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Super Application Group Policy Handbook 
Engineering Design Team Version 

Summary 
The Super Application is a required application that acts as a registration/renewal for all APSC-related 
groups. It must be submitted annually for a student group to maintain its status as an APSC group.  

The word counts provided are only an estimate, we expect groups to submit responses ±20% in length 
within the limits given. 

SuperApp application responses may be shared broadly within APSC, and with other UBC units, as 
necessary. 

Section 3 of The Super Application details your group’s policies and addresses key concerns for 
managing a student group.  

Group Policy Handbook format: This is flexible, we will accept many different formats. If your group 
already has a similar document or repository (like a procedure manual, playbook, team wiki, etc.), 
that contains (at a minimum) the sections listed below, you are able to submit this instead (please 
ensure it’s accessible).  Ultimately, all of this information should be “team facing” (i.e., for the team’s 
regular access and reference). 

Safety Plan & Rules 
Safety Training Plan 
Provide a detailed outline of your safety training requirements for new members, and refresher 
requirements for returning members. (200 words) 



Year 2024/25 

2 2024-06-11 

Safe Working Environment Plan 
Discuss how your group will ensure that all of the environments it undertakes activities in will be 
managed for a safe working environment, including enforcement policy. (150 words) 

Supervision Rules 
Detail how and when members may work on group activities, or what types of supervision or 
environment must be present, and how your group enforces these requirements. (150 words) 
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Personal Protective Equipment Rules
Specify your rules regarding personal protective equipment use and requirements, and how these 
requirements are communicated to your group. (150 words) 

Psychological Safety 
Describe how your group ensures the psychological safety of its members and the mechanisms used to 
achieve it. (150 words) 

Safety on Campus
Indicate how your group works to create a safe space on campus for all members, and the expectations 
on members to uphold these guidelines. (150 words) 
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Student Group Success 
Membership Policies 
List the membership policies pertinent to your group, including but not limited to: 

• Requirements for joining
• Classes of membership, if applicable
• Limitations on the number of members
• Membership selection criteria
• Organization leadership selection
• Minimum participation requirements

(250 words) 



Year 2024/25 

5 2024-06-11 

Transition Planning 
Was your team's transition from your previous year successful? How could it be improved?  Briefly 
outline your mechanisms for succession. Ensure to mention how your leadership structure (e.g. 
subteams) contributes to this. (200 words) 

Recruitment Plan* 
Briefly outline how you attract new members and help them make an informed decision about joining 
your group. For new groups, please provide an in-depth plan to attract a sufficient member base. We 
are interested in how you plan to recruit new members initially, but also what plans you have made to 
foster a strong commitment from them throughout the year. (250 words) 
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Collaboration Plan 
Provide a detailed list of all collaborations you take part in. We are particularly interested in cross-group 
collaborations, cross-institutional collaborations, and industry collaborations (include industry 
associations). (200 words) 

Succession Plans 
Provide a plan for how your group manages its membership over time and detail its plans for succession. 
Discuss what measures your group takes to ensure sustainable work – maintaining people, tools, space, 
and knowledge. (230 words) 
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New Group Member Training 
Outline the training process for new members, and how you support their development during their first 
year in the group. (100 words) 

Senior Member Continued Development 
Outline how your senior members continue to benefit from being a part of your group. (50 words) 

