
 

 

  
 

 
 
Agenda 

Online Meeting 

Monday 12 July 2021 

 
AGENDA ITEMS  

1.  Acknowledgment of Country 

2.  Approving of proxies 

3.  President’s Update 

4.  Vice-President’s Update 

5.  Secretary’s Update 

6.  Clubs Committee Chair’s Update 

7.  Events Director’s Update 

8.  Assist Director’s Update 

9.  Marketing Director’s Update 

10.  General Business 
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General Meeting Paper  
 
Agenda Item Title 
President’s Update 

Paper Submitted by 
Olivia Trahair 

The council is asked to pass the following motion 

 

General Update 

1. O-Week  
Verbal Update  
 
2. Open Day 
Verbal Update  
 
3. Strategic Vision  
Verbal Update  
 
4. Ball  
Verbal Update 
Summary of Meetings 
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29/06/2021 Clubs Presidents Meeting 
29/06/2021 Clubs Team Meeting 
30/06/2021 Student Services/SA Meeting 
30/06/2021 Open Day Meeting 
2/7/21 SMG 
2/7/21 PVCSE/Executive Deans Meeting 
5/7/21 NSB 
5/7/21 O-Week Meeting 
7/7/21 Student Services Meeting 
9/7/21 SMG 
9/7/21 Open Day Meeting 
9/7/21 SAUNDA President Meeting 

 

12/07/2021

3 of 24



 

 

 
 

 
 
 
 

 
General Meeting Paper  
 
Agenda Item Title 
Vice president paper 

Paper Submitted by 
Georgia Collie 

The council is asked to pass the following motion 

N/a 

General Update 

N/A 

Summary of Meetings 

National Student Board - 05.07.21 
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General Meeting Paper  
 
 
Agenda Item Title 
Secretary’s update 

Paper Submitted by 
David Stokes 

The council is asked to pass the following motion 

N/A  

General Update 

 
1. NDSA Insurance 

 
As we figured out that NDSA is separate from the University, we need to be separately 
insured. We have contacted CCI (Catholic Church Insurance) as they are the insurance 
company that covers the University. We are in the process of arranging quotes for Liability 
Insurance. 
 

2. Licensing 
 
As discussed previously, we decided that for budgetary reasons, the smartest way to 
license ourselves with regards to copyright is ad hoc licensing from event to event. I have 
begun the quote process but need to confirm numbers for attendance to O-Week 2 with 
the Uni.  
 

3. Handover guide 
 
I have attached my first attempt at a handover template, essentially laying out how I would 
break down a handover and the idea behind each section. Any feedback is welcome 
otherwise I will do a couple more changes and send it around so that people can start 
thinking about their handover. 
 

4. O-Day Student Panel 
 
So far I have received EoI’s from Sam and Grace to be on the Student Panel. Any other 
council members interested? 
Summary of Meetings 
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09/07/2021 – O-Week Board 
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Handover Template

Disclaimer: whilst this template has been structured in a very word-heavy way, they do not have to be
that way. This is just the quickest way to sum up what I believe to be the necessary elements of each
section. It can be graphic, dot-pointed, as brief as necessary etc.

1. What is the role

Here provide some information of what you feel, after your term, sums up the role of your term. Stray
away from specifics as this will come after, try and get down to the essence of your role and what your
successor should always keep in mind during their term.

2. What you’ll need

The nuts and bolts of the essentials for week-to-week tasks. For the Secretary this would be
templates for documents, a list of policy etc. For Committee Chairs this would be a list of the
committee and roles, and all relevant constitutions etc. This would also include a list of tools you
found you used in your term (some of this will hopefully be supplemented by information that needs to
be given across the board (like NDSA policies, useful contacts, login information etc. which the Exec
will organise).

3. Where to start

Some information on what should be done in the first few weeks of term, specific to your role. For
committee chairs this would be trying to schedule a meeting as soon as possible. For the Clubs
Committee chair it might be getting on top of any clubs event forms promptly.

4. Week to week

A discussion of what tasks or ongoing responsibilities should be watched each week. For Assist this
might be checking on assist applications or the snack station, or for Environment checking on the
cutlery in the kitchen. These should be the tasks that, at the bare minimum, are regularly maintained.
You should provide a run through of how to do them, and any miscellaneous tips and tricks you
learned.

5. The ‘projects’

This is where you go through the big ticket items, the things that are a lot of work and will always need
done each year. This could include the big events such as the Ball and Cocktail Night, the AGM,
Founders’ Cup. Here you should outline issues you had and that should be flagged early, any tips you
have and what should be your successor’s goals for the project.

6. Challenges

Depending on the role this might not need its own section. But if there were any aspects to the role
that, throughout your term, you found challenging for any number of reasons, talk about how you
would advise someone to tackle these to ensure they don’t diminish from the rest of the role.

7. Handover

Handover-ception! Discuss what you found helpful in your last handover, what you think they should
include going forward (feel free to suggest using yours as a template).
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General Meeting Paper  
 
Agenda Item Title 
Clubs Update 

Paper Submitted by 
Grace Cuddihy – Clubs Committee Chair 

The council is asked to pass the following motion 

 

General Update 

In the immortal words of Alyssa Edwards, “I’m back, back, back, back, back again!” 
• At the moment, I’m doing a lot of catch up. The big things I’m working on are Open 

Day and Orientation Day, bank accounts, updating events, Prindi renovations, and 
updating club constitutions. 

• I’ve missed you all so very much and I’m glad I’m back <3 

Summary of Meetings 
• A lot of them. A lot of catching up has been happening. 
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General Meeting Paper  
 
Agenda Item Title 
Events Update  

Paper Submitted by 
Kara Divito – Events Director  

The council is asked to pass the following motion 

Photobooth and décor items - TBD 

General Update 

 
Ball 
 
Photobooths:  
Company	Name		 Booth	Type		 Cost		
Mighty	Booths		 Open	Booth		

- Doesn’t	have	
nice	backdrops		

$849	+	$100	for	sms	for	5	hrs	

	
Kiss	and	Tell		 Lumina		 $899	
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Willing	to	give	us	sms	and	email	for	free,	usually	an	
extra	$100		

VIP	Lane		 Open	booth		 $1049	for	5	hrs

	
 
Decoration:  
PAV –  

- Entry statement:  
• COST- roughly $500  
• Actors – fake cameras that flash and real camera man. (30mins) 

 
- Carpet:  

• COST- $120  
• Red 

 
- Centrepieces 

• COST – approx. $30 each  

 and the candelabras from last year  
 
 
Phenomenon –  

- Moodboard 
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- Floor plan  
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- Centrepieces:  
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- Quote:  
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- Photo wall:  
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DJ-  

- DJ Wazz (through PAV) - $1320 (including GST and lighting)  
  
Summary of Meetings 

N/A  
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General Meeting Paper  
 
Agenda Item Title 
Assist Director’s Update  

Paper Submitted by 
Skye Huggins  

The council is asked to pass the following motion 

N/A 

General Update 

 

Summary of Meetings 
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General Meeting Paper  
 
Agenda Item Title 
Marketing Update 

Paper Submitted by 
Samantha Smith 

The council is asked to pass the following motion 

N/A 

General Update 

N/A 

Summary of Meetings 

N/A 
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