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Introduction 
The University of Regina is committed to being a safe, respectful place to learn and play.  The Faculty of 

Kinesiology and Health Studies requires all student-run sport clubs to adhere to their obligations as laid 

out in the Sport Club Handbook.  The Faculty will not tolerate behavior that disparages, disrespects or 

threatens the safety of others and compromises the brand of the University of Regina.  

Sport Club Definition 
A Sport Club falls under the Faculty of Kinesiology and Health Studies.  Sport Clubs is a partnership 

between Recreation Services and Athletics with the support from the University of Regina, Student’s 

Union.  

Sport Clubs are university student driven organizations that operate under the supervision of the Faculty 

of Kinesiology and Health Studies at a level of competition not otherwise offered by the intramural 

sports or intercollegiate program.  Sport Clubs require that members organize, manage, promote, and 

primarily fund their activities and affairs.  Clubs are required to receive approval from the University of 

Regina Student’s Union and the Faculty of Kinesiology & Health Studies before they are permitted to 

carry out their activities or affairs.     

Sport Club Categories 
Sport Clubs that are affiliated with the University of Regina must meet the goals and objectives that are 

set by the University, the University of Regina Students’ Union, and the Faculty of Kinesiology and 

Health Studies.  Clubs are classified into one of two categories, according to the organization's mandate 

and most relevant category of involvement: Competitive Sport Clubs or Recreational Sport Clubs. This 

manual applies largely to the governance of the competitive sport clubs. Recreational Sport Clubs follow 

the University of Regina Student’s Union Policy on Campus Groups.  

Competitive Sport Club Definition 

Competitive Sport Clubs are designed to provide students with an opportunity to compete for a 

recognized University National championship, as well as events that lead to qualification for University 

National championship.  These clubs must host formal open try-outs for team selection. These 

organizations will be required to adhere to criteria for competition that an external sport governing 

body requires for competition. Some contests may require certified level coaches (see coaches section 

for more information) or verified eligibility requirements of all participating student athletes. These 

clubs may travel, are self-funded and managed. Only current registered University of Regina students 

are eligible to participate in Competitive Sport Club competitions. These clubs must have a minimum of 

5 athletes to be considered a Competitive Sport Club. 
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Sport Club Administration 

Sport Club Leadership Team  
The Sport Club Administrator will provide guidance and direction to clubs to assist them in fulfilling their 

club mandate and ensure that all policies are being met. Each Sport Club will be responsible for carrying 

out the day to day operations of their respective clubs.    

Varsity Club Athletic Board (VCAB) 
Each competitive sport club is required to have two representatives as active members of the Varsity 

Club Athletic Board.   Participation in all VCAB sanctioned activities (i.e., meetings, joint fundraising, 

involvement in the year end banquet and other approved board activities) is mandatory for Clubs to be 

eligible for funding, access to on campus facilities and receive approval to participate in formal 

competitions. For more information on the VCAB, please see the Terms of Reference. 

Coaches 
Head Coach(es) will be appointed by a committee whose membership must include: at least two sport 

club team members and the Sport Club Administrator.  Selected coach(es) must sign an official Coaches 

Contract and will be accountable to the University of Regina, Faculty of Kinesiology & Health Studies.  

Due to the competitive nature of sport clubs, the University of Regina, Faculty of Kinesiology & Health 

Studies has the only right to terminate a coach. This can occur either at the request of the team (with 

valid reasons) or at the direction of the University of Regina, Faculty of Kinesiology & Health Studies if 

the Coach is in breach of their contract. If the team is requesting termination of a coach, the University 

of Regina, Faculty of Kinesiology & Health Studies will investigate to determine if there are grounds for 

termination or if alternate actions need to be taken. Assistant coaches can be appointed by the head 

coach with approval from the University of Regina, Faculty of Kinesiology & Health Studies. Termination 

of an assistant coach is the same as a head coach. 

Some National and Provincial competitions may require coaches to maintain a minimum level of 

certification as set out by the related Sport Governing Body.  All coaches must meet these minimum 

standards. All coaches must also have completed the Respect in Sport Certification.  All coaches must 

respond to these minimums to be recognized as the coach of the club or the University.  

Coaches can be paid honorariums.  All payments must be processed through the University of Regina to 

ensure that all Canadian Revenue Services Agency guidelines are being met.  For a payment to be issued, 

the sport club administrator must receive a written request, signed by no less than two representatives 

from the club, detailing the nature of the honorarium.  Clubs must have sufficient funds available at the 

time of the request to cover the cost of the honorarium.   

Coaches will undergo an annual evaluation administered by the Sport Club Administrator at the end of 

the season.  The Sport Club Administrator will review all evaluations and provide a summary to the 

coaches for their review.  All evaluations are due three weeks following the conclusion of the full 

season. If any concerns have been identified, the head coach and assistant coaches will be required to 
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provide a written response to the Sport Club Administrator on how they will be addressing these issues 

and what corrective measures will be put in place.   

Sport Club Procedures 

Becoming a Sport Club 
All student clubs and societies on campus must officially be registered with the University of Regina 

Students Union. All registered clubs must follow the University of Regina Student’s Union Policy on 

Campus Groups 

(http://ursu.ca/pub/documents/Policies%202016/Policy%20on%20Campus%20Groups%20(1).pdf), and 

every member of the Students Union is entitled to try out for any club in which they meet the minimum 

standards as set out by the club in their constitution. For registration, a club or society must provide the 

following: 

A Constitution. This document should form the foundation of the club’s yearly operations. It should 

define the purpose, membership, signing authorities, and elections processes, as well as laying out the 

process for dissolution and wind-up should the team ever fold. Copies of the Constitution need to be 

provided to both URSU and the Faculty of Kinesiology and Health Studies. 

