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About Wilfrid Laurier University Studentsõ Union 
As most of you are already familiar, the Wilfrid Laurier University Studentsõ Union is the 

principle voice of the undergraduate students. Wilfrid Laurier University Studentsõ Union 

representatives work to strengthen and improve services offered to students on 

campus, within the community and to voice student issues and concerns to the 

university administration.  

Mission, Vision and Guiding Principles  

Our Mission 

Providing the best student experience to our members.  

Our Vision  

Members are empowered to achieve.  

Our Guiding Principles  

The Students' Union shall be  Student Driven  in everything we do.   Our activities, efforts 

and outputs are drive n by the vision and guidance of our students in order to enhance 

the undergraduate experience.  

The Students' Union shall  Provide Opportunities  for growth and personal development to 

all members. Our members will benefit from access to our wide variety of e lected, 

volunteer, and paid opportunities.  

The Students' Union shall be  Accountable  to our student members. We believe that all 

students have the right to know what their student fees are being used 

for.   Furthermore, we will be responsible for our actions  and will look to explain, clarify or 

justify all organizational decisions that we make.  

The Students' Union shall be a  Community Conscious  organization.   We will strive to 

promote and foster a culture of inclusivity and safety within the greater Laurier 

c ommunity.   We will remain cognizant of our unique Laurier culture and make decisions 

accordingly.  

The Students' Union shall be  Adaptable  to change.   The organization will react to all 

emerging trends within the post -secondary environment in order to contin ue to meet 

our member's needs.  

The Students' Union shall strive to be  Progressive,  exploring leading practices that fit with 

our members' future needs. The organization will constantly work to assess and improve 

the quality of services and programs provide d to students.  
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Figure 1 Organizational Structure  
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Clubs &  Associations  
The Clubs &  Associations department is one of the most effective departments within 

the Wilfrid Laurier Student sõ Union with rega rds to  student life. Clubs and a ssociations are 

great opportunities for self -motivated students to define, create, and share unique self -

determined experiences and ideas in a community of respect and acceptance of all 

diverse opinions and values.  

The department  on the Waterloo campus hold over 200 clubs and associations  serving 

about 17,000 students and Brantford hosts over 40 serving about 2700 students. 

Associations are a great opportunity for students to assist in planning and partaking in 

events that are tai lored to their program and future aspirations. This year is a growing 

year for all clubs and associations, and they will be offering even more resources, tools 

and access to the students than ever before!  

 

Figure 2 Clubs & Associ ations Structure   
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Contact Information  

Clubs & Associations Volunteers  

Communications  

Shawn Cruz  
Communications Coordinator   
sucacc@wlu.ca  

Carter Gibbins  
Communications Executive ð 

Personal Interest  

clubs.exec.a@mylaurier.ca   

Gabrielle Policella  
Communications Executive ð 

Personal Interest  

clubs.exec.a@mylaurier.ca  

Mathew Puglisi  
Communications Executive ð 

Culture and Religion  

clubs.exec.b@mylaurier.ca   

Yerie Park  
Communications Executive ð 

Charity  

clubs.exec.c@mylaurier.ca  

Marketing  and Special Events  

Victoria Song  
Marketing and Special Events 

Coordinator  

sucamc@wlu.ca   

Malaika Ahmed  
Marketing and Special Events  

Executive  

clubs.marketing@mylaurier.ca   

Melanie Slimming  
Marketing and Special Events  

Executive  

clubs.marketing@mylaurier.ca  

Governance  

Harneet Singh  
Governance Coordinator  

sucagc@wlu.ca   

Andy Zhang  
Governance Special Events 

Team Lead  

sucasef@wlu.ca   

Patrick Chromy  
Governance Committee 

General  

Ketu Patel  
Governance Committee 

General  

Tara Stephens  
Governance Committee 

General  

 

Clubs & Associations Department Staff  

 

Sara Clark  

VP: Clubs & Associations  

suvpca@wlu.ca  

519.8840710 x 4466 

Strategic development with in the 

Clubs & Associations department  

Support to Faculty Associations  

 

