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WELCOME!

Welcome to the Student Life Office at Diablo Valley College! We are glad that you want to get involved in
student organizations at DVC. Getting involved is a great way to meet people, make new friends, gain
valuable leadership experience, develop organizational skills and have fun!

This handbook is designed for student organization advisors, officers, members and anyone wanting
to learn more about student organizations at DVC. It will familiarize you with the policies and
procedures that you need to follow and serve as a resource guide in learning how to run an effective
student organization. Itincludes the essential forms you will need, helpful tips, as well as College and
District policies and procedures related to student organizations. Please review the material in this
handbook. If you have any questions, please contact the Student Activities Coordinator at (925) 685-
1230 x2093. Their offices are located in the Margaret Lesher Student Union Building, inside the Student
Life Office.

STUDENT INVOLVEMENT PHILOSOPHY

Why Get Involved?

The student organization program at Diablo Valley Collegeadvances the Collegebds philo
achieving the fAdevel opment, g r o wt Studanhadganszations gravide of e ach

opportunities to connect to the College, pursue special interests, develop leadership and organizational
skills, learn about different cultures, make friends, and work with others on common goals. Being
involved in a student organization is an integral part of your education and will teach you valuable skills
that will benefit your education at DVC and your career beyond it. Membership in student organizations is
open to all DVC students regardless of race, religion, sex, national origin, physical limitations or sexual
orientation.

A Voice for Students
Through the cooperation of all student organizations and their members, student

é can be an effective influence on campus, voicing student needs and providing
Jﬁ //X\/{ directiontotheCol | egebs programs and activities.
effective planning and critical thought used by each organization in the creation of its

programs and activities will determine the extent and effectiveness of its influence on

campus Each campus organization has been formed to accomplish a purpose or reach a

goal. Whatever the purpose and goals of your organization, YOU AND ALL of your members should

know them! Goals and activities of the organization must be in keeping with the philosophy and

objectives of the college and the Student Code of Conduct (available in the Student Life Office or on-line

at http://www.dvc.edu/union/CodeAll.htm).

STUDENT GOVERNMENT AND SHARED GOVERNANCE

Authorization

Authorization for Diablo Valley Colle ge 6 s St udent Government and Student
the California Education Code (Section 76060) and takes the form of Governing Board policy, which

places responsibility for total operation with the college President. The President in turn has delegated

authority to students for the creation and conduct of a representative student government and an

activities program.

Joining the ASDVC Board

Student Government operates under guidelines established in 1975 by a special Ad Hoc Committee on
Student Services. Students who meet the requirements set forth in the ASDVC Constitution and By-laws
(available in the Student Life Office) may become an ASDVC board member by securing a petition in the
Student Life Office beginning the first day of class and acquiring 250 different signatures of registered
students within the first 21 calendar days of fall or spring semester. All registered students at the
college are entitled to sign petitions for the Student Board even if they have not purchased an ASDVC
sticker.
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with the Student Life Manager, the ASDVC Board may develop additional

procedures and processes as necessary, within college and district policies. If

students are interested in student government, they are encouraged to petition the board and/or express
their interests and concerns by attending an ASDVC Board meeting.

Officer Positions
ASDVC Officers such as President, Vice Presidents, Controller, etc. are elected I‘E ']6
in the spring by open elections (see ASDVC Election Code Bylaws). Working @'{35,39 /

ASDVC Stickers

Revenue from ASDVC Sticker sales provides funding for the Inter Club Council (ICC), as well as supplies,
materials and campus activities for student organizations. All club members are required to purchase a
sticker. All students are encouraged to purchase an ASDVC sticker for the many benefits it offers. These
include a 5% discount at the Campus Book Center; discounts at several area vendors; free admission to
regular season, home athletic events; reduced rates at events sponsored by the Associated Students as
well as numerous other benefits and services provided through the Student Life Office. A brochure listing
all discounts is available at the Student Life Office.

STUDENT CLUBS

What are the Benefits of Becoming an Official DVC Club?
In addition to the leadership opportunities that a student organization offers, officially recognized student
clubs enjoy many benefits that informal groups do not, including:
e Assistance from the Student Life Office in starting your organization; booking facilities, equipment
and services; and maintaining club account information.
e Use of the Diablo Valley College name for approved events.
o Use of College facilities for approved organization events and meetings (use Activity Request
Form).
e Applying to Inter-Club Council (ICC) for funds to sponsor an event, travel to a conference or to
obtain a loan for a fund-raiser.
Maintain a bank account on campus.
Mailbox and one file drawer in the Margaret Lesher Student Union (first come, first served).
Guidance and assistance in running your club from a club advisor.
Limited use of copy machines and printing equipment for student organization business.
Participation in activities, contests, conferences and events which benefit your club members.
Use of Student Union Club Room for meetings.
Use of Student Union Club Room and materials for making posters.
Collaborating with other campus clubs and organizations through participation in Inter-Club
Council (ICC).

Establishing a New Club

In order for any club to have the sponsorship of Diablo Valley College, the Club must
have the approval of the College Administration, the Community College District, the
Board of Trustees, and adhere to the requirements in the Education Code of the State
of California.

Any group of students interested in forming a new club should:
1. Attend a MANDATORY fiSt arting a Ne w sohktimé duringtvor ks hop
first four weeks of the semester. (For the dates, times, and location please see the Student Life
calendar on the DVC website or stop by the Office of Student Life). At this workshop, you will
learn about the requirements and deadlines for getting a DVC club started. You will also receive a
copy of the Student Organization Handbook and all of the forms that are required for starting a
new club.
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2. Find 6 currently enrolled students interested in forming the club and a college employee to act as
advisor. Be sure to get a club advisor who will be actively involved in assisting witht he ¢l ub é s
goals and be available to attend your meetings and events. Students may choose any advisor
they wish if he or she is available, interested and a College employee. All club advisors must
sign an Advisor Agreement and participate in a Club Advisor Orientation annually. We strongly
encourage student organizations to have more than one advisor (co-advisors). The Club WILL
NOT be approved without a club advisor.

