
  



PREFACE 
 
Congratulations on taking the first step in making a difference to your life and your 
fellow students’ lives at CQUniversity. You will be providing members with events, 
activities and the opportunity to learn new skills through professional development 
opportunities. The Student Representative Council welcomes you. 

The purpose of this handbook is to act as a guide to assist prospective and current 
club committees in understanding what you need to know about operating a club or 
society and to establish a positive working relationship between the club, its members 
and the Student Representative Council. 

It is important to remember that this handbook contains only general information and 
guidelines. It addresses all possible applications and expectations to the general 
guidelines, policies and procedures described. It is imperative that clubs and societies 
abide by the guidelines governing their club. 

We look forward to working with you to improve your student experience with 
CQUniversity.  

 
Yours Sincerely,  

The Student Representative Council   
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WELCOME  
Clubs and societies are a vital part of university life. The Student Representative 
Council (SRC) is proud to provide you with access to a wide range of clubs and 
societies in areas such as music and dance, education, community, sports and special 
interest.  

If we don’t already have a club or society that draws your attention, you can easily 
start your own - read through this handbook to find out how! 

ABOUT US 
CQUniversity’s SRC was constituted in July 2015. The SRC’s regular meetings allow 
students to provide feedback and suggestions directly to the University’s executive 
management. CQUniversity (CQUni) actively consults with the SRC regarding 
important issues such as the allocation of the Student Services and Amenities Fee 
(SSAF) and consults with Student Council Representatives in a variety of working 
groups relating to physical, cultural and technological learning environments at 
CQUniversity. Visit our page for more information: https://sportal.cqu.edu.au/student-
services/student-council-src 

MEETING DATES 
The SRC meets on a regular basis. The SRC extends rights of audience and debate 
on an ad hoc basis, if you would like to attend a meeting, permission is to be sought 
through the Chair, Student Representative Council. Email us at src@cqu.edu.au and 
we can organise this for you. Meeting documentation can be found on the Student 
Representative Council portal page. 

Term 1 – 2019 Term 2 – 2019 Term 3 - 2019 
Tuesday, 12 March 2019 Tuesday, 16 July 2019 Friday, 29 November 2019 
Tuesday, 16 April 2019 Tuesday, 27 August 2019  
Tuesday, 28 May 2019 Tuesday, 24 September 2019  

 

If you would like to nominate to serve on the Student Representative Council, look for 
vacancies and instructions via the official student email list, or here: 
https://sportal.cqu.edu.au/student-services/student-council-src/elections  

Aside from the Student Council and Clubs and Societies, the SRC office provides vital 
services to students such as; Student Advocacy, Student Mentors, Peer Assisted 
Study Sessions, the Student Leadership Conference and facilitates sporting events 
including the Chancellor’s Cup, Unisport Nationals Div 2 & Div 1. 

https://sportal.cqu.edu.au/student-services/student-council-src
https://sportal.cqu.edu.au/student-services/student-council-src
mailto:src@cqu.edu.au
https://sportal.cqu.edu.au/student-services/student-council-src/elections
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STARTING A CLUB OR SOCIETY 

Here’s what you need to know: 

WHY AFFILIATE? 
The benefits of affiliating your club or society with CQUniversity include: 

 Access to funds for activities and/or events (subject to application)  

 Listing on Clubs and Societies Directory  

 Support with marketing opportunities at orientation days 

 Access to internal printing and photocopying services 

 Advice on event planning and functions including risk assessments 

 Assistance with promotional material and information distribution 

 Club and Society branding elements 

 Graphic design assistance 

 Free safe food handling training 

 Access to the University’s resources including meeting rooms, sporting fields 
and other shared equipment (e.g. BBQ items) (based on agreed schedules and 
usage protocols) 
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AFFILIATION PROCESS 
CQUniversity encourages students and alumni to set up clubs and societies. Our 
templates and e-forms will help you get up and running – just click on the hyperlinks.   

