
Lincoln University Students’ Association Clubs Kickstart Guide

1

Lincoln University  
Students’ Association’s
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KICKSTART  
GUIDE
Treat this guide as your go-to manual for all things LUSA Clubs!  
If there is anything you can’t find in here, email clubs@lusa.org.nz 
or pop into LUSA’s office in Forbes for help.
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NOW Reaffiliate your club

NOW Regos open for Ori Clubs Market Day 2025 here

Wednesday 8 January Grant Round 1 Applications Open
Ori Clubs Market Day Grant Applications Open

Wednesday 12 February Ori Clubs Market Day 2025 Registrations close

Wednesday 19 February Clubs Market Grant submissions close

Thursday 20 February Ori Clubs Market Day 2025 

Tuesday 4 March Club Hui (12pm – 1:30pm, Grounded Theatre)

Wednesday 5 March Grant Round 1 Applications Close

Tuesday 11 March RAM (2) Content Due (Magazine released on 25 March) 

Friday 14 March Grant Round 1 Outcome Notifications Sent Out

Monday 17 March Grant Round 2 Applications Open

Friday 4 April RAM (3) Content Due (Magazine released on 28 April)

Sunday 6 April Grant Round 1 Deadline to Claim Back Funds
Ori Clubs Market Day Grant Deadline to Claim Back Funds

Wednesday 9 April Grant Round 2 Applications Close

Friday 18 April Grant Round 2 Outcome Notifications Sent Out

Tuesday 22 April Grant Round 3 Applications Open

Tuesday 20 May RAM (4) Content Due (Magazine released on 3 June)

Sunday 22 June Grant Round 2 Deadline to Claim Back Funds

Friday 27 June RAM (5) Content Due (Magazine released on 14 July)

Wednesday 2 July Grant Round 3 Applications Close

Wednesday 9 July Re-Ori Clubs Market Day Grant Applications Open

Friday 11 July Grant Round 3 Outcome Notifications Sent Out

Monday 14 July Grant Round 4 Applications Open

Thursday 17 July Re-Ori Clubs Market Day 2025 

Tuesday 22 July Club Hui (12pm – 1:30pm, Grounded Theatre)

Tuesday 29 July RAM (6) Content Due (Magazine released on 11 August)

Sunday 24 August Grant Round 3 Deadline to Claim Back Funds
Re-Ori Clubs Market Day Grant Deadline to Claim Back Funds

Wednesday 27 August Grant Round 4 Applications Close

September Make sure your AGM is scheduled, and reminders sent out

Tuesday 2 September RAM (7) Content Due (Magazine released on 15 September)

Friday 5 September Grant Round 4 Outcome Notifications Sent Out

2025 Key Club Dates
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Thursday 11 September LUSA Student Exec 2026 Nominations Open

Thursday 18 September LUSA Student Exec 2026 Nominations Close 

Sunday 21 September Community Day 
Clubs host activities for Lincoln community & whanau

Wednesday 24 September Club Hui (12pm – 1:30pm, Grounded Theatre)

Monday 29 September LUSA Student Exec 2026 Voting Opens 

October Hold your AGM and elect your 2026 executives 
Start the 2026 executive induction.
Reaffiliate your club on Rubric

Thursday 2 October LUSA Student Exec 2026 Voting Closes 

Tuesday 7 October RAM (8) Content Due (Magazine released on 24 October)

Wednesday 8 October LUSA’s Best Awards 

Sunday 7 December Grant Round 4 Deadline to Claim Back Funds

•	 Design — social media content/logos/posters/membership cards etc
•	 Marketing/Comms Support
•	 LUSA Comms — promotion of your event through LUSA socials
•	 RAM — club spotlight article, ad in RAM to promote your event etc
•	 Printing of flyers/posters etc
•	 Booking a venue/room — on and off campus
•	 Budget support
•	 Transport — we can connect you with local bus and van hire companies
•	 Online ticket sales
•	 Health & safety planning
•	 Other event planning support — planning, logistics, catering
•	 Merchandise
•	 Clubs Market Day — boost your membership numbers with this event, 1,000+ students attend!
•	 Clubs Market Day Grants
•	 Special bank account for clubs
•	 Club email setup with lincoln uni address
•	 Templates for AGMs, events, minutes and more
•	 Club Grants — 4 grant rounds per year!
•	 General Support — chat with our Student Communities Coordinator
•	 �Rubric (QPay) — a great online platform for clubs, plus put your event on Rubric (QPay) and it will be  

advertised on the LUSA screen (see page 19 for more information)

Download the Rubric app here: 

LUSA Support Snapshot

Android Apple
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What’s The Point?
This handbook is all about how to set up and run a successful club. It’s a one stop shop no matter whether 
you’ve been a club executive for three years, or you’re setting up a new club for the first time. Refer here 
for any questions you might have. 

Starting A New Club
It all starts with an idea. At the core of every club is a passion, purpose or common interest that brings the members 
of the club together. A simple interest can often develop into a successful club. 

Step One: Figure Out The Goal 
Ask yourself things like:

•	 What is the purpose of the Club?
•	 Why will people want to join? 
•	 How will the Club bring people together? 
•	 How will members join?
•	 Who will run it?

Step Two: Recruit
To get started you’ll need at least ten members. You could find these by:

•	 Asking friends to join
•	 Approaching classmates
•	 Bribing your flatmates with snacks
•	 Putting up posters 
•	 Advertising in RAM 
•	 Word of mouth is the best form of marketing at this point, so get the word out. 
You can chat to our Communications Coordinator about getting some stuff put on our social media channels too — 
comms@lusa.org.nz or refer to Marketing and Communications on page 11.

Step Three: Run an AGM
Hold an Annual General Meeting (AGM) to figure out all the details of how the club will run. You’ll need to set a date, 
invite your members, set an agenda, and take minutes. 

Things to talk about Decisions to make:
•	What is the club’s purpose?
•	What do you want to achieve this year? 
•	What events and activities will you hold? 
•	What is expected of club members?
•	How will you communicate as a club?

•	Who will take the Executive Roles?
•	�How often will the Club meet? Eg. Monthly, 

quarterly, bi-yearly
•	Will you have a membership fee?
•	How will you recruit more members? 
•	Club activities and events calendar

Booking a Room
LUSA have access to a range of venues of varying sizes. Submit a booking request via LUSA’s website under 
‘Services > Room Bookings’ or pop into the office to chat with us about booking a space for your meeting. 

Setting an Agenda
A meeting agenda is a list of topics or activities you want to cover during your meeting. The main purpose of the 
agenda is to give members a clear outline of what should happen in the meeting, who will lead each task, and how 
long each step should take. Sending this information out to members before the meeting and having it available 
during, will ensure the meeting runs smoothly and efficiently. See our template on page 7.

mailto:comms%40lusa.org.nz?subject=
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Post a greeter at the door
Appoint a member to greet attendees at the door, creating a welcoming atmosphere.

