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TEAMS
Engineering Design Teams
A UBC Engineering Design Team, henceforth referred to as Team, is an extra-curricular group
comprised of UBC students with a common goal of gaining relevant design, competition, team,
and leadership experience. Teams generally design and manufacture a device or product (e.g. a
robot or a vehicle). Teams often choose to enter a regional, national, or international
competition with their device, to represent UBC Engineering and put their hard work to the
test.

Relationship with the Faculty of Applied Science
Teams are an integral part of the Faculty of Applied Science and are provided access to space
and resources within the Faculty. In order to qualify for some departmental funding, student
teams may be required to declare a host department, where their university accounts reside.
Each team is required to have a university bank account (“Worktag”) registered with the APSC
Dean’s office or with their host department. Each team must have at least one Faculty Advisor
whose interests are relevant to the team’s work.
The Faculty of Applied Science provides temporary and semi-permanent project space, access
to machinery and manufacturing equipment, as well as funding opportunities under the
Professional Activities Fund (PAF), EUS referendum funding and general faculty funds. The
Faculty leads and develops Safety and Leadership Training throughout the year.

Student Code of Conduct
All students involved with engineering design teams must follow the UBC Student Code of
Conduct found in the Academic Calendar. Failure to comply with the Code of Conduct is
grounds for team termination.

Team Structure and Operation
Teams’ internal functions are independently operated. Teams are required to nominate a Team
Captain and a Safety Officer to oversee their operation. Teams may create additional executive
positions to suit their individual needs. Teams may develop their own internal governance
documents to serve the needs of their team and to ensure continued success. Examples of
Team Governance Documents have been made available in Appendix B for reference.
Teams meet and work during the week as well as on weekends. Work hours are agreed upon
internally, to conform to student schedules and resource availability.
Teams are required to fill out (relevant parts of) the Super Application on a yearly basis to
maintain their EDT status and apply for funding opportunities. The Super Application is released
at the start of the fiscal year (September 1st) and is due by September 30th.
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Privacy and Digital Security
Teams often collect personal information as part of their recruitment and financial operation. It
is important that teams abide by the relevant privacy standards as groups hosted within a
public Canadian institution.
The following information has been sourced from the University Counsel’s Privacy Fact Sheet
(http://universitycounsel.ubc.ca/files/2014/01/Fact-Sheet-Disclosure-Outside-Canada.pdf):
Public bodies in British Columbia, including UBC, are subject to restrictions on the
storage or access to personal information from outside Canada. These restrictions,
which are contained in the Freedom of Information and Protection of Privacy Act
(FIPPA), require all personal information in UBC’s custody or control to be stored only in
Canada and accessed only in Canada, with a few narrowly defined exceptions.
Many computing services are offered through the Internet, and may be hosted in the
United States or other foreign jurisdictions. Using these services to collect, store,
transmit or access personal information is a violation of the restrictions against storage
or access outside Canada.
Here are some examples of commonly used cloud services, with Canadian-based
alternatives:
Cloud Services
Dropbox
Gmail, Hotmail
Survey Monkey
Google Docs

Canadian Based
Alternatives
Workspace 2.0
FASmail
Qualtrics
Microsoft Word and Excel

Student Teams that use non-Canadian services to host private information, including Student
Emails and Student Numbers, are required to acquire student consent before doing so.

Consent
It is acceptable to store or access an individual’s personal information outside Canada if
you have the consent of the individual. This consent must be in writing and must
specify:
• who may store or access the personal information;
• if practicable, the jurisdiction in which the personal information may be stored
or from which the personal information may be accessed; and
• the purpose of the storage of or access to the personal information.
Since it may not be practical to secure written consent from every student, it is
acceptable for [teams] to secure the consent as follows:
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•

•

in the [team documents], or in a written communication to the students,
describe the cloud-based service and the information that it will be storing or
accessing, and explain that if the students choose not to provide their consent to
this storage or access, they must see the [team lead] to make alternate
arrangements; and
make alternate arrangements for students who refuse to provide their consent,
such as allowing them to sign in to the service using a false name and nonidentifying email address.

Teams should note that the restriction on storing personal information on outside servers
also applies to sponsors. “Personal information” is defined as “recorded information about an
identifiable individual.” A name and work contact information is not considered personal
information. However, student teams should still consider this information “sensitive,” because
it is not always publicly posted and it is important to consider whether or not the individual
would want their information made public (i.e. through a Freedom of Information request).
Financial information, including sponsorship amounts, should also be considered sensitive.
UBC IT has rolled out Workspace 2.0. This platform is a cloud-based file sharing system (very
similar in nature to Drop Box and Google Drive). Teams are expected to use this service, or a
similar Canadian-based service, to store confidential and private information. For more
information and how to sign up, visit: https://it.ubc.ca/services/web-serversstorage/workspace-20.
Additionally, teams are encouraged to use their official UBC FASmail as their team’s email
accounts, rather than using Gmail or Hotmail. For more information and how to sign up, visit:
https://it.ubc.ca/services/email-voice-internet/ubc-faculty-staff-email-fasmail.
For team related merchandise, visit http://www.brand.ubc.ca/ as a guide for your designs that
involve any UBC branding.

Recruiting
Teams rely on recruiting new members to ensure the long term success of their projects. Some
teams choose to interview interested students to make sure candidates are committed to the
team, however teams are not required to interview candidate students.

Events
The largest recruiting event is the annual Imagine Day Main Event where clubs and
organizations from all walks of life set up booths along main mall and recruit new members.
Instructions to register for an Imagine Day booth will be sent out annually, often during the
summer. If you have not received an email, but you would like to sign up for a booth, contact
the Student Teams Coordinator (team.engineering@ubc.ca) for information on how your team
can sign up. The Faculty of Applied Science also hosts several events each year, such as the
Engineering Open House, which often serve as excellent outreach opportunities for teams. The
7

TEAMS
Student Teams Coordinator will send information about these events as they approach, so
make sure your contact information is up to date.

Online Presence
Besides attending public outreach events, many teams are very active online. Social media sites
can be a great way to show off your work, your team’s culture, and your team’s goals. Teams
often also have blogs or websites with lists of current members, contact information, and
project updates. If your team would like to create its own WordPress site, UBC Blogs
(blogs.ubc.ca) is an excellent resource that provides students with an easy to set up webpage,
29 free themes to choose from, and free hosting!

Digital Signage
The Faculty of Applied Science has several locations, including the EDC atrium, Kaiser Atrium,
Kaiser 2nd Floor Lounge, and Macleod Atrium, where Teams may utilize large screens for digital
advertising. Students in the Faculty of Applied Science can display approved ads free of charge.
If you would like to promote your team using the monitors throughout UBC and Engineering
Buildings, follow these steps:
•

Review templates and tips for creating digital signage on
o UBC’s Digital Signage site: http://digitalsignage.ubc.ca/current-clients/contentguidelines/, and
o APSC’s Digital Identity site: http://apsc.ubc.ca/apsc/visual-identity.

•

To display your signage in Engineering buildings, please contact
advertising@apsc.ubc.ca. If the ad gets the approval of the APSC Communication
Department, please allow 2-4 business days to upload to the system.
More information on digital signage and public outreach can be found in the News and Publicity
Section.

Succession Planning
Nearly every student here at UBC aspires to one-day graduate. And while some students stick
around longer than others, it should come as no surprise that the current executive members of
a team will likely no longer be the executive members a few years down the line. While some
teams change leadership more often than others, it is important to consider leadership
succession to ensure that your team survives even once you are gone. This could include
essential project information, team administrative information (e.g. email or blog accounts),
contact information, detailed information on current and past sponsors (including sponsorship
amounts), and experiential advice. The UBC Supermileage Team has provided the handbook
with an example of their Turnover Document (in Appendix B3: Supermileage Turnover
(2014/15)) used to help bring new executive members up to speed on their role.

8

TEAMS
Starting an Engineering Design Team
Teams are formed by any inspired and determined group of engineering students who want to
solve a compelling design challenge or fill an engineering niche outside of the classroom. In the
event that none of the existing teams are able to satisfy your interests, you may consider
starting one. New design team applications are accepted during each summer. The registration
form is due at midnight on August 31.
The following are steps that should be taken if you intend to start a new student team:

1. Talk to Existing Teams
UBC Applied Science currently recognizes 32 Engineering Design Teams that design and build
projects like submarines, satellites, and nearly everything in between. Chances are that an
existing team may want to pursue the same idea as you, and may already be on their way to
developing a design for it.
Talk to members and executives of the team(s) most aligned with your project or design
challenge, to determine if there is a possibility to incorporate your idea into existing design
challenges. The faculty encourages collaboration between teams and urges you to explore
becoming a sub-team of an already existing team. These teams already have the resources and
faculty/industry resources to integrate your project and support its execution sooner. A full list
of current teams can be found at http://teams.engineering.ubc.ca/the-teams/ and in Appendix
A: Existing Teams

2. Find a Faculty Advisor
Contact a Faculty member you are interested in working with, and ask them if they would like
to support your team (consider their existing commitments). You should come prepared to
answer any questions they might have regarding your team, its constitution and how exactly
the team would be beneficial. Make sure to take a look at the engineering design team
registration form in order to guide you in the sort of expectations when creating a new design
team. Also your Faculty Advisor’s department will most likely be your “host department”,
through which your team’s finances are managed.

3. Fill out the Design Team Registration Form
The Engineering Design Team Registration Form is designed to guide new teams through the
reflection process of becoming an Engineering Design Team at UBC and help determine
resources needs for existing teams. It will help you develop a sound plan, clarify your team’s
intentions to the faculty, and enable the faculty to advocate and support your team in the longterm.
Some criteria that will be necessary to consider in filling out the registration form are:
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•
•
•
•
•
•
•
•
•
•

What is the goal of the new team, and how is it not currently being met by existing student
teams?
What is the financial scope of the design challenge? Are there industry sponsorship
opportunities? Does your team have a sound budget and funding plan?
What is the timeline of the design solution or engineering project? Will it be a recurring design
cycle or a one-time challenge?
Will you compete with other design teams outside of UBC?
Will the Team require project space? If so, how much, and where?
What is the Team structure going to look like?
How will the Team stay accountable to itself and the Faculty?
Do you need a recruitment strategy and succession plan?
What are your teams learning goals and plans for team professional development?
Will the team consist of at least 75% engineering students?

This form is to be filled out during the summer months and submitted by August 31. The
Engineering Design Team Advisory Committee will review your application and get back to you
within 2-4 weeks of submission.
The Engineering Design Teams Coordinator (team.engineering@ubc.ca) should be contacted for
a link to the form and is available to consult and help with submission of your registration. The
coordinator might also reach out to help enhance and strengthen your proposal for
resubmission. Therefore it is recommended that you save a copy of your responses.

Suggested: Develop a Proposal/Overview of Your Team
This will be a pdf document summarizing the information provided in the registration form to
convince external stakeholders (like sponsors and other interested parties) of the particular
benefit of contributing to your new team. It will be helpful in your team’s development as it will
ensure you have an outline ready to present to any individual inquiring about your team.

4. Registration Assessment and Meeting
The final step will be the Engineering Design Team Advisory Committee assessing your
application. The EDT Coordinator will reach out to you if your team’s registration has been
approved to discuss the next steps in your project or design challenge. Your Faculty Advisor
may or may not choose to attend this meeting. These are the individuals who will be assessing
your registration:
•
•
•
•

Dr. Van der Loos, Student Teams Faculty Head
Minoli Navaratnam, Student Professional Development Officer
Richard Colwell, APSC Safety Officer
Engineering Design Team Coordinator

In the event that your application is not immediately accepted, there is an opportunity to
submit a revised application with the help of the Engineering Design Team coordinator. Note
that in this case, you will definitely be asked to resubmit the team registration form.
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5. Become a Team
Once you’ve been approved as an Engineering Design Team, your team will now be eligible for
the benefits that Engineering Design Teams at UBC have. Some of which are:
•
•
•
•
•
•
•
•
•
•

•

Your information in Engineering Design Team Handbook and other promotional material.
Setting up a financial account with a “speedchart” to make purchases and receive funding equivalent to a faculty bank account.
Promotion through the Engineering Design Team website and other social media platforms.
Inclusion in the annual Engineering Undergraduate Society (EUS) First Year guidebook.
Access to design spaces including the Engineering Design Center (EDC) workshop.
Eligibility for Professional Activities Fund (PAF).
Engineering Design Team Trailers.
Administrative, financial, communications and marketing support and mentorship.
EUS Design Team referendum funding.
Equipment like 3D printers.
Access to the student teams Slack communications channel.
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Safety

Teams are required by the Faculty to extensively train their members to act in accordance with
UBC Safety Policy 7. In addition, practicing safety is paramount to professional development.
APEGBC, for example, puts holding paramount “the safety, health and welfare of the public, the
protection of the environment and promote health and safety within the workplace” as the
number one policy in their Code of Ethics.
Each member must pass the safety training requirements for their workspace in order to obtain
workspace access. Violation of Safety Requirements will result in the member’s FOB access
being revoked and may result in the team being placed on probation. The Faculty reserves the
right to restrict access to resources until safety guidelines are followed.

Safety Training and General Space Access
Each Team’s Captain and Safety Officer are required to attend the annual Engineering Design
Team Conference which will include training pertaining to leadership, bullying and harassment
prevention, team management, and of course, safety.
The Applied Science Safety and Facilities Officer will coordinate with UBC Risk Management
Services to host an in depth Safety Training course. The Training will consist of an online course
and quiz which is to be completed independently, as well as a detailed in-person Safety
Orientation. Upon the successful completion of both components of the Safety Training course,
Team Captains and Safety Officers will have their workspace access renewed. Safety Officers
will also be required to train the remaining members of their team.
Teams are required to maintain documentation of their members’ training. This documentation
should be readily available upon request of the Safety and Facilities Officer, Student Team
Coordinator, Student Development Coordinator, or Faculty Advisor.
For detailed safety information please visit: http://rms.ubc.ca/training-and-general-educationcourses/safety-programs-training/.
All team members are also required to complete the following UBC RMS courses before they
will be granted space access:
• RMS Engineering Design Team Safety Orientation 2018/2019
• RMS Workplace Hazardous Materials Information (WHMIS)
• RMS Bullying & Harassment Awareness
All courses can be found in the following website: https://www.hse2.ubc.ca/moodle/.
Note that while the Bullying and Harassment Awareness course is only required to be
completed once, the WHMIS and in person Safety Training courses must be completed annually
to ensure that students are actively aware of updated safety procedures and precautions.
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Once team members have completed their appropriate safety training, Safety Officers must
contact the Student Teams Coordinator in order for members to obtain FOB access to their
team space. For access requests, please attach an updated spreadsheet of Team Members
containing their:
• Name
• Role (if any)
• Student Number
• Email Address
• Spaces where Access is Required
• Training Completed (e.g. General Safety, Respirator Fit, etc.)
Some students may also require access to additional spaces, such as the EDC 211 Workshop or
the EDC 101 Composites Room. These spaces require additional training before access is
granted. Further information is provided in the Team Resources section below.