An Executive. A list of the executive members of the club, including the names, phone numbers, email 

and mailing addresses of all contact persons. A minimum of three executive members is required (ex. 

chairperson, treasurer, secretary). However, other roles such as an event coordinator, travel coordinator 

and fundraising coordinator may benefit the club in their day to day operations 

A Membership List. While the Students Union requires a minimum number of students for club 

recognition to be granted, special exceptions may be made for competitive sport club groups with roster 

restrictions (e.g. curling, soccer, softball, etc.). An accurate membership list including emails is required 

to be submitted to the Sport Club Administrator and updated at least annually by the clubs. 

An Events List. A list of events the club intends on hosting or participating in throughout the year. The 

goals and objectives that the club wishes to accomplish throughout the year should also be included. 

A Budget. A budget must be submitted to the Sport Club Administrator, which includes all anticipated 

revenues and expenditures for the upcoming academic year. Budgets must include the fundraiser's clubs 

want to host.  

For the Students Union Club Start-up Forms see Appendix C. This information can also be found at 

http://ursu.uregina.ca/clubs/start.html.  

Probationary Clubs 

Clubs in their first year of operation with active participation with Varsity Clubs Athletics will be placed 

on probation for one calendar year.  Clubs will be expected to carry out their club functions like all 

others, by current VCAB operating guidelines; however, they will not be eligible to apply for funding 

until their second year of operation. To successfully fulfill the probationary period, clubs must fundraise 

http://ursu.uregina.ca/clubs/start.html
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and compete in at least one regional and national competition to be eligible for VCAB funding in the 

following year.  

 

Renewing a Sport Club 
Any established clubs wishing to renew their club status from one fiscal year to the next must submit 

the following documents within a pre-defined date.   

To the University of Regina Students Union: 

1. Updated Club Application Form 

2. Must send a minimum of two delegates to the URSU Annual General Meeting 

3. Any other eligibility requirements as per URSU’s Club Policies 

To the Faculty of Kinesiology and Health Studies  

4. Varsity Club Representative Form  

5. Copy of Students Union Submission 

6. Updated Risk Management Plan 

7. Annual Budget 

8. Detailed Fundraising activities 

9. Travel Plans for the upcoming year 

10. An updated club roster 

11. Request for on campus facilities by required submission deadlines, if applicable. 

All of the above should be submitted to the Students Union and the Sport Club Administrator no later 

than June 30 unless otherwise specified. Please note that only one submission per academic year is 

required. 

Club Suspensions or Termination 
The University of Regina and/or the Faculty of Kinesiology & Health Studies reserves the right to fire a 

coach, suspend or terminate a club and/or athletes if the club activities are in not in compliance with 

University of Regina, University of Regina Student’s Union and/or Faculty of Kinesiology and Health 

Studies general or specific Sport Club Policies. Sus could include but is not limited to the following: 

 Failure to meet minimum sport club administrative requirements (i.e., not registering 

club, failure to attend VCAB meetings, submission of all formal documents, etc.) 

 Ineligibility of members. 

 Inappropriate activity of the club. 

 Inability to demonstrate fiscal responsibility (ex. ending the year in a deficit, not 

following purchasing policies).  

 Unwillingness or inability to follow University of Regina regulations. 

 Clubs not representing the Faculty of Kinesiology & Health Studies, University of Regina 

Student's Union and the University of Regina in an acceptable manner.  
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Length of suspension or termination will be at the discretion of the Sport Club Administrator, Dean of 

Kinesiology and Health Studies, Director of Sport, etc.  Decisions may be appealed to the Faculty Appeals 

Committee. 

Official Club Mailing Address & Fax Number 
The official mailing address of all sport clubs will be: 

Official Name of Club 
c/o Recreation Services 
Faculty of Kinesiology & Health Studies, University of Regina 
3737 Wascana Parkway 
Regina, SK  
S4S 0A2 
Attn: Sport Club Administrator 
 
Club members are prohibited from using their home contact information for delivery of any 
merchandising/correspondence related to club activities. 
 
The following fax number is to be utilized for all club related business (306.337.2691) 

Constitution 
Clubs must have a constitution. Updated constitutions should be included with the year-end report of 

the club. The structure should provide articles related to the following: 

 Official name of the club 

 Membership- eligibility, dues/fees, gender specifications, other requirements 

 Mission, purposes, objectives 

 Organization structure- executive, instructors, coaches 

 Rules and regulations 

 Risk Managements plan 

 Code of Conduct of participants 

 Annual Report 

Sport Club Representatives 
Each Sport Club must provide two VCAB representatives (who also assume the role of liaison to the 

Sport Club Administrator), Safety Officer, and Travel Coordinator. These representatives must be current 

full or part-time students.  

VCAB Representative 

 Attend VCAB meetings 

 Assist the VCAB chair and vice chair in completing their duties (upon request) 

 Read relevant materials in advance of meetings and communicate the decisions of the Board 

back to their teams 
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Liaison to the Sport Club Administrator 

 Directly responsible to the Sport Club Administrator 

 Ensure Club is officially recognized and renewed annually.   

 Ensure roster updates are submitted 

 Ensure annual budget is submitted 

 Works with the coaches/team to set membership fees and ensure they are collected 

 Bring forward team concerns to the Sport Club Administrator.  

 Assist the team with organizing club marketing and advertising 

 Ensure that the team works with the local, provincial and national organizations to provide 

communication and links created remain stable  

 Ensure that club is meeting the requirements of the Faculty of Kinesiology and Health Studies 

Club operational guidelines 

 Develop budget proposals in collaboration with the Sport Club Administrator 

 Provide facility and equipment requests to the Sport Club Administrator 

Travel Coordinator 

 Submit the proposed annual travel plan, including the competition schedule to the Sport Club 

administrator by the submission deadline.  