Taking Minutes
Minutes are notes taken during a meeting to keep a record of what was discussed and agreed. They don’t need to 
be long or complicated. The purpose of minutes is to record clearly and accurately what decisions were made at 
the meeting and who is responsible for carrying them out. Using the Agenda template on page 7, fill the table out 
with your minutes as they occur. A downloadable Minutes template is also available at lusa.org.nz/clubs

Welcoming Attendees 
Open the AGM with a formal greeting and distribute agenda and reports. Officially declare the meeting open, 
including club name and AGM number. Welcome members and special visitors and lead a karakia or mihi whakatau. 

Provide refreshments 
Provide water and a variety of refreshments, including cold and hot drinks (water, iced tea, lemonade, coffee, and 
hot tea). Depending on the time, consider light snacks like cheese and crackers, or even run a BBQ!

Handling Apologies 
Mention absent officers or members and invite others to apologise on their behalf. Formally move to accept the 
apologies. 

Reviewing Previous Minutes 
Confirm receipt of last year’s AGM minutes. Summarise action items, discuss whether they were achieved and by 
whom, review and amend minutes if needed before formal acceptance. Chairperson signs off on accepted minutes. 

Addressing matters arising 
Address topics related to previous AGM minutes without formal motions. 

Reviewing reports 
Discuss president’s, secretary’s, and treasurer’s reports. Make formal motions to adopt each report. Present previous 
year’s finances during the treasurer’s report. 

Conducting Elections 
Hold Executive committee elections after reports but before general business. Prepare materials and clarify the 
voting system. A neutral party should count the votes, and minute detail nominations and outcomes 

Discussing General Business 
Address informal issues and concerns raised by attendees without motions or votes. 

Invite a guest speaker 
Invite a guest speaker to address important club issues, either after general business or at the end of the meeting. 

Setting next meeting date 
Announce the date and location of the next AGM if planned. 

Closing the meeting 
Declare the AGM closed when all agenda items are covered. Upload finalized minutes to the Club’s SharePoint 
folder. Arrange a handover meeting for outgoing and incoming committee members if applicable. Deliver a Karakia 
if appropriate. 

Bookend the meeting with a social event
Keep the formal AGM brief and start or follow with a social event for attendee interaction. For budget-conscious 
options, consider a potluck!

http://lusa.org.nz/clubs
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AGM Agenda Template
Remember, an AGM doesn’t have to be complicated. Use this template as a practical guide to simplify your AGM 
planning and execution.

Agenda

Club Name

Meeting number:
Time: 
From:
Location:

Date:
To:

Item Presented By

Administration

1.  Welcome, Karakia President/Meeting Chairperson

2.  Apologies Secretary

3.  Review of minutes from previous AGM President/Meeting Chairperson

1.  Acceptance of minutes from previous AGM President/Meeting Chairperson

5.  President’s Report of the year that’s been President/Meeting Chairperson

6.  Treasurer’s report Treasurer

7.  Proposed Resolution #1 Moved By

President/Meeting Chairperson8.  Proposed Resolution #2 Moved By

9.  Proposed Resolution #3 Moved By

10.  Acceptance of Financial Statements Treasurer

11.  Acceptance of Annual Report President/Meeting Chairperson

12.  Election of New Executive Committee President/Meeting Chairperson

13.  Success stories from the year/guest speakers etc. Guest Speakers

14.  Meeting Close, Karakia President/Meeting Chairperson
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Step Four: Affiliate!
To become an official club, you will need to affiliate with LUSA. Affiliation gives you access to our Student Communities 
Coordinator, event planning support, venue hire, and financial assistance through the LUSA Club Grant Fund. 

During the affiliation process, you will also be granted access to LUSA’s club platform, Rubric (previously known as 
QPay), and added to the Club Directory on our website making it easier for students to find you. 

In order to affiliate with LUSA, you will need:

•	 �10+ members, the majority being current Lincoln University students. Your first 10 members must be current 
Lincoln University students.

•	 �Minutes of your AGM which evidence the election of your exec roles (President, Vice President, Secretary  
and Treasurer)

•	 A Constitution & Code of Conduct signed by your exec (found on LUSA’s website)
•	 Completed affiliation form (found on LUSA’s website)
•	 �Once you have all of these boxes ticked, head to lusa.org.nz/clubs to complete your affiliation documentation. 

The LUSA Student Community Coordinator will review your application within 10 working days and advise whether 
more information is needed. 

If your application is accepted, congratulations! You are now an official LUSA Club. 

Next Steps
Once you’re officially affiliated as a club, the next steps are: 

•	 Design a logo — talk to our LUSA designer to get some help with this. Find further details about this on page 11.
•	 �Set up your club’s Registration Form — this is how you register members and keep a record. Find further details 

about this on page 19.
•	 Join LUSA’s Exec Community group on Facebook.

•	 �Create a generic email for your club — this ensures consistency as your exec changes each year.  
Email clubs@lusa.org.nz and we will assist you in setting it up.

The Roles 
Your club exec is the driving force behind your club. They work with LUSA to make your club awesome! Every exec 
member should contribute. At a minimum, you need a President, Secretary, and Treasurer. Don’t forget — everyone 
in your executive should drive the Club and pitch in, not just one person! 

President
The President is the club’s leader. They set the tone, delegate tasks, and keep the club focused on its goals. They:

•	 Provide overall leadership and vision for the club
•	 Set the annual agenda and prioritise goals
•	 Represent the club at internal and external events
•	 Chair club meetings
•	 Ensure the club operates within its constitution and LUSA guidelines
•	 Oversee the club’s finances (in conjunction with the treasurer)
•	 Build and maintain positive relationships with members and stakeholders
•	 Delegate tasks and support the Vice president and other executive members
•	 Communicate effectively with members and the wider community

Vice President
The Vice President is the President’s right-hand person, fully engaged in club activities. They:

•	 Provide leadership and support to the club
•	 Maintain a positive club culture
•	 Ensure compliance with LUSA policies, the club constitution, and code of conduct
•	 Chair meetings in the President’s absence
•	 Coordinate event information with the secretary
•	 Recruit and mentor new members and executive candidates

http://lusa.org.nz/clubs
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Secretary
The secretary should be organised and efficient at managing their time to coordinate the administration duties of 
the club. They will: 

•	 Handle communications (e.g. emails, newsletters, meeting invites) 
•	 Maintain official records of meetings including taking minutes
•	 Coordinate important documents such as agenda, post-meeting minutes, reminders etc.
•	 Keep the membership database up to date
In bigger clubs, the communications aspect may be managed by a separate role.

Treasurer
The treasurer should be financially minded and know their way around a spreadsheet. This person needs to be 
trustworthy and honest, as they will be handling the club’s funds. They will:

•	 �Keep accurate financial records that meet LUSA guidelines, and maintain a relationship with LUSA’s accounts 
administrator to track the club’s bank balance (held by LUSA)

•	 Develop budgets for events and the year and source and manage sponsorship
•	 Manage and track club transactions, and pay club bills on time

Optional Additional Roles 
While not compulsory, some clubs choose to add additional members to their exec who are responsible for a key 
task on the club or may be learning the ropes to step into a leadership position next year. Having additional exec 
members can be useful if your club is very large or active as this means more hands on deck, more diverse voices 
contributing to decisions, and an improved ability to deliver your club’s objectives. 