Safety Plans
Student Teams are expected to develop comprehensive safety plans, outlining the relevant
actions that need to be taken to ensure safe operation in their space and while working on their
project. Safety plans reduce the likelihood of accidents occurring by improving team awareness,
and help improve how teams deal with emergencies by ensuring that things have been thought
through ahead of time. A sample Safety Plan form is included below. Example Safety
Documents and Templates are available in Appendix D.

Hazardous Materials – Safety and Disposal
Many teams require the use of hazardous materials, such as resins and combustibles, in their
projects. Teams must take all necessary safety precautions when handling these materials.
Teams should be aware of the appropriate PPE required, and should keep up to date Material
Safety Data Sheets in their space. Hazardous materials cannot simply be flushed down a drain
or thrown in a trash can. The APSC Safety and Facilities Officer has an account with UBC Waste
Management and can help teams dispose of any hazardous materials. Contact Richard Colwell
at richard.colwell@ubc.ca for more information on the disposal process. More information can
be found in the EDT Safety Training Course.

Incidents and First Aid
Teams often keep First Aid kits in their space in case of accidental injury. UBC Safety Policy
requires that all First Aid kits are overseen by an Occupational First Aid Level 1 (OFA1) Certified
First Aid Attendant. The Safety and Facilities Officer will be coordinating an OFA1 training
course at the beginning of the year, free of charge. Each team should have at least one member
with OFA1 certification. Self-administration of First Aid is not allowed.
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In the event of an incident that requires First Aid, only an OFA1 Certified Attendant may
administer First Aid. If there is no OFA1 Attendant present, students should call 911. The
Mobile First Aid Unit will go to the patient’s location and respond to any first aid issue, no
matter how minor. The Vancouver Fire Department has been contracted to provide mobile First
Aid for UBC Faculty, Staff and Paid Students (604-822-4444).

Incident Reports
Team Members must inform their Safety Officer in the event of an incident or a near-incident.
It required that your team’s Safety Officer fill out an Online Incident Account form on the UBC
Risk Management Services Website. This form provides UBC with the information it requires to
identify potential lapses in safety and areas for improvement, as well as ensuring that the
appropriate steps have been taken to remediate the incident. Teams may wish to have their
own incident reporting system in addition to the Online Incident Account form made available
by UBC RMS, however this extra step is not required.
The Online Incident Account form can be found below:
(https://www.hse2.ubc.ca/consdata/locked/incident_accident/register.php?no_account=1).
You will be required to login with your CWL credentials to access the form. If it is your first time
submitting an incident report, you may be required to create an account with the
incident/accident system as you submit the report.

Student Team Safety Funding
In 2015, UBC Engineering alumnus Andre De Leebeeck and his wife Barbara generously
established the Andre and Barbara De Leebeeck Engineering Student Teams Safety
Enhancement Fund. Their goal is to support safety initiatives and training, and to enhance the
overall safety of engineering student teams. A portion of this funding supports both fixed and
one-time costs associated with enhancing safety equipment, training and environment for
student teams. However, depending on resources, some funding may be available to individual
teams in order to reimburse specific safety-related expenses that they incur. If your team incurs
a cost that you believe is safety-related, contact Richard Colwell (below) to see if
reimbursement is possible. The amount of reimbursement will vary year-by-year.

Contact Information
If you have any further questions or concerns after reading the previous section and taking the
online safety course, please contact the APSC Safety and Facilities Officer.
Richard Colwell
Safety and Facilities Officer, Faculty of Applied Sciences
The University of British Columbia | Vancouver Campus
Wayne and William White Engineering Design Centre
Room 235, 2345 East Mall | Vancouver, BC V6T 1Z4
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Phone: 604-822-2273 | Cell: 604-786-8008
richard.colwell@ubc.ca

Important Phone Numbers
•
•
•
•
•
•

Emergency: 9-1-1
UBC Royal Canadian Mounted Police (RCMP): 604-224-1322
RCMP Tip Line: 778-290-5291 or 1-877-543-4822
UBC Campus Security: 604-822-2222
AMS Safewalk: 604-822-5355
Urgent Building Safety Problems, Broken Lights: 604-822-2173

Support Services
•
•
•
•
•

AMS Sexual Assault Support Centre (SASC): 604-827-5180
UBC Counselling Services: 604-822-3811
UBC Student Health Services: 604-822-7011
RCMP Victim Services: 604-224-1322
Employee Family Assistance Plan (EFAP): 1-800-663-1142
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Finances
Team Budgets
Teams are responsible for generating a professional budget and financing their projects. They
generally do so through industry sponsorships (monetary and in-kind), and by applying for UBCbased funding opportunities.
Expense claims can be emailed to finance@apsc.ubc.ca or dropped off at the front desk on the
5th floor of the Kaiser Building, office hours are Monday – Friday, 8:30am – 4:30pm.”
Please contact finance@apsc.ubc.ca if you have any questions.
Account Set-Up (Worktag)
Teams can set-up an account at UBC through contacting the Finance team in the APSC Dean’s
Office. Email finance@apsc.ubc.ca to set-up an appointment and for an application form.
Account Balance
Applicants of the team can request the account balance by sending an email to
finance@apsc.ubc.ca.
Approval
Two individuals are designated as signing authorities to approve and sign for all expense claims
for members of the team. When a designated signing authority claims expenses, the other
signing authority must co-sign. Designated signing authorities cannot authorize his/her own
expense. The team’s faculty advisor should co-sign on invoice payments and expense claims.
Expense Claims for Reimbursement
Fill out an Expense Claim Form (see Appendix C – Financial Documents) and submit once a
month to be reimbursed. Claims must be supported by itemized receipts, proof of payment,
and signatures/email approval from the claimant, the designated signing authority, and faculty
advisor in order to be reimbursed. Supporting documents can be digital copy (scan or picture)
or printed/original copy if drop off to APSC Dean’s Office. Ensure all digital supporting
documents are complete, legible, and separated (adhesive notes, itemized receipt, credit slip
must be separated and scanned individually). Fill out a Missing Receipt Form (see Appendix C –
Financial Document) for any receipts (including itemized meal receipts) that are lost. Expense
Claim Form and Missing Receipt Form can be electronically signed in conjunction with email
approval. Copy and paste E-Signature images are not acceptable. A credit card statement is not
acceptable as receipt, but may be submitted in conjunction with the Missing Receipt Form. Your
credit card number should be blanked out. Expenses in a foreign currency: identify the
exchange rate used by attaching evidence such as a credit card statement or print out from
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http://www.oanda.com on the date the expense was incurred. Original itemized invoice,
receipt, and credit card slip can be destroyed after receiving the reimbursement fund.
Invoice for Payment
Obtain an invoice (quotes are not acceptable). Have at least one of the designated signing
authority and faculty advisor sign/email approved, date, and indicate the speedchart/worktag
on the invoice or via email. Forward the completed copy to Finance, APSC Dean’s Office.
Receiving and Depositing Sponsorship Funds
For more information on this process, please see the section below entitled “APSC’s
Development Office and How They Can Help.”

PAF
The Professional Activities Fund (PAF) exists to enhance professional development activities in
the engineering undergraduate program at UBC Vancouver like Engineering Design Teams. PAF
is a separate funding from your team’s finance account that you need to claim directly from the
PAF funds. You need to know who your primary applicant is and the reference code.
Approval
The primary applicant must approve and sign on all PAF claims. When the primary applicant
claims expenses, the secondary applicant must co-sign.
Expense Claims for Reimbursement
Fill out a PAF Claim Form (see Appendix C – Financial Documents), found on
http://paf.engineering.ubc.ca. You don’t need to wait until you’ve spent all your money to
claim your funds. We would prefer if you submit receipts as you spend money through the year.
We encourage you to submit a claim form once a month. Claims must be supported by
itemized receipts (can be digital scan or picture) and approval by the claimant and the primary
applicant. E-signatures are accepted in conjunction with email approval. Fill out a Missing
Receipt Form (see Appendix C – Financial Document) for any receipts (including itemized meal
receipts) that are lost. A credit card statement is not acceptable as receipt, but may be
submitted in conjunction with the Missing Receipt Form. Your credit card number should be
blanked out. Expenses in a foreign currency: identify the exchange rate used by attaching
evidence such as a credit card statement or print out from http://www.oanda.com on the date
the expense was incurred. Completed expense claim form and supporting documents are to be
submitted to finance@apsc.ubc.ca. Original itemized invoice, receipt, and credit card slip can be
destroyed after receiving the reimbursement fund.
Claims for Third Party (AMS, UBC Department, External)
Fill out a PAF Claim Form, make sure the greyed-out section is filled. Claims must be supported
by copies of receipts and signed by the primary applicant. Each type of claims will also need to
be supported with the following:
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o AMS Club: Invoice from the club (include the AMS account #) and proof of payment
(this can be in the form of the ledger from AMS or proof that the student received
the reimbursement – i.e. image of cheque or transaction of the cheque deposit).
o UBC Department: Proof of payment (screenshot of the ledger, showing transactions
are paid by the department) and the speedchart/PG and account code that
payment will be transferred to.
o External: An invoice issued by the Third Party.
Account Balance
Primary applicants can request the account balance by sending an email to
finance@apsc.ubc.ca.
Delegated Primary Applicant
If the primary applicant is away on co-op term and is unavailable to sign claims, then please
ensure a delegate is chosen to approve and sign on all PAF claims. The primary applicant will
need to email paf@apsc.ubc.ca and finance@apsc.ubc.ca the chosen delegate’s name, student
number, email, and phone number.

UBC Funding Opportunities
The following are UBC-supported funding opportunities, along with relevant details.
Applications may be point-based or otherwise. Point-based funding applications award points
on the merit of the funding application and generally have more stringent requirements that
must be followed.
1. PAF Fund
a. Allocating body: PAF Committee
b. Website: http://paf.engineering.ubc.ca/
c. Contact: paf@apsc.ubc.ca
d. Application Requirements: Team has to be predominantly composed of
engineers and a registered Applied Science Engineering Design Team.
e. Criteria:
i. Team has over 15 people
1. Over $35k budget, cap is $9,000
2. Under $35k budget, cap is $6,000
ii. Team has less than 15 people: $3,000 cap
iii. Additional funding for competition: up to $3,000 or 50% of competition
budget
iv. Go to the website for the latest information and updated numbers
2. EUS Engineering Design Teams Referendum Fund (approved in 2014)
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a. Allocating body: EUS
b. Contact: eus.ubc.president@gmail.com
c. Application requirements: The proposed project must provide design teams with
improved facilities/capital, benefit multiple design teams, and be beneficial for
more than one year.
d. The fund policies and rubric can be found on the EUS website.
e. Application Process:
i. Students from multiple design teams agree on a funding request
ii. One student fills out the application
iii. The fund request is voted on at the next EUS executive meeting
3. Student Team Safety Fund
a. Allocating body: Applied Science
b. Contact: Richard.colwell@ubc.ca
c. Application requirement: Funding must support safety initiatives and training,
and to enhance the overall safety of engineering student teams
d. Criteria: this funding supports both fixed and one-time costs associated with
enhancing safety equipment, training and environment for student teams.
However, depending on resources, some funding may be available to individual
teams in order to reimburse specific safety-related expenses that they incur.
4. Walter Gage Memorial Fund
a. Allocating body: UBC Vice-Presidents Student Office
b. Website: https://vpstudents.ubc.ca/walter-gage
c. Contact: vpassist@mail.ubc.ca
d. Application Requirements: Application must be made by a student. It is an
ongoing monthly application, but submit the application 4 weeks before it is
needed. Submit this form https://vpstudents.ubc.ca/files/Walter-GageApplication.pdf along with a checklist of items in person or by email to the
contact on the form.
e. Criteria: Must support individual or group projects that interest students and
enhance the reputation of UBC. Other funding sources should be secured before
applying. Up to $2,000 per project. Will not fund trips/travel.
5. AMS Student Initiative fund
a. Allocating body: AMS
b. Website:https://www.ams.ubc.ca/leadership/commissions/financedepartment/s
tudents/student-funding/
c. Contact: AMS Funds and Grants administrator - fundsandgrants@ams.ubc.ca
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d. Requirements: A detailed budget should be submitted and only one application
per project will be approved per year. The application is found here
https://goo.gl/5XMz8B. Apply at least 3 weeks before need.
e. Criteria: The fund can only provide up to half of the expense for a maximum of
$500. Must promote student learning and AMS benefit.

6. EGBC Student Team Fund
a. Allocating body: EGBC
b. Website: https://www.egbc.ca/Member-Programs/Students/Student-TeamFunding
c. Contact: Andrea Michaud amichaud@egbc.ca
d. Requirement: at least one student must be an APEG-BC student member.
Funding available for both fall and spring terms.
e. Criteria Q & A
What is the maximum funding cap per project/group?
No maximum, but we usually give teams around $750. If teams request less it’s
unlikely we will give more. However, requesting a smaller amount is more likely to
be successful.
How many team/groups in total will be funding per year? And are there limitations from institutions?
We don’t have a team maximum but rather a dollar maximum. Last year in 2016 we
funded 21 teams. We don’t have limitations from institutions, but we strive for
diversity in the schools and programs we fund.
Are there restrictions to use, like having to apply it towards project only and no travel?
No restrictions, but we do take into account what the requested funding will be
used for. Teams are more likely to get funding if they plan to put the money
towards something specific.
Will a detailed budget of entire team plans be required or is a summary of where specifically the provided
fund will go towards be sufficient?
Detailed budget is not required but more information is better than less. For
example, “motor costs: $500; tires: $90” is sufficient, I don’t need to see things like
“4 AA batteries: $2.50.” However, this information should be available in case we
ask. The most helpful thing is a well laid out spreadsheet.
How does claiming of the fund work?
We send cheques to the design team c/o the school. Usually UBC is pretty good at
this (sometimes via the Development Office, APSC Finance Department,
Department of Mechanical Engineering…). I think cheques usually get where they’re
supposed to go, but feel free to advise your teams if there are specific instructions
for the cheque that they can include on their application. We cannot send cheques
to individual students or send them to residential addresses.
Is there a requirement to submit a final report or summary of the project after the funding has been
approved and used?
Not required but photos or follow up are appreciated (this may be factored in next
time the team applies for funding, so keeping a good relationship is appreciated).