3. Submit a completed APPLICATION FOR CAMPUS CLUB by the deadline (first 4 weeks of the
semester).

4. File a Constitution along with your APPLICATION FOR CAMPUS CLUB. A sample constitution is
included in the Forms section.

5. Alist of all student members with telephone and student ID numbers must be submitted as part of
your application. ONLY CURRENTLY ENROLLED STUDENTS OF DIABLO VALLEY COLLEGE
may be members.

6. All members must have a current ASDVC sticker. Stickers must be verified by the advisor and an
officer prior to submitting the application.

7. Club officers must be enrolled in at least 5 units and have a minimum 2.0 cumulative grade-point
average (GPA).

8. A completed application and constitution must be approved by the Student Life Dean, Manager
and/or the Student Activities Coordinator prior to recognition by the ASDVC and Inter-Club
Council (ICC).

9. The club must participate in the Inter-Club Council (ICC). Communication with other active clubs
is essential. Therefore all clubs must send a member to ICC meetings. Failure to be represented
at | CC could forfeit IC&amAIDVO Boardstasaraetognizgd DVC Clab. t h e
The ICC Board shall have the power to cancel any services generally available to clubs deemed
not be in good standing with the ICC. ICC meeting times are posted in the Student Life Office.
All clubs are allotted one (1) vote on the ICC.

10. The Student Activities Coordinator will assist the club in scheduling meeting places and times as
well as activities. (see Activities Request)

11. The advisor MUST be present at all official meetings and activities of the club.

Updating a Continuing Club

1. For fall semester, continuing clubs must re-register within the first 4 weeks of the
semester using the Club Status Update form.

2. Forthe spring semester, continuing clubs must update club information using the Club
Status Update form within the first two weeks of the semester.

3. Without a current Club Status Update on file, your club will be considered unauthorized and
inactive. Your club account will be frozen and you will not be allowed to reserve rooms or
sponsor events.

4. Each advisor needs an Advisor Agreement and is required to participate in an Advisor
%\ Orientation (annually). If you change/add advisors, make sure to submit new Advisor

Agreement(s).

The Need for a Constitution
Each student organization has a constitution that states its purpose and intent, officers and
duties, election and meeting process and other important information that guides each
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group in decision-making. Goals and activities of the organization can not conflict with the philosophy
and objectives of the College. Be sure that your organization has a copy of your constitution and/or by-
laws in its file to use as a quick reference. If you need a copy, please stop by the Student Life Office.

Revising Your Constitution

The charter members of a student organization wrote its constitution. You may find that your constitution
needs revision to reflect changes in structure, purpose or procedures, etc. If so, follow the guidelines for
amendments set forth in your constitution. A sample Constitution is included in this Handbook.

After revising your constitution, submit a copy of the updated, approved constitution to the Student
Activities Coordinator (see Club Status Update Form). Club Constitutions will then be reviewed by the
Student Life Manager. Upon approval, your club will be notified in writing of its approved status.

SUMMARY OF POLICIES RELATED TO CLUBS

Clubs and organizations operate under College and District policy, the general procedures established by

the Associated Students of Diablo Valley College (ASDVC) Board and the ICC Codes. Relevant policies

are included in the APolicies andhefOC&odestre awilldeinsect i on
the Student Life Office and on-line. District policies and procedures are also available on-line at

http://www.4cd.net/. Clickont he A Governing BodrPdbd itcate,s tamabffital @lcedtur e s
student clubs and organizations must adhere to the following:

1. Club Organization

e Clubs must have at least 6 members. Membership is limited to currently enrolled Diablo
Valley College students, but shall not be limited by considerations of race, religion, sex,
national origin, physical limitations or sexual orientation.

e All clubs must have a Club Advisor who attends all official meetings/events. Multiple advisors
are encouraged. Only College employees may serve as club advisors.

e Club officers must have at least 5 units and a minimum 2.0 cumulative GPA.

e All club members should be listed on the official roster. If new members join, submit an
updated roster to the Student Activities Coordinator.

e Have a constitution.

e Be approved by the Student Life Manager, Dean, and/or the Student Activities Coordinator.

e The organization must schedule and hold a minimum of two meetings a month (See ICC
Code).

e ASDVC sticker sales directly support the clubs through providing paper, copying, mailboxes,
and other supplies. Therefore, all club members must have a current ASDVC sticker. The
club advisor and president will verify that all club members have an ASDVC sticker prior to
submitting the Club Update Status form.

o Affiliation with off-campus organizations must be approved in advance by the Student Life
Manager, Dean, and/or the Student Activities Coordinator. Proof of affiliation approval from
the off-campus organization must also be submitted.

e If there is an issue or conflict within your organization, consult with your Advisor first, then the
Student Activities Coordinator.

e Adhere to the ICC Codes.

