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This handbook was written in the context of a normal
year, so these first few pages will serve as a disclaimer

about how COVID-19 will affect clubs this year.

As of posting this, all in-person operations have been
prohibited for the fall. It is likely that the majority of

programming will take place online for the duration of
the 2020-21 school year. If the situation does not improve
significantly by January, clubs should refrain from hosting

activities on campus without first consulting the VPSO.
Clubs must ensure they are taking all the necessary

precautions to maximize student safety.

COVID-19

ORIENTATION

GENERAL

Orientation's Clubs Event will be moved online this year.
The plan is for club heads to send in videos to be posted

on the VUSAC website (which will remain there for the
rest of the year) and then attend an online meet & greet

for first years during O-week.

FINANCES 
As it stands, there will be no changes to the club

budgeting process, however funds going towards in-
person events will not be approved. Furthermore, the
reimbursement process may look slightly different as

students will not be able to pick up cheques in person.



It is likely that Vic's on-campus space bookings will be off
the table for the duration of the 2020-21 school year.

COVID-19

PRINTING

SPACES

MEETINGS & CAUCUS
VUSAC (and other) meetings, as well as Fall Caucus, will

still be happening online. If you are in a role that is
expected to be at a certain meeting, you are still required

to attend in some capacity.

The VUSAC office is closed for the fall semester. Please
check vusac.ca/printing for updates or email the VPSO

at vpso@vusac.ca.

STORAGE AND GREENSHIFT
Items that are currently in storage will not be touched

without your consent. Access to the Club Storage space is
currently limited. If you require access, please contact the

VPI (vpi@vusac.ca). There will be no distribution of
VUSAC's Greenshift products this year.

If you have any additional questions about COVID-19 and how it will
affect clubs, do not hesitate to contact Jay at vpso@vusac.ca
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STARTING A CLUB

1) Fill out the Clubs Application Form found at
vusac.ca/clubs and email it to vpso@vusac.ca

A  S T E P  B Y  S T E P  G U I D E  
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Re-applying for status? This form must be filled annually.

2) The Vice-President, Student Organizations (VPSO) will
review your application to ensure that it meets VUSAC's
standards.

3) The VPSO will present your club's application, along
with their recommendation, at the next possible VUSAC
meeting.

4) After ratification, your club will be added to the VUSAC
website and you will be given more information on next
steps.

Clubs can be started at any point throughout the school year - but those
who apply by July 23 are more likely to receive their desired funding.

Tip: Many clubs find it helpful to send a representative to
the ratification meeting, to answer any concerns which
VUSAC members may have.

The VPSO will contact you if there are any issues with your
application.



VUSAC POLICIES
ON CLUBS 

Y O U R  R E S P O N S I B I L I T I E S    
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Chapter Eleven of the VUSAC Council Policies document
is all about Vic clubs, including their responsibilities and
their rights/privileges. All club heads are expected to
have read through this chapter before receiving Vic Club
Recognition.

A copy of these policies should have been attached to
your Club Application Package for convenience, but you
can also always find the full Council Policies document
on the VUSAC website at vusac.ca/docs.

Failure to comply with any of VUSAC's policies may
result in suspension of funding or total loss of club
recognition, at the discretion of VUSAC.

The VPSO will do their best to inform you of your
responsibilities as they come up, but you're still
responsible for keeping track of and fulfilling everything
that is expected of you!



POLICIES: KEY THINGS
TO KNOW

I M P O R T A N T  P O L I C I E S
T O  K E E P  I N  M I N D
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In order to qualify for Vic club status, 70% or more of a club's
executive must be members of the Victoria College Union
(VCU). This means they must either be registered Vic students
or living on Vic residence.

In order to access second semester funding, 50% or more of a
club's executive must attend a VUSAC equity training session.

All clubs must check their VUSAC Mailbox (should they have
one) and email on a weekly basis, at MINIMUM.

Clubs must actively encourage the Vic community to
participate in and engage with their club.

Clubs must work to combat "overt and implicit instances of
racism, sexism, homophobia, transphobia, ableism, and
classism that affect our community."

All Club Heads must meet with the VPSO each semester.
Additionally, Club Heads who request greater than $1000 in
funding must attend that semester's VUSAC Caucus.

If you ever need anything, the VPSO is here to support you!



FINANCES  

G E T  T H E  F U N D I N G  Y O U  N E E D     
Day-to-day spending and events are eligible for VUSAC
funding.

Budget request forms will be sent out by the Finance
Chair available once they begin the budgeting process. 