7. Student Competition Team Fund
a. Website: http://students.engineering.ubc.ca/career/professionaldevelopment/student-competition-team-fund/
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b. Contact: Development Coordinator, team.sponsorship@apsc.ubc.ca
c. Eligibility: see website for details
d. Application deadline: applications will be reviewed on a yearly basis, an email
will be sent out to teams when the application is open
8. Department Specific Funding
a. Allocating body: Applied Science
b. Other departmental funding, MECH department, CIVL department, ECE
department etc. To find out more about the availability and requirement for
your host or other departmental funding opportunities, reach out to their
undergraduate offices.
9. External Industry Sponsorship: Each individual team is responsible for seeking out
external sponsorship opportunities for their team. Either monetary, material,
mentorship or in-kind donations.
There are other available sources of funding, like the Innovative Projects Funds
managed by the AMS, and the Teaching and Learning Enhancement Fund by UBC but those
are not included as they do not immediately fall under the purview of student teams
funding. But, if you are able to justify how your projects fall under these, then feel free to
apply to them or any others that you are able to find.
For questions regarding student team sponsorship and how to contact and relate with
sponsors, reach out to the Development Coordinator (team.sponsorship@apsc.ubc.ca).
They are able to provide professional guidance to the design teams and is an excellent
resource.

Tips for Better Funding Applications
Minor factors in funding applications may end up critically impacting the funding provided to a
team. A few tips may be of help in getting the funding you need:
•
•
•
•
•
•

Ensure that the team and Principal Applicant meet the requirements listed on the
specific fund’s website.
Develop an accurate and accountable budget with enough detail before applying.
Read the application very carefully. Answer any questions concisely and logically.
Pay attention to professionalism - grammar, required font, word count etc.
Discuss the application with the Engineering Teams Coordinator and your faculty advisor
at least a week prior to deadline - they may have helpful feedback for you.
Submit the application before the deadline. Late applications are not accepted and may
jeopardize the team’s financial situation.

Examples of high scoring PAF applications from 2014 have been made available in Appendix B
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Procurement of Parts
To avoid delays and brokerage fees for items bought from out of the country, do NOT order
through the U.S.-based McMaster-Carr site if at all possible! This applies to other companies as
well. There are other viable vendors that deliver for free once or twice per week to
campus. These are:
• Gregg Distributors (everything that McMaster-Carr
has): https://www.greggdistributors.ca/
• Acklands-Grainger (sensors, industrial): https://www.acklandsgrainger.com/
• Metal Supermarket (materials): https://www.metalsupermarkets.com/
• Digi-Key (electronics): http://www.digikey.com/
• Misumi (actuators, etc.): https://us.misumi-ec.com/
This company has a Canada-friendly policy and they offer a discount to UBC projects.

Purchasing Items
To place orders through ECE Purchasing:
•

Email David Chu Chong at purchasing@ece.ubc.ca with the following information:
o Your name, student number, and the course/project/team that the purchase is
for.
o A speed chart to which the order can be charged, and contact information of
anyone required to approve the order (e.g. supervisor or accountant).
§

•

Note: Do not CC anyone on your initial email. See “note on tickets” below.

o Supplier name, part numbers, descriptions, and quantities. Be as clear and
descriptive as possible (i.e. include URLs, use an Excel spreadsheet if needed).
o Estimated order price.
Dave will confirm receipt of the email and will send you an email notification when your
order arrives.

To place your own orders and ship to ECE Purchasing:
•

•
•

Email purchasing@ece.ubc.ca explaining that you will be placing your own order to ship
to ECE.
o Include name, purpose (which course/project/team), and a speed chart to which
COD charges (tax/duty) can be billed.
You will receive an automated email reply with 1-2 minutes with a 6-digit number (e.g.
“RT #123456”).
Place your order as usual, using the RT number you received as the name in the
shipping address and in the purchase order field, if any.
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•

o ECE uses this as an internal tracking number so that they know who the package
belongs to when it arrives. You will receive an email notification when it arrives
at UBC.
Use the following shipping address:
ATTN: RTxxxxxx
University of British Columbia
Electrical and Computer Engineering
112B – 2356 Main Mall
Vancouver, BC V6T 1Z4
Canada

…and if ever in doubt, just go talk to Dave and Kristie in the purchasing office. They’re both
very helpful!
Note: The automatically generated RT number is a support ticket used to track your request. Be sure that any
subequent emails you send to purchasing regarding an order contain that order’s RT tag in the subject line
“[ece.ubc.ca #xxxxxx]”, otherwise you’ll generate a new ticket. When CC’ing others, wait until you receive your
ticket number, and then CC them on that email.
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Sponsorship & Industry Relations
Teams in the past have been successful in soliciting in-kind and financial sponsorships from
companies in their respective industries.
Companies are motivated to sponsor teams and clubs for a variety of reasons, including:
• Public relations: sponsorship enables a company to display its brand in a specifically
targeted manner – many companies consider this to be a form of advertisement.
Companies also benefit from the perception, by both the public and other companies,
that they support education, innovation and student initiatives.
• Human resources: to companies, student team members often represent very valuable
and talented potential employees. By sponsoring teams, these companies both enhance
their profile and presence among students and often get a chance to engage with them
directly.
• Tax benefit: UBC is a charitable organization and as such can issue a tax receipt or
business acknowledgement to an individual or a company, both of which have tax
implications (for more information, see below).
UBC’s business and charitable number is: 10816 1779 RR0001

Tax Receipt vs. Business Acknowledgement
If you have any questions about tax documentation or receiving sponsorship funds or gifts-inkind, please contact the Development Coordinator, team.sponsorship@apsc.ubc.ca.
Companies may ask you if they will receive a tax receipt for their sponsorship – they are often
simply referring to business acknowledgements (the individual asking may not know the
difference). Simply state that they can receive a business acknowledgement if they would like,
and feel free to explain the difference:
• Charitable tax receipt: issued for philanthropic gifts (usually from individuals, rare for
companies) with no strings attached. The individual receives no perceived economic
benefit from their donation. They can apply the tax receipt directly against their income
tax.
• Business acknowledgement: issued for sponsorships (always from companies), where
the company is receiving economic benefit – i.e. their logo is displayed, which is
considered a form of advertising. Companies can use the business acknowledgement to
write off the sponsorship as an expense.
• A company cannot receive a tax receipt for a sponsorship, but they can receive a
business acknowledgement.
NOTE: UBC can issue business acknowledgements for both cash and in-kind sponsorships.
However, in-kind sponsorships require more steps and the special assistance of the Faculty’s
Development Office (see above for contact info).
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Sponsorship Package
It is recommended for teams to develop a Sponsorship Package document to provide to
external groups. The document should include points such as:
• Description of the Team, your objectives, and your goals for the new year
• A short explanation of what kind of funding you need, how much, and why
• A description of where the money/in-kind support will go
• The types of publicity that the team expects to receive, including expected community
outreach that you will perform during the year – this implies opportunities for the
sponsor’s logo to be displayed publicly
• How the Team will reward the sponsorship; teams often have several levels of
sponsorship depending on the amount of support given, and often incorporate logo
display and opportunities to meet the team as the primary rewards; it is most effective
to lay these levels out in a chart format.
An example of a Sponsorship Package has been made available by the UBC Supermileage Team
and can be seen in Appendix C3
The Faculty’s Development Office (below) is also happy to review your team’s package and
provide feedback on elements - including language and design.

IMPORTANT – Sponsorship Agreements
Some sponsors may request that your team sign a sponsorship agreement that they have
drafted before they will give you the sponsorship cheque. Whatever you do, DO NOT sign any
agreements. Students do not have the authority to sign an agreement on behalf of UBC. In fact,
only a handful of people in the entire university have this authority.
If you are asked to sign an agreement, please indicate that you do not have the authority to
sign it, and contact the Development Coordinator immediately.

APSC’s Development Office and How They Can Help
The Faculty of Applied Science’s Development Office is the external relations arm of the
Faculty. They manage the Faculty’s relationships with industry and alumni, developing research
partnerships and fundraising for the Faculty. The Development Office can assist student teams
in the following ways:
• Sponsorship packages: can offer feedback on the contents of your package and can even
help format it into a UBC-branded case, which has been proven effective with industry.
NOTE – turnaround time for these cases can be 2-3 weeks (sometimes less), so be sure
to plan for lead time.
• Sponsorship strategies: can discuss who to approach (i.e. target audiences) and how,
including cold-call and cold-email coaching.
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•
•

•

•

Invoices: sponsors will often request that you provide them with an invoice for the
amount of their sponsorship before they will submit a cheque. The Development Office
can provide you with an invoice template (See Appendix C2 for Example).
Issuing business acknowledgements and providing a thank you: as long as the
Development Office is made aware of a sponsorship, they can issue a business
acknowledgement. Also, it is very important to thank your sponsors as much as possible
– it may encourage them to sponsor the team again next year and beyond. Although
your team should frequently thank your sponsors yourselves (see below), the
Development Office can also thank the sponsors on behalf of the Faculty.
o NOTE – to issue both business acknowledgements and provide a thank you, the
Development Office must be made aware of the sponsorship, and requires the
company’s name and the name/contact info of the individual at the company
that you secured the sponsorship from.
Depositing your sponsorship cheques: When you receive a sponsorship cheque, you
must reach out directly to the APSC Development Coordinator at the DAE office
(contact below). You can simply bring the cheque and completed donation form to the
APSC Development Office, which is located in the Chemical and Biological Engineering
Building (second floor, northeast wing) on the UBC Vancouver campus.
“Sponsor Now” button: can arrange for this button to be placed on your team’s
webpage, which will allow companies to make their payment online directly to your
team’s PG account and be issued a business acknowledgment immediately. If this is of
interest to your team, please contact the Development Office.

If you would like to work with the Faculty’s Development Office, please contact:
Development Coordinator at team.sponsorship@apsc.ubc.ca

Other Sponsorship Tips
•

•
•
•
•

Begin by speaking with your team’s previous Team Captain and/or review their
succession documentation. They have gone through the process of funding their project
and should be able to inform you of previous companies who have sponsored your team
before and who might sponsor you again.
Develop a detailed budget before you approach sponsors so you know how much you
need, and what your sponsorship levels should be. Have it available if sponsors ask for
it, but avoid providing detailed budget information in your sponsorship package.
Do not ask for more than you need, and ensure that you are able to justify the amount
of money you are asking for.
If other universities have similar teams to yours, check who sponsors those teams and
approach those companies.
If you are approaching a new company which has not sponsored your team before, try
to contact either their Community Investment (best choice) or Human Resource (second
best) offices – these offices are most likely to be in charge of sponsorship.
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•
•

•

Ensure that every sponsorship cheque is made out to “The University of British
Columbia” and that its memo line states “Sponsorship of [your team].”
Some companies may want to pay for their sponsorship via a wire transfer. Be sure to
confirm with every company if they will be writing you a cheque or paying via wire
transfer. Wire transfers are typically done through the Development Office, so please
notify them of any impending wire transfers. Also instruct the company to include the
invoice number when submitting their wire transfer. NOTE – whenever possible,
encourage companies to write cheques. They are less labor-intensive to process.
Track your team’s sponsorship activities with as much detail as possible – the best
organized sponsorship drives are the most successful. Remember, this information must
be kept on a secure server or at least an encrypted device. Track information like:
o Company/individual contact’s name and contact info.
o The date(s) that you contacted the company and how (email, phone, face-toface).
o Results of any conversations with a company, and next steps.
o Company’s decision RE sponsorship (“yes” plus $$ amount; or “no” and reason).
o Potential dates for follow-up (sometimes you might have to follow up once or
twice before you even reach someone at the company, let alone get an answer).
o Date that you receive sponsorship cheque, and actions taken with it (important
because you may have to follow up with some companies to get the cheques
that they have promised).

Ongoing External Support
The following external groups provide support to student teams on an ongoing basis. If you are
aware of any additional groups that do so, please inform team.engineering@ubc.ca.
Company/Group

Requirements/E
xceptions

•
Aurora Bearings

•

Automotive
teams.
Wire
transfer
prior to
shipment

Type of support provided

Contact

Half the order Bearings
and rods at lowest cost,
the other half provided
free.

customerservice@aurorabearing.com

Soller Composites

Composites

Discount

information@SollerComposites.com

Misumi USA

Registration with
UBC student
Email

Discount

http://us.misumi-ec.com/
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Company/Group

Requirements/E
xceptions

Type of support provided

Contact

SolidWorks

UBC Student
Team

Free SolidWorks Student,
SolidWorks Electrical
licenses for team
members

christine.Morse@3ds.com

Sponsorship Follow Up
Should your team receive sponsorship funding, there are three very important follow up
activities that need to be done.
1. Please send the sponsor a thank you letter from the team immediately.
2. Please be sure to follow through with the sponsorship awards that your team promised.
It is vital that your team deliver on all promised benefits, or the sponsor will not support
the team in future.
3. At the end of the academic year, send each sponsor a short report on your activities for
the year, along with the name of your new team captain or sponsorship representative.
Together, these activities will ensure that your sponsors are appropriately thanked, and that
your team has the continuity they need to successfully secure sponsorships the following year.

Liability Insurance
Student teams are often required to carry Liability Insurance in order to compete in events or
test their projects in certain facilities. UBC provides student teams with Liability Insurance. To
request a certificate of insurance for your team, please email UBC Risk Management Services
via Blossom Sobrinho (blossom.sobrinho@ubc.ca). Be sure to include the facility that is
requesting the certificate of insurance, what specifically they require, and the dates which the
facility will be used.
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News and Publicity
Are you wondering how you can get the word out about the cool new inventions you and your
team are working on, or how you can promote your upcoming competition or member
recruitment event? Find out the various channels through which you can best communicate
and market your news and events in this News and Publicity guide compiled by Applied Science
Communications and UBC Public Affairs.