Academic Success Plan 
Detail any policies or programs that help ensure your members do not experience academic difficulty as 
a result of their commitment to the group. (50 words) 
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	Training Plan: 
	Environment Plan: 
	Supervision: 
	PPE: 
	Psychological: 
	Campus Safety: 
	Membership: 
	Transition: 
	Recruitment: 
	Collaboration: 
	Succession: 
	New Member: 
	Continued Development: 
	Academic Success: 
	Example Safety 2: New students must complete the relevant UBC safety modules including Engineering Design Team Safety Orientation, Designing for Everyone (EDI), General Audience WHMIS, Preventing and Addressing Workplace Bullying and Harassment, and Privacy and Information Security Fundamentals Part 1. Afterwards, before being allowed to work in our group’s EDC space, a team lead must conduct an in-person site tour. This site tour includes showing the locations of fire extinguishers, emergency exits, first-aid kits, PPE, chemical storage, eyewash and shower stations. At this time, our group requires students to go through UBC machine shop training before they are permitted to do any machining for the team (beyond common tools such as a hand drill). Other small risk equipment, such as soldering, requires a team lead to demonstrate usage and safety requirements (such as PPE) before new members are permitted to use the tools. Our group does not work with chemicals or specialty equipment that would require additional training at this time.
During the fall, we require returning members to complete annual UBC safety modules including Engineering Design Team Safety Orientation, Designing for Everyone (EDI), and General Audience WHMIS, as well as undergo an in-person site tour of the EDC space with our team’s Safety Officer.
	Example Safety: 
	Example Safe working: 
	Example Safe working2: We conduct all official activities within our space in EDC or the department run (MECH, IGEN) machine shops. Keeping these spaces safe include two main components: cleanliness, and ensuring that all items are left in a safe state (i.e. powered down and placed away from areas where equipment could fall). We also require any students doing potentially dangerous work (such as using machine tools or lifting/moving heavy equipment) to work in pairs. Failure to follow safety rules will result in suspension from the team or restriction on participation (such as removed card access to team space) based on infraction. Multiple offenses could lead to removal from the team. These consequences are communicated to members regularly.
	Example Supervision: 
	Example Supervision 2: As our subteams are only 2-4 people and most of our activities are very low risk, most activities are permitted to occur at any time and by any number of students with minimal supervision. However, any higher-risk work, such as using machine tools, requires members to work in pairs and with appropriate PPE. Team leads are required to schedule the weekly contributions of their team members and are responsible for ensuring members working on higher-risk activities have a partner and adequate training.
	Example Personal: 
	Example Personal 2: The majority of high-risk work for our group is done within departmental machine shops and maker spaces, which have their own requirements for PPE. We expect students with access to these spaces to abide by these rules. Within our EDC space, we require students to wear safety glasses when using hand tools or soldering equipment. These rules are communicated to students during mandatory site-tours of the space as well as signs in the area.
	Example Psychological: 
	Example Psychological 2: A: In order to promote psychological safety within our group, we strive to create a comfortable atmosphere where students can explore ideas and try new things without fear of judgement. Our sub-teams work in small groups and we have many social gatherings throughout the year in order to foster a comfortable environment and sense of community within our team. Within sub-teams, we promote a culture of feedback, allowing and promoting members to give both positive and negative feedback to leads (or anonymously to captains). Team discussions are led by senior members with the intent of having all members be involved, but without forcing participation. Team leads encourage members to try things even if they might fail and don’t reprimand members for failures. Admin members help normalize vulnerability within the team by being open about questions or subjects they don’t know about and by sharing mistakes they’ve made.

B: We promote open communication amongst our members and encourage them to come to us directly if they have any suggestions or concerns. Our values lie in the existence of a safe and accepting community of X students, and psychological safety is of utmost importance to us. We are open to working on specific challenges faced by students within our community. Steps of escalation are made clear to our team members, alongside an option to provide anonymous feedback if required to do so.
	Example  Campus 2: A: Members are expected to be welcoming and inclusive to all other members and guests within our spaces. Some of the guidelines we expect team members to follow include: - Respect members' privacy and avoid topics and questions that may be too personal. - Respect the diverse identities within the group, including pronouncing names properly and using preferred names and pronouns. - Avoid interrupting others when speaking, or using aggressive or loud speech. - Respect others’ personal physical and emotional boundaries. - Use inclusive language when possible. - Attempt to include everyone in conversations; conversation topics within the team spaces should be appropriate for a work/school setting. Members are encouraged to talk to their leads or captains (or leave a note anonymously). Creating a safe space for the members is vital to our success as a group and members who continue to disrespect our inclusivity guidelines will be spoken with and potentially restricted from team participation. 

B: At our X group, fostering a safe and inclusive space on campus is at the core of our mission. We actively work to create an environment where all members feel welcomed, respected, and valued. Our guidelines are centered around promoting open dialogue, empathy, and understanding. To achieve this, we conduct regular workshops and discussions on diversity, equity, and inclusion. We encourage active listening and discourage any form of discrimination or harassment. Members are expected to treat each other with kindness and refrain from any behavior that might make others uncomfortable. We have a zero-tolerance policy for any actions or comments that undermine our safe space. If any member experiences or witnesses any inappropriate behavior, we have established confidential channels for reporting incidents. The club president takes the responsibility of addressing concerns seriously and ensuring appropriate actions are taken. By upholding these guidelines, we aim to create an empowering and supportive community where every member can thrive in their pursuit of engineering excellence.