Alex Hermosa  
AVP: Clubs & Associations 

Waterloo  

suavpcaw@wlu.ca  

519.884.0710 x 2137 

Day -to -day operations  

Oversees department coordinators 

in Waterloo  

Oversees all Studentsõ Union based 

clubs in Waterloo  

 

Jason Verhoeve  

Director, Student Experience  

jverhoeve@wlu.ca  

519.884.0710 x 2605 

Full-time staff support  

Advices policies and procedures  

Risk-management extraordinaire  

mailto:sucacc@wlu.ca
mailto:clubs.exec.a@mylaurier.ca
mailto:clubs.exec.a@mylaurier.ca
mailto:clubs.exec.b@mylaurier.ca
mailto:clubs.exec.c@mylaurier.ca
mailto:sucamc@wlu.ca
mailto:clubs.marketing@mylaurier.ca
mailto:clubs.marketing@mylaurier.ca
mailto:sucagc@wlu.ca
mailto:sucasef@wlu.ca
mailto:suvpca@wlu.ca
mailto:suavpcaw@wlu.ca
mailto:jverhoeve@wlu.ca
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Kara Mosburger  

Clubs & Associations Clerk  

kmosburger@wlu.ca  

519.884.0710 x 2594 

Room bookings (exceptions) for 

clubs and associations  

Processes all finances within Clubs & 

Associations  

 

Studentsõ Union Full Time Staff 

 

Phil Champagne  
Executive Diretcor  & 

COO  

pchampagne@wlu.ca  

519.884.0710 x 3379 
 

Shawna Wey  
Human Resources 

Generalist  

swey@wlu.ca  

519.884.0710 x 3967 

 

Julie Dyck  
Executive Administrator 

ð Wateloo  

jdyck@wlu.ca  

519.884.0710 x 4080 
 

Angela King  
Administration 

Assistant ð Brantford  

anking@wlu.ca  

519.884.0710 x 5903 

 

Charlene Lacelle  
Facilities & Cash 

Services Manager  

clacelle@wlu.ca  

519.884.0710 x 3441 
 

Kelly Lee 
Director, Member 

Benefits  

klee@wlu.ca  

519.884.0710 x 4418 

 

Chris Turner 
Director, Finance & 

Administration  

cturner@wlu.ca  

519.884.0710 x 3382  

Kathy Zhu  
Staff Accountant  

kzhu@wlu.ca  

519.884.0710 x 3585 

 

Ian Muller  
Director, Policy, 

Research, & Advocacy  

imuller@wlu.ca  

519.884.0710 x 4467 
 

Kelsey Richard  
Programming & 

Promotions Manager  

krichard@wlu.ca  

519.884.0710 x 4982 

 

Jeyas Balaskanthan  
Director, Hospitality 

Services 

jbalaskanthan@wlu.ca  

519.884.0710 x 3582 
 

Michelle Finch  
Golden Grounds & 

Williamsõ Manager 

mfinch@wlu.ca  

519.759.0365 

 

mailto:kmosburger@wlu.ca
mailto:pchampagne@wlu.ca
mailto:swey@wlu.ca
mailto:jdyck@wlu.ca
mailto:anking@wlu.ca
mailto:clacelle@wlu.ca
mailto:klee@wlu.ca
mailto:cturner@wlu.ca
mailto:kzhu@wlu.ca
mailto:imuller@wlu.ca
mailto:krichard@wlu.ca
mailto:jbalaskanthan@wlu.ca
mailto:mfinch@wlu.ca
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Laura Bailey  
Wilfsõ Kitchen & 

Catering Manager  

lbailey@wlu.ca  

519.884.0710 x 4636 
 

Amanda McKinney  
Wilfsõ Kitchen & 

Catering Assistant 

Manager  

amckinney@wlu.ca  

519.884.0710 x 4957 

 

Andy Neilson  
Wilfsõ Restaurant & 

Turret Operations 

Manager  

aneilson@wlu.ca  

519.884.0710 x 3358 
 

Sam Anhorn  
Guest Services 

Manager  

sanhorn@wlu.ca  

519.884.0710 x 3536 

 