Meetings may be held face-to-face, by telephone or by other electronic means. They 
can be formal or informal, but should always be documented in Minutes.  

Please note: Before you submit an expression of interest you should check that a club 
or society with very similar aims and objectives does not already exist (see the list on 
the Clubs and Societies website). If your proposed club or society is similar to a club 
in existence, your club may not be approved for affiliation. 

 

 

 

  

 

 

 
  

Step 1. Expression of Interest 

Complete an Expression of Interest e-form. The SRC will respond within 3 (three) 
working days. When thinking of a name for your group, please note that ‘CQU’ is 
no longer permitted in the name, however ‘CQUni’ or ‘CQUniversity’ is. 

 

 

Step 2. Inaugural Meeting 

Organise an inaugural meeting so your club or society can work together to: 

 Develop an agenda prior to the meeting 
 Set clear aims and objectives for your club or society by developing a draft 

constitution 
 Develop a timetable of events and meetings that you’d like to hold 

throughout the year. 
 Discuss what kind of support you will need to make these events happen, 

including a preliminary budget if applicable. 
 Keep an attendance list for all meetings held 

https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://handbook.cqu.edu.au/survey/surveys/response/570ec742-e934-4201-870a-07d4c0a8141c
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates


 

 8 

 

  

Step 3. Annual General Meeting (AGM) 

Your club or society will need to hold an AGM to consider the following: 

 Adopt the club or society’s constitution, as drafted at the inaugural meeting. 
 Elect club roles. Only current students can hold executive positions.  
 Create a central email address such as Gmail and provide logins to 

managers.  
 Create a membership list.  

Clubs and societies must have a minimum of six members with at 
least 50% being enrolled* or alumni students of CQUniversity. 
*current after census date of the current term. 

 Collect membership fees (only if required).  
 Discuss opening a community bank account and nominate signatories 

(only if required). 
 Undertake the necessary financial acquittal (only if required). 

Step 4. Submit Documentation 

The following completed documents will need to be returned to the SRC 
src@cqu.edu.au: 

 Membership list (containing student ID’s identifying club 
executives/managers) 

 Club email contact 
 Schedule of planned activities and events 
 Annual General Meeting minutes 
 Copy of agreed constitution 

 

https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
mailto:src@cqu.edu.au
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REAFFILIATION PROCESS 
Clubs and societies must re-affiliate at the start of each year to continue accessing 
benefits. Here is a summary so you can plan ahead. Re-affiliation is as easy as 1-2-3! 
 

Step 1. Clubs and Societies Re-affiliation Form 

Complete the quick online Clubs and Societies Re-affiliation e-Form. 

 

Step 2. Annual General Meeting (AGM)  

Your club or society will need to hold an AGM to consider the following: 

 Re-adopt the existing constitution.   
 Elect club roles. 
 Update the membership list. 

Clubs and societies must have a minimum of 6 
members with at least 50% being enrolled or alumni 
students of CQUniversity. 

 Collect membership fees (if required) 
 Undertake the necessary financial acquittal (Treasurer’s report).  

 

Step 3. Submit Documentation 

The following completed documents will need to be returned to the SRC 
src@cqu.edu.au: 

 Updated membership list (identifying club executives/managers). 
 Schedule of planned activities and events. 
 Annual General Meeting minutes. 
 Copy of agreed constitution if different to year before. 
 Summary of year’s events. 

 

Clubs & Society Affiliation and Re-Affiliation Dates 

Club and society affiliations for 2019 open from Monday, 4 February 2019 and close 
Sunday, 28 April 2019. Any applications received after this date will need to be directed 
to the SRC Coordinator (src@cqu.edu.au).  
 

WE’RE AFFILIATED…WHAT NEXT? 