 Ensure that all travel documents are completed for each trip and are in accordance with the 

University of Regina travel policies (EMP-050-005) and submitted to the Sport Club 

Administrator at least one week before departure.  

 Provide Sport Club Administrator with recommendations of flight times, or departure/arrival 

times. 

 Assist when asked to book hotels, rentals, etc. 

 Ensure that all players traveling have all necessary documentation 

Safety Officer  

 The safety officer is responsible for completing all Risk Assessment protocols for their club 

 Responsible for obtaining and maintaining First Aid and CPR certification for the duration of the 

academic school year 

 Responsible for reporting and filing all accident reports incurred at Sport Club events (games, 

practices, fundraising, etc.) 

 Responsible for being familiar with the University of Regina’s Concussion Protocol  

 Present at all club events or assigns a trained designate 

 Is responsible for collecting all completed medical waiver forms of all participants 
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Sport Club Officer Training 
All Sport Club Officers (Safety, Travel Coordinator, VCAB Representative), will be responsible for 

attending a Sport Club Officer training that is scheduled in the Fall Semester of each school year.  Each 

club is responsible for assigning a member to each Sport Club Officer position and be able to attend 

training.  Officer training must be attended before any facility, travel, or event booking can occur..  If 

your season starts before the academic school year, an Officer from the previous year will fulfill these 

roles until the training can be provided to the new representatives. 

Membership 

Eligibility 
All Competitive Sports Clubs must be officially recognized by URSU before they can apply to the Faculty 

of Kinesiology and Health Studies for VCAB status and conduct any club activities.  Application for and 

renewal of Club Status must be received by URSU and the Sport Club Administrator by the VCAB 

deadline June 30.  Once a copy of the ratification certificate has been provided to the club, a copy must 

be submitted to the Sport Club Administrator. 

 

Teams will be required to provide the following documentation before formal competition 

 High-performance competitive schedule in preparation for a provincial, regional or national 

championship 

 Training schedule 

 Team roster 

 Budget 

 Coaching resources and qualifications including  

o Respect in Sport Coaches Certification 

o Coaches certification levels 

o Coaches contract  

Approval will be established based on the satisfaction of membership requirements, facility availability, 

and the level of qualified supervision. The Club is to be renewed annually.  

Members of all Competitive Sport clubs will be required to submit the following documentation before 

the formal competition.  

 Personal Information and Medical Profile Form 

 Participant Disclosure Form 

 Code of Conduct Form 

 Waiver 
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Athlete Eligibility 
An academic year is defined as being 365 consecutive days calculated from the first day of fall classes as 

set out by the University of Regina Official Academic Calendar(s).  A year is defined as a period of 365 

consecutive days.  In the instance of a leap year, the number of consecutive days shall be 366.  

A student’s academic transcript from the University of Regina is the official record to be used when 

determining and monitoring a student’s status with respect to the University of Regina’s Sport Club 

Course Load requirements and Academic Standing Requirements.  Online and correspondence courses 

can contribute to the athletes Course Load requirements and Academic Standing requirements provided 

the course is both completed and recognized for credit on a student’s transcript within the academic 

semester or year the course is initiated.  

A student-athlete must be enrolled in a minimum of three (3) courses (minimum 9 credit hours or 

equivalent) in the semester in which they are competing with their respective Sport Club, unless there 

are circumstances within their academic program which would warrant an exception to this ruling and in 

which the university continues to declare this individual a full-time student in that semester (such as 

graduate students, exchange students as per, registered special needs students, and co-op students.  

The student-athlete’s academic transcript, from the member institution he/she is representing, must 

recognize all semester hours that are applied to Course Load Requirements.  Athletic participation 

during the time period beginning on August 15 and ending at the conclusion of December 25 of the 

same calendar year (the "Fall Period"), is subject to Course Load Requirements of the September-

December academic semester encompassed by that Fall Period. Athletic Participation during the time 

period beginning on December 26 and ending at the conclusion of August 14 of the next calendar year 

(the "Winter/Spring Period") is subject to the Course Load Requirements of the January-April academic 

semester encompassed by that Winter/Spring Period. 

 

A Special Needs student-athlete must be enrolled in a full-time course load (or full-time equivalent as 

defined by their institution as a Special Needs Student), or minimum nine credit hours in the semester in 

which they are competing. A Special Needs student must be formally designated as such by the 

institution’s Special Needs department or equivalent. 

 

A student-athlete registered in a co-op program and on a recognized work term that (i) is a recognized 

component of their academic program and / or (ii) is recognized for university credit, will be eligible to 

participate for that institution in that semester and provided the university continues to declare the 

individual as a full-time student in that term. 

 

A student-athlete who successfully completes a minimum of three full courses, or six half courses, or 

eighteen semester hours during the academic year at the University of Regina. 

 

To remain in good academic standing, a minimum 60% average on those courses utilized to determine 

the student’s university admission and successfully completed a minimum of three full courses, or six 
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half courses, or eighteen semester hours during their most recently completed academic year, or the 

most recent academic year he/she was a student-athlete at their previous institution. 

Awards, Scholarships 
Competitive Sport Club student athletes are not eligible for scholarships or awards that have been 

provided to the Inter-Varsity Athletic program by the University of Regina or other contributors.  

Competitive Club Sport student athletes will not be eligible for Inter-Varsity Athletic program individual 

awards.  

Varsity Club Athletics hosts an annual awards night recognizing the competitive sport club 

accomplishments for the season. 

Facilities 
The University of Regina facilities are shared with some community users as well as university programs 

and as such bookings need to be done well in advance. Clubs are required to submit their facility 

requirements, including dates, times and locations to the Sport Club Administrator for the Fall semester 

by February 15 and Winter semester dates by July 15. Facilities bookings will be made using the Facilities 

Request form.  Based on availability, it may not be possible to accommodate preferences. Clubs should 

identify first, second and third preferences. 