Megan Lacoursiere  
Director, Marketing 

Communications  

mlacoursiere@wlu.ca   

519.884.0710 x 4465 
 

Emily Strachan  
Production Manager  

estrachan@wlu.ca  

519.884.0710 x 4121 

 

  

mailto:lbailey@wlu.ca
mailto:amckinney@wlu.ca
mailto:aneilson@wlu.ca
mailto:sanhorn@wlu.ca
mailto:mlacoursiere@wlu.ca
mailto:estrachan@wlu.ca
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Role, Duties and Responsibilities  
Position : Club/Association  President    Term in Office : May 1 st through April 30 th  

 Maintain an up -to -date list of all contact information of the members in your club  or 

association  including those holding executive positions, and send a copy to  
Associate Vice President: Clubs & Associations ( AVP: C&A) if there are any changes.  

 Maintain consistent updates and timely communication with the AVP: C&A, 

including responding to emails within two business days  of being sent.  

 Submit financial status updates to AVP: C&A at the end of each term.  

 Ensure the club or association maintains proper financial records of activities, 

including all receipts and invoices.  

 Responsible for the Associationõs budget operations and abide by this budget 

throughout entire year  maintai ning financially responsible and viable operations.  

 Maintain a Constitution, and operate your  club or association accordingly . 

 Club and association p residents are unable to enter into legally binding agreements 

on behalf of the Wilfrid Laurier Studentsõ Union. Contracts/agreements/memos of 

understanding, etc. must brought in writing to the V ice President : Clubs & 

Associations (VP:C&A) . Agreements signed by a president on behalf of the Wilfrid 

Laurier University Studentsõ Union will not be honoured by the Wilfrid Laurier University 

Studentsõ Union and the president will be personally and financially liable for any 

implications.   

 Responsible for attending all meetings as set by the A/ VP: C&A. Presidents will be 

given a minimum 4 daysõ notice of a meeting; if the president does not attend 

mandatory meetings unless otherwise specified, there will not be LER  Approval for 

the president position.  

 Presidents may not hold an executive position or higher on more than two (2) clubs. 

Along with this, any studen t who holds an executive position or higher on a Studentsõ 

Union committee may not hold an executive position or higher on a program or 

faculty association.  

 Ensure that on /off -campus request forms are filled out correctly and submitted to 

the A/ VP: C&A within a minimum of 3 weeks  in advance  of the event.  

 Ensure that off -campus request forms are filled out correctly and submitted to the 

coordinator or A/ VP: C&A a minimum of 3 weeks in advance  of the event.  

 Operate your  club or  association in an ethically r esponsible way  ensuring no 

discrimination and guaranteeing the acceptance and celebration of the 

uniqueness of every individual.  

 Keep the Clubs & Associations Resource Centre clean and respect othersõ 

equipment.  

 Maintain a  minimum of 5.0 GPA . 
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Operations  

Finance  
Budgets will be monitored throughout the year to ensure each club is using their budget 

money that has been allotted to them.  If the Clubs & Associations department notices 

little to no funds have been spend in the fall term, the amount allocated  to that club 

might be reconsidered for the following term if an appropriate plan of spending cannot 

be given to the VP: C&A.   

The Studentsõ Union oversees all clubs and associations finances through their two bank 

account s within our finance department:   

 Budget account  (5000)  

o Money allocated from non -tuition students fees  

o This account must follow Non -Tuition Fee Protocol (see departmental 

policy for details)  

o Deposits cannot be made into this account  

 Generated/deposit account  (6000)  

o Money generated by the  club or association  

Á i.e. ticket sales, sponsorship, clothing sales, etc.  

o This account rolls over at the end of each fiscal year  

All funds must be submitted to the Studentsõ Union as soon as possible after the funds 

are collected. This is for risk manageme nt and safety purposes. Keeping funds and not 

depositing them immediately is grounds for disciplinary procedures.   

Refer to the Clubs & Associations departmental policy for regulations around the use of 

non -tuition fees .  