1 

2 

3 

https://handbook.cqu.edu.au/survey/surveys/response/570ef494-21e0-4845-be3a-6b80c0a8141b
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
mailto:src@cqu.edu.au
mailto:src@cqu.edu.au
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MANAGING A CLUB OR SOCIETY 
GOVERNANCE 
To provide you with some professional development and to guide those who may be 
new to running a club or society, the following section provides a general overview of 
club and society management and meeting organisation. Please use your own 
judgement on what you think will work best for your club and society. Utilize this section 
as a basic reference point. Contact the SRC if you need help or want to discuss further. 

Membership Roles 

A clearly defined structure within a club or society is imperative to good governance 
and operational effectiveness. Certain roles oversee the management of a club or 
society and monitor task delegations to fulfil objectives. It is also helpful for succession 
planning. Please Note: A person can have more than one role. Examples include:  

ROLE RESPONSIBILITY 

President  Managing the meeting and ensuring the club or society 
adheres to its aims and responsibilities.  

Vice-President Managing the meeting and ensuring the club or society fulfils 
its duties when the President is unavailable. 

Chair 
 

The chairperson is elected by club or society members to lead 
meetings in a way that encourages decisions to meet 
outcomes. The Chair ensures that discussions are aligned with 
the agenda and keep the meeting running efficiently and 
effectively (In most cases the President performs the role of the 
chair).  

Secretary 

Administrative support of the club or society, such as 
organising meetings, preparing agendas, conducting research, 
maintaining records, producing and receiving correspondence 
and writing minutes of the meeting. The Secretary is crucial to 
the smooth running of a meeting and involves activities before, 
during and after meetings.  

Treasurer  
Managing the clubs finances, applying for funding grants, 
recording all cash purchases, collecting receipts and assisting 
executives with club or society financial affairs. 
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Meeting Types 

Club or society meetings may be held face-to-face, by telephone or by other electronic 
means. They can be formal or informal, but should always be documented. You can 
hold several meetings a year, but one should be the Annual General Meeting (AGM). 

Meeting Schedule 

Meetings should be held regularly and determined annually in advance by members. 

Consider timelines that apply to the matters before the club or society (such as 
registration for events). Also consider CQUniversity’s events scheduled in the 
Academic Calendar. For example, O-Week and Graduation are great weeks for 
celebrations. Avoid meetings in exam weeks!  Have the dates circulated to members 
as early as possible or listed in an online/public location. 

Meeting Agenda 

An agenda is simply a ‘list of things that need to be discussed’. Agendas should include 
and provide: 

 The date. 
 Starting time and location. 
 An expected finishing time. 
 Details of the club or society’s next meeting. 
 Adequate time for members to read the papers in advance of the meeting. 

 
Depending on your club or society, the usual timeline for calling for agenda items 
(items to be discussed at the meeting) will occur approximately four weeks prior to the 
meeting date. For example: 

 

Call for Agenda 
Items Documents Required Agenda Available Meeting Date 

1 March 22 March 26 March 2 April 

 

It is the role of the Secretary to do everything possible to obtain the documents for 
inclusion in the agenda. Except with the express permission of the Chair, late papers 
should not be accepted for addition to the agenda after it has been published.  

 

  

https://www.cqu.edu.au/student-life/new-students/academic-calendars
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
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Meeting Minutes 

Minutes of a meeting are an official and accurate record of that meeting’s proceedings. 
They are not a transcript of the dialogue that occurs. Minutes should encompass the 
following: 

 Information about the topic of discussion.  
 Background information. 
 The issues and discussion.  
 Reasons for the decision.  
 The outcome/decision. 

 
The most important protection for members, beyond skills and diligence, is ensuring 
accurate recording of the minutes of the meeting. Although we do not attend meetings 
with the possibility of legal action at the top of our minds, it may be increasingly 
pertinent to consider the possibility of either close regulatory scrutiny during normal 
inspections or even potential legal proceedings at some point in the future. 