Publicizing Your Team for New Members
There are several different mediums through which you can advertise for your team through
UBC Engineering and the Engineering Undergraduate Society (EUS).

e-nEUS
e-nEUS is a weekly email newsletter that goes out to all current UBC Engineering undergraduate
students.
The e-nEUS goes out on Sunday evenings, from September to April, and on a monthly basis in
the summer. Articles are accepted up to 5pm the Wednesday before the e-nEUS comes out!
The e-nEUS is a great way to get word out about:
• EUS events
• Engineering Student Services/Co-op/Faculty notices
• Industry Announcements
Before filling out the submission form (http://ubcengineers.ca/eneus/submission-form/),
please familiarize yourself with the submission guidelines
(http://ubcengineers.ca/eneus/submission-guidelines/).
To contact the e-nEUS Editor, e-mail eneus@ubcengineers.ca.

Digital Signage
If you would like to promote your event using the TV monitors throughout UBC and Engineering
buildings, please follow the instructions below:
1. For the template and tips on how to create the slides for the digital system, please go
UBC Digital Signage for design/content tips and sign templates.
2. Decide on your target audience:
• For campus-wide distribution: please contact the UBC Digital Signage team –
they require 2 weeks’ notice
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•

For Engineering-building distribution: please contact advertising@apsc.ubc.ca –
please allow for 2-4 business days to upload to the system
3. During events: if you wish to have your slides show exclusively on a monitor during an
event, please contact the individual manager for each building/monitor:
• Kaiser atrium, 2nd Floor Kaiser lounge & Macleod atrium: ece help desk
(help@ece.ubc.ca)
• Engineering Design Centre: Clara Soyris (clara.soyris@ubc.ca)
• Chemical & Biological Engineering building: Magnolia Flores
(mflores@chbe.ubc.ca)

Social Media – Applied Science and Engineering
•
•

•

For UBC Engineering Facebook page (primary audiences: current students, alumni,
general public): contact the APSC Communications Team at socialmedia@apsc.ubc.ca.
For Twitter, @ubcappscience and @ubcengineering (primary audiences: general public,
industry, current students, alumni, media): contact the APSC Communications Team at
socialmedia@apsc.ubc.ca.
For UBC Engineering Facebook groups (primary audience: current students): contact the
APSC Communications Team at socialmedia@apsc.ubc.ca.

News – UBC Public Affairs and Applied Science
Applied Science Communications is the main channel of communications and marketing for the
Faculty of Applied Science, and UBC Public Affairs is the university’s conduit to the media. Both
units support students and faculty by helping assess if a story has news value, identifying the
best media outreach strategy, and writing and packaging stories.
Applied Science Communications promotes news through our APSC (www.apsc.ubc.ca) and
Engineering (www.engineering.ubc.ca) websites, e-newsletters and social media (Twitter and
Facebook).
UBC Public Affairs deliver news to the media through our UBC News website
(www.news.ubc.ca) and several formats: media releases, Q and As, media advisories, expert
advisories and social media (Twitter).
Student engineering teams work with UBC Public Affairs, Applied Science Communications and
the news media when they are preparing for competition and planning a media event to
showcase their work and innovation. UBC News may issue a media advisory to invite journalists
to attend the event and provide some details on what they will see. Applied Science
Communications amplifies Public Affairs efforts through our various channels.
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Tips for working with UBC Public Affairs and the news media:
•

•
•
•
•
•
•

Timing: Contact Public Affairs before you hit a major milestone or head to a
competition. Journalists want to tell these stories when the news happens, not after.
Make sure to give us enough time to work on the event and advisory together. When
you contact PA, please let us know what sort of timing we’re working with.
All stories are worthy – not every story is newsworthy. Identify what makes this story
newsworthy and any news hooks. What’s particularly interesting or quirky about what
you’re doing?
Identify what the implications of your work/findings are. Ask yourself, why should
readers of the Globe and Mail, or the Vancouver Sun care?
Use language that you would use for speaking to the general public – try to avoid the
use of technical jargon.
Multimedia: Journalists are more likely to cover stories if we can provide good photos
and videos. Try to document your building process so you can provide video and photos
of the entire process to journalists.
Spokespeople: Identify a few people in your group who will do interviews.
Key messages: Develop three key messages that you want to share with media. These
can address the question: what are you doing? Why are you doing it/what are the
implications of your work? What comes next in this field? Make sure the spokespeople
know the key messages and practice saying them out loud before they do
interviews. Use these key messages in interviews to help reporters tell your story.

A final word: the media provide a great opportunity to convey your story widely. Once you
have prepared yourself for interviews and sent out your story, you need to be available and
responsive to media, and sensitive to their deadlines.
For your news needs, contact the APSC Communications Team at socialmedia@apsc.ubc.ca.

Publicizing Your Event/Competition for Attendance
Social media—Applied Science and Engineering:
• For UBC Engineering Facebook page (primary audiences: current students, alumni,
general public): contact the APSC Communications Team at socialmedia@apsc.ubc.ca.
• For Twitter, @ubcappscience and @ubcengineering (primary audiences: general public,
industry, current students, alumni, media): contact the APSC Communications Team at
socialmedia@apsc.ubc.ca.
• For UBC Engineering Facebook groups (primary audience: current students): contact the
APSC Communications Team at socialmedia@apsc.ubc.ca.
UBC Events—Applied Science calendar:
Applied Science has its own UBC Events calendar in which events that pertain to the entire UBC
community are advertised. If you wish to promote an event that has a UBC-wide appeal on this
calendar, please contact the APSC Communications Team at socialmedia@apsc.ubc.ca.
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Applied Science and Engineering events calendars:
APSC and Engineering event calendars are hosted on the APSC and Engineering websites:
http://apsc.ubc.ca/news-events/calendar and http://engineering.ubc.ca/news-events/calendar.
To request for an event to be posted, contact the APSC Communications Team at
socialmedia@apsc.ubc.ca.
APSC This Month
APSC This Month is Applied Science’s monthly e-newsletter for APSC faculty and staff. The
recurring submission deadline is typically the last Friday of each month for the following
month’s edition. To submit news items, fill out the following form:
http://apsc.ubc.ca/webform/apsc-month-submission-form. If you have any questions, contact
the APSC Communications Team at socialmedia@apsc.ubc.ca.
e-nEUS
e-nEUS is a weekly email newsletter that goes out to all current UBC Engineering undergraduate
students.
The e-nEUS goes out on Sunday evenings, from September to April, and on a monthly basis in
the summer. Articles are accepted up to 5pm the Wednesday before the e-nEUS comes out!
The e-nEUS is a great way to get word out about:
• EUS events
• Engineering Student Services/Co-op/Faculty notices
• Industry Announcements
Before filling out the submission form please familiarize yourself with the submission
guidelines. (listed on form)
To contact the e-nEUS Editor, e-mail eneus@ubcengineers.ca.
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Faculty Advisors
All Engineering Design Teams are required to have at least one faculty advisor from within
APSC. The advisor will typically be a faculty member of the team’s Host Department. In the
case of dual-hosting, there will be an advisor from each Host Department.

Responsibilities of the Faculty Advisor
•

Communication: The advisor is expected to meet with the team’s captains at least two
times per year. This would optimally be at the start of every term, after new members
have been determined or team starts new projects. It is recommended that the faculty
advisor meets and/or communicates with the team regularly, especially for new design
teams that are starting from scratch.

•

Access: The advisor is expected to be aware of space and resource issues and be
available to relay requests to the department and/or APSC. This may relate to
workspace, storage, transportation, fabrication, testing labs and external resources.

•

Funding: If asked by the team, the Advisor is expected to advise the team on funding
opportunities, such as PAF and TLEF, including reviewing proposals, and on sponsorship
strategies. The Advisor will also be required to approve and sign the acceptance of giftin-kind sponsorships received by team to ensure its value to both the team and the
University.

•

Finance: The advisor will need to sign off on any expense claims submitted by the team
members. We have recommended to the teams to submit expense claims once a
month.

•

Design mentorship: If the team requests design reviews related to the team’s prototype,
or to competition preparations, the Advisor is expected to meet on an ad-hoc basis at
the request of the team captain.

•

Contact: The Advisor is expected to advise the team directly (via email, for example) for
any opportunities or other reasons that the Advisor may find compelling, e.g., lectures
coming to campus, upcoming conferences, new vendors of relevant technologies, new
labs on campus.
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Responsibilities of the Team
The captain of the Team is expected to be the primary contact to the Advisor.
•

Communication: Requests to the Advisor should be given with ample lead time and be
sensitive to the advisor’s research and teaching schedules. Routine matters that can be
handled at the administrative level should first be made through the EDTC or the APSC
Faculty Coordinator. Teams must inform their Faculty Advisor when transitioning
Captains or important executive members.

•

Initiative: For all the categories listed in “Responsibilities of the Faculty Advisor”, the
team is expected to initiate contact. Contact with the Advisor should be restricted to
high-level matters.

•

Invitations: The team shall invite the Advisor to periodic meetings, competitions, field
trips, tests, etc., that may improve the connection and awareness with the advisor.
Even though the Advisor may not always be able to attend, it is important to provide an
awareness of ongoing team activities.

How to Approach a Faculty Member
It may be daunting to approach a faculty member and ask them to be an Advisor to your team.
It is important to ensure that you have a faculty advisor belonging to each of your hosting
departments.
•

Relevance: Consider a faculty member’s area of research. They will likely be able to
provide more support to your team if their expertise aligns with your design challenge.

•

Make a plan: Approach the faculty member with a clear plan of your Team’s objective
and deliverables. Set up an appointment via email.

•

Make them aware of their role: the preceding pages in this document are a good
guideline for the role of a faculty advisor.

•

Consider their time commitments and be respectful of them. Clarify expectations
regarding support, communication and technical involvement at the start.

If you require additional help in contacting a faculty member to be your team’s advisor, please
contact the Engineering Teams Coordinator at team.engineering@ubc.ca.
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Team Resources
Faculty support for Engineering Design Teams includes granting access to equipment,
machinery, and workspaces. The following section outlines the procedure for gaining access to,
and utilizing the various resources afforded to teams.

Team Trailers
The APSC Student Teams have access to two trailers to aid them in transporting projects. There
is a Closed Box trailer and a Flat-Deck trailer. These trailers are housed in the UBC Gas Gun
Enclosure across from Thunderbird Stadium. Access to the enclosure is mostly regulated by a
combination lock on the gate. Trailer Keys will be stored in combination lock Key Safes on each
trailer. Teams may access the space at any time to retrieve or return a trailer, provided they
have first booked the trailer and spoken with the Design Teams Coordinator to request the use
of a trailer. The combinations to each lock may be changed on a semi-annual basis to improve
security, however the Student Teams Coordinator will alert you to any changes before the date
of your request.
The image part with relationship ID rId9 was not found in the file.

The image part with relationship ID rId9 was not found in the file.
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UBC’s Formula SAE Team has a smaller box trailer which was donated to their team and is also
stored in the Gas Gun Enclosure. This trailer is also available for student team use, however
bookings will go through Formula, to ensure that they have priority for its use.

Parking
Each trailer has a designated location in order to ease future access and to avoid disrupting the
research in the Gas Gun Enclosure. Parking may not block the driveway and must leave a clear
path to the dumpsters located on the left side of the building. In the figure above, the two
dumpsters are marked D1 and D2. The Student Teams Storage Container is marked C. The
Trailers are marked as follows:
T1 – flat deck trailer
T2 – large box trailer
F – Formula UBC’s box trailer

Trailer Descriptions
Large Box Trailer:
Description:
§

Enclosed trailer

§

Inside dimensions: 246!L x 96.25!W x 79!H

§

Rear door dimensions: 89!W x 76.5!H

§

§

GVWR: 6273 kg (Gross Vehicle Weight Ratio – Total permissible weight of trailer and
payload combined)
Curb weight: 1740 kg (empty weight)
Max. payload weight: 4533 kg

§

Coupler: 2-5/16! ball

§

Trailer is insured

§

Use Requirements:
§ Requires vehicle with brake hookup.
§ You must provide your own vehicle capable of towing this trailer and your payload.
§ Driver must carry a valid driver’s license.
§ Towing large loads may require a specialized license. If in doubt, contact ICBC.
§
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Flat Deck Trailer:
Description:
§
§
§
§
§
§

Deck dimensions: approx. 5ft x 12ft
GVWR: 1000 kg (Gross Vehicle Weight Ratio – Total permissible weight of trailer and
payload combined)
Curb weight: TBD
Max. payload weight: TBD
Coupler: TBD
Requirements: TBD

Use Requirements:
§ You must provide your own vehicle capable of towing this trailer and your payload.

Picking-Up and Returning a Trailer:
1. The trailers are to be picked up from the Gas Gun Enclosure (6301 Stadium Road UBC).
2. Be sure to ask Richard Colwell for the insurance papers of the trailer you’ll be taking
ample time before your trip.
3. Perform a safety check on your booked trailer 2 weeks before your booking and report
on its condition. If any minor upgrades are necessary, get confirmation from Richard
Colwell before purchasing and you will be reimbursed.
4. If the gate to the enclosure is locked, you can open it using the provided combination
from the Engineering Design Team Coordinator. Please note that the combination line
on the gate lock is the TOP LINE of numbers, not the middle line of numbers as many
people anticipate. Please re-lock the gate when you leave.
5. At the request of the Gas Gun Enclosure Researchers, if you are picking up a trailer while
there are people working in the Gas Gun Enclosure, please walk inside the building and
give them a quick idea of what you will be doing and how long it will take.
6. To unlock the trailer you will be using, you can find the trailer’s keys inside a
combination key-safe provided by the Engineering Design Team Coordinator.
7. When you are done using the trailer, please return the keys to the key-safe and park in
the same spot you picked the trailer from.
8. IMPORTANT: we are guests in the Gas Gun Enclosure. We must be sure that the trailers
stay as out of the way as possible. Please leave the trailers parked in their designated
location.
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Notes:
§

There is to be absolutely no food in the trailers! The Gas Gun Enclosure has a history of
rat problems and we do not want this to affect our trailers.

