandate. Such restrictions must be approved by the Student Group
Coordinator.

A group may be recognized by the UWSA if it:
o Opens its membership as defined in Part 5 of this bylaw
o Intends to carry out activities which in no way violate any federal or
provincial laws, municipal by-laws, or university regulations; and
which do not infringe upon the rights and privileges of others.
o Submits a constitution which adheres to the requirements, as
outlined in section 6.1 of this policy.

The constitution must clearly state that it is not an agent or representative
of the UWSA and that its views and actions in no way represent the
UWSA.

The UWSA will not ratify any groups that practice any form if coercive
(persistent mental, social, and emotional pressure to join the group)
techniques of their membership or potential membership, nor any student
groups who are found to be associated with an outside body which
practices coercion, or knowingly violates any of the procedures contained
herein.

Student Group Presidents, or their executive designate, must attend the
Club Summit meeting as outlined by the Student Groups Coordinator
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Conditions for De-Ratification

Any one or a combination of the following will be cause for De-Ratification:

Failure to comply with the language or the spirit of the Student Group
policy in any way

Abuse of any UWSA services or privileges

Failure to abide by the student group’s own constitution as approved by
the Student Group Coordinator

Execution of an event not approved by the UWSA

Failure to take adequate precautions to limit liability while hosting or
participating in high-risk events or activities.

Holding an event involving consumption of liquor, without proper liquor
license

Committing a trademark violation

Committing an offence that is contrary to federal or provincial laws,
municipal by-laws, University of Windsor regulations, or UWSA policy or
procedures

Failure of a club President, or their executive designate to attend the Club
Summit, without proper alternative arrangements made with the Student
Groups Coordinator prior to the scheduled Club Summit

Violation of any of the procedures indicated in the Club Handbook

Notice of de-ratification shall be served through the student group’s UWSA
mailbox that is assigned to the specific group and notification through e-mail to
the executive of the student group.
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STUDENT GROUP PRIVILEGES

Free Room Bookings: Getting a hall or meeting room can get pretty expensive,
but not for Student Groups. You get to use rooms across campus free of charge.
Contact the CAW Info Desk or Catering Services for details on room bookings.

Event Funding: If you’re an active Student Group you’ll be happy to know that
club funding and relief funding is available from the UWSA to help fund your
events and activities.

Mailbox Privileges: The use of UWSA mailboxes is extended to Student
Groups. Please check these as often as possible as they are the link between
students, BUSU executives and Club executives.

No Fee UWSA Bank Account: As a requirement for ratification, the UWSA
provides a no fee internal chequing account for each Student Group where you
can easily access your funds on campus.

Link on the UWSA Website: Your Student Group can now be found on the
UWSA website student group listing, providing students with your website and
contact information.

Club Days: An opportunity to promote your group to the student body. Held
each semester, here’s your chance to show off your activities and events and get
others excited and involved!

Book a booth in the Student Centre: Want to reach more people? Book a
booth free of charge to set up in the Student Centre reception area. Whether
you’re selling cookies or advertising an event, you're guaranteed to upgrade the
profile of your group on campus.

Club Room: Need a quick meeting or have work to do planning your event? With
meeting space and plenty of tables, the Clubs Room in the CAW Student Centre
is usually available.

Events in the Basement: Priority access to the campus pub! A group social,

guest speaker or a dance party, start planning your events now because demand
for space is high!
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STUDENT GROUP FUNDING

All student Groups may apply to the UWSA Board of Directors for Club Funding,
Relief funding, Special event funding and Sponsorship in accordance to Board
Policies.

Club Funding

Student clubs ratified with the University of Windsor Students’ Alliance are
eligible for Club Funding. Club funding cannot exceed 30% of expenses up to a
maximum of $300.

Relief Funding

Student clubs ratified with the University of Windsor Students’ Alliance are
eligible for Relief Funding. Relief Funding cannot exceed 50% of the total loss of
an event up to a maximum of $300.

Sponsorship Funding

Members of the University of Windsor community are eligible for Sponsorship
Funding for conferences and special events that exceed $300. Sponsorship
funding requests must be accompanied by a letter outlining the special need for
sponsorship and must include a presentation to the Board of Directors.

Funding Request Procedures

* All Funding requests must be submitted 2 weeks prior to the event. Forms
are available at www.uwsa.ca.