 

 

 

 

 

 

 

 

 

 

Document Templates 

We have templates to help you manage your club or society!  Want to add some other 
useful documents or suggest changes? Just email us at src@cqu.edu.au   

 Constitution 
 Membership list 
 Minutes 
 Attendance list 
 Agenda 
 Funding request 
 Action sheets 
 Event and Activity Form 
 Funding application 

https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
mailto:src@cqu.edu.au


 

 13 

FINANCE 
Bank Account  

If your club or society expects to handle any money, you may need to open a 
community bank account in the club’s name. Personal bank accounts should not be 
used. You may only select Australian banking institutions that are registered with 
Australian Securities and Investments Commission (ASIC). Ensure there are two 
signatories. 

As clubs and societies are recognised forms or organisation within Australia there are 
legal obligations that must be met. For more information on what is required by the 
Australian Taxation Office, visit https://www.ato.gov.au/Non-profit/. Contact any bank 
for more information. 

Fundraising 

Any fundraising undertaken by students may impact on the University’s reputation. 
The fundraising should be conducted with the best interests of the student body, 
donors and the University in mind. It is the responsibility of students to ensure 
fundraising is conducted legally and with moral integrity. 

Donations are more common if:  

 Donors understand the impact their support will make 
 The fundraising is well managed 
 The ‘ask’ is relevant to donors and their interests. 

For example, it is unlikely that a hairdressing business would want to donate towards 
new engineering equipment – unless there is a personal relationship. 

When considering who to ask, also consider why they would want to give. Some 
possible reasons may be that the prospective donor:  

 Hires graduates 
 Wants students to support their business 
 Loved their time at university 
 Shares an interest in the purpose of the fundraising. 

Effective fundraising involves thanking and reporting back to donors about the impact 
and success of the initiative – they will be more likely to give again in the future. 

Students should seek support from the Development and Alumni Relations Directorate 
advancement@cqu.edu.au to ensure safe receipt and custodianship of funds, 
especially if the clubs does not have its own bank account. They have processes in 
place to help with invoices and other collateral. Please note that the Directorate cannot 
undertake fundraising on behalf of student initiatives.  

https://www.ato.gov.au/Non-profit/
mailto:advancement@cqu.edu.au
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Funding Allocation  

The Student Representative Council is authorised to grant funding to assist in the 
establishment of Clubs and Societies. The SRC will assess funding applications 
submitted by affiliated CQUniversity clubs and societies and make a determination on 
eligibility as outlined by the following guidelines. 

Funding Applications 

As a benefit of affiliating your club or society, you may be eligible for funding. Make 
sure information provided in your funding application is clear and concise. Please 
access the student club or society Funding Guidelines and Application Process. To 
obtain funding you will need to complete a Funding Request Form and adhere to the 
aforementioned guidelines. 

Purchasing Requests 

The Student Representative Council has the capacity to assist clubs and societies with 
purchasing items for events and activities, after getting the consent from committee 
members complete the e-form with your request. A minimum of three weeks’ notice 
should be given prior to the event. Purchasing requests are subject to approval. 
Branded merchandise (see ‘Promotions’ below) have specific considerations. 

 

 

https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/forms-and-templates
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INSURANCE 
Insurance cover is not automatically provided under the University’s insurance policies 
and is not intended, and should not be relied upon, to replace appropriate risk 
management.  

Any club or society activities which may result in personal injury to SRC members, or 
to the public, should be discussed in advance with the SRC Coordinator so that proper 
advice can be taken about risk management and insurance cover. 

It is the responsibility of all club’s and society’s to undertake activities in a safe and 
responsible manner which will need to comply with risk requirements and timelines for 
review. The club or society have a duty to take reasonably practicable steps to ensure 
the health and safety of students and others, which means that the club or society 
needs to identify the hazards and assess the risks associated with the all types of 
activity that is carried out.  All activities and the appropriate risk assessment must be 
then approved by the SRC and campus Associate Vice-Chancellor.  

Ensure you know what insurance your club or society has, what it covers and if this is 
sufficient for your activities. Inform your members so they can decide if they want to 
take out additional insurance. You may need to organise specific insurance for your 
activity. 