§

Please be aware of your noise level when you are in the enclosure. It is a working lab
and we do not want to interrupt the research being done.

Storage Container
Any teams storing equipment in the storage container must clearly label each item/box with
the design team name, email, and phone number. Contents will be audited frequently to
ensure garbage does not accumulate in the container.

Welding Services
As welding is an extremely hazardous activity for anyone who is untrained, UBC forbids
students who have not received the appropriate certifications from welding on campus. As
many teams require welding in the fabrication of their projects, the Faculty of Applied Science
has hired a certified student, Daniel Granger from Baja (danieljgranger@hotmail.com) to
provide teams with welding services. When requesting a welding job, please note the following:
The Student teams should essentially be creating welding procedures, as part of their design
process. This experience will serve them well later in their careers as engineers. The student
teams should fully consider all stages of fabrication when designing their parts including:
Material, (can the metals be welded together)
Welding processing (what process is to be used to welt the pieces e.g. TIG, MIG)
Part geometry (can the welding torch fit into all tight corners)
Jigging (the part and all its components should be fully supported and held in position.
Additionally, metals should be prepped - cleaned to bare shiny metal -ss before being
assembled in the jig.)
The student teams should do the necessary research to determine the feasibility of the
production of the part before it is given to the welder. Also note that there is a clear
expectation that reasonable time-lines needed to complete any work must be observed and
that it is up to the discretion of the team’s welder with respect to his academic schedule.
Teams with home Department welding services available are welcome to continue using them
and consider this service as an extra resource.

EDC 101A – Ledcor Group Composites Room
The EDC Team Space in room 101 is home to several student teams and the Ledcor Group
Composites Room. The Composites Room is available for team use for activities including
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composites layup and sanding. The room maintains a negative pressure environment to
prevent fumes from escaping to the Team Bays.
Rules:
§

May be used for composites layup and sanding. NO spark-generating activities or
sources of ignition allowed.

§

The use of spray paints is prohibited in this room. Painting may be done in the Building
Operations paint booth. You can contact the APSC Safety and Facilities Officer to
arrange bookings.

§

New users must first complete a Safety Orientation of the space and Respirator Fit
Training.

§

Appropriate PPE must still be worn when working in this space.

§

The space must be clean and empty at the end of each use.

§

Failure to follow these rules may lead to temporary or permanent loss of access
privileges to the room.

§

Teams must book the room before using the space, using this form
http://goo.gl/forms/AvxArdVpct. Make sure to check the availability of the room on the
teams website before proceeding http://teams.engineering.ubc.ca/studentresources/bookings/

The Ledcor Group Composites Room is also equipped with a flammables cabinet, for the
storage of combustible and otherwise hazardous materials. Teams should use this cabinet to
store hazardous fluids such as gasoline, resins, and paint thinners.

EDC 211 – Workshop
The EDC 211 Workshop is comprised of two areas: A Design Space and a Fabrication Space. This
workshop is a shared space between all the design teams and even graduate students,
therefore it must be kept clean at all times. Do your housecleaning after you do your work in
here – put tools away, vacuum/broom, clean spills, dispose of garbage, etc. It is important to
note that food and drinks are not allowed in this workshop. Teams that do not follow these
rules will be banned from the workshop, with no exceptions.

Design Space
The design space is available for student use for design projects. Space access will only be
granted after the student has completed a safety checklist for the space. The Design space
includes workbenches, vices, and power outlets. Students using this space will also have access
to a loaner tool box and e-toolbox. This space also now features two 3D printers for prototyping
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purposes available to all the design teams. Below, the rules and policies for the two 3D printers
can be found. These rules were agreed upon during the captains meeting on June 13th 2016. It
is important to note that these rules must be strictly followed by all design teams, failure to do
so will result in teams being banned from using the printers. However, suggestions may be
made to improve the logistics of using the printers. Send your suggestions/feedback to the EDT
Coordinator at team.engineering@ubc.ca
ROKIT 3DISON H700 Professional 3D Printer

Commented [YA1]: Need to update this information. Add IGEN
printers?

The Engineering Design Team Council purchased a ROKIT 3DISON H700 Professional 3D printer.
This printer is intended to be used as a high-quality prototyping tool and not as a learning or
experimental tool like the makerbot. Treat this printer as you would treat a CNC machine or a
waterjet. The rules and policies are the following:
•
•
•
•

•

•
•
•
•

Only officially trained team members are able to operate the printer. A maximum of 2
students per team is allowed to be trained by the EDT Coordinator. These trained team
members are responsible for printing their respective team parts.
At the beginning of each term, a team can choose to switch their 2 members or to keep
the previous ones. No un-trained students are able to operate the printer.
Trainings will take place once every term. There will be a registration required for those
team members that wish to be trained.
A trained student will only be trained to be able to 3D print parts and to solve common
issues during printing. In case of a bigger printer malfunction, only the EDT Coordinator
and the “3D Printer Support Group” can attempt to fix the issue. Trained students shall
NOT attempt to fix the printer without permission.
Each team is entitled to 700g of PLA (the equivalent of one filament roll) at the expense
of the EDT Council for printing parts used in their respective teams. If a team exhausts
their roll prior to the end of a term, it is the responsibility of the team to pay for further
filament used. Cost is $0.10/gram after the complimentary roll is finished, including any
rafts, supports and failed prints.
Only PLA (multiple colors) is available for this printer at the moment, more material
options will come soon.
There is an online booking service to book the printer. Only trained members will be
allowed to book the printer using their personal email. This is to avoid other non-trained
members booking the printer without prior authorization.
At the end of each print job, the trained student must fill out a form to indicate the
number of grams used. This form is used to keep track of filament usage.
There is a booking time limit of 8 hours per team in a day during peak time periods. For
longer booking times, the EDT Coordinator must be informed a week before the
intended booking time.
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Makerbot Replicator 2X 3D Printer
In the past, the Makerbot was broken due to inappropriate use. So new rules & policies have
been created in order to properly maintain the printer at a functional state. This printer is
intended to be used as a prototyping tool with room for learning, but no experimentation. The
rules and policies are similar to the H700 rules, with the following exceptions:
•
•

•
•
•
•
•
•

The printer will no longer be available to all Engineering students, but strictly to
Engineering Design Team members (there can be exceptions by the discretion of the
EDT coordinator. This is to ensure accountability for users of the machine.)
The Makerbot is open to every design team member, it is not limited to only the two
officially trained members like the Rokit. However, the officially trained members are
responsible for training their team members on how to use this printer. No un-trained
member is able to operate it. This opens the possibility of learning how to use a 3D
printer for new design team members.
Similar to the H700 training, the same two students will be officially trained on how to
use the Makerbot. These trainings will take place once every term.
There is no complimentary material for the Makerbot. Cost is $0.10/gram including any
rafts, supports and failed prints.
Only ABS (multiple colors) is available for this printer.
There is an online booking service to book the printer. Any team member is able to book
the printer using the team’s email, provided that they have been trained by their
officially trained team member, or by the “3D Printer Support Group”.
At the end of each print job, the user must fill out a form to indicate the number of
grams used. This form is used to keep track of filament usage and to bill the team. A
speed chart must be provided on this form.
There is a booking time limit of 5 hours per team in a day during peak time periods. For
longer booking times, the EDT Coordinator must be informed a week before the
intended booking time.

Access to both printers are controlled using Bluetooth locks. After the training sessions each
term, make sure to leave your name, team, student number and email address with the EDT
Coordinator to be granted access to EDC 211 and the Bluetooth locks.
A 3D Printer Support Group, composed of volunteers from teams, exists to assist the EDT
Coordinator in maintaining the printer at a fully functional state, train and assist team members
on printing, keeping track of records, etc. These students are trained by the EDT Coordinator
and are able to have a more “hands-on” approach to both printers.
Teams must inform the EDT Coordinator about their 2 chosen team members to be trained
within the first week of classes of each term or after the teams training session in September.
Trainings will take place after the first week of classes. Details and links to booking the printers
will be provided during the trainings.
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Fabrication Space
The fabrication space is equipped with a pipe bender, sand blaster, pan and box brake, foot
shear, and drill press. Students are permitted to use this equipment provided they have gained
access to the assembly space and have completed training for the same equipment elsewhere.
Training will not be provided for this equipment. The Fabrication Space also features a CNC
Router, with a new improved guard, available for wood or foam cutting. Teams may only use
the CNC Router if they have been trained by the EDT Coordinator or they have proven previous
experience with CNC machines. Acceptable training for the fabrication space are:
•
•
•
•

MECH shop course
Eng Phys shop course
ECE shop endorsements
Training from BCIT or equivalent

The APSC Safety and Facilities officer Richard Colwell (richard.colwell@ubc.ca) will also be
giving people wanting access a quick orientation in groups. This can be arranged through the
Engineering Design Team Coordinator (team.engineering@ubc.ca).

Commented [YA2]: Add section for milling machine?

EDC 213 – Electronics Workroom
The EDC Electronics Workroom houses electrical equipment for student project use. Available
equipment includes oscilloscopes, soldering irons, and multimeters. FOB access is required for
the use of this space and can be obtained after completing the Electronics Workroom Safety
Orientation. It is important to note that no food and drinks is allowed in this room.

Departmental Workshops
Several different departments at UBC have Workshops available for student use. The
departments with student shops include: Mechanical Engineering, Electrical and Computer
Engineering, Physics and Astronomy, Integrated Engineering, and the School of Architecture
and Landscape Architecture. The departments which offer support machining services include:
Mechanical Engineering, Electrical and Computer Engineering, Civil Engineering, Physics and
Astronomy, Chemical and Biological Engineering, Materials Engineering, and Chemistry.
Please visit the sites of these individual departments for more information on usage, access,
and equipment.

Information Technology Resources
If you have an IT request, fill out the form found on the Engineering Design Team
website and email it to team.engineering@ubc.ca. If the EDT Advisory Committee
approves the request, we will send it to IT.
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The form can be found here: http://teams.engineering.ubc.ca/student-resources/edthandbook/

Academic Concessions
If you will miss an exam due to travel for a design team competition or conference,
please apply for an academic concession. To do so, contact the Student Professional
Development Officer, Minoli Navaratnam (minoli.navaratnam@ubc.ca).
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FAQ
1. I want to start a team. What do I do?
Refer to Starting a Design Team section of this Handbook.
2. I have issues with my current team.
Depending on the nature of your concern, you may speak to your Team Captain, the
Engineering Design Teams Coordinator (team.engineering@ubc.ca), the Student
Professional Development Officer, (elise.goodreault@ubc.ca) the Safety and Facilities
Officer (richard.colwell@ubc.ca) your Faculty Advisor, or the Engineering Student Teams
Faculty Head (vdl1@mail.ubc.ca).
3. I am a Team Captain and I’m not sure we’ll meet our technical/financial goals this year.
What should I do?
Set up an appointment as soon as possible with your Faculty Advisor first, and then the
Engineering Student Teams Coordinator to discuss options.
Teams are foremost an opportunity for students to develop personally and professionally,
and learn from any potential failures. There is support available at all times.
4. I am a team member and I see unsafe practices being conducted in or around my
workspace. What should I do?
Contact your Safety Officer immediately. If you do not feel comfortable doing so, you may
contact either of the following: The Engineering Design Teams Coordinator, the Student
Professional Development Officer, your Faculty Advisor, the Safety and Facilities Manager,
or the Engineering Student Teams Faculty Head.
5. My team did very well at a competition. Who should I tell?
Congratulations. Please let the Student Teams Coordinator (team.engineering@ubc.ca)
know, as well as the Applied Science Communications Manager, Wendy McHardy
(Wendy.mchardy@ubc.ca), and the Applied Science Development Coordinator,
(team.sponsorship@apsc.ubc.ca). All three may be able to promote your team’s success at
different levels within UBC and externally.
6. My team is done with our project. What do we do with it now?
Many teams choose to hold on to their projects to show off at events. When this is less
convenient (i.e. with larger projects), teams often salvage whatever parts and materials
they can from the past projects, and dispose of the rest. Before destroying your project,
please contact the Student Teams Coordinator to see if the Faculty of Applied Science
would like to showcase your project.
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7. Why should I keep a personal log/portfolio of my student team activities?
Employers love seeing examples of actual technical work that has been completed by
students. Example work gives a more complete picture of a student’s capabilities and
experience. It is never too early to start documenting your project experience. Good things
to include in a student portfolio include 3D Models and Assemblies, Simulations, Computer
Programs, Project Photos, and Project Results.
8. I have spent money to buy supplies for the team, what should I do?
Keep all of your receipts, originals are required to be reimbursed. Please see the section
Finance – Teams for more information.