Note: Academics, athletics, and other Recreation Services events take priority over club bookings, and 

Club bookings can be canceled, with little or no notice. 

Sport Competitions 
All active sport clubs are required to compete at an inter university, regional, national and international 

competition to maintain their club status.  For the Sport Club to be an official club, there must be a 

recognized University National Championship for the sport club to attend.  In extenuating circumstances 

the Sport Club Administrator may grant an exemption for the club for that year.  Clubs are required to 

be registered and in good standing with their local, provincial and their national sport governing body. 

Officiating 

Clubs are responsible for hiring and payment of all officials required for their local competitions unless 

alternate arrangements have been made and approved by the Sport Club Administrator. They are also 

obliged to ensure the officials meet the minimum standards required by their 

league/conference/regional and or national competition. 

All payments must be processed through the University of Regina to ensure that all Canadian Revenue 

Services Agency guidelines are being met.  To ensure payment promptly the following information must 

be provided name, mailing address, U of R Student ID number or Social Insurance Number and 

birthdate, and the amount being paid. 

Community Involvement 
Clubs are strongly encouraged to volunteer in the community. This may mean assisting with local, 

provincial and/or national club events; fundraising organizations and providing assistance to the 
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University of Regina, and Faculty of Kinesiology and Health Studies when required (i.e., Facilitating a 

session to assist in training Summer Sports School instructors, running instructional camps, appearances 

at University of Regina events etc.). 

Camps 
All Sport Clubs looking to host a camp must have approval for the camp from the Sport Club 

Administrator before proceeding with any booking or planning of the camp.  All camp planning must be 

done in coordination with the Sport Club Administrator or delegate.  All camps must coincide with the 

University of Regina's protocol regarding camp programs.  All camps can use the registration system 

Active Net to aid in the registration of participants of their camp.  Using this system is subject to a three 

to five percent administration fee.  

End of Year Reporting 
All clubs are required to submit an Annual Report to the Sport Club Administrator at the end of the 

respective season. Part of the annual report will include the Coaches and Program Evaluation Form.  This 

also includes the final budget for the year. This report must be made available to the public upon their 

request. 

Sport Club Policies 
Participating members of all Sport Clubs affiliated with the University of Regina must conduct 

themselves in a manner consistent with the high values and traditions maintained by the University of 

Regina. All sport clubs and their members are required to follow University of Regina policies when 

carrying out all club activities. Members must understand and comply with these policies before 

participation in their respective sport. Failure to comply with University policies may result in the 

suspension of a member, and suspension of the club. Depending on the severity of the incident further 

actions may be taken.  

 By participating in the club program members agree to the University of Regina Policies, which 

include but are not limited to the following  

o Non-academic misconduct policy (Undergraduate Calendar §5.13.3)- 

http://www.uregina.ca/gencal/ugcal/attendanceEvaluation/ugcal_80.shtml 

o Respectful University policy (GOV-100-015) - http://www.uregina.ca/policy/browse-

policy/policy-GOV-100-015.html 

o Travel policy (EMP-050-005)- http://www.uregina.ca/policy/browse-policy/policy-EMP-

050-005.html 

o Risk Management policy (GOV-080-005) - http://www.uregina.ca/policy/browse-

policy/policy-GOV-080-005.html 

o Financial Services policy (EMP-060-006) - http://www.uregina.ca/policy/browse-

policy/policy-EMP-060-006.html 

o University Gift Acceptance (GOV-030-005)- http://www.uregina.ca/policy/browse-

policy/policy-GOV-030-005.html 

http://www.uregina.ca/gencal/ugcal/attendanceEvaluation/ugcal_80.shtml
http://www.uregina.ca/policy/browse-policy/policy-GOV-100-015.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-100-015.html
http://www.uregina.ca/policy/browse-policy/policy-EMP-050-005.html
http://www.uregina.ca/policy/browse-policy/policy-EMP-050-005.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-080-005.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-080-005.html
http://www.uregina.ca/policy/browse-policy/policy-EMP-060-006.html
http://www.uregina.ca/policy/browse-policy/policy-EMP-060-006.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-030-005.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-030-005.html
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o Supply Management Services (purchasing) policy (Purchasing 40.01) - 

http://www.uregina.ca/fs/sms/about-us/policies.html 

Participant Conduct 
Each club is responsible for establishing, implementing, and maintaining club rules and regulations as 

well as behavioral expectations. These rules and regulations must be consistent with University policies 

and the Sport Club Code of Conduct.  

Sport clubs are committed to the following behavioral expectations from all club members: 

 You shall be committed to a behavior that will enhance the image of the University of Regina, 

Faculty of Kinesiology and Health Studies, and your club.  

 You shall conduct yourself in the spirit of sporting behavior and fair play in all situations 

 You shall not take part in any misconduct 

 You shall treat others with the utmost respect and dignity 

 You do not willfully damage the property of others 

 You must attend the Varsity Club Athletics Orientation 

Individuals failing to meet these standards will be subject to disciplinary action. 

Alcohol & Drug Policy 

Sport Club participants will refrain from the use of illegal substances at all times and will only 
responsibly use alcohol. Alcohol will not be permitted during a competition, practice, in university team 
and/or dressing rooms, in accommodation provided by the university while on overnight trips, or while 
traveling to and from the competition. 
See Sport Club Code of Conduct for more detailed information.  

Hazing Policy 

Hazing of any kind will not be tolerated and will result in the immediate suspension of the club from the 

Sport Club program. Depending on the situation further individual disciplinary action may be taken by 

the University of Regina Non-Academic Misconduct 

(http://www.uregina.ca/gencal/ugcal/attendanceEvaluation/ugcal_80.shtml) and the University of 

Regina Respectful University (http://www.uregina.ca/policy/browse-policy/policy-GOV-100-015.html) 

Policy. 