2. Club Finances

e All funds must be raised and maintained within College and District policies. The
student organization is required to raise the funds needed for their activities.

e Allmoney is to be handled through the College via the Student Life Office. Use the proper
forms and get authorized signatures on everything.

e Dues may be collected if included in your club constitution. They may be paid directly at the
Student Life Office or collected by a club officer and deposited at the Student Life Office.
Please contact the Student Life Office for more information.
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e All expenditures must be voted on and approved in advance by the club at an official
meeting with your advisor present.

e Attach ORIGINAL receipts and/or invoices as well as club meeting minutes approving the
expense for every purchase with the Authorization for Payment form.

e Adhere to the ICC Finance Code. If approved for funds through ICC for your event, then your
club must take pictures of your event and submit them to the ICC Historian. You will be
reimbursed if you provide pictures to the ICC.

Sign-Making and Posting

o Getflyers and banners approved by the Student Life Office (see Campus Posting Policy).

e Note that an ASL Interpreter is available upon request (for students with disabilities who wish

to attend).

Use the minimum supplies necessary.

Clean up after yourself.

Fl yers may be posted in claawweapmand. onl y with inst
Banners are to be hung only in the Cafeteria Quad in the approved location.

Remove all signs and banners immediately after the event. ‘

Fund-raisers

e All fund raisers must be pre-approved by the Student Life Manager and
your advisor must be present. Use the Activities Request Form.

e Request a cashbox, change and receipt books from the Student Life
Office in advance (if needed).

e Write receipts for all purchases.
Submit all money and receipts daily to the Student Life Office for deposit.
See Campus Food Policy regarding food sales.

Club T-Shirts

e Any club that would like to design and print club t-shirts must submit an Activities Request
form to the Student Life Office and attach a design of the t-shirt.

e Onc e yo u rshircdesigb i appraved by the Student Life Office, then you can have
them printed.

e When designing club t-shirts, you cannot include the DVC logo (which includes the DVC font

and color) in your design. | f wusing the-shwording 0
design, it must be unique and distinct fromthecollege 6 s of f i ci al | ogo.

e Suggested wording for club shirts are: #A[Club Nam
Coll ege. o

Events and Meetings

¢ Reserve all rooms for club use through the Student Activities Coordinator. Your advisor must
be present for all official meetings and activities!

e Submit the Activities Request Form at least 3 weeks in advance.
All events must be approved in advance by the Student Life Manager.
Student organizations are a part of campus life and STUDENT ORGANIZATION NAMES
ARE NOT TO BE MENTIONED IN PUBLICITY UNLESS THE ACTIVITY IS ENTIRELY A
STUDENT ORGANIZATION ACTIVITY AND COLLEGE APPROVED (see Activity Request
Form).

e On publicity, note fiat/ of Diablo Valley Collegebd

e Students will be required to complete a Voluntary Activities Participation Form to
participate in on-campus events/activities where there is potential risk involved, as
determined by the Student Life Manager.

Inter-Club Council (ICC)
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e Communication with other active clubs is essential so all clubs must send a representative to
Inter-Club Council (ICC) meetings.
e Allclubs are allotted one (1) vote on the ICC.
e Failure to be represented at | CACCandlASOVCf or f ei t a
Board as a recognized DVC Club. The ICC Board shall have the power to cancel any
services generally available to clubs deemed not be in good standing with the ICC. ICC
meeting times are posted outside the Student Life Office.

8. Travel

e Use the Activity Request Form for approval.

e All participants must complete Consent and Release and Medical Consent forms (filed in
advance at the Student Life Office).
All participants must be official club members and listed on the club roster.
Club money may be used with advance approval of the club.
Get receipts for all authorized expenditures.
Club Advisor must travel and be present at event. Refer to District Board Policy 3002.
Out of state travel requires District Governing Board approval in advance. Refer to District
Board Policy 3002 and contact the Student Life Office for the required forms at least 2
months in advance.

9. Alcoholic Beverages and Other Drugs
e State law prohibits use of alcoholic beverages or other drugs at any on or off-campus events.
e Students who are found in violation of this policy will face disciplinary action at the College.

10. Other Policies

e Organizations wishing to show films must obtain advance permission from the copyright
holder. A copy is in the Policies section of this Handbook. Please contact Media Services for
information and assistance.

¢ Organizations may have a website through the Diablo Valley College website and must abide
by the Acceptable Technology Use policy (see Policies).

e All student organizations must abide by the Student Code of Conduct. Copies are available
in the Student Life Office or on the DVC website http://www.dvc.edu/union/CodeAll.htm.

Student Activities

Student activities at Diablo Valley College are student-initiated within student
organizations. The following requirements must be followed when planning activities
and events:

e Requests by student clubs (requiring Club Advisor approval) are
processed on Activity Request Forms. The Student Life Office, working
with other campus services, will help coordinate facilities reservations, equipment, security
requirements, ticket arrangements, etc.

e Student organizations are responsible for any charges/costs related to their event.

e A Club Advisor is required to be present at all events.

e Daytime activities are limited. Any outdoor events using amplification are required to use the
landscaped area near the Student Union or the Student Union Plaza for minimum
interference with classes. Other activities where no amplification is required may be
conducted in the Quad area.

e Organizations may request classroom space for special programs.

e Budget permitting, the District provides a limited budget to cover security and maintenance
costs for student dances and concerts. Costs of events conducted in excess of budget
limitations will be paid by the organization.

e Flyers for approved activities may be posted on the 13 bulletin boards around campus by
submitting them for approval and posting at the Student Life Office. Posting generally takes
1-2 days and is available as space permits. First priority is given to DVC-sponsored events
and programs.
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Ad Hoc Student Organizations

Ad Hoc student organizations may be established in response to issues of the moment. During their
existence, which may not extend longer than 45 consecutive days, an Ad Hoc organization may call upon
all of the privileges and services available to recognized student organizations, and adhere to all
District/Campus policies. To form an Ad Hoc organization, students must have (1) 6 members, (2) have a
Club Advisor, (3) file an application with a statement of purpose with the Student Life Office (special forms
are available in the Student Life Office), and (4) be approved by the Student Life Manager.