If you have any remaining questions which were not answered in this handbook, please contact
the current Student Teams Coordinator at team.engineering@ubc.ca.
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Appendix A: Existing Teams
A1: Aerospace Teams
UBC Orbit pushes the limits of technology in an attempt to build a nano-satellite using “off the
shelf” products. This nano-satellite will theoretically be launched into space carrying a scientific
payload. The winning team of the Canadian Space Design Challenge will have their project
blasted off into space to carry out their scientific experiment!
Website: http://ubcorbit.com/
UBC Rocket is dedicated to the design, construction, and launch of suborbital rockets. The team
is gearing up to compete in their first Intercollegiate Rocket Engineering Competition this year.
Building a successful rocket is a truly interdisciplinary challenge, and requires expertise in nearly
all engineering fields. If you are looking for a fast-paced team with ambitious goals, this is the
team for you.
Website: http://www.ubcrocket.com/
UBC Mars Colony is dedicated to designing and manufacturing aspects of a habitat that can
withstand the challenges of the Martian environment. Different projects pertaining to the
colony, such as airlocks, air and water recycling facilities, biospheres, research facilities, etc. will
be worked upon in a cyclic fashion in biannual competitions. This team is a great option for
students interested in working in multidisciplinary projects and looking to learn more about our
neighboring planet and the opportunities and challenges it presents to humanity.
Website: https://ubcmarscolony.wordpress.com/
UBC AeroDesign builds and flies payload-lifting, radio-controlled airplanes to compete in the
international SAE Aero Design Competition. To build an airplane that can carry the most weight
and drop a payload onto a ground target most accurately involves a diverse range of
engineering sub-teams, such as airfoils, propulsion, avionics, and structures.
Website: http://www.ubcaerodesign.com/
Facebook Page: www.facebook.com/UBCAeroDesign/

A2: Automotive Teams
Formula UBC is a team of talented students committed to obtaining a well-rounded
educational experience in auomotive design. We design, build, test, and race a new single-seat
race car each year for competition in the Formula SAE Michigan collegiate design series. Our
objective is to create and promote a profesional Engineering team that can deliver a
competitive race car for competition against 120 top teams from around the world. We
promote a highly challenging Engineering environment that motivates collaboration.
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Website: http://www.formulaubc.com/
UBC Formula Electric is dedicated to designing and constructing a formula-style race car that is
completely electrical. Our goal is to compete against the top teams in North America in the
annual Formula SAE Electric competition. Featuring regenerative braking and student-made
electronic systems, the first iteration of the car also boasts two synchronous three-phase AC
motors, giving a power output of 80kW.
Website: http://www.ubcformulaelectric.com
UBC Supermileage Team is dedicated to the design and fabrication of ultra fuel-efficient
vehicles. Their current entries in the Urban Concept and Prototype divisions have achieved
upwards of 325 and 715 miles per gallon, respectively. With hard work and ingenuity, the team
strives to push the limits of fuel efficiency.
Website: http://www.supermileage.ca/
UBC Baja designs and constructs a single-seat all-terrain vehicle. In addition to participating in
the design and build process, students gain valuable experience promoting the vehicle,
generating financial support through various methods and, above all, managing team
responsibilities with academic and educational priorities.
Website: http://ubcbaja.com/
UBC Solar is a solar car racing team. The team builds full-scale electric vehicles powered by
solar panels built into the surface of the car, designed for competitive races against teams from
other universities. Students that join Solar have the opportunity to design and build various
different vehicle components, using industry standard automotive technologies. They work in a
collaborative environment and emphasize knowledge transfer between senior and junior
students.
Website: http://ubcsolar.com/

A3: Chemical and Biomedical Teams
UBC Biomedical Engineering Student Team (BEST) is an undergraduate, multidisciplinary
student team focused on developing context appropriate solutions to medical challenges
worldwide. BEST consists of 80 members spanning across 7 faculties, working on 7 different
projects. BEST aims to develop and implement innovative technology, develop its members
both technically and professionally, and to promote entrepreneurship within the biomedical
field.
Website: http://best.ece.ubc.ca/
Envision is the student chapter of the American Institute of Chemical Engineers (AIChE) at UBC.
Envision also supports several student design teams in the chemical engineering department,
including UBC Green Joule, BioT, Agrobot, and their oldest project, ChemE Car.
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Website: https://www.ubcenvision.com/projects/
UBC BIOMOD is a multidisciplinary undergraduate student team that participates annually in
the BIOMOD competition, a biomolecular nanotechnology design competition founded in 2011
by the Wyss Institute for Biologically Inspired Engineering at Harvard University. The UBC team
was founded in 2015 and was able to successfully place Silver and first place in the audience
choice category in their simultaneous and triggered release drug delivery system to treat
cancers. The competition allows undergraduate students to come together as a team, think
outside of the box, and reengineer biomolecules like DNA, RNA, proteins, lipids and
carbohydrates to design systems to solve environmental, electrical, biomedical, and
computational problems. Deliverables for the competition include a website, video and a
presentation at the Jamboree hosted at Harvard University. Overall, the UBC BIOMOD team is a
fun way to get involved in the design process, gain lab experience and learn about how we can
reinvent the purpose of biomolecules using nanotechnology!
Website: http://www.ubcbiomod.com/our-team.html

A4: Computer Teams
UBC Launch Pad is a student team focused on annually developing a web or mobile application.
Members can expect to gain real world software engineering experience through the full stack
development of the app, in addition to the project’s market research and deployment.
Website: http://ubclaunchpad.com
UBC Rapid is designing rapid prototyping machines, also known as 3D printers. Their goal is to
produce 3D printers that are fast, cheap, and with unprecedented precision.
Website: http://ubc-rapid.com/blog/

A5: Watercraft Teams
SUBC also known as UBC’s Human Powered Submarine, is exactly that. Students design and
fabricate a “wet” submarine (which means that it’s flooded) that is powered entirely by a single
person! But don’t worry, along with being in full scuba gear, the submarine pilot is also
accompanied by a certified dive team. They compete in an international competition held in
Maryland, USA.
Website: http://blogs.ubc.ca/subc/
UBC Sailbot designs and builds a fully autonomous robotic sailboat. After consecutively winning
the International Robotic Sailing Regatta for the three years, they set their eyes on the Atlantic
Ocean with their newest sailbot! They design power, control, motor, sensor and satellite
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communication systems built into a carbon fiber hull, along with route making and obstacle
avoidance software algorithms, to ensure that their vessel can survive what the Atlantic Ocean
has to offer.
Website: http://sailbot.org/
UBC Voyage designs and builds unmanned autonomous research boats. The team is currently
building a vessel be the first to cross the Atlantic Ocean autonomously in August 2019. The 5
meter ship will be driven by electricity from solar panels, making her energy self-sustainable.
After the Transatlantic crossing, we will draw on our experience to optimize the vessel for
autonomous marine research.
Website: https://ubcvoyage.com/
UBC Subbots is an engineering design team dedicated to the design and fabrication of a fully
autonomous underwater vehicle (AUV). The team competes at RoboSub, an international
engineering design competition held in San Diego, California, where teams from around the
world compete in a series of underwater tasks that mimic real world design problems related to
underwater exploration, seafloor mapping, and sonar localization. Their project encompasses
aspects of robotic and marine design which includes machine learning, computer vision, signal
processing, power electronics, actuation, propulsion, hydrodynamics and stability.
Website: https://subbots.ca/

A6: Robotics Teams
Snowbots research and design autonomous vehicles ranging from self-driving cars to automatic
snowplows. All vehicles designed require no human input for operation. They currently go to
the Intelligent Ground Vehicle Competition in Michigan and the Institute of Navigation
Autonomous Snowplow Competition in Minnesota.
Website: http://snowbots.ca/about/
Thunderbots FC are a football club of soccer playing robots. Designed and built to be
autonomous, the robots, as a team, can carry out plays and strategies and recognize each other
on the playing field. They play in the RoboCup Soccer Small Size League which is hosted all over
the world.
Website: http://thunderbirdrobotics.butteacm.org/
Open Robotics is a student robotics team that aims to increase robotics knowledge through
free training, online resources, and public demonstrations. The team's main project is a full-size
domestic assistive robot, however the team supports smaller robotics projects with prototyping
resources, robotics components, and mentorship. The team plans to compete in Robocup@
Home in 2018.
Website: http://openrobotics.ca/

49

APPENDIX A: EXISTING TEAMS
UBC Unmanned Aircraft Systems is focused on pushing the limits of unmanned aviation. The
goal of each year is to develop commercial-grade UAVs capable of surveillance, search-andrescue, and other missions, in order to compete at national and international competitions,
while providing enriching learning opportunities and experiences for the team. UAS consistently
places 5th out of nearly 20 registered teams at competitions by developing advanced
technologies like image processing algorithms and differential GPS units.
Website: http://ubcuas.com
UBC AgroBot is looking to design more efficient ways to grow food and sustain our growing
population in the face of climate change. The UBC AgroBot team is building a fully autonomous
robot capable of analyzing its environment and performing targeted weeding, fertilizing and soil
analysis though the use of advanced robotics, image recognition and machine learning.
Website: https://ubcagrobot.com/

A7: Civil Teams
UBC Concrete Canoe gives members a chance to experience real-world challenges and engage
in unique engineering projects. Members have the resources, mentors, and opportunities to get
involved with a large variety of activities, both technical and practical. From laboratory testing
and computer modeling, to networking and budget management. If you love paddling, we’ve
got plenty of that too! Each year the team attends two competitions, one in northwest America
and one in Canada. They design, test, build, and ultimately race a canoe made entirely of
concrete. For those of you who are wondering, yes! It floats!
Website: https://yesitfloats.com
Concrete Toboggan team designs, builds, and races their sled in the Great North Concrete
Toboggan Race. The sled must seat 5 riders; have complete roll cage, braking, and steering
systems; be under 350 pounds; and have a running surface made of concrete! We are formed
mainly of Civil, Geotechnical, Mechanical, and Material engineering students, but are open to
everyone willing to pull a slump test with us. The competition travels to a new Canadian city
every year. The design and technical justification of the sled are scored by academics and
industry professionals before universities race head to head at a local ski hill.
Website: http://toboggan.sites.olt.ubc.ca/
UBC Steel Bridge designs, fabricates, and constructs a steel bridge defined by the competition
rules published anew each year. We compete in three competitions every year against
universities across North America hosted by the Canadian Institute of Steel Construction (CISC)
and the American Society of Civil Engineers (ASCE). Our performance is measured by assembly
speed, bridge weight, deflection under 2500 lb load, and display. Members have the
opportunity to perform a variety of technical tasks such as structural analysis and drafting using
AutoCAD, S-Frame, and SolidWorks - programs which were given little exposure in class. If you
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are looking to develop your soft skills, we also provide experiences with networking, project
management, and finance.
Website: http://ubcsteelbridge.ca/
UBC Seismic competes annually in the Seismic Design Competition (SDC), a civil engineering
competition hosted by EERI Student Leadership Council. SDC promotes the study of earthquake
engineering among undergraduate students, while providing them with an opportunity to work
on a unique design project and construct a cost-effective and architecturally pleasing building
to resist seismic loading.
Website: https://www.ubcseismic.com/

A8: Sustainability Teams
Sustaingineering UBC designs, develops and applies sustainable energy solutions for developing
communities. Their goal is to create powering solutions to take on the grand global challenge of
climate change and to improve the quality of life of the people living in these communities.
Website: https://www.sustaingineering.com/
UBC WasteNauts builds machines to recycle plastics in order to produce usable products. Their
goal is to develop a community that recycles transparently and spreads education about closedloop economies and extended product life-cycle awareness.
Website: http://www.meltcollective.com/wastenauts/
Third Quadrant Design competes in the US Department of Energy’s Solar Decathlon (SD), an
international collegiate competition that challenges teams to design and build energy efficient
and innovative buildings. The team offers members learning opportunities in the green building
sector through our interdisciplinary integrated building design process, industry lunch and learn
sessions, training in softwares such as Revit, OneClick, Therm, AutoCAD and HERS, and
upcoming real life construction opportunities.
Website: www.facebook.com/thirdquadrantubc
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Appendix B: Team Document Examples
B1: Supermileage Team Structure (2015/16)

UBC Supermileage Team
2015-2016 Executive Role Descriptions
Purpose
This purpose of this document is to define the executive positions on the UBC Supermileage team.
This is a supporting document for the “2015-2016 UBCST Executive Role Applications” and exists to
help you determine what role best suits you! It also helps clarify new team structures and outline the
division of responsibilities for all current lead and administrative positions on the team.
Use this document as a tool to learn what you need, or clarify questions you have: there is no
requirement to read its entirety!

General Structure
The purpose of the UBC Supermileage team is to create super fuel efficient vehicles for international
competitions, promote the education of future engineers, and raise awareness for sustainable
transportation and energy usage in the community.
The current team structure involves a Captain and three main groups: Technical Team, Support Team,
and Administrative Team.

Technical Team
•Design and Build of
Vehicles

Captain

Admin Team

Support Team

•Support Captain
and Technical
Teams

•Support and
Focus Technical
Team
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The Technical Team is focused on the design and fabrication of the vehicles. The majority of the team
is in this group within one of four divisions: Aero, Chassis, Engine and Electrical. The Technical Team
operates with the guidance of the Technical lead who oversees the respective design and
manufacturing projects within the divisions. The Support team is a group of leads without divisional
members which provide higher capacity assistance where needed, including Safety and Fabrication.
The Administrative Team oversees finances and communication for the team, including social media,
external communications, events and sponsorship. The Captain directs all three groups towards the
team vision, ensures cohesive design within the technical groups and completion of overall project. A
diagram of this structure is shown below.

Technical Lead

Aero Leads

Aero Division

Engine Leads

Engine Division

Chassis Leads

Chassis Division

Electrical Leads

Electrical Division

Technical Team

Fabrication Lead
Support Team
Safety Officer
Captain
Treasurer
Finance Team
Sponsorship Lead
Admin Team

Admin Lead

Social Media
Lead
Communications
Team

Public Relations
Lead
Webmaster and
Server Lead

The team attends the Shell Eco-Marathon Americas competition in April, and is likely to attend the
SAE Supermileage competition in June. Note that while the team generally follows a school year
schedule (September to April), the summer is also used as a transition period and a new executive can
expect responsibilities to begin as soon as appointed to their position. Planning and budgeting
processes begin by June at the latest.
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If structure changes are desired by members or leads throughout the year, they should be brought up
at a leads meeting and voted on by the team. If positions aren’t filled, the Captain will determine
alternate distribution of roles or other plans as needed and vote on these at the next team meeting.

General Responsibilities
All executives have the following responsibilities:
-

Determine year plan and budget by June 30, 2015
Document activities throughout the year and save on team file sharing system
Update schedule regularly
Promptly respond to team related emails, calls or other communication
Participate in all leads meetings and general meetings
Maintain communication with captain and update them on division progress and issues

-

Maintain communication with other divisions and ensure no conflicts between projects

- Fill out transition document at end of year
- Assist with deciding new executives and transition with them
- Respect other team members
General team member expectations:
- Participate in all general meetings
-

Encouraged to attend all leads meetings

-

Complete assigned projects or documents by date outlined by lead

-

Maintain communication with lead throughout project

-

Ask if you don’t know something!

-

Work in a safe manner, ensure you have appropriate training for your job

-

Respect other teammates and users of Rusty Hut or work area: clean up!