There is typically one Budget Ratification Meeting early in
each semester - the VPSO will notify you of the date.
Clubs requesting over $1000 in funding are required to
send at least one representative to this meeting.

Consult VUSAC’s Budget Steering Policies at
http://www.vusac.ca/docs when writing your budget.
Expenses such as alcohol and private retreats WILL
NOT BE FUNDED.

When budgeting, consider whether it may be more
appropriate to request certain funding from other
sources, such as the Performing Arts Endowment, the
Webster Fund, or the Student Projects Fund.
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Your club can spend money from a budget that has yet
to be approved, but only the ratified budget amounts
will be reimbursed.

If you missed the budgeting process, contact the
Finance Chair about setting up a club budget. There is
an amount set aside in the VPSO budget designated for
clubs that are formed after the budgeting process.

Once the budget is approved, funds will be given out
on a reimbursement basis - you will need to have the
receipts for your club expenses before you receive any
funds. The amount reimbursed cannot exceed the
amount budgeted, excluding exceptional
circumstances.

Please contact the VPSO if your club needs to make a
substantial purchase; in these situations, funds can be
released in advance. It is NOT recommended that you
ever handle larger purchases with your personal funds,
especially if it will put you in a financially vulnerable
position until you can be reimbursed.

If your expenses have been approved and you have
receipts ready, fill out a Cheque Requisition Form,
which are available in the VUSAC Office or on the
VUSAC Website at vusac.ca/docs

T H E  R E I M B U R S M E N T  P R O C E S S    
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 EVENTS  
S P A C E  B O O K I N G     

Depending on the venue you would like to book
for your event or meetings, you will need to
contact a different person. Do your best to plan
ahead and book spaces as soon as possible. 
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How to book through Events Victoria:
1. Email your inquiry to vic.spaces@utoronto.ca.

2. You will receive an email within two business
days confirming a hold on the space if available.

3. If a risk assessment is required, the Campus Life
Coordinator will contact you to proceed.

For booking the VUSAC Office:
vusac.ca/room-booking.

For booking the Cat's Eye Lounge:
thecatseye.ca/contact.
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VUSAC OFFICE 
CONTACT: officemanager@vusac.ca
You are always welcome in this office for printing
and catching up with other students. They also
offer a spacious boardroom and backroom for
meetings. In addition, this is the place to find
VUSAC Exec for questions you may have and
poster approvals.

GOLDRING STUDENT CENTRE 
CONTACT: vic.spaces@utoronto.ca
The Goldring Student Centre offers rooms that
are good for meetings, as well as a variety of
general events spaces that offer a considerable
amount of floor space.

ISABEL BADER THEATRE
CONTACT: vic.spaces@utoronto.ca
Offers space which is good for large-scale
performance or events. These spaces are not
free to rent for VCU members as we must cover
the cost of staff labour. If you need help looking
at funding sources, contact the VPSO. 

THE CATS EYE STUDENT LOUNGE
CONTACT: manager@catseye.ca
A student lounge with couches, tables, a stage,
sound system, cash bar, and games room in a
separate area at the back with two pool tables, a
foosball table, and a pinball machine.

SPACES YOU
CAN BOOK
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E X T E R N A L  B O O K I N G S     

External booking on the wider U of T campus can
be made on behalf of your club by the VPSO or can
be facilitated through a partnership with another U
of T organization that is recognized by ULife. You
can be both Vic and ULife recognized. The VPSO
can help you register for ULife.

OLD VIC
CONTACT: vic.spaces@utoronto.ca
Offering a large open-concept space for a variety
of event types. Can be equipped with tables,
sound system, catering, etc. Northrop Frye and
Old Vic offer spaces ranging from seminar
classrooms to lecture halls • Rooms available:
Old Vic Foyer, Alumni Hall, Old Vic Classrooms. 

CAFFIENDS FAIR TRADE CAFE
CONTACT: caffiends@gmail.com
Located in Old Vic and the resident favourite
cookie and coffee caterer for Vic Clubs' events.
They also do special circumstance booking and
enjoy collaborating for events. They also have a
notice board helpful for postering. 

SPACES YOU
CAN BOOK



 PROMOTION  
F A C E B O O K  A N D  W E B S I T E       
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A D V E R T I S I N G  T H R O U G H  V U S A C

P O S T E R I N G        

All posters must be signed by one member of the
VUSAC Executive (i.e. the President or a Vice-
President), or Dean's Office Staff. Any club related
printing can be done at the VUSAC Office for free,
but we ask that you're sustainable when printing!