	Example Campus: 
	Example Student Group: 
	Example Student Group 2: We are a small team that aims to have between 15-30 members at one time. The team requires an average of about 10 hours a week of availability in order to join, but does not have any other membership requirements besides being a UBC student (undergrad or grad). New members are selected based on submitted applications (including basic personal and technical questions) and a short interview. Each sub-team performs their own application process and selects 1 or 2 senior students based on past project experience and 1 or 2 younger students based mostly on ambition and eagerness to learn and contribute. The members are sorted into two groups: general members and admin members. We currently have 5 sub-team leads who are responsible for organizing and monitoring the activities of 3-6 general members each. The co-captains of the team coordinate the leads and complete admin work such as coordinating travel plans and filling out the SuperApp. Every year in the spring, team members anonymously nominate and elect the captain and lead members via google forms. 
	Example Transition: 
	Example Student Transition 2: To facilitate an easy transition between members, our team has the following transition plan in place: 
All members must store working and completed documents on our team’s shared Google Drive. This ensures our team’s knowledge is consolidated and remains accessible for all members which enables new members to quickly catch up on project happenings. 
Our team is divided into three subteams, which means only the relevant information from one subteam must be learned by a new member, which decreases the overall workload for any given project. 
For team lead transitions, they must meet at least once to pass off overarching issues or ongoing tasks between team members. Additionally, it is encouraged for team lead transitions that the new lead has some overlap with the previous lead. 

	Example Recruitment: 
	Example Student Recruitment 2: As we have completed construction of our first project in 2022, it serves as our main promotional piece to interested students. We have brought our robot to UBC clubs’ day and other events in the past year and plan to continue this in the future. Our team participates in campus events, such as Imagine Day and Engineering Open House, in order to inform new students about our team, show them our robot, and get them excited about our work. For the upcoming recruitment cycle we also plan to have promotional material like a standing banner to place by our booth. In the past we’ve used the Engineering Newsletter to promote vacant positions, which has led to a significant increase in applicants. As our group works in small subteams, we are able to keep students engaged and hold them responsible for their work. There are also plenty of opportunities to get involved in the work of other sub-teams, so members have ample opportunity to find something that interests them. We also regularly hold social events throughout the year in order to create a sense of team belonging, which we believe fosters engagement and commitment to the team.
	Example Collaboration: 
	Example Student Collaboration 2: A: Our group X shares our working space with group Y and Z. Due to this connection, we’ve often collaborated on buying shared tools and equipment, and working together to reconfigure our working space for the benefit of all teams. Our team also has been in communication with ABC due to the similar topic of our design teams. Outside UBC, our team has also had plans in the past to hold a mini-competition with SFU’s X team. Due to COVID this was delayed, but we’re hoping to pursue more collaborations between their team in the future.

B: Our collaborations include AMS clubs such as ABC, XYZ and the X Student’s Union. We’re also part of the bigger X collective throughout schools in Canada. In the future, we aim to collaborate with EFG and FUS to promote further networking and establish ourselves.

	Example Succession: 
	Example Succession 2: Our group sees an average 30% turnover of its members per year. We only accept members during our recruitment seasons (September, January), and permit members to leave at the end of a term. If extenuating circumstances arise, exceptions may be made for both acceptance and release. Our group maintains its knowledge base on Google Drive, granting team members full access to both project and learning resources. Many of our tools are maintained by our team, and SOPs for their maintenance and use are provided for the team in case of transition. Furthermore, our team’s space is maintained by agreement with our home department. Our team does not currently have a fallback plan for this should it change, but we do not foresee a change being required.
	Example New Group: 
	Example Academic: 
	Example New Group 2: New group members are expected to learn the structure, process, and knowledge base for their relevant project. Our group provides support in learning about this through shared documentation. Furthermore, all group members are provided a confidential form through which they can connect with any executive member to voice concerns about any factor of the team or its members. 
	Example Academic 2: To ensure that our members do not experience academic difficulty due to their commitments to the team, X group has adopted the following policies:
• During exams, flexible schedules are created by technical team leads in regard weekly meetings to ensure members focus on studying, this includes shorter meeting times and optional meetings. 
• Regularly scheduled weekly meetings are optional during the final week of classes, allowing for our members to dedicate their time to end of term projects and exams.
• Members work with team leads to develop reasonable timelines for projects that consider the academic requirements of members throughout the semester.
• Members are encouraged to form study groups with other members of the team and use a portion of the team meetings to work together on homework or group assignments.
 • Junior members are encouraged to discuss their studies with senior members and their mentors, particularly when junior members are struggling to understand key concepts.
• Mentors are expected to help guide junior members in applying the materials learned in classes to their projects in our student group.