Like all insureds, the University has a ‘duty of disclosure’, i.e. a duty to provide full 
information to the insurer of any acts which might not ordinarily be anticipated from the 
description of the insured’s standard activities. For example, education and research 
activities. Skydiving and scuba diving are activities that will require notification to 
Insurance.  

Therefore, any Clubs or Societies contemplating holding an event which they believe 
to be usually hazardous such as rock climbing, or not within the sphere of their usual 
activities, should provide written details to the SRC Coordinator who will contact 
CQUni Insurance for further guidance on insurance-related enquiries.  

It is acknowledged that a club or society will seek to engage external contractors and 
consultants, for example, caterers, musicians, cleaners, another sporting team, in the 
ordinary course of business. These ‘external contractors and consultants’ are not 
covered by any of the University’s’ insurance and as a result it is a requirement for the 
‘contractor/consultant’ to provide evidence of adequate insurance coverage for Public 
Liability, Professional Indemnity and Work Cover.  
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PLANNING EVENT & ACTIVITIES 
We love seeing and supporting club and society events and activities. Sometimes 
people underestimate the work involved in getting an event or activity off the ground 
which can lead to frustration and confusion about why different processes need to be 
followed. As a very basic starting point to event planning, please note the following 
sections.  

Campus Support 

Please seek campus support through your local Associate Vice-Chancellor or Campus 
Administrator, and possibly the Campus Life Committee. Collaboration will assist with 
event success. If in doubt, contact the src@cqu.edu.au. 

 

Promotion 

Promote your event well in advance! Invitations and posters can be drafted using any 
software, such as Canva. See the ‘Promotion’ section for more information.  

Venue 

Book your venue early to avoid disappointment. Work your timeline backwards so you 
have RSVP’s known and/or tickets sold before any deposits are due. If you’re planning 
on hosting it on your local University campus, check with your local campus 
administrator and Corporate Events team through ceg@cqu.edu.au to check if there 
are any other events scheduled that may clash with your preferred date.  

RSVP’s 

While we all hope for high attendance at a planned event, we must have some sense 
of an estimate of the number of people who may attend for catering and facility 
purpose. Eventbrite  is a great online tool that can help you with online registrations, 
ticketing and promotions. Ticketing can also be easily managed through Outix. Contact 
the src@cqu.edu.au if you need help with ticketing. 

mailto:src@cqu.edu.au
http://www.canva.com/
mailto:ceg@cqu.edu.au
http://www.eventbrite.com.au/
https://www.outix.com.au/tickets/
mailto:src@cqu.edu.au
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Contingency Plan 

Don’t let bad weather ruin your event, always have a back-up plan and keep an eye 
out on the weather leading up to your event.  

Food Safety Training 

If you plan to serve food or beverages, a minimum of one attending club member must 
complete a free online Food Safety Training course. This course is offered though the 
Rockhampton Regional Council, however is available for all our students, regardless 
of location to use.  

Event Tips 

The following are some helpful event tips that will ensure the success of your event or 
activity. Further research should be conducted.  

 

 

  

http://www.rockhamptonregion.qld.gov.au/Council-Services/Environment-and-Health/Food-Business-Licences/Im-Alert-Food-Safety-FREE-Online-Training-Program
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Key Event Dates 

2019 Recommended Dates 

Date Example Event Term 

Week of 4 March Orientation week stall 1 

Week of 15 April Mid-term fundraiser 1 

Friday 21 June (pm) / Saturday 22 June End of term social event 1 

Term 1 OMG Week 25 March to 29 March  
Term 2 OMG Week 29 July to 2 August  Stall 1 & 2 

Week of 8 July Orientation week stall 2 

Week of 19 August Mid-term guest speaker  2 

Friday 25 October (pm) / Saturday 26 October End of year party 2 

 

 

 

2019 Dates to consider avoiding  

These dates are based on feedback we’ve collected.  