Some examples of additional exec members include:

•	 �General Rep — provide general support to the other club exec members and an extra set of hands to help with 
delivering events and activities

•	 �Social media or Communications Rep — handles club’s social media accounts, designs event posters and 
advertising collateral, answers online enquiries

•	 �Junior Rep — provides insight into different year group’s point of view on matters and ensures continuity of  
the club as they gain better understanding of the leadership roles and often move into president or VP role in 
future years.
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Running Your Club
Recruiting Members
There are several different ways to recruit new members for your club, including a few ideas below: 

Set up your Membership Link on Rubric
This is the first step to recruitment, as your members details will be held in your club’s Rubric account so that you 
can easily keep track of who is registered, paid their registration fee if you have one, and makes communications 
with members much easier. If your club was affiliated in the previous year, it can be helpful to reach out to old 
members and ask whether they want to register with your club again. 

Your membership link will also be added to LUSA’s Club Directory making it easier for students to find your club 
organically, and automatically appears on the Rubric App under LUSA. 

For tips on setting this up, head to page 19.

Hold a stall at LUSA’s Clubs Market Day
On the first Thursday of each semester, LUSA organise a market event where student clubs can register to hold a 
stall. Up to 1,000 Lincoln students attend these events each year, so it is a great opportunity to network with other 
students and recruit new members. 

You can decorate your stall however you wish, and a small budget is allocated to this each year to help clubs make 
their stalls interesting, which you can access by applying to the Clubs Market Grant (more on this on page 13). 

Hold a recruitment event
Many clubs choose to hold their own recruitment events, such as a bake sale, food sale fundraiser, or activity/
gathering for interested members. Holding these somewhere visible like Forbes Lawn or in Grounded is a great way 
to engage people who may be walking past and provides an opportunity to promote your club. 

Hang posters
Go old fashioned, put some posters up. Remember to include key information like what your club does, who should 
join, and how to get in contact. It can be useful to add a QR code that links to your Rubric registration form — if you 
need help doing this ask LUSA!

Put an ad in RAM
Another great way to reach students is by utilising student media. Every month LUSA publishes a new issue of the 
student magazine which is accessible both in print and online. Reach out to comms@lusa.org.nz if you want to 
include a club ad! 

Holding Regular Meetings
Holding regular meetings with your club is a great way to keep the club active, connect with your members, and 
ensure that your club’s mission is met. Depending on how active you intend to be will determine how regularly you 
choose to meet. 

Clubs can opt to meet:

•	 Fortnightly
•	 Monthly 
•	 Bi-monthly 
•	 Once per term
•	 Sporadically/as required 

LUSA recommend that your club decide on how regularly to meet at the beginning of the year, and then come 
up with a schedule for your meetings so that all club members are aware of the meeting dates. We suggest you 
choose a schedule that can be repeated easily, such as the first Wednesday of every month, week 2 of each term or 
a consistent day of the week etc. 

mailto:comms%40lusa.org.nz?subject=
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Sub-Meetings
Clubs can also organise sub-meetings in between main club meetings. These can be a great idea to allow your 
Exec, sub-groups or task-specific groups to meet and stay on top of actions which they may report back on at club 
meetings. 

If you would like to book a venue to hold your meetings, head to lusa.org.nz/room-bookings where you can check 
room availability and fill out the form to reserve one of our bookable spaces. 

Marketing & Communications
Marketing and communications are an incredibly important part of running your club, as this is how you build a 
perception of your club both within members and the wider student body. Communication is particularly important 
to the running of your club. 

LUSA have a team of dedicated staff who are here to assist. Below are some of the things we can help with. 

•	 Designing a logo
•	 Design of posters, social media content, membership cards etc. 
•	 Printing 
•	 Merchandise 
•	 Social media 

Design
We have an incredible in-house graphic designer who can help you with designing artwork for events, posters, 
social media content, a club logo, flag banners, membership cards or even merchandise. Email your design request 
with ideas including sketches or images to design@lusa.org.nz. Laura needs at least 2 weeks’ notice to assist with 
any of the above design work, on top of the required turn around time required by external suppliers (if applicable).

Printing
Email a PDF file to design@lusa.org.nz with the quantity and paper size you’d like. We can usually turn this around 
in 24–48 hours (business days only).

Merchandise
Many clubs wish to purchase club merchandise for their members, which we are happy to assist with. Our Club 
Merch Guide outlines what LUSA can assist with supplying, however you are welcome to source merchandise 
independently. You can download our Club Merch Guide from LUSA’s website under the Clubs tab.

Please note, all merchandise must be paid for in full prior to placing an order.

Social Media
Our social media & communications guru, Julia, is available to help you with creating social accounts, designing a 
communications plan, or any other communications-related queries. Julia works four days a week from the LUSA 
office, so flick her an email on comms@lusa.org.nz to book an appointment.

RAM Student Magazine
Writing an article for RAM is a great way to promote some of the cool stuff your club is doing, events or trips you’ve 
been on, or even just to promote yourself and encourage other students to join. Check out what other clubs have 
written for past issues to get some inspo by heading to www.theram.org.nz or to submit a piece email  
comms@lusa.org.nz. 

Finances
Financial planning and budgeting are important parts of running a club and are usually overseen by the club 
treasurer. LUSA’s Accounts Administrator is available to assist you with any budgeting enquiries you have and 
processes funding reimbursements for all clubs. 

Bank Account
To make continuity easier for your club, LUSA holds a bank account for all affiliated clubs meaning that you do not 
need to open a bank account for your club. We will store your money for you, and can process outgoing payments 
when required to suppliers or to reimburse your club members if they pay for things. 

If you would like to request a financial summary, for example for an AGM, or have any questions related to club 
finances, you can reach out to Bridget on accounts@lusa.org.nz. 

http://lusa.org.nz/room-bookings
mailto:design%40lusa.org.nz?subject=
mailto:design%40lusa.org.nz?subject=
mailto:comms%40lusa.org.nz?subject=
http://www.theram.org.nz
mailto:comms%40lusa.org.nz?subject=
mailto:accounts%40lusa.org.nz?subject=


Lincoln University Students’ Association Clubs Kickstart Guide

Running Your Club 12

Funding Your Club
There are a number of funding options available to clubs, including:

•	 Charging a membership fee
•	 Charging an event ticket fee 
•	 Asking for a ‘gold coin’ donation from members
•	 Sponsorship from a business that aligns with your club
•	 Sponsorship from community funds such as Selwyn District Council
•	 Fundraising with a bake sale, sausage sizzle etc.
•	 LUSA Clubs Grant Fund

Clubs Grants
LUSA set aside a portion of money each year to support clubs to achieve their goals and enhance student 
experience on campus. 