If you would like to advertise your club/event
through VUSAC’s social media platforms or add
them to the VUSAC Events Calendar
(vusac.ca/events), you can submit a
communication request via the VUSAC website.

Your club should have a Facebook page/group
and/or website where students can find
information and stay updated with your club. These
will be shared on the VUSAC website as well. Make
sure to promote events with ample time. 



STORAGE 
V O C A  L O C K E R S
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C L U B  S T O R A G E  &  K E Y S        

VOCA has FREE lockers available in the commuter
lounge that they rent out at the beginning of each
semester. Follow their Facebook page to know when
sign-ups go live if you want to reserve one for
personal or club usage. If the sign-up period has
already passed, you can still inquire about getting a
locker by contacting them at commuter@vusac.ca.

The club storage room is Vic's main space for storing
club, levy, and VUSAC inventory. All council members
have keys to this space, so if you ever need access,
feel free to stop by the VUSAC office and ask for
assistance! Club storage keys will also be entrusted to
select club heads on a case by case basis. If your club
feels that it needs easier access to this space, contact
the Vice-President Internal, at vpi@vusac.ca for more
information.

All items purchased with VUSAC Funds are considered
VUSAC property; these items must be reported to the
VPSO and returned to Club Storage at the end of each
academic year.



GREENSHIFT
PRODUCTS

Cutlery and Paper Coffee Cups - Waste Bin
Plastic Cups - Recycling 
All other paper products - Compost

GreenShift products are manufactured sustainably
and are designed to be as environmentally friendly
as possible when disposed. Unfortunately, while
some of these products may be labeled as
"compostable," Toronto's waste system does not
always accommodate this. GreenShift products
should be disposed of as follows:

The general rule is, if you're not sure, check
Toronto's Waste Wizard at bit.ly/torgarbage

A variety of Greenshift products are
stored in the VUSAC Office that Vic clubs
can use for free! This includes paper
plates/bowls, plastic/paper cups, and
cutlery. Please ask a council member for
help accessing the storage space.
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G R E E N S H I F T

C O M P O S T I N G  R U L E S

When scanned, it will bring you
to a form that will ask you to

record what you've taken; you
are required to fill this out.

This QR code is on the door to
the storage room.



IMPORTANT
CONTACTS    

Victoria College 2020/21 Clubs Handbook     13

Jay Muoio
VUSAC VICE PRESIDENT STUDENT ORGANIZATIONS 
Contact: vpso@vusac.ca 
Jay is your first point of contact and biggest supporter.
Don't feel hesitant to approach them for even the smallest
things! They're here to answer your questions and support
you and your club in whatever way you need!

Alero Ogbeide
DEANS OFFICE CAMPUS LIFE CO-ORDINATOR 
Contact: alero.ogbeide@utoronto.ca
Another one of your biggest supporters. The CLC is
responsible for facilitating student life activities within
Victoria College. Well known for their open door policy
and willingness to help in whatever way they can!

Ralph Sayegh
VUSAC Finance Chair 
finance@vusac.ca
- Budgeting 
- Reimbursement 
- All financial matters 

Tran Thai
VUSAC VP Internal
vpi@vusac.ca
- Keys and Storage  
- VUSAC questions
 

Holly Johnstone
VUSAC Office Manager 
officemanager@vusac.ca
- VUSAC room booking 
- printing and materials
usage 

Veronica Chiang
VUSAC Communications 
communications@vusac.ca
- Promotion on VUSAC
platforms 
- VUSAC website

 



IMPORTANT CONTACTS
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Events Victoria
Contact: vic.spaces@utoronto.ca
This is the primary contact for all space bookings at Victoria
College. They will re-direct you to the appropriate contacts
should your event require catering, alcohol, security, or risk
management.

Peter Athanasopoulos,
Victoria College Physical Plant, Senior Manager Campus
Operations
Contact: peter.athanasopoulus@utoronto.ca
Contact Peter if you have a concern about the grounds at
Vic, health and safety issues, general housekeeping and
maintenance of Vic spaces. 

The Vic Alumni Office
Contact: vic.alumni@utoronto.ca
Have an interest in inviting alumni to an event or bringing in
an alumni as a speaker? The alumni office is a great contact.

Vic Student Projects Fund
Contact: studentprojects@vusac.ca
Student projects is a large funding pool that both student
organizations and individual Vic students can apply to
receive larger, one-time grants to fund your ideas to make
Vic a better place. Applications and more details can be
found on their website at vicstudentprojects.com