Harassment Policy 

Clubs are required to follow the University of Regina Respectful University policy. “Harassment and 

discrimination are, fundamentally, a selective denial of the fundamental human right to be treated with 

dignity and respect. The University will not tolerate or condone harassment or discrimination and will 

take all reasonably practicable steps to ensure employees or students are not subjected to harassment 

and discrimination and will take all reasonable measures to prevent this type of behavior and to stop it if 

it occurs”(http://www.uregina.ca/policy/browse-policy/policy-GOV-100-015.html). 

http://www.uregina.ca/fs/sms/about-us/policies.html
http://www.uregina.ca/gencal/ugcal/attendanceEvaluation/ugcal_80.shtml
http://www.uregina.ca/policy/browse-policy/policy-GOV-100-015.html
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Risk Management Policy 
Risk management is the process that includes identification, assessment, and planning to reduce the 

likelihood of exposure to both expected and unexpected dangers. It is required that all clubs have a 

defined Risk Management Plan. 

Managing risk effectively involves three steps:  

1. Identification – This involves identifying the potential risks and hazards inherent in your 

activity of an area of operation. 

a. Create a list of possible scenarios or accidents that could, or, are likely to happen 

during your activity.  

b. Create a list of possible causes for the various scenarios or accidents.  

2. Assessment- Once potential risks have been identified these risks must be assessed to 

determine the seriousness of each potential risk or threat. 

a. What are the potential consequences of the risk?  

b. What is the likeliness of occurrence of the risk?  

c. After you have these answers to the Level of Risk can be determined by comparing 

consequences and likeliness of the risk. For example, minor consequences and little 

likeliness equal low risk, significant impact and high likeliness equal high risk. 

d. Once the Level of Risk has been determined, it is also important to evaluate 

i. What are controls currently in place? 

ii. How adequate are the current controls for given risks? 

iii. What new controls are needed? 

e. Now you need to determine which risks can be accepted as well as those that need 

to be treated. 

3. Planning for Action- A detailed action plan must be formulated to deal with each area of 

risk. The plan should reduce the likeliness and the consequences of the risk, thereby 

reducing the overall risk. The plan should include the following: 

a. A description of the risk/scenario 

b. A detailed description of the action to be taken to lessen the level of risk 

c. A clear timeline for implementation 

d. Who will be responsible for completing the action plan  

Ongoing Review: It is important to remember that risk management is a continuous process. It is 

important to review the risks that have been identified regularly. 

Risk Assessment 
Any incident/accident that occurs during club-sanctioned activities must be officially reported to Sport 

Club Administrator.  Accident Report Forms are available at our website or the Intramurals Office. It is 

advised that all clubs have at least four members who are certified in both First Aid and CPR; one in 

which must be present at all club related activities at home and two when traveling.  Each club must 

have appointed a Safety Officer who is certified in First Aid, CPR, familiar with the concussion protocol, 

and responsible for reporting all incidents to the Sport Club Administrator and coaches.  
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Note: University of Regina Cougar Athletic Medical and Physio treatment privileges will not be available.  

Medical Protocol 

Concussion Protocol 

All clubs must have an assigned Safety Officer present at every practice, game, or club event, 

which understands the concussion protocol.  All Varsity Clubs must follow the concussion and 

return to play protocol set out by the Faculty of Kinesiology and Health. 

All Sport Clubs will follow the Sport Concussion Assessment Tool (SCAT) to be aware of the signs 

and flags that would determine a possible concussion and the steps forward regarding those 

results.  IE) Seeking medical attention if a concussion is suspected. 

 

Following the SCAT protocol, all Varsity Clubs are to follow the Return To Play Following a 

Concussion form and have an approved Physicians note, before returning to play. 

Social Media Policy 
Any team choosing to use social media is subject to the University of Regina Social Media Guidelines. 

The social media guidelines can be viewed at http://www.uregina.ca/external/communications/social-

media/sm-guidelines.html. Teams should register their social media sites with the University of Regina 

(http://www.uregina.ca/external/communications/social-media/submit-social-media.html).  

Any derogatory or offensive posts by individuals or teams may result in discipline from the University of 

Regina and may ultimately lead to the team being suspended from representing the University of 

Regina. This will regularly be monitored. 

Financial Information 

Budgeting 
Clubs must prepare a detailed and itemized budget for the year, which accurately outlines both 

anticipated revenues (sources and amounts) and expected expenditures. The budget should include, but 

not limited to the following: facility rentals, equipment purchases, uniforms, coaches/instructors 

honorariums, travel costs, etc. It is essential that teams be able to support themselves through 

membership fees, sponsorships and fundraising initiatives.   Budgeted expenses listed must be 

accounted for in the Year End Club Report. Clubs are encouraged to work in collaboration with Sport 

Club Administrator to prepare a budget, and the final copy must be submitted to the Sport Club 

Administrator by the Varsity Club deadline June 30. All Competitive Sports Clubs must have a University 

of Regina operating FOAPAL and will not be permitted to run a deficit.  If there is a deficit, no bookings 

will be made, no further expenses paid, and other charges paid until the account is back to a positive.  

All year end Club surpluses will be carry forwarded to the start of the next fiscal period.  Clubs ending 

http://www.uregina.ca/external/communications/social-media/sm-guidelines.html
http://www.uregina.ca/external/communications/social-media/sm-guidelines.html
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the fiscal year (April 30) in a deficit will result in the suspension or termination of the club.  100% of the 

Club's projected operating budget will be required to be in the account before any expenses or bookings 

being made.  

