Columbia College Activities: Club Handbook for Student Leaders 2019
Thank You!
Thank you for volunteering to be club leader for the upcoming semester. You are an invaluable asset to
our students. To ensure our clubs are successful this semester, leaders can follow the simple steps laid
out here. These steps will hopefully benefit you as leaders and also help the Student Life Coordinator in
helping you provide an excellent experience for our students.

What is a Student Club Leader?
Any student at Columbia College can be a Student Club Leader if he/she/they have interest and passion
towards the club. Student leaders will try their best to share their joy in being a part of a club by
engaging other students to get involved. You will set a reasonable time for members to meet every
week, and attend all of them as well. You are responsible for setting team goals, as well as recording
attendance.

The Benefits
By being a Student Club Leader, you will improve your communication, teamwork, and organization
skills, as well as your ability to take initiative. You may also gain skills in project management, budgeting,
and problem-solving. As a club, you can also celebrate the end of the semester with a club dinner, after
discussing with the Student Life Coordinator regarding the budget. Please note that all clubs will be
evaluated at the end of the semester.

Reporting
All leaders must record the attendance of each club meeting or practice. The Student Life Coordinator
will provide a blank attendance sheet, which needs to be filled and reported every month. Without
knowing how many students are attending, it is possible that the finance committee will not provide
funds for the club. If a club is seen to be very popular, it is possible to increase its budget, providing
better equipment and facilities. Please remember that all students at Columbia College are welcome to
join any club they wish if they are officially enrolled in the semester. Alumni are not eligible to join CC
clubs. Please make sure that students are welcomed into the club.

Communication
Leaders must keep open lines of communication between the leader and its members. Leaders are
expected to send out an email to all students that sign-up, indicating the date, time, and location of the
first meeting. Student contact information will be provided to you by the Student Life Coordinator at the
end of club sign-up week. Some clubs have found that messaging applications such as WhatsApp or
groups in Social Media platforms have been excellent in keeping students up to date with the latest

information and news about the club. Please note that although the use of other languages is permitted,
the primary language of communication must be in English.

Budgeting
Each club has an assigned budget for facilities, equipment purchases, rentals and food. Before making
any purchase, please check with the Student Life Coordinator. For significant purchases over $100, the
Coordinator will make the purchase. For purchases of small amount, leaders should pay first then
recoup the money from the Coordinator. Please note that the Coordinator needs both detailed and
transaction receipts to process the reimbursement.

Leadership Style
Club leaders should ensure that all members feel safe, happy and included. Leaders should be well
organized, punctual and polite. Leaders are expected to have a basic plan of what will happen at each
meeting or session and outline that to the club members at the beginning of the meeting. Club leaders
are expected to communicate well and provide a structure that allows its members to flourish.

Respecting property/equipment/other users
First and foremost, the college is a place of learning and rooms should be left so that education is not
interrupted the next time the room is in use. Sponsors are expected to ensure that all rooms used within
the college are returned to their original state after practices or meetings. Please make sure tables and
chairs are put back in place, and throw away any trash into correct bins. When using other spaces; such
as gyms, pools, rinks etc. leaders must make sure those students are polite, keep things clean and
provide a positive image of the school at all times

Promoting Your Club
For a club to be successful, leaders need to consistently promote their clubs as clubs are only as active
as their members. The Student Life Coordinator can assist you with the printing of promotional
materials and posters and also help make arrangements for events held on campus. Please note that all
posters should be approved by the Student Life Coordinator or the Student Services Manager before
they are put up. Your club is also responsible for removing them when appropriate. Please refer to the
Poster Board Policy document for more information. At the beginning of a new semester, if your club is
continuing, it is required for a student member to represent your club during the Club Sign-up Week.
This will help encourage returning students and new students to participate and engage in club activity.

Certificates and References
All Student Club Leaders may request Certificate of Recognition for committed club members at the end
of the semester. The Student Life Coordinator/Student Services Manager will be happy to provide
references for leaders who run a club successfully. Certificates for regular club members are also
claimable upon request by the leader. Note: All Clubs will be evaluated before and at the end of the
semester.

Please reply to this email to indicate that you have read, understood, and will follow
the handbook.
Thank you again for stepping up and becoming a club leader! The Student Services Department is
grateful to have you on the team and we hope you have a wonderful semester  Please do not hesitate
to email the Student Life Coordinator at jyoon@columbiacollege.ca for any questions/concerns.