ASDVC AND CLUB WORKROOMS AND EQUIPMENT

Community Spaces

The ASDVC and Club Workrooms are shared, community spaces for all club officers and members to
complete the work necessary for the effective and efficient operation of student organizations. It is the
responsibility of those who use these spaces to maintain a cooperative, respectful and welcoming
environment for all clubs, organizations and individuals sharing it.

It is important that those using the Workrooms conduct themselves in a manner that is consistent with the
Wo r k r opumposed Cooperating with others, being sensitive to others who are using the space,
respect and courtesy support the success of student leaders sharing the space. Horseplay, loud music,
loud conversations and violations of the Student Code of Conduct are not appropriate. Please utilize the
Recreation Room or Club Meeting Room (if not scheduled for a club meeting) to socialize.

The Workrooms must be kept clean, organized and in good order. Those using the Workrooms are
expected to pick up their own trash, put away materials when done using them, keep their materials and
supplies organized and store them appropriately. Please do your part to keep the ASDVC and Club
Workrooms welcoming, productive, clean spaces for all users.

Meetings
So that all student leaders have access to the room, club meetings and events should be scheduled for
the Club Meeting Room or the Peer Support Center, not held in the ASDVC or Club Workrooms. The
equipment and furniture in the Workrooms are for the use of ASDVC and club officers and members in
the completion of their duties i not for personal use. If you are experiencing problems with any of the
equipment (copier not working, etc.) or have a question, concern or complaint, please
D report it to a Student Life Office staff member immediately so that we can assist.

Computers
m Computers are to be used for student organization purposes only, including typing
&v minutes, ASDVC/club correspondence, making flyers, etc. Please save your work to a
removable storage device. The computers will be purged of documents monthly. Computers
are not for homework or personal use. For personal work, please use the Computer Lab.

Telephones
Telephones are for making calls related to club business. They do not provide long distance access.

Copier

The copier is for club business only. Each club and ASDVC officer will be assigned a copy code with a

limited number of copies. An approved ASDVC or club officer may sign out a ream of paper from the

Student Life Office each semester for copying meeting agendas, minutes, copying ASDVC/club
correspondence or copying flyers. Large copy jobs
reproduced for a small fee.

The copier is not for personal use. For homework, etc., please use the coin-operated copier in the
Student Union lobby. Student Life Office staff will NOT make club copies on the Student Life Office
copier.
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Banner Supplies

Markers, paint and banner paper for making posters are available from the Student Life Office. Each

poster/banner must be approved before being posted. Please follow the following procedures:

Place paper underneath the area you will be working to ensure ink/paintd o e s nét bl erepidl t hr ough
onto the table or floor.

Clean the work area when you are finished. Re-cap the markers, cover the paint and wash the paint

brushes out.

Return the markers to the Student Life Office.

ASDVC/Club Storage

Drawers in the file cabinets are available on a first-come, first-served basis for clubs to store ASDVC/club
supplies and materials. So that all ASDVC Board members and registered clubs may have access, there
is a limit of one drawer per ASDVC Board member/club. Drawers do not lock individually so please do
not store valuables or personal belongings in them. Please respect your fellow student leaders and do
not remove anyt histomgespaa.mAngnedaurd eemdvieng materials or supplies from

a n ot hdeawed will be referred to the campus disciplinary process and reported to campus police.

Individuals or clubs who do not comply with the ASDVC/Club Workroom rules may have their privileges
suspended for an indefinite period of time.

INTER-CLUB COUNCIL (ICC)

The Inter-Club Council is made up of one representative of each active club. Its purpose is to share
information among clubs, increase communication between clubs and the ASDVC, provide activities for
all clubs and to provide a means for clubs to raise funds and sponsor events and activities. Clubs must
first go to the Inter-Club Council when requesting funds for an event, with a maximum of $500 per
request. (See Vendor Fund Policy)

There are a number of rules related to the Inter-Club Council, which your club must follow to maintain
recognized club status*:

e Send a representative to all ICC meetings.

e File your Club Status Update Form with the Student Activities Coordinator by the fourth week of
the fall semester or the second week of the spring semester (see Events Calendar on the
DVC website for deadlines). (Or, if a new club, submit your completed application packet by the
established deadline).

Participate in at least two club tabling hours per month during Fall and Spring semesters.
Participate in all scheduled Club Days.

Get the approval stamp on all posters and flyers.

Do all club banking on campus.

Adhere to all District and College Policies.

Adhere to the ICC Code and ICC Finance Code.

*See the ICC Code for complete rules related to student clubs.

Following these rules will make you eligible for a variety of privileges:
e Use of College facilities (rooms, bulletin board, etc).

Maintenance of club account.

Participation in ICC sponsored events.

Access to the Club Room and Workroom for meetings, sign making, etc.

Availability of a mailbox and file drawer in the Student Union Building.

Use of a computer, a limited number of copies from the club copy machine and printing

equipment for club business.

e Applying for grants for activities or conferences( d on dt n e-paid) or loansttcedo fured-
raisers (must be re-paid i see Vendor Fund Policy).
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ROLE OF THE ADVISOR

T he a dvolewithrithé student organization is a special and rewarding one.
It can also have its share of headaches and frustrations. Most of all, it is a
rewarding growth experience for the students and for the advisors as well.

The Student Life Office staff is available as a resource to advisors to assist
with any questions or concerns.

Purpose
Students enrich their college experience and success by being involved in co-curricular activities.