* Submission of a letter that outlines a detailed description of your request,
explanation of how the event will benefit University of Windsor students,
expected participation, what attempts were made to seek
funding/sponsorship elsewhere.

* Submission of a detailed budget for the event with all expenses, revenues
and projected net loss/profit.

* Club Funding and Relief Funding requests will be presented to the
Funding committee for review, Sponsorship Funding requests will be
presented to the Board of Directors for review. Past funding requests will
be considered in the decision of the committee.

* A copy of all receipts and supporting information must be submitted with
an expenditure report to the VP Finance after the event takes place.
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ROOM BOOKINGS

Rooms in the CAW Student Centre

All Student Centre room bookings are done through the Info Desk. Call Dolly at
ext. 3235 and your reservation will be booked immediately.

Rooms on Campus

All campus room bookings are done through Catering and Conference Services,
in the basement of Vanier Hall. Call Ann at ext 3277 or Mary at ext 3276. Ifa
purchase order is needed, you will be required to come to the UWSA Office and
authorize the payment. Once the VP Finance has checked to ensure that your
account has sufficient funds, he/she will fax the PO to Catering and Conference
Services to secure your room booking.

Booking Food and/or Beverage

The Basement can accommodate your next event and offers a selection of
catering options. They have a private room for smaller events and projection
screens are available throughout the venue. Catering and Conference Services
is another food and beverage option for your semi-formal dinners, meetings,
receptions, and dances on campus.

Food Policy outlined by catering services:

All food /beverages are to be catered by the University’s Catering services with
these exceptions:

1.) Ratified student groups can provide their own cold snack food —-CAWSC only

2.) Ratified International student groups can provide one home-made meal per
year-CAWSC only

3.) Ratified student groups can now use an outside caterer only in these
circumstances:

-Food is donated

-Proceeds are going to a registered charity

-letter of confirmation required from caterer

-letter of confirmation required from the charity-registration # required
-CAWSC only
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Important Deadlines

Catering and Conference Services:
Room bookings only — Minimum one-weeks notice
Room booking with Food and/or Beverage — Minimum two-weeks notice

Late Cancellations

Catering and Conference Services charges $50 for late cancellations. An event

must be cancelled four (4) days in advance of the event.

Room

Capacity (type)

Ambassador Auditorium

350 (banquet), 450 (lecture)

The Basement

508

Student Centre Board Room

24 (meeting)

Trillium

20 (meeting)

Rose Room 40 (banquet), 50 (lecture)
Oak Room 80 (banquet), 120 (lecture)
Katzman Lounge 80 (banquet), 120 (lecture)
Winclaire A 300 (banquet), 350 (lecture)
Centennial 24 (banquet), 20 (meeting)
Odette Room 104 350 (lecture)

Moot Court 270 (lecture)

Erie Hall Room 1120

450 (lecture)

Education Room 1101

270 (lecture)

*** Extensive or complicated room set-ups will be subject to an additional fee
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ALCOHOL POLICY

The UWSA offers liquor service for all Student Groups through The Basement
and can be utilized for your party or group function. The University of Windsor
offers liquor service for all Student groups through Catering and Conference
Services, and is available in several locations across campus.

Catering Services Alcohol Policy:

This policy was formulated to avoid the possibility of legal liability associated with
drinking and to establish firm but sensible procedures for inhibiting risk.

It is the responsibility of the Licensee to ensure that the rules and regulations of
the Liquor License Act are followed. Failure to abide with the enclosed policy by
any user group may place the University's liquor license in jeopardy, may lead to
associated civil liability and/or result in the termination of use of the licensed on-
campus facilities.

* No alcohol may be purchased or consumed on a licensed premise except
that which is provided under the terms of the license;

* Gambling, drunkenness, riotous, quarrelsome, violent or disorderly
conduct is prohibited under the license;

* No person under the age of nineteen is allowed on a licensed premise and
prior to serving anyone, proof must be obtained ensuring the individual is
of legal age. At any time an inspector of the Liquor Board may request
evidence as to the age of any person on the premise;

* No licensee, agent or employee shall request or receive material gain from
any manufacturer or agent of alcohol,;

* All Liquor must be served and sold under the supervision of a bartender or
other authorized employee;

* No more persons than the stated capacity of a licensed premise shall be
present at any one time;

* The University does not condone any event sponsored by a student group
which is associated with inappropriate alcohol consumption practices
including pub crawls, drinking contests, bus trips, etc.