-

Assist in as many recruitment, outreach and media events as possible
Assist with sponsorship applications as needed

Technical Team
The technical team is in charge of the design and manufacture of team vehicles and leads are the
project managers of the technical team divisions. A lead position on the technical team requires a
large commitment of time and energy, but also high reward and opportunities. The responsibilities
are quite demanding but are generally shared amongst two or three co-leads. Leads are the head of
their division and are responsible for the overall project design, logistics and completion. The role
includes the following expectations for each division:
-

Oversee the overall design, resources and completion of the division’s portion of the vehicle
Determine scope and financial needs
Define all projects and understand their requirements
Prepare and present a training module at the beginning of the year for new members
Delegate projects and manage division members
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-

Provide guidance, mentorship and motivation to members
Ensure all members have appropriate skills or training for their task
Promote the development of new skills and innovations
Ensure support and mentorship is available for all division members
Regularly update division members on expectations and divisional progress
Oversee and participate in design and fabrication work
Order parts and submit receipts to treasurer (ensure only leads order parts)
Ensure all projects complete in a timely manner and comply with rules

In summary: leads are in charge of planning projects, managing team members, and handling finances
for their division. They work closely with other divisions to ensure cohesion and the highest mileage
vehicles possible. This role is well suited for someone with a competitive nature, strong leadership
skills, and a passion for innovative engineering.

Technical Lead
The Technical Lead is in charge of overseeing the work of the technical team. They push deadlines and
keep the technical leads on track with the work schedule and ensure that proper documentation of
design work is maintained. The technical lead must have a firm understanding of the competition
regulations and work with the leads to ensure proper dimensioning and safe practices. They have an
understanding of the big picture therefore promote cross communication between the divisions and
offer support for integration of the systems. The technical lead will also work with leads in the
beginning of the year to train new recruits on equipment handling, the technical details of the vehicle
and direct appropriate resources to member with technical questions. In addition, this lead position
has been made to promote a focused program of multi-year projects to put UBCST on top at
competition. They also exist to promote sound engineering and innovations and prevent the team
from becoming stuck in a rut, or chasing currently wining designs.
Responsibilities
-

Focus team on long term design
Work with captain to arrange leads meetings and chair the technical discussion
Ensure part orders are properly documented
Consolidate separate division timelines into one team schedule
Co-ordinate the two+ year design projects
Ensure current projects work with future plans
Assist leads with the training of new divisional members

Divisions
This section will outline the technical aspects each division works on and help clarify which division is
responsible for crossover projects between divisions. As needed, project responsibilities are shifted
between divisions after a clear discussion with the technical lead, the leads involved and the captain.
Each division works on both cars. The Division Leads are the specialists in charge of each division that
help develop the vehicle and run the “company”. The Division Members design and build the vehicle,
and are in constant training to become Division Leads.

Aero
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-

Aerodynamic shell, windows, hatches, doors, latching mechanisms
Shell mounting: responsible but works with Chassis team
Research and Development of new monocoque body – Work with Chassis Team

Engine
-

Engine, fuel injection, fuel system, sensors, ECU, drive train, engine tuning, dynamometer
Engine mounting: responsible but works with Chassis team
Drive shaft: responsible but may be transferred to Chassis
Develop rolling Dyno/Test Stand for prototype – Can be made into Capstone project

Chassis
-

-

All other mechanical components of car: chassis base, steering system, wheels and wheel
mounting, braking systems, throttle activation, firewall, roll cage, driver ergonomics, safety
systems, ballast
Components such as horns, steering wheel, wiper, battery mounting: responsible for
component mounting and electrical to do wiring
Cable routing, throttle and brake lines: work with driver, electrical and engine

Electrical
-

All electrical wiring, electrical panel and ECU mounting, wire routing, and external kill switch
mounting, dynamometer wiring and programming
- Driver and competition communication equipment (radios etc.)
- Lights mounting: responsible but work with Aero
Note that these are not exhaustive lists or hard boundaries: innovation and new projects are needed
each year to remain competitive! The delegation and functional separation of work is driven by each
team member’s technical skills and interests.

Technical Support
The technical support team is new in 2014 and exists to streamline the team and reduce load on the
technical leads. This team helps ensure cohesion and inter-divisional work, as well as a sense of
support and guidance to all members. Technical team leads work with all divisions and delegate tasks
as needed, but are not in charge of a set group of team members. This is a new team so the leads are
encouraged to be creative and try new things! This is a sort of freelance team: they are not tied to a
specific division or the captain and are able to take on tasks as needed throughout the team.

Fabrication Lead
The fabrication lead is a focal point to ensure the build portion of the cars comes together on
schedule. This role is suited to someone experienced in general fabrication on all aspects of the
vehicle, and who likes to get their hands dirty! Their main responsibility is to provide extra man power
and assistance to push large jobs to completion. If a lead is working on a major project such as a shell
mould and layup, the fabrication lead will assist that lead in the planning, scheduling and execution of
the project. Leads are heavily focused on the completion of the technical project: the fabrication lead
can help ensure setup and cleanup are accounted for as well. This includes a routine bi annual
cleanup of the downdraft table.
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This lead is a resource for members to talk to in the design stage to ensure a project is designed
appropriately for manufacturing. The fabrication lead works to ensure proper housekeeping of the
tools and machines and is in charge of ordering replacement parts if necessary. Pre-competition, the
fabrication lead manages the construction of the shipping crate.
Responsibilities
-

Major project assistance
Support for leads
Promote design for manufacture in all divisions
Equipment housekeeping
Train and assist new members with equipment handling

Safety Officer
The safety officer is in charge of team safety and the overall culture of safe work practices. This job is
critical as it is a requirement of our workplace! This lead coordinates the safety orientations in
September and ensures the team meets all safety requirements of working in Rusty Hut or other
buildings. They are also in charge of promoting a clean, respectful environment, which is a safe
environment! This is a highly important position as it also promotes a culture of professionalism and
quality which is reflected in our vehicles. This is not a highly time consuming position and is usually
held with other roles, but it is one that must be filled. This year, to enforce cleanup practices by all
members of the team, the safety officer is authorized to write up members for unsafe or dirty
working areas.
Responsibilities:
-

MSDS binder
Rusty hut orientation and safety documents
Safety equipment purchases
Replenishing stock of disposable safety items (respirator cartridges, dust masks, latex gloves)
Promoting shop cleanliness and housekeeping
Proper disposal/pick up of chemicals/containers (aerosols, paint cans) Chemical Waste
Inventory and Disposal
Injury Tracking

Administrative
The function of the Administrative Team is to run the business side of the team and reduce load on
the technical leads. This allows more time for high quality design from the technical team, and higher
quality documents, finances and public image of the team.

Admin Lead
The Admin Lead is both co-ordinator and support for the admin team as well as support for the
Captain. They pick up any other administrative pieces not covered by the Captain or members of the
admin team. Much of this role has been under the Captain in the past, however as the team has
grown and goals have grown, there are more balls for the captain to juggle. The Admin lead is needed
effectively as a Vice-Captain, to take up jobs which otherwise distract the captain from overall team
goals and prevent balls from being dropped. Their duties are generally ones with high consequences,
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requiring meticulous attention to detail, such as ensuring all members submit a department required
document. This role is suited to someone with an extremely organized nature, patience and
experience on the team.
Responsibilities
-

Support and co-ordinate Administrative team
Support Captain as needed, often as a Vice Captain role
Secretary and meeting minutes’ taker (delegate as needed)
Competition travel logistics
Rusty Hut, EDC, and other access
Help ensure divisions update schedule and submit receipts on time
Update captain regularly on progress of admin team, inform of challenges and issues

Finance Team
Treasurer
The treasurer is in charge of the team’s budget, incoming finances and expenses. All receipts
are received by this person and documented in budget. You do not need a background in
finance to apply, but strong organizational skills are crucial. This role is one of the most critical
ones on the team; you are in charge of keeping track of a very large sum of money and
involved in crucial decisions in every area of the team.
Responsibilities
Set up yearly budget with Captain: expected income and allowable expenses
Maintain this budget throughout year
Primary applicant for major UBC finance pools: PAF, Mech, Shell, Walter Gage funds,
etc
o Keep track of all money coming in and out, document and report progress regularly
o Submit receipts for lead reimbursements (note: a lead is responsible for getting
receipts to treasurer in a timely manner)
o Keep copies of all receipts for team use
o In charge of final report submissions to major UBC funding sources
Note that while in charge of all major UBC finance pools, as with any lead, delegation is
allowed and often recommended. The treasurer is in charge of ensuring all documents are
submitted on time and all team members are reimbursed appropriately but they don’t have
to do everything themselves!
o
o
o

Sponsorship Lead
This person is in charge of all sponsorship external to UBC and Shell funds. This is a role for
someone looking to be involved in raising money for the team in a more creative way.
External sponsors are challenging to recruit and require time and focus to maintain. It can
involve personal meetings, email, socials or any other event this lead comes up with. This role
requires prompt and professional communication skills and availability in the summer, even if
working from outside Vancouver. It is important that all connections made are maintained
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and turned over for future years. Fundraising events are also an option however these
haven’t been done in the past as there is a concern about the professional image of the team.
Responsibilities
o
o
o
o
o
o
o
o

Sponsor package and template emails
Sponsor tracking
Distribution of application duties
Negotiating agreements with sponsors
Acquiring up to date sponsor logos
Ensuring stickers and other sponsor commitments are followed
Follow up with sponsors regularly: provide updates and maintain contact
Thank you cards at end of year

Communications Team
Public Relations Lead
The public relations lead is in charge of overall publicity and ensuring the team’s public image
is positive and accurate. This role requires professionalism and strong interest in
understanding all aspects of the team and goals for the year. The UBCST focuses heavily on
connecting with the public to promote sustainable transportation and this role is the focal
point for promoting the team’s sustainability goals. This person is in charge of planning,
scheduling, co-ordinating volunteers and promoting all public relations events. In addition,
they collect regular updates from the team, maintain marketing material such as
PowerPoints, videos, posters and banners. It is an exciting and high profile role, working with
major media such as Global, Metro, Discovery and more. This role is for someone who enjoys
public speaking, has artistic interests and lots of creativity. The role can be as big as the lead
makes it!
Responsibilities
Public image of UBCST
Collect regular updates from team
Work with Social Media lead to display updates
Write press releases and work with media teams
Plan major events: Imagine Day, media events, outreach, Shell Challenge learning
events, and more
o Manage team presentation materials
o Co-ordinate talent such as photographers, videographers etc.
Note: it is important this lead maintains the goals of the team and understands the schedule
of the team: an event requiring a running car cannot be scheduled until there is a running car!
Additionally, media and other events should not interfere with but work together with
technical goals.
o
o
o
o
o

Social Media Lead
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Ever find yourself bored in class and wishing you had something to tweet about, or a cool
story to blog about? This is your time to shine! The social media lead is in charge of all online
updates about the team. They work closely with the Public Relations Lead to get content from
the team then turn it into a bizarre story that vaguely resembles what we do and usually
requires reading with a British accent. Seriously, have you read our blog? The role requires
endless creativity, but also professionalism and an understanding of appropriate tone for
each medium.
Responsibilities:
o

o

Weekly or Bi-Weekly updates of the following
§ Blog
§ Website
§ Facebook
§ Twitter
Thank You posts to sponsors as appropriate

Note: the webmaster is in charge of ‘static’ website content: pages which give information
about the team, sponsors, contact information etc. The Social Media lead is in charge of
‘dynamic’ content: regular updates on the main page.

Webmaster and Server Lead
A job for someone who is computer savvy! This is effectively the go-to person for all IT needs
of the team. The major need for this lead has arisen due to the lack of time and experience of
current team members. There is a large team need for a functional document storage
platform(s) with consistent access, sharing functionality and other needs to suit the team. A
main part of this lead position is to determine or design a long term document storage
method for the team and keep it maintained. Investigating new website designs and
maintaining a reliable website is the other major component of the role. There is a lot of
potential with a website that is first on the search list for Supermileage. This position is brand
new and wide open to fresh ideas and innovations.
Responsibilities
Server or document storage design and set up
Maintain document storage
Website design as needed
Website maintenance
Static website content
Assist with email structure and maintenance
Assist with IT related projects: wireless driver/car communications, simulation
programming and more
Note: the webmaster is in charge of ‘static’ website content: pages which give information
about the team, sponsors, contact information etc. The Social Media lead is in charge of
‘dynamic’ content: regular updates on the main page.
o
o
o
o
o
o
o

Captain
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The Captain directs all three groups towards the team vision, ensures cohesive design within the
technical groups and completion of overall project. They maintain the course of the ship and are in
charge of the overall success of the team. The captain must make all decisions with support of the
team unless in an emergency situation. All planning, scheduling and budgeting for each division and
sub-team is completed by the Division Lead or Executive and overseen by the Team Captain. The
captain is the face of the team for public events and competition.
Responsibilities
-

Determine with team the overall goals and technical plans for the year
Maintain team direction and image/brand
Determine team structure and executives, ensure efficient use of team members
Promote a healthy team culture, education, innovation and high quality vehicles
Overall shop cleanliness, safety and functionality
Lead high level planning, scheduling and budgeting with team
Ensure transparency of budget and inclusion of team in all decisions
Oversee all three groups, ensuring cohesion and adherence to plans and schedule
Maintain communication and accountability
Track milestones and determine when compromises or sacrifices must be made in
project/budget, lead discussions with team
Ensure completion of entire project on schedule
Primary face of the team for media and sponsor relations
Primary competition contact, in charge of registration, documentation and deciding
attendees
Ensure documentation throughout year and turnover at end of year
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B2: SailBot Team Organizational Documents (2014-2015)
The image part with relationship ID rId8 was not found in the file.
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B3: Supermileage Turnover (2014/15)

UBC Supermileage Team
2014-2015 Summary and Turnover Document
[Division/Position] Division

1) Year Overview
General overview of the year including highlights and struggles. Include information about
the overall year in the shop, communications, team dynamics as well as competition.
1.1 Highlights and Achievements: List your most successful projects or processes including
how they could be improved next year.
1.2 Failures and Issues: List of projects or processes that did not go well and what you
learned from these experiences.
1.3 Ideas: What are some things you would change or would like to see the division/team do
in the future?

2) Brief History
2.1 Summary of Current Design: basic overview of the past designs of note that did or didn’t
work.

3) Planning and Structure
3.1 Planning: How have you organized planning meetings, distributed work amongst leads
and kept track of progress? What works/doesn’t?
3.2 Communication: How do you communicate with members? Weekly email responsibilities,
Facebook, other? How would you like to communicate with members or what could be
better in the future?
3.3 Structure: Division structure: what worked/didn’t? Used small teams led by experienced
member, large group led by lead, etc.