Date Reason Term 

1 January – 1 March Limited student presence 3 

Week of 6 May Week 8 (assessment heavy) 1 

10 June – 21 June Exam period 1 

24 June – 8 July University vacation - 

Week of 9 September Week 8 (assessment heavy) 2 

14 October – 25 October Exam period 2 

28 October – end of year Limited student presence 3 
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Safety 

A Risk Assessment must be completed for all events and activities. This is needed so 
you can help identify and minimise risk at your events – attendee safety should be one 
of your highest priorities. 

Risk Assessment 

Events must be authorised by all relevant CQUniversity representatives prior to the 
event being held. Once events have been approved, the relevant CQUniversity 
Security Office must be given at least 30 days’ notice of all events held at CQUniversity 
facilities and grounds, and must be consulted during planning for events. Urgent 
requests will be considered. The below flowchart illustrates the risk assessment 
process. For enquiries regarding risk assessments, please contact 
OHSUnit@cqu.edu.au or scan the QR code for Occupational Health and Safety Unit 
portal site.  

 

 

 

mailto:OHSUnit@cqu.edu.au
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CLUB & SOCIETY PROMOTION  
Logo Creation 

Submit your concept logo to src@cqu.edu.au for free graphic design assistance and 
to ensure it meets the University’s marketing standards. If you’re not ready for a logo, 
you can just use your name with our badge (see below). 

Club or Society Badge 

Affiliated clubs can use special ‘branding assets’ (logos or badges) that demonstrate 
your formal association with the CQUniversity. These can be used alongside your logo 
and/or your club name, on items such as t-shirts, pull up banners, documents and so 
on. Designs must be approved by us and can only be used while the club is affiliated. 
Promotion of an event should be undertaken well in advance! Invitations and posters 
can be drafted using any software, such as Canva. You can request a “CQUniversity 
Club and Society” badge to include on your designs. Email your draft to 
src@cqu.edu.au to request the badge.  

Using the CQUniversity Logo  

To use the CQUniversity logo or name in any capacity, you will need approval from 
the Marketing Directorate. You must not use any other version of the logo or alter it in 
any way.  

Email Address 

To increase the professionalism of your club or society, consider creating a club or 
society email account, which will improve accessibility and ease of changeover 
between leaders. We recommend a Gmail account to have online Google Drive 
Storage to store your records. 

Online voice/video/chat programs 

You may want to either create a club Facebook group or even use free chat programs 
like Discord or Slack.  Discord is a free voice/video and chat program that can be used 
through a web browser and on a mobile app or desktop application.  You can hold 
voice chat sessions or have private video group chats so you can share presentations 
also to either conduct meetings online or leave messages or files in chat channels for 
members to view.  Slack is very similar also. 

 

 

 

mailto:src@cqu.edu.au
http://www.canva.com/
mailto:src@cqu.edu.au
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Posters 

There are a number of public notice boards around CQUniversity campuses and study 
hubs. When it comes to poster design, you can think of text as having three distinct 
layers:  

1. Headline 
2. Details 
3. Fine print.  

 

Here are some more tips: 

 Make sure your poster can be easily read from a distance 
 Use high contrast colours for your poster to help grab attention 
 To increase visual impact, try using exaggerated spacing between elements 
 Be clear and concise – remember to include all of the important information  
 Don’t forget contact information! Include names, websites, dates, and times 

Unauthorised Promotional Activities 

Please uphold the reputation of your club and your University, and do not: 

 Graffiti or vandalise CQUniversity property 
 Use chalk on any surfaces unless pre-approved 
 Glue posters to anything 
 Put stickers on any public or university property 
 Distribute club members’ contact details without permission. 

Lecture Announcement 

Speaking briefly before a lecture commences can provide the opportunity to promote 
your club or society and upcoming events. Discuss this item with your lecturers first 
and if your granted permission, make sure you keep your information clear and 
concise.   