Expense Requests   

The Studentsõ Union  can offer  funding by reimbursing students belonging to clubs and 

associations for expenses incurred. Expense Request  forms (see back of manual for 

example) can be used in three different ways in order to disburse club or association 

funding:  

1. Reimbursement  

¶ A student pays for an expense out of pocket and then  submits an Expense 

Request to be reimbursed  

¶ This is reimbursed in the form of an e -transfer or a cheque  

2. Paying an i nvoice   
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¶ In order to avoid paying for major expenses out of pocket, a club or 

association will submit an  invoice through the E xpense  Request  form , and 

a  cheque will be sent directly to the vendor  

3. Internal transfer   

¶ Internal transfers are processed when a club or associations uses a service  

on campus ( i.e. Wilfsõ catering, Food Services, etc. )  

¶ The club or association will submit an  invoice with the Expense Request 

form, and the Studentsõ Union will internally transfe r the money to the  

respective university department  

¶ Ensure that the department account number is included on the f orm. It 

should be a 9 -digit number (the transaction cannot be processed without 

it).  

The VP: Finance of each club is responsible for tracking all expenses and reviewing all 

Expense Request forms for accuracy. Here is a list of questions that the VP: Finance 

should look for when verifying Expense Request forms:  

¶ Is the Expense Request form hand -written or typed?  

o Hand -written expense forms will not be accepted  

¶ Does the payee information align with the requested form of reimbursement?  

o i.e. If requesting a n e -transfer, is an email provided? If requesting a 

cheque to be mailed, is an address provided?  

¶ Is the correct affiliation selected?  

o i.e. SU, AUS, FOSSA, FOMSA, LazSoc, FLASS, HASSA, BSW 

¶ Does the club name and club account number align?  

¶ Does the club have  enough money in the account from which they are 

requesting the money to be taken  to cover the expense ? 

¶ Do all expenses listed align with the receipts attached to the back of the 

expense form?  

o Verify totals between those listed on the expense form and the receipt  

o Check the items purchased on the itemized receipt to ensure that they 

are legitimate  

o If alcohol can be purchased from the venue, ensure that an itemized 

receipt is provided as we cannot reimburse the purchase of alcohol  

¶ Are all receipts stapled to the upper left -hand side of the expense form?  

¶ Is the form signed by the club president?  

o Note: If the president is the payee, they cannot sign off on their own 

expense form.  
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After the VP: Finance has reviewed the Expense Request form, t he president of the club 

will then give primary approval as a signing authority. After these E xpense  Request  

forms have been approved  and signed by the president , the VP: Finance will submit 

them into the Clubs & Associations mailbox located in the Studentsõ Union office. These 

are due  every Monday at noon . On average, there is a two week tur n around on all 

reimbursements.  If there are any issues with the form, they will be placed in the green 

folder in the Clubs & Associations mailbox, and the requestor will be emailed  to pick it 

up and resubmit.  

Reimbursements in the form of a cheque  will be available  for pick -up at the U -Desk. 

Expense Request forms  can b e found online at clubs.yourstudentsunion.ca  under the 

òResourcesó tab. 

http://clubs.yourstudentsunion.ca/
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Figure 3 Expense Request Form  
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Visa Authorization  

The Visa Authorization form is an alternative option when spending club or association 

funding without members paying for larger expenses out of pocket. The club or 

association will submit an invoice along with the completed Visa Authorization form. 

These can also be used for online purchases. The expense will be paid off with a 

corporate credit card and then reconciled with the club or associationõs account.  

The Visa Authorization form can be found online at clubs.yourstudentsunion.ca  under 

the òResourcesó tab. 

 

Figure 4 Visa Authorization Form  

http://clubs.yourstudentsunion.ca/


 

Presidentsõ Manual Waterloo 2018 -2019 
14 

Budget Trackers  

Budget trackers are to be used by clubs and associations to keep track of their 

budgeted and generated accounts. These are  to be used specifically by the VP: 

Finance of each club or association. All expenses are to be recorded under the 

respective account from which the expense is to be processed. This is an effort to 

ensure that all clubs and associations are being accountab le for the money that they 

are spending.  

Float Requests and Deposit Sheets  

The Float Request form is used to borrow a small amount of cash for a cash box at an 

event to make change. You must request a float at least three (3) business days in 

advance of yo ur event. If this is not done, the request will be denied.  