Advisors contribute to this through their support and guidance. An advisor helps the group to achieve the

purpose for which it was organized and asAdvisborsare st udent
not fiin chargeo of a st uhdyeviewclubsr gaasn i fizRedithern @dhssorsmadpr s houl d
ensure that students have the opportunity to grow and learn from activities outside the classroom by

supporting students in their roles as student leaders. An advisor is present to guide student leaders, not

decide for them.

An advisor also provides continuity from year to year, helping to maintain consistency in an ever-changing

group of student leaders. As a College employee, the advisor ensures that the student organization and

its members follow the Education Code, and District and College policy as well as federal and state law

during their activities, events and meetings. Foll owi |

Summary of Responsibilities
(See Advisor Agreement for complete list of responsibilities & commitments.)
e Be present at all official club meetings, activities, trips and conferences the organization
attends.
e Advise students of the policies and procedures that they must follow as a club.
e Serve as the official representative of the college and liaison with the Student Life Office.
e Work closely with the club to ensure a cooperative relationship between the advisor and club
members and between club members themselves.
Help the officers of the organization understand their duties.
See that the continuity of the organization is preserved through constitutions, minutes, and
traditions, and that its past activities are adequately understood by succeeding officers and
members.
e Give particular attention to the financial activities of the group in order to prevent them from
incurring organizational debts for succeeding members to pay.
e Help students to understand and apply democratic principles within their own organization and
in working with others.
e Advance tolerance, mutual respect, civility, and the free and open exchange of ideas between
students within the organization and in working with others.
e Ensure that all reasonable steps are taken to ensure the safety and welfare of the club
members.
e Ensure that appropriate college, district and state policies are upheld.
e Sign all requisitions for the club and to make sure that:
A The student club president or treasurer signs it;
A The expenditures is appropriate within all existing policies;
A Supporting evidence is attached (original receipts, minutes, etc.).
e¢ The club advisor bears full responsibility of the
liabilities.
e Encourage outgoing officers to hold a transition meeting with incoming officers to relay duties,
important information and answer any questions.
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SUPPORT FOR ADVISORS

The Student Activities Coordinator and Student Life Manager are available to provide support and

guidance to club advisors. Mandatory advisor orientations are scheduled at the beginning of each

semester to ensure advisors understand their role, College and District policies related to student

organizations, and to answer any questions. | n addi ti on, i nf oareleld mdntAlyysoei sor sdé6 C
that advisors can come together to discuss issues, concerns or questions with the Coordinators.

Advisors will be emailed the dates and time of the chats. Individual consultations are also available by

contacting the Student Activities Coordinator.

Al'l advisors are required to sign the Advisor Agreemen:
have the club president(s) co-sign it.

CLUB OFFI CERSODUTI ES

A

While officers6é responsibil i tthereare may
some general guidelines on the role of each officer. Your Constitution should
outline the specific duties of each officer. Outgoing officers should hold a
transition meeting with incoming officers before the end of spring semester to
review the roles/responsibilities of the position, share information about

events, contacts or projects and answer any questions the incoming officer

has. It is also helpful to maintain a binder with a calendar of important dates, copies of the Constitution
and/or By-laws, meeting agendas and minutes, budget, annual events, and any other information
pertinent to your organization.

\ ccording to

President/Chairperson

e At the beginning of each semester, review the club
purpose/mission. Theyshoul d gui de the clubb6és goals, activities
original purpose of the club is no longer pertinent, engage other club members and your
advisor in amending the Constitution. (Submit an amended constitution to the Student Life
Office with your Club Status Update.)

e Waork with the club officers, advisors and members to set goals for the year and for each

semester. Remember, your goals should be related
e Prepare an agenda for each meeting. Make sure each meeting dedicates some time to
achieving the clubbs goals, as well as dealing wit

e Be impartial, fair and courteous.

e Preside over the club and club meetings. The president/chairperson has no vote, except to
break ties.

e Understandandfoll ow Robertés Rules of Order (basic parlial
Constitution and By-laws. Know campus policies and regulations.

e Keep your Club Advisor informed of all club meetings and activities. THE COLLEGE

REQUIRES YOUR ADVISOR TO ATTEND ALL OFFICIAL CLUB MEETINGS AND

ACTIVITIES.

Serve as the fAofficial spokespersono for the club.

Appoint committee members.

Il mpl ement the groupébés deci sions.

Engage club members in assisting with meaningful tasks and projects. Provide others

opportunities to participate in leadership roles.

Call regular executive or cabinet meetings.

e Consult with your Club Advisor before all meetings so he/she can attend.

Total participation by all members makes for a strong organization!

Vice-President/Vice Chair
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e Assumethe presidentds responsibilities when the presi
e Be ready to assist the president as needed.
e Assume and carry out special duties that may be assigned to you by the constitution/by-laws,
the president, executive committee or members.

¢ Attend all executive committee meetings and meetings of the organization.
e Know and understandyouror gani zati ono6s orcbglavst i t uti on and/

Secretary
e Record and keep accurate permanent records (minutes, documents, etc.).
e Record and read minutes and correspondence.
e Keep an accurate, up-to-date list of members and their contact information.
e Keep a copy of the constitution, and/orby-l aws i n the secretaryds book fo

during meetings.

e Take down motions accurately and be prepared to read them back almost immediately.

Suggested outline for writing of the minutes:
e Give the hour s, day, mont h, pl ace of meeting and t
e State whether the minutes of the last meeting were:

A Read and approved
A Approved as corrected (If there are any corrections, list them)

Give a statement concerning all reports read and the action taken on them.

Record items discussed under old business.

Record items discussed under new business.