Fundraising 
Clubs will be responsible for conducting their fundraising. Fundraising events may be done in 

partnership with other clubs on campus.  Any fundraising activity must receive approval by the Sport 

Club Administrator and designate.  Clubs will be required to submit a detailed fundraising plan as part of 

their budget submission. Detailed fundraising plans can be submitted using the Fundraising Form.  Any 

additional fundraising initiatives will need to be submitted to the Sport Club Administrator for approval 

before any fundraising activity can begin. Events that put participants at risk or do not reflect positively 

on the University of Regina will not be approved (i.e., Tag days in front of liquor stores, bikini calendars).  

Sponsorship 

Teams are encouraged and welcome to find sponsors.  All support requests (i.e. financial and/or gift in 

kind) must be first approved by the Sport Club Administrator and must not conflict with any existing 

University of Regina sponsors.  Any donor and/or sponsorship solicitation where the total value of the 

proposed gift and/or agreement exceeds $500.00 annually must be submitted and approved by the 

Dean of the Faculty of Kinesiology & Health Studies. Teams are encouraged to develop sponsorship 

packages with the approval of the Sport Club Administrator before distributing them. Teams can 

formally thank sponsors on their team websites, where appropriate.  

Donations 

Teams are encouraged to find individuals and/or businesses willing to donate to their respective Club. A 

donation is given freely with no expectation in return. Donations must be submitted to the Sport Club 

Administrator and/or designate to ensure it is processed correctly. Income tax receipts will be issued if 

the donation is over $25.00. Donations must not be from a political party. All donations must comply 

with the University of Regina donations policy (http://www.uregina.ca/policy/browse-policy/policy-

GOV-030-005.html).   

Adopt A Cougar 

The University of Regina Adopt-a-Cougar program has been developed to provide financial assistance for 

our student athletes. This program can be used as a way for teams to fundraise and accept donations on 

their behalf. This program cannot be used to cover specific team fees as the (ie. curling member fee is 

$300.00, a parent cannot Adopt their child for $300.00). In essence, a parent cannot receive a tax 

receipt for paying their child’s team fees. The purpose of the program is to help the team raise money 

and allow the donors to receive a tax receipt. As it states about a donation is freely given and cannot be 

tied to anything. This is in place to not only protect the University of Regina’s Not-for-Profit status but to 

also protect a parent from adopting their own child and receiving a tax receipt when it was not freely 

given.   

http://www.uregina.ca/policy/browse-policy/policy-GOV-030-005.html
http://www.uregina.ca/policy/browse-policy/policy-GOV-030-005.html
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Purchasing 
Purchasing of supplies, equipment, etc. must be in accordance with University of Regina purchasing 

policies (http://www.uregina.ca/presoff/vpadmin/policymanual/purchasing/4001.shtml) and 

compliance with all University of Regina Financial Services Policies. All purchases must be approved by 

the Sport Club Administrator before purchase to ensure that all purchases comply with University policy. 

All purchases become the property of the University of Regina. 

Purchases over $3,500.00 must have a minimum of two quotes. Purchases over $10,000 will be required 

to go through the tendering process. The Sport Club Administrator and/or designate can assist clubs 

with this process. Purchases under that amount can be bought without going through tender however; 

clubs are encouraged to provide two or more quotes.  

Reimbursement can be made in one of two ways.  

1. A Club representative can purchase the necessary supplies and submit a receipt along with the 

request for the repayment form.   

2. The Sport Club Administrator can purchase it on a University of Regina purchasing card and have 

the expense charged to the respective Sport Club account. Purchases will not be approved if the 

money is not in the respective club account.  

Deposits 
Money can be deposited into your University of Regina Special Purpose account in two ways. 

1. Through the Recreation and Athletic Services office. Money can be taken to CK 170 and asked to 

be deposited directly in your club account.  Depositors will be asked to identify themselves and 

provide a description of what the money is from (i.e. Registration fees or other).  This is the 

most efficient way for team members to pay fees etc. Formal receipts will be issued at the time 

of deposit.  

2. Larger deposits (i.e. from fundraisers, sponsorship cheques, etc.) can be given directly to the 

Sport Club Administrator, and they can arrange to have the money deposited directly into your 

account.  

Equipment  
All equipment purchased with club funds including VCAB funding through the Sport Club program 

becomes the property of the University of Regina Sport Club Program. Maintenance of the equipment is 

the responsibility of each club. Any request for purchase of equipment should be made to the Sport Club 

Administrator. An updated inventory of club equipment should be submitted with the Year End Report.  

All equipment is to be stored at the University of Regina during the clubs off-season. 

Uniforms 
All uniform orders must be approved by the Sport Club Administrator and designate. Clubs will be able 

to apply to the Varsity Club Athletic Board for funding of uniforms, providing funds are available. Teams 

may make an application a minimum of every three years. Uniforms that are unique to an individual will 

not be eligible for funding (i.e., swimsuit, yoga pants, etc.). Any uniforms purchased with University of 

http://www.uregina.ca/presoff/vpadmin/policymanual/purchasing/4001.shtml
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Regina money and Varsity Club Athletic Board will become the property of the University of Regina and 

must be stored on campus in the off-season. If uniforms are damaged or lost, the replacement cost will 

be the responsibility of the Sport Club. Teams can order uniforms more frequently; however, the total 

cost will be the Sport Clubs responsibility. Inventory of uniforms is the responsibility of the Sport Club, 

which can be included in the year-end review.  Stock needs to include detailed information including 

color, size, number, and type of uniform.    

Team Gear 
All team gear orders must be approved by the Sport Club Administrator, Director of Sport, or designate.  