The Deposit Sheet is used when returning cash (float or revenue from fundraisers, other 

events, etc.) Any cash should not be held on -hand longer than one business day and 

must be returned for depo sit in the safe. Floats should be returned with a completed 

deposit sheet reflecting any additional money with the original float reflected on line 

(C).  

Both forms can be found outside Charlene LaCelleõs office, Facilities and Cash Services 

Manager , or online at clubs.yourstudentsunion.ca .  

All money must be returned  to the Studentsõ Union office with all additional funds no 

later than  4 pm. There is a 24 -hour drop shoot outside of the back door of t he Studentsõ 

Union offices that can be used with the rental of the key earlier in the day.  See AVP: 

C&A ð Waterloo to sign the key out.  

Donation  

Clubs and associations may make donations to registered charitable and non -profit 

organizations with the approv al of the A/VP: C&A. Only club/association generated 

revenue may be used for donations. Clubs and associations must include intended 

donations in their budget for the academic year. Clubs and associations are prohibited 

from soliciting mandatory donations as part of any activity or promotion.  All donations 

must be submitted to the Club and Associations Department for deposit within one (1) 

business day of collection. (See Clubs & Associations departmental policy, section 10)  

Donation Form Letter can be foun d online at clubs.yourstudentsunion.ca  under the 

òResourcesó tab. 

Special Event  Funding  

Purpose :  To ensure the needs of clubs  and associations  are represented 

throughout the Studentsõ Union by offering additional resources to clubs and 

http://clubs.yourstudentsunion.ca/
http://clubs.yourstudentsunion.ca/
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associations to  provide an event or activity to enhance the experience of Laurier 

students.    

Procedural Overview (For Applicant Use)  

Guidelines: The Clubs & Associations Special Event Funding is available to  all approved 

clubs and associations at Laurier. It is created to allow any club  and association  to 

program events for the Laurier community without limitations. The program will function 

as either a grant resource or a repayable loan. Clubs and associatio ns applying for 

Special Event Fund must present a clear and concise plan for the event  including 

revenues designated for repayment. Repayment can range from event sponsorship, 

fundraising and ticket sales to a cover charge.  Individuals applying for the spe cial 

event funding are expected to abide by all Special Event Funding policies and 

procedures. Any revenue strategies must be communicated to the Clu bs & 

Associations department.  

¶ This process  is subject to change without notice  

¶ Not all requests will be granted  

¶ Grants will not be given to charitable events  

¶ Priority will be given to events that are open and accessible  to all Laurier 

Students  

¶ Funds are not accessible to other groups, registered clubs only  

Application Process: The application process consist s of two components:  

An online application form (submitt ed to the VP: C&A and Governance Coordinator) 

and a brief presentation including a general discussion of the event with the 

Governance Committee.  

Presentation: The purpose of the presentation is to of fer a better understanding of the 

proposed event  where the applicant clearly outlines the financial costs associated and 

has an opportunity to ask and answer any additional questions related to the event.  

Sponsorship 
All clubs and associations seeking spon sorships must first complete the Clubs and 

Associations Departme nt Sponsorship Agreement form. All clubs and associations are 

able to pursue and receive sponsorship from third -party organizations for a specified 

event or initiative, in the form of a financ ial c ontribution or material goods.  All 

sponsorship agreements must adher e to Studentsõ Union policies. All clubs an d 

associations must inform the A/VP: Clubs &  Associations of any desired sponsorship 

opportunity, and complete a sponsorship and donation form prior to finalizing any 

agreement. All clubs or associations receiving sponsorship must be able to offer a 

contribution, service, or benefit in return. Clubs  and associations are prohibited from 
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soliciting monetary donations with out  the prior approval of the A/ VP: C&A . (See Clubs & 

Associations departmental policy, section 9)  

Note: Club and association members are not authorized to sign contracts.  

Sponsorship forms can be found online at clubs.yourstudentsunion.ca  under the 

òResourcesó tab. 