Every motion, lost or carried, should be included under the appropriate item of business along

with the number of votes for, against and/or abstaining.

State the time of adjournment of the meeting.

e Sign the minutes.

Treasurer

e The treasurer is responsible for the accounting of the club funds.

e ALL STUDENT ORGANIZATIONS ARE REQUIRED TO DEPOSIT ALL MONEY THROUGH
THE STUDENT LIFE OFFICE DAILY. NO OFF CAMPUS ACCOUNTS ARE ALLOWED.

e Separate detailed instructions/guidelines on required documentation of monies collected,
deposits, and fund-raisers, are in this Handbook. If your club collects dues, review this
information prior to beginning collection. Receipt books are available from the Student Life
Office.

e Be sure an authorized person (usually club president) signs all campus Authorization for
Payment Forms along with the club advisor for the withdrawal of funds. Attach all supporting
evidence to check request form including meeting minutes where the expenditure was
approved, original receipt(s) and/or an invoice. No checks will be issued without back-up
documentation.

e Prepare a budget and have it approved by the executive committee and the club members.

e Make certain the organization spends money in keeping with the approved budget and within
school policy and guidelines. The Student Activities Coordinator can help you with policies.

e Make a treasurerds report at each business meeting
and balance on hand.

e Ensure that all bills are paid promptly by submitting them to the Student Life Office with proper
documentation as soon as you receive them.

e Keep arecord of all money. Copies of deposits made by club members as well as copies of
payments will be put in the club mailbox for your information. Keep a record of both incoming
and outgoing funds, and indicate their purpose.
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e Have records available and in a condition for examination at any time.

PASSING THE TORCH T LEADERSHIP
TRANSITIONS

Adapted in part from Susan K. Gardner, Washington State University Office of Student Programs
One of the most important, but often neglected, responsibilities of any

or gani zleader iotmhelp the new leaders make a smooth transition into
their positions. Too often, new club leaders are given a stack of disorganized
papers i or nothing at all i and left to figure out how to run the club on their own.
As an outgoing officer, you can help ensure all of your hard work and effort in the club are not wasted by
taking these few simple steps early on:

1. Plan your own replacement. Prior to the election of new officers, encourage club members you think
have potential to fishadowd0 you in your responsibilit:i
position, how much time you spend each week, the best (and worst!) parts of the position, and what
you have learned. Leave time for them to ask questions.

2. Maintain good records. Reinventing the wheel wastes a lot of time and energy! Get a 3-ring binder
at the beginning of the year and keep all club-related information in it and ORGANIZED! Your
resource binder should include:

The Constitution/By-laws

Copies of meeting agendas and minutes

Acopy of the clubés budget

A contact list of people you have to work with to do your job

Helpful hand-outs or information

If your club does an annual event, include the steps for planning and implementing it, a summary

of what is done, vendors/suppliers, and other contact information that is needed.

P Make sure you include evaluations of what went well and what needs to be changed for the event
in the future.

P Anything else you found (or would have found!) helpful.

TVTUVTTUVTTUVTTOUDO

3. Make a Calendar. Every organization has annual cycles i things that occur each year at the same
time. Help yourself and your successor by making a calendar with tasks to be done each month
and/or important dates. For example:

August: Classes start
Club Day
1% ICC meeting
Club Status Update
September:
Club Status Update Due
Reserve room for annual banquet

4. Plan a Transition Retreat/Meeting. Set the date early in the semester, so that all outgoing and new

officers can be there. Work with your advisor to establish a simple agenda and include time to:

P Meet individually with the person who was elected to the position you held and the resource

binder you created. Some things to think about and share:
e What are the position requirements/job description?

What are the important dates/tasks on the calendar?
Where are important files/ materials kept? Wher
What were the clubé6s goals for the year and wha
What do you wish someone had told you as an incoming officer?
Who was most helpful to you? Who does the officer need to interact with to be effective?
What information was the most useful to you?
What was the biggest obstacle you faced?
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e What would you recommend changing for the future?
e What are your questions for me?

P Meet with the new officers as a group to share suggestions and encourage them in their new
roles!
¢ New officers need encouragement and assistance to learn their jobs.
e Outgoing officers need encouragement to share what they have learned and recognition
of what they have done.

P New officers should meet by themselves with the advisor to do team-building and goal-setting for
the following semester.
e Advisors need effective transitions so they can help keep the organization going and
moving forward.

CLUB FINANCES

In accordance with District Board Policy, all student organizations (including clubs and student
government) may collect funds in a variety of ways. All funds, regardless of how they are raised, must be
deposited in a College account and all banking done through the College. Off-campus accounts are
expressly prohibited. Club Advisors, as well as student organization officers, are responsible for seeing
those funds are properly collected, deposited and accounted for.

Bef ore funds can be spent, t hey Towlstdin moreyfiomyotirhe or gani z
account, the expense must be for an official, approved club activity. It must be voted on and approved at

an official club meeting and typed minutes must be submitted with the check request. Complete the

Authorization for Payment Form (Check Request). Get the proper signatures (Club President and

Advisor) and return it to the Student Life Office with proper documentation (original receipts, invoices and

official, typed club minutes approving the expenditure). It takes ten (10) working days to get a check so

PLAN AHEAD. Copies of checks are available for club records.

Beginning account balances and account numberswillbeput i nto the student organi zzé
the beginning of each semester (after the club update status form has been submitted). Organizations

will not be permitted to spend funds they do not have in their account. Organizations with accounts

must have financial activity each year or the account will be closed and the funds placed in the

ICC account for one year. Funds from clubs who are on inactive status for at least two

consecutive academic years will be revert to the ICC reserve account in the fifth semester . Funds

in the ICC Reserve Account may be allocated to clubs per the ICC Finance Code.