2025 New Club Grant Process 
Starting in 2025, we are introducing four grant application rounds per year. To apply for funding, your club will  
need to submit an application for the upcoming term by the deadline for each round (listed below). We understand 
this requires careful planning and organisation, so if you need any help, please reach out to the Student 
Communities Coordinator.

Grant Round One:
For events/expenses occurring before semester 1 midterm break (15 March–4 April)

Applications Open Applications Close Outcome Notifications 
Sent Out

Deadline to Claim Back 
Funds

Wed 8 January Wed 5 March Fri 14 March Sun 6 April 

Grant Round Two:
For events/expenses occurring before the midyear break (19  April–20 June) 

Applications Open Applications Close Outcome Notifications 
Sent Out

Deadline to Claim Back 
Funds 

Mon 17 March Wed 9 April Fri 18 April Sun 22 June

Grant Round Three:
For events/expenses occurring before semester 2 midterm break (12 July–22 August)

Applications Open Applications Close Outcome Notifications 
Sent Out

Deadline to Claim Back 
Funds 

Tues 22 April Wed 2 July  Fri 11 July Sun 24 August

Grant Round Four:
For events/expenses occurring before the end of the year (6 September–5 December)

Applications Open Applications Close Outcome Notifications 
Sent Out

Deadline to Claim Back 
Funds 

Mon 14 July Wed 27 August  Fri 5 September Sun 7 December
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Clubs Market Grant — Semester 1
Ori Clubs Market Day 2025 will be held on Thursday 20 February. You can apply for a Clubs Market Grant (up to 
$150) to help make your stall stand out. This can be for decorations, treats, giveaways etc. Please note that Clubs 
Market Day grants are not part of Grant Round One, so applications must be submitted by Wednesday 19 February.

Clubs Market Grant — Semester 2
Re-Ori Clubs Market Day 2025 will be held on Thursday 17 July. You can apply for a Clubs Market Grant (up to $150) 
to help make your stall stand out. This can be for decorations, treats, giveaways etc. Clubs Market Day grants can be 
separate from Grant Round Three, so applications need to be submitted by Wednesday 9 July.

Tips for Applying for Club Grants
•	 Plan Ahead: Gather your club’s executive team early to plan the term or semester.
•	 Complete and Clear Applications: Ensure your applications are thorough, clear, and accurate.
•	 �Make Your Case: Each application will be reviewed by the LUSA Club Grant Panel. Be sure to explain why your club 

should receive funding, highlighting factors like:
	- How many students will benefit
	- How the event aligns with LUSA’s values
	- The  club’s contribution 

•	 �Separate Applications for Each Request: You must submit a separate application for each event, activity, or 
purchase. However, if you’re applying for funding for a recurring event (e.g., weekly movie nights), you can include all 
related requests in one application.

•	 �Don’t Worry if Plans Change: If you didn’t have time to hold all the events you received grants for, the unused funds 
will return to the grant pool. If you decide to hold the event later, just submit a new application for the next grant round.

•	 �Grant Claims: If you don’t submit your Grant Claim (for reimbursement) by the cut-off date, we will assume you 
didn’t use the funds, and they will be returned to the pool. If you need an extension, please contact our Account 
Administrator at accounts@lusa.org.nz before the cut-off date.

•	 �Share Your Success: If you were granted funds for a club event or activity, remember to write an article about it for RAM!

Other Funding Ideas
Unfortunately, we can’t fund every club activity. To help support your club, consider other ways to raise money, such as:

•	 Charging a membership fee
•	 Fundraising (e.g., sausage sizzle, bake sale)
•	 Selling tickets or charging an entry fee for events

If you need help brainstorming fundraising ideas, come see us!

Important Notes About Grants
•	 �Funding for Future Events and Purchases: Grants are only available for events or items planned for the future. You 

cannot apply for funding for past events or items that have already been purchased.
•	 �Quotes for Items Over $500: If any item in your grant request costs more than $500, you must provide at least two 

quotes to show that your preferred supplier is offering a competitive price.
•	 �Article for RAM: If your grant is for $250 or more, your club must submit an article for RAM.
•	 �Use of Funds: Grants must be used for the specific event or item they were approved for. If you decide not to go 

ahead with the event or change your plans, you will need to make arrangements with the Accounts Administrator or 
apply for the grant again.

•	 Grant Evaluation: All applications are reviewed by the LUSA Club Grant Panel, who will consider factors like:
	- How many students will benefit from the grant
	- Whether the event aligns with LUSA’s values
	- How much your club is contributing
	- How much your club has already been granted this year

We assess each application on a case-by-case basis, aiming to give all clubs an equal opportunity to access 
funding. We may approve all, part, or none of the requested amount and will notify you of the outcome.

You can apply for a club grant via LUSA’s website at lusa.org.nz/clubs.

mailto:accounts%40lusa.org.nz?subject=
http://lusa.org.nz/clubs
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Reimbursements
When you purchase items for your club, you can apply for reimbursement from your club funds (please check your 
account balance prior to any expenditure to make sure you have the funds to cover it). If you have a pre-approved 
grant, you can submit a Grant Claim form. 

If you have not submitted your Grant Claim (for reimbursement) by the cut-off date for that round, we will assume 
that you did not use those funds and they will go back into the grant fund. If you require an extension contact 
accounts@lusa.org.nz before the cut-off date. 

It is crucial that you supply a GST receipt with your Reimbursement form and Grant Claim form. You cannot provide 
a screen shot of your bank account or an eftpos receipt — these will not be accepted and we cannot reimburse you.

It is also important that the person submitting the reimbursement form is not the same person receiving the funds 
into their account as this is a conflict. If you purchased items on behalf of the club and would like to be reimbursed, 
please ask the Treasurer or another member of the Exec to submit the request.

To apply for a reimbursement head to lusa.org.nz/clubs or go to Rubric > Forms > Grant Claim/Clubs Funds 
Reimbursement. See reimbursement deadlines on page 12. 

Insurance
Sometimes it is a good idea to arrange insurance. Handy Landys, as an example, have public liability insurance to 
cover them when they are working on farmland and around farming equipment. 

If you have any particularly expensive assets or you are working in similar spaces to the example of Handy Landys 
above, it could be worth exploring. You can ask the Student Community Coordinator or the Accounts Administrator 
for further support. 

Policies
Policies are a great way to formalise and keep track of the procedures your club uses to ensure the exec, members 
and club overall are operating in a way that aligns with your goals. To read LUSA’s Policies, including the Clubs & 
Societies Governance Policy, head to lusa.org.nz/official-documents. 

Putting your own club policies in place helps you to:

•	 Formalise processes and procedures
•	 Protect you from liability
•	 Ensure members know what is expected of them
•	 Avoid conflict and assist in conflict resolution
•	 Keep everyone safe
Some examples of policies you may need to develop/revise (especially if your club has a large membership base or 
engage in risk-adverse activities) are explained below. 