Orientation Week  

O-week is THE event on the student calendar! Hosting a club or society expo stall at 
orientation (o-week) events is encouraged. Interactive stalls with flyers and free items 
prove popular to drive promotion and increase membership. Contact the 
src@cqu.edu.au to book a table and purchase branded merchandise for your club 
(hint, it can take 2-3 months for branded merchandise to be designed, approved, 
ordered and delivered, so best get in quick).  

 

  

https://www.cqu.edu.au/student-life/new-students/getting-started/orientation
mailto:src@cqu.edu.au
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Associate Vice-Chancellor’s & Campus Life Committees  

These staff members are available on each campus and are ready and waiting to help 
students enhance their University experience through the support of activities and 
events. We encourage you to build a strong relationship with your Associate Vice-
Chancellor. 

School Support 

Establishing and maintaining strong relationships with schools is very important, and 
faculties may even provide additional opportunities to promote your club.  

Social Media 

Promoting your club is essential to its success. Social media platforms are ubiquitous 
and helpful for engaging with the wider community, alumni, university staff and current 
and potential members. With majority of Australians using social media regularly, the 
utilisation of online platforms such as Facebook and Instagram are an effective method 
to boost your clubs image and reputation.  

Below are some helpful tips and tricks to ensure your club has an appealing and 
professional online presence. These are brief suggestions and it is best to conduct 
your own additional research.  

 
Facebook: 

 Be concise  
 Do not spam  
 Post relevant content  
 Use the correct content dimensions (Google it)  
 Be friendly 
 Use a mixture of photo, text and video 
 Engage and respond to followers 

 
Instagram:  

 Quality over quantity 
 Always post a caption  
 Engage with your followers 
 Use hashtags 
 Post stories  
 Personalise your content  
 Clubs and Societies Directory 

 

Club & Society Directory  

A full listing of all affiliated clubs and societies is advertised on the MyCQU page.   

https://www.cqu.edu.au/about-us/structure/executive/associate-vice-chancellors
https://www.cqu.edu.au/about-us/structure/executive/associate-vice-chancellors
https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies/cgs-directory
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CODE OF CONDUCT  
We expect your affiliated group to operate in accordance with the University’s Code of 
Conduct . We highly recommend reading this document, which defines organisational 
values – it talks about ECOLI (Engagement, Can Do approach, Openness, Leadership 
and Inclusiveness) 

CONFLICT RESOLUTION 
Sometimes issues arise within your club.  Your clubs constitution provides rules to 
resolve issues but also remember an affiliated club with CQUniversity abides by the 
universities Code of Conduct.  If you are unable to resolve an issue within your club, 
please follow our escalation flowchart. 

 

  

https://www.cqu.edu.au/policy?collection=policy&form=policy&query=code+of+conduct
https://www.cqu.edu.au/policy?collection=policy&form=policy&query=code+of+conduct
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END NOTE 
We trust that everything you need to know to establish and manage your club and 
society has been included in this handbook, with all the templates offered that you’ll 
need. 

We welcome your feedback and suggestions and wish you the very best in running 
your club or society. We look forward to seeing the different events and activities and 
would love to come along in support, just email us at src@cqu.edu.au.  

 

 

  

mailto:src@cqu.edu.au
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CONTACT US 
STUDENT REPRESENTATIVE COUNCIL OFFICE 

CQUniversity Australia 
Building 36, Room G.02 

Bruce Highway 
North Rockhampton QLD 4701 

 

GENERAL ENQUIRIES EMAIL 
src@cqu.edu.au 

 

SOCIAL MEDIA AND WEBSITE LINKS 
 

  

  

 

 

 

  

 

 

 

 

 

 

@cquniversity 

www.instagram.com/cquniversity 

@CQUniversityAustralia 

https://www.facebook.com/CQUniversityAustralia 

https://sportal.cqu.edu.au/student-and-campus-life/clubs,-groups-and-societies 

mailto:src@cqu.edu.au
http://www.instagram.com/cquniversity
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