Collecting Funds

Receipts

Receipt books are available from the Student Life Office (SLO) and must be used when any kind of funds
are collected. The written receipt must indicate the name of the payer, what was paid for, whether
payment was in cash or check, check number (if applicable) and the amount collected. The white copy is
to be given to the payer, the yellow and pink copies submitted to the Student Life Office with the funds,
and the goldenrod copy kept in the receipt book. A copy of the deposit slip will be placed in the student
organi zationés mail box.

Cash Box
Please let the SLO know a week in advance if a cash box with change is needed and we will provide one.
Please indicate the amount of change you need and the desired denominations.

Deposits
All funds collected and receipts must be brought to the Student Life Office to be deposited. A staff

member will count the funds collected, total the receipts and issue a receipt to the student organization
indicating the amount collected, what the funds were collected for and any overages/shortages based on
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the receipts. Please allow at least 30 minutes for a student organization representative to count funds
and total receipts with the Student Life staff member.

Dues

If a club wishes to collect dues, it must be noted in
club, receipts given to all who pay and submitted to the Student Life Office for deposit. (Make sure to

allow adequate time for funds and receipts to be counted with a staff member.) Clubs may also choose to

have dues collected at the Student Life Office and deposited into their account. If that is the case, please

notify the Student Life Office in writing, including the amount of the dues per semester and the deadline

for paying, if there is one.

Fund-raisers

On-campus

Student organizations may also conduct fund-raising activities. Before any fund-raiser can take place, the

organization must submit a signed Activities Request Form for the fund-raiser to the SLO at least 3 weeks

in advance. The Student Life Manager will review the request and determine whether or not to approve it.

Once the organization receives a memo from the SLO indicating the fund-raiser has been approved, they

may move forward with advertising and implementing the fund-r ai ser (see AExpenditureso

Off-campus

If you plan to do any fund-raising off-campus, you must also contact the Foundation so that the
Foundation is aware of your fund-raising activities. This insures that they can respond to any questions
they might receive from community members.

Expenditures

Student Life reviews requests for payment to insure the expenditures are for official, approved activities,
have been approved by the student organizations, and have the required documentation. Expenditures
vary from one student organization to another, as their purposes vary to meet the needs of the students
the group serves. However, there are a few basic guidelines that must be followed for any student
organization spending funds:

1. Expenditures must be in keeping with College and District policies, as well as local, state and federal
law. | f you arenb6t sur e StudentlédfeaMaragecfitlse c k wi t h t he

2. The organization must have the funds in their account before any expenditure will be approved or
processed. If your club needs a loan to conduct a fund-raiser, it can apply to the Inter-Club Council
for funds (see ICC Funds Request form and Vendor Policy for guidelines). If your club receives a
loan or a grant from the ICC, the funds will be paid directly out of the ICC account when the
appropriate documentation is submitted.

3. All expenditures must be for official, approved club activities. Reimbursements will not be made for
Aunof ficial & c | ubthadvweteinot approvedsn,advance by thetStudent Life e
Manager.

4. All expenditures must be approved in advance by the club members. The expenditure must appear
as an action item on a regular club meeting agenda and be voted upon by the club members. Only
those expenditures approved by club members will be processed for payment. If a member or
advisor spends funds without club approval, no reimbursement (or payment of an invoice) will be
made until and unless the club approves the expenditure(s).

5. Documentation is required for all reimbursements and expenditures. Documentation includes:
e Typed, official minutes from the club meeting at which the expenditure was approved;
e ORIGINAL receipt(s) OR
e An invoice from the organization/business providing services or materials
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Special situations may require special documentation. For example, if a student organization votes to

approve a $200.00 scholarship to be given to a member
applications and an official memo or meeting minutes indicating the selected recipients should also

be submitted with the Authorization for Payment form. If the funds are being given for a specific

purpose (e.g. a book scholarship), then the receipts will be examined to verify that the funds were

spent on books.

If your expenditure falls outside the above categories, please contact the Student Life Manager first.
We will consult with Business Services in advance to see if there are any other special requirements
that must be met.

6. Typed, official minutes from the club meeting at which the expenditure was approved must be
submitted with the Authorization for Payment form. The expenditure approved must match EXACTLY
the receipts/invoices submitted for payment. For example, if a club votes to spend $48.00 for water
from Costco and a receipt is submitted for $55.00 from Safeway for sodas, the expenditure will not be
reimbursed because the amount, location, and items do not match the approved expenditure. A
student organization may choose to authorize a more general expenditure with a cap on the amount
to be spent. For example, the club could vote to spend no more than $50.00 per month on water for
their volunteers at club events. The meeting minutes would then be submitted with the Authorization
for Payment and original receipts. The SLO would verify the event took place and then process the
payment.

7. Organize your materials before submitting them! It takes a lot more time to process a reimbursement
reqguest when r ecei petreimbordementsamalit requestedpat ch t h
receipts/ documentation are missing, dondt match the &
approved in the meeting minutes; receipts donét indic
how many people participated in the event. Taking the time to organize your materials in advance
and provide an explanation with your request will assist in expediting your reimbursement.

When the ASDVC and ICC allocate funds for an event, they specify:
e The number of people they are funding to participate in an event/activity
e The amount they will pay per person
e What they will pay for and the amount approved

When you submit reimbursements for ASDVC/ICC allocated, you must indicate how many people
attended/participated, what was paid for, etc. If your expenditures vary from what is approved, if fewer (or
more) people attended than you requested funding for, or if your final activity varies from what you
proposed, you will need to request that the ASDVC/ICC approve the variance BEFORE a reimbursement
will be made. In addition, for ICC-approved funds, the ICC requires that the club take pictures of their
event and submit the pictures to the ICC Historian after the event. If pictures are not submitted, the club
will not be reimbursed.

