
USC Club Elections
How to create an election on Rubric

For the 2026-27 academic year



Guidelines
campus.hellorubric.com

● Refer to presentation USC Club Elections regarding Clubs Policy and 
Procedures for a valid club election - this is also for a by-election

● CRO will be given access to create an election on Rubric - email 
clubs@westernusc.ca. Note the CRO cannot be running for a position.

● Participants in the election (including CRO) must be paid members of the 
club prior to the nomination and election period. 

mailto:clubs@westernusc.ca


Set-up an election 
1. Election set-up is on your computer/laptop. The Campus by Rubric only 

has the option to vote or view election results.
2. Sign-in into Rubric 
3. Click on Administration on the top menu and select Elections under the 

Leadership tab. Select Create Election on the next step.



Set-up an election
4. Enter Election Information

Voting period is 24 to 48 
hours only

Results need a release date 
but it will not be published 
until verified by SOS staff

Returning Officers is selected 
in the pull-down menu

Anonymous Votes - Click to 
keep on

Options - one win per 
candidate and candidate 
profiles on the ballot

SSO Login required



Set-up an election
5. Membership Voting

Membership Voting must be 
selected or the election will be 
invalid. 

Select Specific memberships 
and choose your club.



Set-up an election
6. Voters Group (SKIP)

Adding a Voter Group is not 
an option for USC club 
elections. 

Click on Create Election 



Create an election
7. Review Election set-up

Once the election is active, 
no further changes can be 
made. Make sure to review 
this set-up and edit or delete 
before the next steps.



Create an election
8. Create ballot and candidates

Create the ballot and 
candidate list.

Do not import voters as this 
makes the election invalid.



SPRING ELECTION BALLOTS

Remember that there are four 
mandatory positions so there is one 
ballot per position.

● One name per position only 
● Ballots cannot have names in pairs
● There must be an option to abstain 

from a vote
● Order of ballot:

○ President
○ VP Events
○ VP Finance
○ VP Communications

Election Ballots

By-elections - follow the protocol for 
Spring elections but the order is not 
important

Internal elections - for the 
non-mandatory positions, you can also 
add these ballots or run a separate one



Create a ballot
8. Create ballot and candidates

Ballot Header - A brief description of your 
election (eg. Spring elections, by-election, 
etc.)

Ballot Body - When adding an additional field, 
choose only Plurality Vote. The other choices 
will not be accepted. (This applies to the 
mandatory positions only)



Create a candidate
9. Create Candidate

Name - First and Last Name of candidate. No 
nicknames, short form, or other languages. 
One name per candidate (no co-positions)

Candidate Party - skip for mandatory 
positions

Candidate Description - this can be a 
summary of the candidate campaign materials

Create a Candidate “Abstain from Voting” so 
members have a choice to abstain if there is 
only one candidate on the ballot



Create a candidate
9. Plurality Vote

Vote Counting Method - First Pass The Post 

Max number of selections - Set to one (1)

Max winner for position - Set to one (1)

You can preview your ballot before you save. 
This will show the member’s view and you can 
edit before saving. 



10. Announce the election by creating an email to send to all 
voters (members) or use the URL when you created the election. 
Note, customized emails to a select voting group is disabled as all 
members would have the option to vote.

11. Once the SOS staff can verify the 
votes, you can send the results to 
voters.



Validating Results
The SOS Staff will validate the results if they 
confirm the criteria:
1. Candidate is a paid member of the club

2. Ballot format was set-up properly 
3. 15% of the memberships voted (quorum 

requirement)
4. CRO is a paid member and not running for 

a position
5. Election period ran for 24-48 hours
6. Candidates had at five days to campaign 

for a position (see Elections policy)

Rule of Thumb:

Do not post the results until the 
election is validated. 

If you have any questions or 
would like us to review the 
election before it becomes live, 
let us know!



Transition Report
Spring Elections

● For Spring Elections the CRO submits this report to confirm the new 
executives for the upcoming year

● Enter the name of the candidates and their uwo.ca email address
● Do not announce the winners of the election until the SOS staff can 

verify the results and ensure that the election is valid



For more information:

clubs@westernusc.ca
westernlink.ca
westernusc.ca/clubs
Instagram: @clubsusc

http://westernusc.ca/clubs