A minimum of 50% of the total order cost must be submitted before ordering team gear before the 

order will be placed (as long as the team account has enough to cover the total cost of the order prior to 

it being placed).  The cost of team gear is the responsibility of the Sport Club and the individuals 

requesting. All team gear must be purchased through T-Litzen. Teams wanting to order from another 

company will require special permission from the Sport Club Coordinator. Any clothing that is ordered 

from another company will not be allowed to have the Sport club logo, Cougar logo or any reference to 

the University of Regina. 

Travel 
In the event of competition outside Regina, the Sport Club Administrator must approve all travel. All 

travel arrangements are to be made by the Sport Club Administrator and designate. Sports Clubs are 

required to submit an annual travel plan (i.e., dates, times, locations, etc.) to the Sport Club 

Administrator. All Sport Club groups are required to follow all University of Regina Travel Policies 

(http://www.uregina.ca/policy/browse-policy/policy-EMP-050-005.html) and must have submitted a 

Travel Authorization Form before travel. 

Travel Conduct 
Only those members who appear on the Sport Club's Team Travel roster will be permitted to travel with 

the team unless otherwise authorized by the Sport Club Administrator. Any one traveling with a Sport 

Club is expected to conduct themselves in an appropriate manner that best suits the reputation of the 

University of Regina. Incidents of unruly behavior or damage to hotels, vehicles or competitive facilities 

will void the club's eligibility for funding and possible club status for at least one year. Further 

disciplinary action may be taken depending on the severity of the incident. For further information see 

the University of Regina Non-Academic Misconduct Policy 

(http://www.uregina.ca/presoff/vpadmin/policymanual/Academic%20Regulations/DisciplinaryRegulatio

ns.pdf). 

Travel Arrangements 
Travel arrangements will be coordinated by the Sport Club Administrator and designate. They will be 

done in consultation with the team travel coordinator. If clubs are traveling to regional, national or 

international competitions the championship website, hotel options and any other pertinent 

information must be forwarded to the Sport Club Administrator.  If teams are required to fly to their 

http://www.uregina.ca/policy/browse-policy/policy-EMP-050-005.html
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competition, the Sport Club Administrator will need a minimum of 8 weeks, unless there is a 

qualification to attend the event within that time. 

Travel arrangements will be coordinated according to the club’s competition schedule. It will also take 

into consideration the length of time students are out of the classroom. If teams are choosing to leave 

before the approved departure and return dates, all expenses incurred during this time will not be 

eligible for VCAB funding. 

Teams are expected to travel as a group. Alternate travel arrangements will only be considered in 

extenuating circumstances and not to the preference of each traveling member. 

Students who will be missing classes as a result of scheduled club travel may be asked to provide their 

respective professors, lab instructor and/or teaching assistant with a letter of support indicating why 

they will be away.  Students requiring these letters can request in writing a letter of support from the 

Sport Club Administrator and designate. Requests need to be made no later than ten working days 

before departure. A letter cannot be provided unless a competition roster has been submitted. 

Hotels 

Clubs are encouraged to use host hotels whenever provided unless otherwise approved by the Sport 

Club Administrator. In the event there is more than one host hotel, clubs are expected to seek hotel 

accommodations that are comfortable, convenient, meet business and personal needs and offers the 

best value. 

Transportation 

Airline Travel 

Clubs are encouraged to fly if the location of the competition is more than one province away (i.e., 

Ontario or farther east, or BC). All airline bookings will be made by the Sport Club Administrator or 

designate.  

Clubs are required to submit the following: 

1. their traveling roster (including proper spelling (as seen on all legal travel documents) 

2. date of birth (for all international travel) at least six weeks before departure, unless there is a 

regional qualification at this time 

3. provide any equipment requirements to the Sport Club Administrator before the booking being 

made.   

4. Upon approval of travel request, all forms must be submitted (see Booking travel, flight travel, 
clause 2, subsection a)i) - iv) for form listings) eight weeks before departure date. 

a. Required Forms:  
i. Medical Form 

ii. Travel Plan Form 
iii. Risk Management Form 
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VCAB funding can only be used to assist with travel costs for those athletes that are on the travel roster 

as designated by the competition committee (i.e., Rugby Canada allows for 12 players and two coaches). 

If no restrictions are in place by the competition committee, then it is the number of players on the field 

multiplied by two plus two additional athletes and coaches (i.e., Softball 9 players on the field at a time 

so 20 can travel plus coaches). Programs such as Dance and Cheerleading are exempt from the 

restrictions on the travel roster as the number of athletes will vary depending on the choreography, 

competition and team size. VCAB funding will only be used to assist with travel costs for those athletes 

that are in the choreography for that contest, plus coaches.  

Ground Transportation 

Ground 

1. Teams looking to travel via ground transportation must have all travel requests submitted eight 
weeks before departure date (pending approval).  Unless travel is contingent on the results of a 
provincial or regional competition, in which travel will be booked pending the results 

2. Upon approval of the trip request, (see Booking travel, flight travel, clause 2, subsection a)i) - iv) 
for form listings) 7 business days before departure date. 

Rental vs. Personal Vehicles 

Clubs are encouraged to use rental vehicles over private vehicles whenever possible. Teams traveling 

out of province will be required to use rental vehicles. If using personal vehicles, the Sport Club Driver 

Authorization Form will need to be completed. University of Regina Travel policies does not allow for the 

use of 15 passenger vans. When using personal vehicles, each vehicle owner must confirm the following 

information: 

 The person(s) driving has a valid driver’s license 

 The vehicle has a current licence 

 The vehicle is road worthy for the conditions under which they will be driven 

 The vehicle is equipped with survival gear appropriate to the season, read conditions and road 

remoteness 

 There are arrangements in place to ensure the driver is not fatigues or otherwise impaired when 

driving 

Drivers 

Drivers can only drive for a maximum of 8 hours in a day, with no more than 5 hours consecutively 

without a 60-minute break. A Driver Authorization must be filled out and signed before anyone is 

permitted to drive on behalf of the University of Regina and/or Sport Club.   