Members Code of Conduct
A code of conduct for members is a great way to ensure you communicate with your members what is expected 
of them and what acceptable behaviour looks like, especially while out in public. You can ask members to sign a 
code of conduct when they sign up as a requirement of their registration. It can even be embedded in your Rubric 
Memberships. If a member acts in a way that conflicts with the code of conduct that they have agreed to, you will 
have grounds to remove them from the club, or initiate other proceedings as you see fit. 

A great example is the Hunting Club Code of Conduct for members, which stipulates:

1.	 �Responsible actions as per the seven basic rules of firearm safety contained in the Arms Code published by NZ Police;
2.	Responsible firearms storage requirements;
3.	Compliance with the Arms Act 1983 at all times;
4.	License requirements;
5.	Conduct in relation to trips;
6.	Firearms on campus; and
7.	 Limitation on liability for the club. 

The Code of Conduct also outlines the responsibilities and consequences associated with non-compliance.

If you would like to develop a Code of Conduct for your club, or are unsure whether you need one, contact the 
Student Community Coordinator to discuss this and for support in the development of your document. 

http://lusa.org.nz/clubs
http://lusa.org.nz/official-documents
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The below excerpt is a great example of a club Health & Safety Policy from Lincoln Snow Department. 

If you would like to develop a Health & Safety Policy for your club, or are unsure whether you need one, contact the 
Student Community Coordinator to discuss this and for support in development of your document.

Club Events & Activities
Club events and activities are a crucial part of student life on campus. LUSA love to support clubs in making these 
happen, whether that be an active adventure out in nature, a members-only social catch up, fundraiser or otherwise. 

Events and activities are fun, but there are also risks associated with holding them which must be appropriately 
identified and planned for. Any time a club holds an event or activity, on or off campus, an event plan should be 
submitted for approval at least two working days prior to your event. You can download a template to complete 
your event plan from lusa.org.nz/info-for-clubs.

There are a number of ways LUSA can assist your event committee in planning your event or activity, including:

•	 Planning & logistics 
•	 Booking a venue (on and off campus)
•	 Catering 
•	 Transport — we can connect you with local bus and van hire companies
•	 Health & Safety planning
•	 Online ticket sales
•	 Marketing
If you would like support with any of the above aspects, email clubs@lusa.org.nz for assistance. 

Health & Safety Policy
A Health & Safety Policy identifies key risk factors for your club and it’s members, and outlines the procedures taken to 
mitigate these risks. This can be accompanied by a Hazard Register which details the response that should be taken if 
any risk occurs under the club’s supervision. 

A Health & Safety Policy could include: 

•	 General terms — eg. risk responsibility, code of conduct, exec liability, review timeframe.
•	 Culture
•	 First Aid Training 
•	 Trips & Events
•	 Accommodation
•	 Alcohol Use

https://www.lusa.org.nz/info-for-clubs 
mailto:clubs%40lusa.org.nz?subject=
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Health & Safety
It is important that health & safety is considered in everything your club does, in order to prevent harm from occurring 
and avoid liability. Clubs are required to take all reasonably practicable steps to ensure the safety of all members, event 
participants and members of the public who may be put at risk by the actions of the club. Practical steps may include: 

•	 Sourcing Public Liability Insurance
•	 �Hazard Management planning which identifies and assesses all potential and existing hazards, and strategies to 

mitigate their potential harm
•	 Crowd Safety planning to manage and ensure safety of 80+ people 
•	 Emergency Response planning to respond to a medical incident 
•	 �Crisis Management and Communication planning to ensure those in charge know the procedure to follow if harm/

danger occurs
•	 �Provisions to ensure health and safety of any person with a disability or impairment. 

Hazard Management Plans
Planning for the worst-case scenario in advance makes acting in the unfortunate situation that an incident arises a lot 
easier and provides an opportunity for you to consider all of the factors that may contribute to an incident occurring 
then coming up with ways to minimise them. There are a couple of ways you can do this, see examples below. 

Example One — from LUSA’s Club Event Plan Template

Example Two — from LUSA’s Afterglow Operations Plan
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A Hazard Management Plan should be made for any event your club holds throughout the year where there is a risk 
of moderate or serious harm to members, guests, suppliers or the public. This can be completed using the LUSA 
Club Event Plan Template (available on LUSA’s website). This should be submitted to LUSA for approval at least two 
working days prior to your event date via the Rubric Event Registration form or by email to clubs@lusa.org.nz. 

For any questions or assistance completing your Hazard Management form, please contact clubs@lusa.org.nz. 

Crowd Safety Plans
Crowd safety plans can be useful:

•	 Where your event involves pedestrians and vehicles to operate in close proximity
•	 Where your event is held in a venue with capacity limits
•	 Where your event expects to draw a large crowd

For assistance in creating a Crowd Safety Plan ask LUSA.

Emergency Response Plans
It’s important that you know what to do in an emergency so that you’re able to lead a response and ensure the safety 
of attendees. This can include knowing where the emergency exits are, where fire extinguishers are located, where 
the nearest evacuation point is. This can also include ensuring someone on site is first-aid trained, and that you know 
where the nearest AED Unit is located. 

Crisis Management and Communications
If despite your best efforts and planning, things go pear-shaped, it’s great to have a plan in place to support your team 
to manage a crisis effectively. This could including things like:

•	 In high-risk environments such as up on the mountain, a list of potential risks and what to do if they occur
•	 Holding a next of kin/emergency contact details list for everyone involved
•	 Assigning a Personal Locator Beacon to groups 
•	 �Creating a Hazard, Incident & Accident Response Chart — evaluating the steps to take in an emergency vs non-

emergency situation, who is responsible for responding and what reporting is required.

Provisions for disability or impairment
It’s important to consider whether your chosen activity/event/venue is going to be appropriate for your audience. If you 
have members with a disability or impairment make sure you think about how to make the event accessible for them.

Trip Waivers
Trip Waivers are necessary for any event, trip or activity taking place off-campus where risk is involved. The Trip Waiver 
outlines all expected behaviours, responsibilities and liability associated with the trip, including limiting liability for the club. 

Trip Waivers should be issued to every attendee, signed, and returned to the Exec prior to departure. The best time to 
do this is at your pre-trip briefing if you are using a hard copy, or it can be embedded in the event “ticket” sale process 
on Rubric.

Some examples of items you may include in your trip waiver include: 

As a member of [Club Name] I understand, acknowledge and agree to respect the rules and health & safety guidelines 
set by the exec and trip leaders. If I am not sure what these are at any time, I will ask an exec member or trip leader. 

Any damage or loss of my property on the trip is my responsibility and [Club Name] are absolved of liability.

On the way to and from the trip location, I will conduct myself in a manner that falls within the [Club Name] Code of 
Conduct, including adherence to any reasonable health & safety measures. 

I will not engage in any behaviour that compromises the reputation of [Club Name]. 

If you would like to develop a Trip Waiver for your club, or are unsure whether you need one, contact the Student 
Community Coordinator to discuss this and for support in the development of your document. 