4) Logistics
4.1 Early Year: Action items for the start of the year. What training is required for new
members, what needs to be set up for September?
4.2 Other logistical details a lead should know?
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4.3 Timeline/Calendar items – list of key dates and times to complete projects.

5) Key Contacts
Summary of important contacts for your division: professors, industry contacts, alumni or
important businesses.
Name
Position/Title
Contact Info
Notes

8) Other
Any other information you would like to turnover. Past year’s experiences, old wives’ tales,
“this seems like it would work but trust me…”. Further technical information can also go
here.
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B4: Supermileage Communications Plan (2012/13)
1. Introduction

UBC Supermileage Team
Communications Plan 2012-2013

The UBC Supermileage Team (UBCST) is an established student team operating out of the
University of British Columbia (UBC) in Vancouver, BC. The team has been in existence since
2001 when it first competed in the SAE Supermileage competition. Since then the team has
won numerous awards and has been internationally recognized by organizations such as
Time magazine. The team has approximately 50 members from many disciplines of
engineering.
2. Purpose
The UBC Supermileage Team relies on brand recognition to secure sponsorships, find new
recruits, further its message, as well as advance nearly every aspect of its operations.
Improved communications will create greater recognition primarily in Vancouver, with the
rest of Canada and the United States being a secondary goal. This can be leveraged with
industry to provide supplies, expertise, and financial aid. A higher profile will help attract
skilled students interested in furthering their practical engineering abilities. Lastly, knowledge
of energy efficiency initiatives such as UBC Supermileage will inspire people elsewhere to
consciously think about energy consumption.
3. Target Audience
UBCST has identified the following groups as the target audience for its communications
strategy in order of precedence:
1. University of British Columbia Faculty of Engineering staff and students
2. Local industry operating in fields related to the project (automotive, composites,
green energy etc.)
3. Non-local (outside of Vancouver) industry operating in fields related to the project
(automotive, composites, green energy etc.)
4. University of British Columbia students outside of the Faculty of Engineering
5. Local and non-local industry operating in fields unrelated to the project
4. Current Relationships
The Team has established relationships with the Target Audience to varying degrees.
1. UBCST enjoys strong support from UBC already, especially from the Department
of Mechanical Engineering. The department is highly aware of the team and its
activities, and lends support through use of facilities, administrative duties, faculty
sponsorship, and financially. It is important, however, to maintain these
relationships as it can be considered the backbone of the Team’s support. Faculty
of Engineering students are satisfactorily informed of the Team and its activities.
The majority of incoming members every year are from the Faculty of Engineering,
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and UBCST attends many events, open houses, and information sessions put on by
the faculty that students may attend.
2. UBCST currently enjoys sponsorship agreements with the following companies
with offices in the Lower Mainland that operate in a related field to the project:
a. _______
b. _______
c. _______
d. _______
UBCST must work harder to generate a larger presence and awareness with
companies in this category. These relationships can be useful to the team in the
form of in-kind sponsorships and engineering experience in areas the Team is not
so familiar with.
3. UBCST currently enjoys sponsorship agreements with the following companies
with offices outside of the Lower Mainland that operate in a related field to the
project:
a. _______
b. _______
c. _______
UBCST must work harder to generate a larger presence and awareness with
companies in this category. These relationships can be useful to the team in the
form of in-kind sponsorships and engineering experience in areas the Team is not
so familiar with. This category of company is typically more difficult to establish
relationships with due to the inability to have face-to-face meetings or appeal to
the “local” connection.
4. UBCST is less known but not unheard of by students outside of its home faculty.
The Team currently attends events held by the University that expose it to
students outside of the Faculty of Engineering such as Imagine Day and the UBC
Alumni Fair. In addition, it attends more engineering-centric events such as E-Fest
and UBC Welcomes You! that other students are also welcome to enjoy. Improved
communications with this audience would greatly broaden the appeal of the Team
and forge connections to new ideas, members, and industry support that would
otherwise not be available.
5. UBCST currently enjoys sponsorship agreements with the following companies
that operate in an unrelated field to the project:
a. _______
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b. _______
c. _______
d. _______
The Team has done well to establish these relationships and must now work to
maintain them in coming years. It is expected that outreach efforts will include
companies in this category in the future; however, they are not a priority.
5. Goals
a. Further expand recognition within the Faculty of Engineering among students
and faculty members.
b. Establish greater presence and recognition among the student population
outside of the Faculty of Engineering
c. Establish relationships with local parts suppliers and manufacturers
d. Reach out to local industry for financial support
6. Intended Schedule
As in the past, the UBC Supermileage Team will constantly search for new ways and
avenues to communicate with its target audiences. Conferences and events are held year
round that UBCST strives to attend, examples of which can be found under the “Events” tab
at Supermileage.ca. Recruitment attempts will begin with the UBC school year in September
when it is easiest to approach students eager to expand their university experience. New
sponsorship applications will begin in the summer following the 2013 Shell Eco-Marathon
Americas and the start of UBCST’s fiscal year. These will continue throughout the year;
however, the largest concentrated push will occur approximately from May to October.
7. Method of Communication
Different methods of approach will be required for different groups of the target
audience. With faculty and students centered around UBC, experience has shown that inperson presence is most effective for communicating our message and establishing new
relationships. First point of contact may be team members running a booth or stand, a team
member in class approaching a professor, or a specifically targeted e-mail or phone call to a
member of staff. The targeted party can then be referred to the info@supermileage.ca e-mail
which is the Team’s general-purpose e-mail for outside correspondence. This account is
typically monitored by the team captain, currently ____.
First point of contact with outside companies will be established first and foremost by
team members with existing contacts or relationships with the company, be they a former
employer, frequent customer, or other. This team member will continue to be the liaison
with the company for as long as the established relationship allows. Should the team
member no longer be a part of the team, they will pass relations over to
info@supermileage.ca and the person responsible for monitoring this address.
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In the past each year UBCST has hosted some form of large event showcasing the
team’s accomplishments and is typically more high-profile than other events at which the
team is merely an attendee. Past events have included the 10th anniversary of UBCST, and
media events in which local TV and print media are invited out to a demonstration of the
vehicle. For the 2012-2013 year a learning event has been planned for February 28, 2013.
This event will center around the Team’s message of energy efficiency and energy savings. It
will demonstrate the science behind achieving extreme fuel efficiency, as well as showcase
the vehicles and the team that creates them. It will also include a description and explanation
of the Shell Eco-Marathon and the experience members have taken away from past years.
8. Evaluation
Achievements in communication are typically very difficult to quantify. To this end,
pass/fail criteria have been defined for each of the UBC Supermileage Team’s Target
Audiences to determine if the communication goals have been met.
1. UBCST must maintain 100% of the sponsorship, facility, and administrative
assistance currently given by the Faculty of Engineering. It must also maintain a
team size of at least 50 members, with at least 10 new members from the Faculty
of Engineering being brought in at the start of the next recruitment phase
(September 2013).
2. UBC Supermileage must retain at least 80% of the companies as team sponsors
year over year. It must also bring in at least 1 new sponsor that fits into this
category each year.
3. The Team will must retain all of its current sponsors that fall into this category.
4. UBCST must continue its outreach efforts to non-engineering students of UBC. The
Team must attract and retain at least 1 student from outside the Faculty each
year.
5. The Team must retain at least 60% of the current sponsors in this category year
over year. It must also bring in at least 1 new sponsor that fits into this category
each year.
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Appendix C: Financial Document
Examples
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C1: Donation/Sponsorship Form
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To complete and provide contact information for thank you(s).

84

APPENDIX C: FINANCIAL DOCUMENTS
C2: Sponsorship Invoice Template
To be sent to corporations for payment of sponsorship
The image part with relationship ID rId8 was not found in the file.
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C3: Sponsorship Pledge Form
To be used by corporate sponsors, can be attached with sponsorship package to be returned
with cheque/payment.
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C4: Expense Claim Form
The image part with relationship ID rId8 was not found in the file.
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C5: PAF Claim Form
The image part with relationship ID rId8 was not found in the file.
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C6: Supermileage Sponsorship Package (2014/15)
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.

95

APPENDIX C: FINANCIAL DOCUMENTS
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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C7: Baja 2014/15 PAF Application
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.

99

APPENDIX C: FINANCIAL DOCUMENTS
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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C8: Supermileage 2016/17 PAF Application
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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C9: Missing Receipt Form
The image part with relationship ID rId8 was not found in the file.
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Appendix D: Safety Document Examples
D1: Safety Plan Template
UBC Engineering Design Teams
Safety Plan
Event/Task Description:
Date:
Team Leadership and Safety Present
Role /
Name
Qualification

Location
(to/from):

Cell Phone

Email

Detailed Description of the Event/Task (expand as needed)

Hazard Assessment and Prevention (expand as needed)
Potential Hazard and/or Safety Concern
Solution
•
•
•
•

D2: Safety Audit (Minimum Requirement)
111

APPENDIX D: SAFETY DOCUMENTS
Example of Safety Audit
Minimum Standard
Submitted by:
Date:

(Name)
(Team)
(Date)

Information
General Information
• Project Title:
• Workspace Location:
• Sponsoring Faculty Member and Contract:
• Website
Team Leader Information
• Names, contact information, student number, etc.
• All leaders if multiple exist, or leader and secondary contact if only one leader
Team Safety Officer Information
• Name, contact information, student number, etc.

General Safety Practices
•
•

Include bullets or paragraphs describing the general approach to safety, general
safety procedures, general guidelines that are followed
Describe how incidents are documented, investigated, and how resulting
recommendations will be implemented

Safety Training Standards
•
•
•

Describe the minimum safety training standards members of the team must meet,
how the training is conducted, and how you track who has done what / who is able to
be in your space
If multiple tiers of responsibility and corresponding safety training are present,
describe each
If specific tasks or equipment can only be done by members with certain training,
describe the additional training and indicate how you track who can do what

Supervision
•
•

Describe the supervision requirements for your space
Describe how supervision requirements are enforced
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Hazard Assessment
•
•

•

Determine what hazards are present in your workspace. Describe the methodology
used for identifying each hazard.
For each hazard, clearly describe the following:
o Job Location
o Analyst
o Date
o Task Description
o Hazard Description
o Hazard Control
o Hazard Monitoring
Identify as many hazards as exist

Incomplete reports may be rejected, with a requirement to re-write the report within two
weeks.
Reports rejected a second time may lead to temporary loss of space.
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D3: Workplace Safety Orientation Checklist
Member Name (print)
___________________________
_______________________
Member Student Number ___________________________
_______________________
Phone Number
___________________________
_______________________
Email Address
___________________________

Date
Workspace
Safety Officer

General Safety
☐
Working Safely is a fundamental responsibility of every team member
☐
I must have a design lead’s permission before attempting any task that could be unsafe
☐
I must be trained before undertaking any task that could be dangerous
☐
I have to right to refuse to do any task that I feel is unsafe. This is the law!
☐
I am responsible for doing my best to maintain this area as a clean and safe
environment
☐
I have passed the WHMIS Training course, Engineering Design Team Safety Orientation,
and Preventing and Addressing Workplace Bullying and Harassment Training Course
☐
I know where to view the Risk Management and Safe Procedures Manual
☐
I am aware that other teams also use this workspace and know to not use any
tool/material that is not shared as to not introduce new hazards to the workspace
Emergency Response
• Where are the emergency procedures located?
_______________________________________
• Where are the emergency contact phone numbers?
_______________________________________
• Where are the nearest fire extinguishers?
_______________________________________
• Where are the nearest fire exits?
_______________________________________
• Where are the nearest manual pull stations?
_______________________________________
• Where is the evacuation assembly area?
_______________________________________
• Who is the local fire warden for this area?
_______________________________________
☐
I have been informed of the types of emergencies that could occur and the appropriate
procedures
First Aid
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•
•
•

What are the numbers I can call to directly reach emergency first aid assistance on UBC
campus? _________________________________________
____________________________________________
Where is the nearest first aid kit?
____________________________________________
Where is the nearest eyewash station
____________________________________________

Hazards
☐
I am aware of the local hazards present in the lab area
☐
I am aware of the specific hazards associate with my work
Chemical Safety
☐
I know the proper handling and disposal procedures for the hazardous materials in the
lab.
• Is there a MSDS binder, and if so, where is it located?
______________________________________
• How do I access MSDS information online?
______________________________________
☐
I know the proper procedures regarding MSDS for all new chemicals I introduce to the
lab
• Where is the nearest spill kit?
______________________________________
☐
I know how to use a spill kit to clean up chemical spills
☐
I know the lab policy regarding food and drinks in the presence of hazardous material
Personal Protective Equipment (PPE)
☐
I am aware that I must wear appropriate PPE for all application tasks
• Will I need to wear steel-toe footwear in the lab?
________________________________________
• If there is a need for PPE to conduct my work safely where can I access the following?
Ø Safety eyewear
________________________________________________
Ø Protective clothing
________________________________________________
Ø Protective Gloves
________________________________________________
Ø Hearing protection
________________________________________________
Ø Breathing protection
________________________________________________
• If there is a step-ladder available for reaching high overhead items, where is it located?
________________
☐
I understand the lockout procedures for the machines present in the workspace
Reporting and documentation
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☐
I am aware that I need to report all safety concerns to the Safety Officer. If a reported
situation is not handled to my satisfaction, I need to contact the faculty advisor
☐
I am aware that I need to report all minor injuries to the Safety Officer
☐
I am aware that I need to report all accidents, near accidents, or incidents to the Safety
Officer
Trainee’s Statement
I understand all the items that were discussed on this checklist, the basics of working safely,
and the specific safety requirements that must be followed in this workspace
______________________________ ______________________________
______________________________
Trainee (print)
Signature
Date
Trainer’s Statement
The trainee and I have discussed general safety and all of the checklist items. They understand
the basics of working safely and the specific safety requirements that must be followed in this
workspace
______________________________ ______________________________
______________________________
Trainer (print)
Signature
Date
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D4: General Work Area Inspection Checklist
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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D5: Safe Work Procedure Form
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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D6: SailBot Safety Audit Example
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.

The image part with relationship ID rId8 was not found in the file.
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D7: SailBot Safety Notes
The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.

The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.
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The image part with relationship ID rId8 was not found in the file.

`
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D8: Supermileage Work Alone Safety Procedure
The image part with relationship ID rId8 was not found in the file.
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