Charter Bus Travel 

Clubs participating in Regional or National championships within one province (i.e., Manitoba or Alberta) 

will be permitted to travel by Charter bus services at the discretion of the Sport Club Administrator. 

Hotel costs for the bus driver will be covered by the club.  All charter bus arrangements will be made by 

the Sport Club Administrator and/or designate. 
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International Travel 
Clubs traveling internationally will be required to submit their travel plan along with the required 

medical information to the Sport Club Administrator. All team members traveling are required to have 

supplemental travel insurance. Teams are encouraged to include supplemental travel insurance as part 

of their travel budget.  

The determination of teams flying, driving or busing to the United States for a competition is at the 

discretion of the Sport Club Administrator. Geographical distance, time of year, number of people 

traveling and costs will all be taken into consideration. 

Hosting an Event 
The Sport Club coordinator or designate can act as a resource in the planning of the event, however it is 

the club’s responsibility to coordinate they event. The following guidelines are in place to assist you in 

meeting the University of Regina’s minimum requirements to host an event.  

Teams are responsible for all aspects of the event that they host. All policies must be followed, 

especially the University of Regina alcohol policy, booking policy, etc. 

Medical requirements 
If the event involves a sport, the following are the minimum medical requirements. This is dependent 

upon the category that the sport falls into.  

Non-contact – Cheerleading, Curling, Dance, Rowing, Synchronized Swimming, Softball 

For these events it is preferred that a minimum of a student trainer, or at the very least someone with 

their First Aid/CPR, however there is no formal medical requirement. To make arrangements for a 

student trainer, contact the University of Regina Athletic Therapy for assistance in contacting student 

trainers. 

Contact – Ultimate 

Contact sports will require a Physiotherapist on site during the event. Arrangements can be made 

through the Sport Medicine and Science Council of Saskatchewan (http://www.smscs.ca/). Teams will 

need to provide dates and times that they will require personnel. All expenses will be charged back to 

the team. They will also need to determine how the team will handle the supplies required by the 

physio. If individuals are paying for supplies, the team will need to arrange for a volunteer to take 

payment so the physio is not responsible for this.  

Collision – Rugby 

Collision sports will require a Physiotherapist and a Doctor on site during the event. Arrangements can 

be made through the Sport Medicine and Science Council of Saskatchewan (http://www.smscs.ca/). 

Teams will need to provide dates and times that they will require personnel. All expenses will be 

charged back to the team. They will also need to determine how the team will handle the supplies 

http://www.smscs.ca/
http://www.smscs.ca/
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required by the physio. If individuals are paying for supplies, the team will need to arrange for a 

volunteer to take payment so the physio is not responsible for this.  

 

Emergency Action plan 
For each event an Emergency action plan must be submitted to the Sport Club Coordinator or designate. 

Please refer to the sample emergency action plan in the forms section on the Sport Club website. 

Faculty of Kinesiology and Health Studies Assistance 
The Sport Club Administrator is the University of Regina liaison and chief operating consultant for Sport 

Clubs and will assist with facilities, budgeting, publicity/ promotion and other club operational functions 

as required. The Sport Club Administrator and/or designate, where appropriate and where funding 

support is available, will travel with competitive sport clubs to out of province competitions/national 

championships, and/or International competitions.  The respective club will cover travel expenses of the 

Sport Club Administrator and designate. 

University Logo Usage 
Competitive Sport Clubs must use the name, official logo, and colors of the University of Regina. All uses 

of the Cougar logo and uniforms must be approved by Faculty of Kinesiology & Health Studies. Teams 

are not allowed to order “swag” without logo approval from the Faculty of Kinesiology & Health Studies.  

Teams must include “CLUB” in the official title of the Club. For example, University of Regina Women's 

Softball Club. The R logo is not to be used at any time. Usage for the R will not be approved on any social 

media, team clothing, etc. If the R is used teams will be asked to remove it immediately. The purpose of 

the R is for joint Rams/Cougar events only and as a lifestyle brand as approved by the Director of Sport 

and/or Dean of Kinesiology Health and Sport. 

Website Development 
Recreation Services will assist in the development of club websites. Any information clubs want on the 

site need to be provided with at least five working days notice of when they want it to appear online. 

Clubs with existing ‘third party' web sites and/or who wish to manage their web sites using a platform 

outside the University of Regina must apply in writing to the Sport Club Administrator for consideration.   

 

Teams are expected to work with the Sport Club Administrator to have head and shoulder photos taken 

of their roster.  

Email 
Clubs will be assigned a University of Regina email address and expected to use it as a point of contact. 

All interactions through this email address must be club related and used appropriately. Clubs wishing to 

use non uregina.ca email address must request approval from the Sport Club administrator. Gmail, 

Hotmail or similar web-based email accounts will not be approved. 
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Advertising 
The Students Union, collectively with Faculty of Kinesiology and Health Studies will assist Sport Clubs 

with promotional opportunities. For more information, please contact the Sport Club Administrator.   

URSU Events and Recreation Services Poster Boards. There are many poster locations around campus 

for club promotion.  Posters must be approved by the Sport Club Administrator before copying and 

distributing around campus. Clubs are only permitted to post 25 posters in total and each one can be a 

maximum 11 x 17 inches. All 25 posters must be approved and stamped by the University of Regina 

Student’s Union at the Front Desk in RIC 221. (URSU Poster Policy - 

http://ursu.ca/media/bylaw/posterpolicy.pdf) 

Informational Booths. Clubs can set up information tables around campus as a means of promoting 

their club or recruiting new members. Information tables can also be set up at various University of 

Regina Events (i.e. Orientation etc.). Tables are arranged with the URSU. Clubs are expected to have a 

table at the Club Fair during Welcome Week.  