8. Changes to the approved expenditure must be approved by the student organization members or the
ASDVC at an official meeting before a request will be processed. If the funds were approved by the
ASDVC or ICC, submit a request to the ASDVC President or ICC President, respectively, to have
your request placed on an ASDVC agenda. Please be prepared to explain the variance to the Board
and remember that the Board may or may not approve it.

If it is a club-approved event, minutes from the meeting at which the change was approved must be
submitted with the Authorization for Payment and any other required documentation.

9. Timeliness. Reimbursements and payments should be submitted to the Student Life Office in a
timely manner, preferably within 1-2 weeks of the event. In no case will requests for
reimbursement or payment be processed after the end of the fiscal year (June SOth).

Timeframe
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Please allow 5 business days for the Student Life Office to process your request and another 5 business

days for the Cashierbdos Office to issue a chsaudekt (10 busi
Life staff when the check is ready to be picked up. If the payment is to a business, a copy of the invoice

will be attached to the check and mailed. If the check is not picked up or the payee reached, the check

will be mailed to the address indicated on the Authorization for Payment form.

HOW TO CONDUCT AN EFFECTIVE MEETING

An agenda should be made before each meeting with advice from the
Executive Officers and the Advisor. Make sure you set aside time in
your agenda to work on tasks, projects or to discuss issues related to
your goals for the semester.

2. Check the minutes of the preceding meeting to include business
items that should be discussed or finished. The agenda should include

the following:

A. Call meeting to order F. Old Business

B. Roll Call G. New Business

C. Introduction of guests H. Committee Reports
D. Reading of the minutes [.  Announcements

E. Of f i Reports 6 J. Adjournment

3. Start your meetings on time and finish on time.
4. A top of the gavel should be used:
e To call the meeting to order.

e To bring the meeting to order in case of interruption.
e To conclude the meeting.

5. Recognize new members and/or guests and make them feel welcome.

6. Conduct the meeting in a business-like manner.

7. Check before the meeting to make certain that people will have committee reports ready.

8. Follow basic parliamentary procedure, but handle business informally when it seems appropriate.

9. Guide the flow of discussions at meetings.

e Dondt take sides. You must be impartial while chai
e Recognize all who have comments or questions.

e Keep the group on the topic.

e Clarify questions. Restate them so they are unders
e Practice the art of summarization. Clarify and restate motions.

e Keep order in the discussion and be alert to member

10. If the president or chairperson wishes to participate in debate, he/she must ask someone else to
chair the meeting, usually the vice president.

11. The secretary should put motions in writing. Have the secretary read them back before taking a
vote.

12. When a speaker is on the program, see that the business is finished in time to give the speaker
adequate time. Have the secretary follow up with a thank-you letter.
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13. Express appreciation to those who have given reports or made contributions to the meeting.

Event Planning Checklist

Adapted in part from Stanford University Office of Student
http://osa.stanford.edu/publications/soh/2002-2003/event_planning_checklist.shtml.

Make Plans Early

— Your organization should set goals each semester. Holding events may be one of the
organizationds goal s.

AAAAAAA

% N To give yourself enough time to plan your event, start your planning 2-3 months in
advance.

1. Determine the goal(s) of your event. Ask:
e What is the purpose of the event? (Fund-raising, membership recruitment, educational,
cultural, social, providing a service, or something else?
e Who will be interested in attending?
e What is your target attendance i 25, 100, 200 people?
e |Isthere a theme?

2. Select possible dates and locations (consider religious and cultural holidays as well as other
major events on campus).

3. Confirm that your advisor can attend on the proposed dates (s/he must be present).

4. Create a realistic budget (with actual estimates for all costs). Ask:

e Do we have enough money in our account to pay for all expenses? (You must have enough
money in your account before your event will be approved.)

e Do we need to request funds from the ICC (for on-campus events open to everyone or state-
recognized conference/tournaments), or to ASDVC (off-campus events, amounts over $500,
etc.)?

5. Ensure there are adequate volunteers from your members to plan and carry-out the event
(including set-up AND clean-up!).

Acti vitie

6. Submit your signed Activities Request Form with a n
and whyo of your event t oatledst3wsSakuinadwance. LAll éventsOf f i ce (

must be approved by the Student Life Manager. Travel within California requires the College
Presidentd s a p pnd out-@af-btate travel requires the District Governing Board of Trusteesd
approval (minimum of two months in advance required).

7. Plan your publicity. How wi | | you advertise? What 6s t he

best way

wantto attend? Make sure to note AASL Interpreter availabl i

disabilities who wish to attend.

Secure Funding

It 6s difficult to raise funds, so start early. Remember that you cannot commit funds before you
have them!

1. Prepare a detailed budget. List all sources of income (club funds, fund-raising,
ticket sales) as well as all expenses (staff, speaker, performer, food, flyers, etc.).
2. Check deadlines for funding sources (ICC, ASDVC, off-campus groups).

3. If you decide to seek funds from the ICC, complete the ICC Fund Request Form and submit it to
the ICC Commissioner of Finance at least a month in advance of your event.

4. If you decide to seek funds from the ASDVC, submit your request to the ASDVC Budget
Oversight Committee 1-2 months in advance. Obtain a copy of the ASDVC Budget Code for
guidelines. Include a copy of your detailed budget and plan to attend the Budget Oversight
Committee meeting to answer questions.
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