Risk Management  
The Studentsõ Union is responsible for anything that may happen to a Laurier student 

attending an event ho sted by the Studentsõ Union or one of our groups (committees, 

clubs, faculty associations). With any organized activity, it is critical to assess potential 

risk. Risk is assessed based on the likelihood and severity of the activity.  In order to 

mitigate th ese risks, On/Off -Campus Event forms must be submitted prior to the start of 

any promotions (see below for details).  

 

http://clubs.yourstudentsunion.ca/
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On -Campus Events  

The On -Campus Event form  must be submitted online at clubs.yourstudentsunion.ca  a 

minimum of three (3) weeks in advance of the event for booking purposes and risk 

management procedures.  

This form allows the Studentsõ Union to book the following resources for the 

club/associationõs event: 

¶ Physical resources (tables, chairs, etc.)  

¶ ICT (microphoens, projectors, etc.)  

¶ Room/space booking of larger on -campus venues  

o Senate & Board Chambers  

o Paul Martin Centre  

o The Quad  

o The Turret 

o The Hawkõs Nest 

o Science Atrium  

o Theater Auditorium  

o KPMG Atrium  

o Lazaridis Auditorium (LH 1001) 

o Lazaridis Hall Atrium  

o Maureen Forrester Recital Hall  

Paul Martin Centre or Senate and Board Chambers are for one -time special events only 

and cannot  be used for regular bookings throughout the year.  

After the event has been submitted and approved, th e club or association  may begin 

the advertising process.  

Alternate Room Booking  

Booking a Studentsõ Union Space  

To book a space in the Studentsõ Union offices please contact Julie Dyck, Executive 

Administrator , at the front desk. These spaces include:  

¶ The Studentsõ Union Boardroom (includes tech capabilities and conferencing) 

¶ 2 Conference Rooms  

All of these spaces are booked on a first come first serve basis.  

 

The Campus Clubs Resource Centre is located on the 2nd Floor of the Fred Nichols 

Campus Cent re in the 24 Lounge. This space is traditionally reserved exclusively for 

Campus Clubs and Associations. Clubs will have to contact the Clubs & Associations 

Clerk , Kara Mosburger , to book out the room  at kmosburger@ wlu.ca .  

 

http://clubs.yourstudentsunion.ca/
mailto:kmosburger@wlu.ca
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Booking a Space on Campus  

The Concourse can be boo ked through the OneCard Office at onecard@wlu.ca .  

 

Any rooms in the Athletic Complex can be booked through the front desk at the AC.  

 

All other buildings and rooms on campus can be booked by filling out a roo m bookings 

form at students.wlu.ca  Ą Services & Spaces Ą Classrooms and Spaces Ą Study 

Spaces Ą Bookable  Ą òWaterloo Campus Booking Fromó  

The Office of the President reserves the right to bump your booking if required. There is 

no charge to book either room; however, fees may be incurred for other expenses 

related to the booking, such as Media & Technology, Food Services and Physical 

Resourc es set-up or tear -down.  

Due to staffing and other expenses, charges will apply for the Turret, Wilfõs and the 

Theatre Auditorium.  

The Office of the President reserves the right to bump your booking if required. There is 

no charge to book either room; how ever, fees may be incurred for other expenses 

related to the booking, such as Media & Technology, Food Services and Physical 

Resources set -up or tear -down.  

Off -Campus Events  

The Off -Campus Event  form must be submitted online at clubs.yourstudentsunion.ca  a 

minimum of three (3) weeks  in advance of the event. Proof  of Liability Insurance 

Cove rage must be provided. Presidents must also ensure that the regulation regarding 

off campus events portion of the form  is signed as well. Along with the form, presidents 

should apply any necessary proof of licensing, insure or accreditation.  

Presidents must indicate on the Student Events Risk Management  form whether alcohol 

will b e present at their event or not  as part o f the Risk Management Procedure. This 

form can be found online at clubs.yourstudentsunion.ca . 

After the event has been submitted and approved, the club or association  may begin 

the advertising process.  

The event leader will  carry a copy of the approved documentation for the duration of 

the event. The VP: C&A  will keep one copy on file of the completed form.  

What happens if an event goes to shambles and is not registered with WLUSU?  