Alcohol 
If you are holding an event, trip or activity which involves alcohol, you are required to complete:
1.	 Alcohol Application Form
2.	 Event Plan Template
Both are available to download from lusa.org.nz/clubs. 

https://www.lusa.org.nz/info-for-clubs
mailto:clubs%40lusa.org.nz?subject=
mailto:clubs%40lusa.org.nz?subject=
https://aedlocations.co.nz/
mailto:lusa.org.nz/clubs?subject=
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On Campus
Consuming alcohol on university premises requires the permission of LUSA and the LU Catering Services Manager. 
If you would like to host an event on campus involving alcohol, you must request to have a qualified Duty Manger 
present. There is a cost associated with this, and you cannot use Club Grant Funds for alcohol supply. Only certain 
parts of the campus can be used for alcohol consumption even with a Duty Manager — you can ask LUSA for further 
information on this, and you’ll require their support to do this process. 

You cannot consume alcohol on campus for an event without a Duty Manager present. 

Off Campus: Licensed
If your event is held off campus at a licensed venue, e.g. at a Bar or Restaurant, you do not need to submit an Alcohol 
Application Form.

Off Campus: Unlicensed
If your event is held off campus at an unlicensed venue, you will need to submit an Alcohol Application Form for approval 
by LUSA. This is to ensure that you have health & safety plans in place and access to any support you may need.

To apply for permission to hold an event with alcohol present on university grounds, please email your completed 
Alcohol Application Form and Event Plan to clubs@lusa.org.nz at least two working days prior to your event. To book 
a duty manager, please ask the Student Community Coordinator to request this on your behalf from LU Catering.

Room Bookings
LUSA manage the bookings for several locations on campus which you are welcome to use for events and meetings. 

Check out our range of venues below. 

Wharekai

Grounded Café Space

150 pax after 5pm

30 pax during weekdays

Rūma Hui

Glass Meeting Room

20 pax

Conferencing technology

Whare Tapere

Theatre

50 pax

Projector Screen

Rūma Tākaro Ataata

Games Room

8 pax

Meeting layout available

Forbes Lawn BBQ

200+ pax

Electric barbeque
Outdoor lighting

LUSA Club House

60 Ellesmere Junction Rd

30 pax

Full kitchen
Various rooms & layouts

Booking requests can be made online at lusa.org.nz/room-bookings. Your request will be submitted to LUSA for 
approval. Once approved, your booking will appear on the digital calendar. 

If your event is held on campus outside of hours (after 5pm weekdays or on a weekend), LUSA will notify Facilities 
Management and Security. You may be required to access venues with your ID card. Please do not wedge doors open. 

If the above options do not meet your requirements or are unavailable on your desired date, the University has a few 
venue options that we are able to request on your behalf. Please contact the Student Community Coordinator to 
enquire about an alternative venue. 

Debriefing
It’s a good idea after your event has concluded to debrief with your club executive and any volunteers about how the 
event went. As a rule, LUSA does this after most of our events, and we follow a format like the below:

•	 Successes
•	 Challenges
•	 Feedback from attendees
•	 Improvements for next time

mailto:clubs%40lusa.org.nz?subject=
http://
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Rubric (Previously known as QPay)
Rubric (previously known as QPay) is your very own purpose-built online platform for University Societies which allows 
your club to track memberships, payments, events and merchandise all in a single place. 

Given Rubric (previously known as QPay) is an online platform it is constantly being developed and improved. LUSA 
aim to update this guide yearly to ensure new updates are included, however if you are stuck on something that is 
not included in the following sections just reach out to the Student Community Coordinator for guidance or email 
support@hellorubric.com. 

Instruction Videos 
For a guided walk-through on how to use Rubric, see the videos below. 
•	 Introduction to Rubric Clubs
•	 Membership Management
•	 Event Management
•	 Merchandise Sales
•	 SMS & Email Communicator
•	 Setting up your Club Website
•	 Executive Management & Settings
•	 Forms & Club File Management 

Download the Rubric app by QPay here: 

Android Apple

Setting Up Your Club Account 
When you affiliate with LUSA as a new club, you will be asked to set up your Rubric account which will give you access 
to a range of features that help with running your club. 

You’ll need to enter a Society Name, how you’d like to be known, as well as a Society Email. We suggest using an 
email account that all of your Exec have access to, either a gmail account or alternatively you can request a club email 
account hosted by Lincoln University e.g. photography.club@lincoln.ac.nz. If you would like a LU-hosted account, get 
in touch with the LUSA Student Community Coordinator to arrange this. 

If you are taking over a club that already exists, they will already have a Rubric account set up. You’ll need to obtain the 
password from the previous Exec, or ask the LUSA Student Community Coordinator to reset the password for you. 
During Re-Affiliation, please select your club from the drop down menu rather than setting up a new account. 

Membership Function
Once affiliated, you’ll need to set up your club’s membership form for the year to allow students to join your club! 

We require a new membership form to be set up year to year to make it possible for you to keep an accurate record of 
your active members and enforce membership fees if your club has one. We also take this record of your membership 
numbers into consideration when providing grant funds to your club.

In order to set up your membership function, you’ll need to log into your club’s Rubric Portal at https://portal.
hellorubric.com/login using your registered email and Password, then head to the ‘Memberships’ tab. Select the 
‘Create/Edit Memberships’ tab, which will bring you to your membership form home page. If you’re a new club, you 
won’t have any memberships showing here, but if you are taking over an existing club you will be able to see all 
membership forms for previous years. Please go ahead and tick the ‘Deactivate this membership’ box at the bottom of 
any previous membership forms to make them invisible to your potential members going forward. 

To set up a new membership, scroll to the bottom and click ‘Add Membership Type’. This opens a drop down menu 
that allows you to create the new membership form for the year by filling in the template. Please note: it doesn’t have to 
be perfect, and you can always come back and edit this form later. 

mailto:support%40hellorubric.com?subject=
https://www.loom.com/share/888013306dad4ec4a6a91ab29532dcf4?sid=1397c00a-f3d5-4d7c-a09f-1afcf845da23
https://www.loom.com/share/53e2af809a9245fa8ea9589ec041e0d6?sid=426a32a5-fefa-4e22-a6fc-f61cd3851575
https://www.loom.com/share/dda986eb05cc4523ab8ce4a374880402?sid=be7ad836-6db0-4148-b56e-68bd0d16b5be
https://www.loom.com/share/263d402e71f74a36a351afc03e64f7f4?sid=3727790f-f41e-453b-9096-62265613ce00
https://www.loom.com/share/1d579fef97834f2eb4de622a27bb4feb?sid=fe6233df-fe05-4a09-b89f-4d6970613eb2
https://www.loom.com/share/eef6363dd54e4194a2d2b985b1011fe6?sid=9bee41f8-c8f2-4136-8b27-1cbf08216823
https://www.loom.com/share/c03403f62e574572a6f4cdfa96979b2f?sid=7588bedb-489b-4b0e-acaf-bda16f7b776b
https://www.loom.com/share/9b0705a67b6f4359ab7836e86ab9bdd8?sid=6d68c5c0-3154-47e5-a01b-51a147b13651
https://portal.hellorubric.com/login
https://portal.hellorubric.com/login
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Please ensure that your ‘Valid from’ and ‘Valid to’ dates do not exceed the year in which you intend for this membership 
to be used. Eg. Valid from 1 Jan 2025; Valid to 31 Dec 2025. 