* Alcohol may not be advertised except by referring to the event as licensed
under L.L.B.O. You may not make reference to "free booze, bash, all you
can drink" or anything else that implies that there may be excessive
drinking involved;

* The holder of the license may not give alcohol as a prize resulting from a
draw;

* Competitions, which involve the consumption of liquor, are not permitted.

NOTE: No persons under the age of 19 will be admitted to an event at which

alcoholic beverages are being served, unless a full banquet meal is being
provided.
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OFF-CAMPUS EVENTS:

It is recommended that student groups hold all liquor functions on campus.
However, if you decide to hold a liquor event off campus:

* When applying for a special occasion permit, you may not use the UWSA,
The Thirsty Scholar, or the University of Windsor’'s name on the
application. The application must be in the name of the individual booking
the event.

* Events held in a licensed off-campus facility may use the group name as
long as the group ensures that the Liquor License Act is adhered to. If
transportation is arranged, alcohol may not be consumed on route.
Drinking games or contests are not permitted.

CAMPUS POLICE & STUDENT PATROL.:

In order to prevent digressions of liquor laws and to support the reasonable
decorum of student social events occurring on the University of Windsor
Campus, the following regulations, duties and procedures have been outlined
concerning the role of Campus Police and Student Patrol Services.

Determinations with respect to security are defined by the University. Unless
otherwise stated, these determinations are as follows:

Large Events (200-360 persons)

* One Campus Police Officer to act as a principal agent in case of
difficulties.

* Three to four Student Patrol representatives.

Small Events (less than 200 persons)

Security needs will be determined according to the following criteria:
* Area, size and number of exits

* Number of individuals attending the event

* Type of event (e.g. dance or wine and cheese, meeting or movie)
e Time period (e.g. 8pm - 1am or 4 - 6pm)
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STUDENT GROUP BANKING

A bank account has been set up for each Student Group within the UWSA'’s
internal accounting system, and allows groups to deposit and withdraw funds
easily and at no cost.

We require that you have three signing authorities for the account, with two
signatures present on all banking forms. We suggest that the President and
Treasurer both have signing authority with the third individual preferably being
your Vice President.

Although the UWSA will be responsible for all funds and financial records, you
are still fully responsible and accountable for its appropriation. We ask that you
also keep an accurate set of books, which will be compared to our records at the
end of the year. By auditing your financial statements, the UWSA provides a
valuable level of accountability to your Student Group, which can only strengthen
the executive’s relationship with its members.

Banking Procedures

Deposits:
To deposit funds, money to be deposited can be given to the Student

Administrative Clerk at the front desk of the UWSA office. The money will be
counted, verified by both parties and a receipt will be issued for your records.

Cheque Requisitions:

To receive a cheque, a Cheque Requisition form, signed by two signing
authorities and accompanied by expense receipts, can be submitted to the VP
Finance & Operations through the front desk. The VPFO will verify the account
information and authorize the accounting department to proceed with the
payment. Please expect a turnaround of two (2) business days for the printing of
cheque. Cheques can be picked up either by the Student Group’s authorized
signing authorities or the person whom the cheque has been issued. Note: A
cheque that will give an account a negative balance will not be authorized. There
is a $25 charge for all N.S.F cheques.

Purchase Orders:

To issue a PO, a Purchase Order form, signed by two signing authorities, can be
submitted to the VP Finance & Operations through the front desk. The VPFO will
verify the account information and authorize the PO. Once the PO has been
authorized, it is the responsibility of each Student Group to ensure that the
vendor receives the PO. Please expect a turnaround of two (2) business days for
the authorization of PO’s. The Student Group’s authorized signing authorities
can pick up authorized PQO’s.
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Financial Accountability

The following are the guidelines for Student Groups regarding the use of funds
held by the UWSA:

1.
2.

3.

All funds are to be used for Student Group business only

All Group funds must be held in this account and may not be kept in cash
or in alternate bank accounts

All funds must be accessed by the Student Group through the appropriate
UWSA cheque requisition or purchase order procedures

Student Group executives should maintain their own record of accounting
transactions

The UWSA will conduct an annual audit of each Society’s financial
transactions and status

The UWSA reserves the right to conduct random reviews of any student
group in order to determine the integrity of the finances and general
operations of the group
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