If an association oper ates an event after failing to follow policy, it is officially an 

unapproved and un -related event to WLU Studentsõ Union or to the University . Thus, no 

liability or insurance would extend to any damages or any loss suffered as a result of the 

actions of an y par ticipants attending the event.  

mailto:onecard@wlu.ca
https://students.wlu.ca/
http://clubs.yourstudentsunion.ca/
http://clubs.yourstudentsunion.ca/
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TRANSPORTATION/TRAVEL 

If a club or association participates in any campus events, they must complete an 

On/Off Campus Event F orm  that is located on our website.  

A student driving other students in a personal vehicle is strongly discouraged. When 

possible, charters should be arranged or using public transportation. Alternatively, not 

providing or arranging transportation puts the responsibility on individual participants, 

and it does remove some element of risk.  

Internati onal Travel  

If a club or association participates in any international travel, they must complete the 

Off Campus Event Form  90 days  prior to travel.  

Waivers and participant information forms will be required. The primary trip organizer will 

be responsible for providing all necessary information, including a participant list, and 

distributing and collecting all required forms.  

Certificates of Insurance  

If requested, we can provide proof of insurance through a certificate of insurance. 

Requests for certificat es should be submitted with ample notice. We try to avoid 

naming 3 rd parties as additional insured, but may do it in limited cases (ex. The City of 

Waterloo or Brantford)  

If we are hosting an event off campus, we can request certificates of insurance from 

the venue to ensure they have appropriate coverage.  

Raffles/Gaming/Auctions  

Only licensed charitable gaming is permitted on campus. As only registered charities 

and religious organizations can apply for and obtain a license for charitable gaming, 

any licen ses for gaming on campus would need to be obtained by the charitable 

organization for which the money is being raised. This includes raffles, bingo, and social 

gaming.  

Silent auctions must list the value of the item on the bidding sheet. Live actions must 

cap the bidding at the market value of the item. In the case of event tickets, market 

value is what the ticket would cost at regular price, not re -sale or scalping prices.  

Contracts  

Any club planning an event requiring a contract must have the contract rev iewed and 

signed by a full -time staff.  

Mailing  
All incoming mail must be addressed to the Waterloo campusõ main street address and 

include departmental information (i.e. Clubs & Associations). It will then be sorted and 



 

Presidentsõ Manual Waterloo 2018 -2019 
20 

delivered to the Studentsõ Union office by Distribution Services. Without departmental 

information, Distribution Services will not know where to send it.  

All mail should be addressed as follows:  

Wilfrid Laurier University Studentsõ Union  

Clubs & Associations, [Club/Association Name]  

Fred Nichols Campus Centre  

75 University Avenue West  

Waterloo, Ontario  

N2L 3C5 

Poster Policy  
The poster policy is put in place for everyone who intends to advertise for their 

upcoming events. ALL posters are to be stamped by both  the Dean of Students Office 

and the VP : C&A  (see the poster policy attached to this booklet for additional 

guidelines and rules regarding posters). Print ONE poster (to avoid wasted printing costs 

in the event it does not receive approval) and bring it into the Studentsõ Union office for 

approval to be stamped.  

In order to receive approval, the following must be occur:  

 On -campus or off -campus event forms must be approved prior to any promotion  

 Club name must be displayed clearly  

 Event or purpose of poster must be displayed clearly  

 Date /time/location/details must be displayed clearly  

 If the poster has words in another language there must be a translation to English  

 If there is a company logo or third party, the club must have some kind of 

agreement and the club members should benefit fro m the agreement (i.e. third 

parties cannot use clubs to put up posters around campus)  
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Figure 5 Poster Policy  
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Resources  

Catering  
Any on -campus event run by a club must use either Wilfõs or Food Services catering. For 

catering w ithin the Fred Nichols Campus Centre, Wilfõs Catering  must be used . For 

catering in any other camp us building, Food Services must  be used. Outside food 

cannot be brought in without permission from Food Services.  

***** Food Services has also provided clubs with discounts to help with their catering 

needs, which can be found here: Special Offers: Food Services   

Wilfõs Catering  

Amanda McKinney  - Wilfõs Kitchen & Catering Assistant Manager  

*  amckinney@wlu.ca  

(  519.884.0710 x 4957   

Food Services  

Visit WLU Cater Trax to place a catering order.  