Once you have finished setting up your membership form, you can easily share your Membership Purchase URL with 
other students via social media, a QR code on a poster, or see your membership in the Rubric App. 

Membership Pass
Rubric has added a new feature which will assist your members to identify themselves at club events or to claim 
discounts at businesses associated with your club — the Membership Pass. This pass can be saved to a member’s 
Google or Apple Wallet, replacing the need for physical membership cards. 

This pass requires you to upload a ‘Hero Image’ in PNG format. The easiest way to do this is to visit Canva, a free 
design & editing website, where you’ll be able to create a custom design or re-size your desired image to the required 
dimensions for the Membership Pass. If you need assistance with this, reach out to the LUSA Student Communities 
Coordinator.

Member Registration
When you recruit members at Clubs Market, your Club’s Kick-Off event or in any other setting, it’s a great idea to have 
a laptop available for students to use to sign up. All you need to do is have your Membership Purchase URL open and 
students can easily enter their own details. Easy as!

Alternatively, you can use Rubric to create a free QR Code that students can easily scan to sign up using their own 
device.

It’s important to make sure each member enters their mobile number correctly, as this is the identifier used to link their 
account to your membership. 

For a guided walk-through on creating memberships, visit Rubric — Student Payments channel on YouTube.

Event Function
Rubric allows you to create events for your club, both paid and free, to manage attendance, collect payments, and 
share event details. Events created in Rubric will be listed on the LUSA website under “Club Events” and advertised on 
the screen outside the LUSA office at the start of each month. To have your event featured on the LUSA screen, it must 
be added to Rubric by the previous month. 

To start, log in to your club’s Rubric account and select ‘Events’ from the ribbon at the top of the portal.

On your events dashboard you will be able to see any events hosted in the past, as well as a summary for your events 
so far for the year. 

To set up a new event, click ‘Create New Event’. Move through the set-up process adding a time and date, location 
details, a description of your event, capacity, as many ticket types as you wish and publish. You can add questions for 
your guests to answer and set these as optional or mandatory. You can also link in your club’s Facebook page or any 
associated links for the event. Once published, this event will become visible to your members, and anyone associated 
with Lincoln University on Rubric. 

If you wish to review your event later or check how many tickets have been purchased, you can do this from your 
events dashboard too. 

It can be beneficial to share the link to your event page with your club community via social media, email or other 
communication channel appropriate for your club. This link can be made into a QR code which is helpful to add to 
posters advertising the event too as this makes it simple for guests to find the tickets. You can share your socials link 
with comms@lusa.org .nz and we can share your event through LUSA channels.  

Fees
Events which generate revenue (paid tickets) incur a fee of $0.49 + 3%. You can choose to absorb this fee or pass it on 
to the buyer. For example, if you sell a ticket for $15 and pass the fee on, your guest will pay $16.66. If you choose to 
absorb the fee, your guest will pay $15 and you will receive $13.41. 

Free Events do not incur a fee. 

This is standard practise for online ticketing platforms, and Rubric has the lowest fee structure in comparison to 
competitor ticketing platforms across NZ & Australia. 

For a guided walk-through on using the event function, visit Rubric — Student Payments channel on YouTube.
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Merchandise Function
You can buy and sell merchandise to members via your Rubric Portal. While the option to use Rubric’s merch supplier 
is available, we would recommend using LUSA’s supplier or approaching your own locally-based supplier to avoid high 
shipping fees. 

LUSA is able to assist with merch design & ordering of some items. You can find our merch guide at lusa.org.nz/clubs 
to find pricing and items we order. 

For assistance with design, reach out to design@lusa.org.nz. 

For assistance with ordering, reach out to accounts@lusa.org.nz. 

Please note: Any merchandise ordered with LUSA will need to be paid for in full prior to your order being placed. 
Orders take approximately 4 weeks from the time of confirmation (provision of design to supplier) to be ordered, 
printed and delivered.

Communications 
Rubric features a useful communication tool which can be used to contact your members or event attendees via 
email or text. 

Email
Email communications are great for:

•	 Welcome messages 
•	 Newsletters
•	 Exciting announcements 
•	 Event information 
•	 AGM reminders
•	 Sharing documents
Rubric has a range of email templates available, or you can create your own from scratch. You can easily add images, 
files, links and other details to email communications before selecting the contact list you wish to send to. Email 
communications help to spread information and resources quickly and keeps members engaged and up to date with 
the clubs’ activities.

Text (SMS)
SMS communications are great for:

•	 Small messages 
•	 Reminders
•	 Event updates
•	 Ticket sales notifications
SMS campaigns can take up to one (1) business day to be approved, so make sure you plan this in advance. You can 
schedule the campaign to be sent at a specific time in the future. 

If you would like any assistance with communications campaigns, contact the LUSA Student Community Coordinator 
or the LUSA Communications Coordinator. We’re happy to assist with creating content, writing copy and writing/
scheduling comms plans. 

http://lusa.org.nz/clubs
mailto:design%40lusa.org.nz?subject=
mailto:accounts%40lusa.org.nz?subject=
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Club Forms
Your Union Forms section is where you can see all of the forms submitted by your club in the past, their status (approved/
rejected), details and more. You can also see all of the forms available with LUSA, and submit a new application form. 

The main forms available with LUSA & their functions. 

Form Name Reason to Submit Requirements

Affiliation New club, not previously 
affiliated with LUSA. 

•	 �Completed contact details template (including exec 
details and members list)

•	 Signed Code of Conduct & Constitution
•	 AGM Minutes
•	 Assets List
•	 Blurb about your club for LUSA’s website
•	 Club objectives
•	 Support you’d like from LUSA

Re-Affiliation Renewing your club for another 
year with LUSA.

•	 Completed contact details template (updated)
•	 Signed Code of Conduct & Constitution
•	 AGM Minutes
•	 Financial Statement
•	 Asset List

Grant Application Apply for funding for an event, 
project or item.

•	 Details of event /project /item
•	 Number of students expected to benefit
•	 Quote (if over $500)

Grant Claim Request to reimburse student 
for funds spent on club activity/
project /item.

This comes from a pre-
approved grant.

•	 �Submission must be made by someone who is not 
receiving the funds

•	 Details of funds being reimbursed
•	 GST receipt or invoice — this is mandatory
•	 Account holder details
•	 Request submitted before the due date, see page 12

Club Funds 
Reimbursement

Request to reimburse student 
for funds spent on club activity/
project/item.

This comes from club funds.