Megan Malcolmson  

*  mmalcolmson@wlu.ca  

BBQs 

Clubs wanting to hold a BBQ on campus follow the Laurier Food Services BBQ Policy. To 

obtain the most up -to -date copy of the policy, contact Food Services.  

In addition to the policy, clubs must ensure a space is booked for the BBQ. This is 

important to ensure the BBQ does not conflict with any other events occurring at the 

same time.   

Sale of Food  

With the exception of BBQs adhering to the WLU Food Services BBQ policy, clubs 

cannot sell any food required to be kept hot or cold. For example, the sale of pizza 

slices is not permitted. Baked goods that can be kept at room temperature is an 

example of a n acceptable item for sale. It is encouraged to have a list of ingredients or 

common allergens for goods on sale.  

Ticketing  
UDESK is a Studentsõ Union as a ôconciergeõ style service kiosk located in the Fred 

Nichols Campus Centre (Waterloo) and in the Stu dentsõ Union office (Brantford). As a 

service of Studentsõ Union, we not only sell tickets to Clubsõ events for a small 

administrative fee, but we also provide the ticket stock for them, as well as the ability for 

students to purchase tickets online in our  e-commerce site 

http://clubs.yourstudentsunion.ca/wp-content/uploads/2015/10/CateringFoodServices_2015_2016.pdf
mailto:amckinney@wlu.ca
https://wlu.catertrax.com/
mailto:mmalcolmson@wlu.ca
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(tickets.yourstudentsunion.ca ). Our system is designed to print tickets as they are sold, to 

prevent large stocks of tickets being wasted.  

Clubs must complete the form at udesk.yourstudentsunion.ca  at least 48 hours prior to 

when they would like their tickets to go on sale.  

Display of Information  

The U Desk will display information on a large screen TV located directly beside the U 

Desk for  all events that tickets are being sold to. Images must be provided to 

udesk@wlu.ca  in .jpeg format (1080x1920 pixels, Portrait orientation). The Studentsõ 

Union will also sponsor any posters to be approved by the Dean o f Students Office to 

be displayed on campus in accordance with Wilfrid Laurier University poster policy.  

Tickets will only be sold through the U Desk Ticket System mentioned above. No tickets 

will be sold that do not go through this system. The U Desk will  not accept physical 

ôticket stockõ and sell those tickets for your club.  

Clothing and Promotional Item Orders  

WLU Bookstore 

The Bookstore is a resource for the Universityõs trademarking, and as a result special 

orders including clothing and promotional items should be placed through them. Email 

Bonnie Bleskie  at the email below to begin this process.   

*  bbleskie@wlu.ca  

(  519-884-0710 x 2482 

Donation Request ð The Bookstore  
To request a donation, please email the details of your request to Chad Lorentz, 

Marketi ng & Communications Specialist - Retail Services  at clorentz@wlu.ca .  

Remember:  

¶ Submit your application early. We request a minimum of  5 business days  to 

consider and fulfil donation requests.   

¶ Give as much information about your organization and event as you can. 

Clearly explaining the nature and purpose of your event helps us to determine 

the appropriate donation. An online request form has been creat ed to guide 

you through the application process.   

¶ Assign one point of contact for your fundraising activities.  

¶ Understand that previous donations to the charity, club or department for which 

you are raising funds or hosting an event for are a part of the c onsideration 

process.  

http://tickets.yourstudentsunion.ca/
http://udesk.yourstudentsunion.ca/
mailto:udesk@wlu.ca
mailto:bbleskie@wlu.ca
mailto:clorentz@wlu.ca
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¶ We do not provide donations in monetary funds. The Bookstore provides support 

in the form of gift items such as T -shirts etc. only.  

¶ Please do not request exchanges or refunds on donated items. Each year the 

Bookstore sets aside specif ic items for promotions and donations. As these items 

are not a part of our regular inventory they are non -refundable and cannot be 

exchanged. All clothing items are one size fits all.  

The Hub Printing Services  

 