•	 �Submission must be made by someone who is not 
receiving the funds

•	 Details of funds being reimbursed
•	 GST receipt or invoice — this is mandatory
•	 Account holder details

Event Registration If you plan to hold an event on 
or off-campus you will need to 
submit a registration.

•	 �Details of your event (date, location, time, capacity)
•	 �Completed event plan (download template from 

LUSA website)
•	 Support you’d like from LUSA
•	 �If your event involves alcohol, you will also need to 

submit an Alcohol Application Form

Off Campus 
Overnight Trip 
Registration

If you plan to hold an overnight 
trip off-campus you will need to 
submit a registration.

•	 �Details of your event (date, location, time, travel plans)
•	 �Completed attendee details form (download via 

Rubric form, complete and upload)
•	 Completed Event Registration form

 
For any questions or assistance submitting a form for your club, contact the Student Communities Coordinator.

Troubleshooting
If you ever have issues with Rubric or something isn’t working, please take a screenshot of the issue and email along 
with details of the issue to support@hellorubric.com with clubs@lusa.org.nz copied.

mailto:support%40hellorubric.com?subject=
mailto:clubs%40lusa.org.nz?subject=
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Succession Planning  
& Handing Over 
Succession planning is ultimately about ensuring your club will continue to succeed and achieve its objectives once 
your current Exec or members have moved on. This puts in a place a system to ensure that clubs are not left with a 
massive gap in knowledge and leadership when specific members leave and ensures there is always someone who 
has been trained and mentored to take over a role. 

Succession planning is important because it: 

•	 Allows for a smooth handover of key positions year to year 
•	 Creates an appealing environment for members 
•	 Ensures longevity of the club and aides in delivery of long-term goals
•	 Ensures the hard work put in by previous members is not wasted 
•	 Improved LUSA’s confidence in the Club that it will continue to survive and succeed, justifying financial and other 
support provided

An important step in the succession planning process is to first address what the club will aim to achieve in the next  
12 months under its new leadership. 

An AGM is a useful platform for aiding in this process. 

Step 1: Determine your club’s position 
Hold a meeting with the current exec to figure out who is leaving, and who will be sticking around. 

Identify the critical roles within your club that need to be filled. This could include filling pre-existing roles such as the 
President or Secretary, or identifying the need for a new role focusing on a key output of the club such as social media 
or communications. 

Discuss and identify members who have shown potential throughout the year who may be strong candidates for 
mentoring. 

Step 2: Identify key skills and update role descriptions 
Discuss the key skills required to perform each of your roles identified in step 1 and identify ways to support new 
candidates to develop these skills. 

It’s a great idea to write a brief role description including key skills required and responsibilities for each position, so 
that members considering applying for exec roles have realistic expectations about what they are taking on. 

Step 3: Advertise and elect successors
Advertise the roles available, and ask club members to nominate themselves for leadership roles they are interested 
in. Members who were previously identified having shown potential to be a strong candidate may be shoulder-tapped 
and encouraged to nominate themselves. 

Hold an election where candidates are given an opportunity to introduce themselves and explain why they are suitable 
for the role. Have club members vote for the candidate they support for each role. 

Step 4: Induction
Sit down with your new exec and brief them on their role. You may wish to do this together as an exec, or one-on-one 
with the person taking over your role. 

The aim is to provide them with all the knowledge and experience you have accumulated during your time in the role. 
It may help to provide:

•	 A list of key tasks
•	 Relevant contacts you have developed relationships with
•	 Copies of documents you worked on in a shared OneDrive folder
•	 Passwords and usernames 
It can be helpful to provide the above information both verbally and in writing to the person taking over your role. 

It can be useful to ease the new exec into their role by co-leading your next club meeting or event. This gives the new exec a 
chance to observe your actions and build their confidence knowing you are there to support them if they forget anything.
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Club Handover Checklist
Complete Task

Hold a meeting with current Exec to determine who will be staying and who is leaving.

Discuss club members who have shown leadership potential who may be strong candidates for 
mentoring.
Set a date for your AGM and advertise this to club members.
It’s best to hold this towards the end of Semester 2 but make sure to leave yourself enough time to hand 
over as it’s a busy time of year.
Ask for nominations.
Members can nominate themselves or each other for roles. The nominated person should be given the 
opportunity to give a short speech on why they would be suitable for the position. 
Hold an election.
This can be done anonymously by paper vote during the AGM, using an online platform or any other 
suitable method.
Announce your new Exec.
Notify successful candidates and the rest of the club of their new leadership team.
Role Briefings.
Hold a group or individual meeting/s with the current and new Exec, allowing each person to connect 
with their counterpart. Discuss what the role entails, pass over any tips and tricks, and allow the new 
person to ask questions.
Co-lead a meeting.
If your timeline allows, it’s a great idea to co-lead a meeting with your new Exec. This allows them to take 
the reins and practise their role knowing you are there to support them or jump in when necessary. 
Documentation Handover.
If you have any records on file including budgets, quotes, event plans, members lists etc. from the 
current year, remember to pass this information on. LUSA can set up a team’s portal for hosting 
documents on your behalf if requested.
Social Media & Communications.
It’s super important to remember to write down the passwords for all club accounts and pass these 
on – no one wants to have to make the 4th Insta profile for your club! Include Facebook, Instagram, 
Snapchat, email, Rubric etc. 
Attend LUSA’s Club Hui. 
Both current and new Exec members should attend the Hui to provide feedback on the year, exchange 
knowledge and learn more about operating a club. 

New Exec

Re-affiliation
Head to LUSA’s website to find the link to re-affiliate your club for the coming year.  
Complete LUSA’s Club Training
Attend LUSA’s club training to learn about using Rubric and other operational aspects of your club.

Set up your Registration Link
Members can’t register without it! Check out the LUSA website, Clubs Kickstart Guide or Rubric’s FAQ 
section for help on how to do this. 
Register for Clubs Market
This event is the best opportunity to recruit new members and connect with students, so make 
sure to register. It is held on the first Thursday of each semester, and the LUSA Student Community 
Coordinator will send you further information. 
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Get in Touch

Sam Budd
General Manager

Kaiārahi

E: manager@lusa.org.nz
P: 03 423 0578

Bridget Marshall
Accounts Administrator

Kaitiaki Pūtea

E: bridget.marshall@lincoln.ac.nz
P: 03 423 0581

Kate Lindsay
Student Advocacy Coordinator

Mākai Tauira

E: students@lusa.org.nz
P: 03 423 0582

Julia Wills
Communications &  

Engagement Coordinator
Kairuruku Whakapā

E: comms@lusa.org.nz
P: 03 423 0098

Laura Cammock
Graphic Designer

Kaitaki Ipuraki

E: design@lusa.org.nz
P: 03 423 0579

Michayla Clemens
Events Coordinator
Kaiwhakarite Tauira

E: events@lusa.org.nz
P: 03 423 0165

Anita Roberts
Student Communities 

Coordinator
Kaituitui Tauira

E: clubs@lusa.org.nz
P: 03 325 0033


