York Technical College
Handbook for
Student Clubs & Organizations

Greetings York Tech Club and Organization Advisors and Student Officers,
Student clubs and organizations play a vital role in the collegiate community. They provide
opportunities for students to meet, socialize, be entertained, gain more knowledge, and learn
new skills. They also allow students to operationalize theories and concepts learned in the
classroom.
As a member of an organization, students:
 develop leadership skills and abilities;
 gain a sense of achievement;
 have a voice in shaping the campus environment;
 gain advantage in employment opportunities; and
 enjoy partnerships between faculty, staff, and other students.
To ensure success, the Office of Student Leadership and Events provides students the foundation
needed to maintain an effective student organization. We strive for strong, healthy organizations,
organizations that offer their membership positive and meaningful experiences. We feel that if
clubs and organizations can work together and support each other in our endeavors, then we
become a much stronger force within the York Tech community.
Advisors and Student Officers serve a multitude of purposes and roles within their organizations,
from mentoring members, assisting with budgets, and being a sounding board for ideas to
assisting organizations in maintaining compliance. We have compiled multiple resources for you
and your organization to utilize, which can be found under the “Student Activities” heading in
the Student Forms and Resources section on the Campus Life page of our website:
https://www.yorktech.edu/campus-life/student-policies-and-resources/.
Thank you for choosing to serve our students and the larger York Technical community as an
organization Advisor or Student Officer. You play an integral part of the many good things
happening at York Tech. We could not do it without you!
Please contact Jennifer Roberts, Clubs and Organizations Liaison if you have any questions
regarding student clubs and organizations at 803.981.7370 or jroberts2@yortkech.edu.
All the best,
Nikita L Baxter

Nikita L Baxter
Office of Student Leadership and Events

Handbook updated 7.8.19

Table of Contents
York Technical College Mission Statement ............................................................................................... 1
Student Conduct......................................................................................................................................... 2
General Information .................................................................................................................................. 3
Digital Forms and Paperwork .............................................................................................................. 4
Establishing a New Student Organization ........................................................................................... 4
Requirements for All Student Organizations ...................................................................................... 5
End-of-Semester, Annual, & Financial Report .............................................................................. 5
Summer Activity ........................................................................................................................... 5
Renewal Process ........................................................................................................................... 5
Inactive Status .............................................................................................................................. 6
Paperwork..................................................................................................................................... 6
Service Projects............................................................................................................................. 6
Campus Involvement Activities .................................................................................................... 6
Training and Leadership Development......................................................................................... 7
Office of Student Leadership and Events Programs and Activities .............................................. 7
SCTEA Community Involvement Project....................................................................................... 7
Recruitment & Retention........................................................................................................................... 9
12 Reasons Why You Should Join a Student Organization ............................................................... 10
Benefits of Student Organization Involvement................................................................................. 11
Core Competencies..................................................................................................................... 11
Characteristics of a Successful Student Organization ....................................................................... 14
Three Core Activities of any Effective Group.............................................................................. 14
Eight Essential Characteristics of a Successful Organization ...................................................... 14
Five Most Important Factors in Student Success ....................................................................... 15
6 Steps to Developing Your Group’s Membership ............................................................................ 15
Membership & Recruitment ............................................................................................................. 16
A Quick Look at Recruitment: Tips & Suggestion ....................................................................... 17
Know and Understand Your Organization .................................................................................. 17
Set Recruitment Goals ................................................................................................................ 18
Get Everyone Involved................................................................................................................ 18
Design an Advertising Campaign Using Visual Elements ............................................................ 18
Plan a Special Welcoming Meeting ............................................................................................ 18
Hold an Orientation for New Members...................................................................................... 18
Retention........................................................................................................................................... 19
Retention Tips and Suggestion ................................................................................................... 19
The 5 Rs of Club Membership Retention .................................................................................... 19
Student Motivation ........................................................................................................................... 21
What do others want? ................................................................................................................ 21
Specific Ways to Increase Motivation: ....................................................................................... 21
GRAPE Theory of Motivation: ..................................................................................................... 22
Fun Ways to Give Recognition .................................................................................................... 22
Officers ..................................................................................................................................................... 23
Sample Organizational Structure ...................................................................................................... 24
General Officer Responsibilities ........................................................................................................ 24
Specific Duties of Officers ................................................................................................................. 25
President ..................................................................................................................................... 25
Vice President ............................................................................................................................. 25
Secretary ..................................................................................................................................... 26

Treasurer .................................................................................................................................... 27
Publicity Chair ............................................................................................................................. 28
Other Officers ............................................................................................................................. 28
General Members ....................................................................................................................... 28
Running Your Organization ...................................................................................................................... 30
Meetings ........................................................................................................................................... 31
Agenda ........................................................................................................................................ 31
Order of Business........................................................................................................................ 31
Parliamentary Procedure............................................................................................................ 31
Minutes ....................................................................................................................................... 32
Parliamentary Procedure .................................................................................................................. 33
What is Parliamentary Procedure?............................................................................................. 33
A Very Abridged Version of Robert's Rules.............................................................................. 33
Parliamentary Procedures and a Glance .................................................................................... 35
Writing Learning Outcomes .............................................................................................................. 37
What are Learning Outcomes? ................................................................................................... 37
Why Do We Write Learning Outcomes?..................................................................................... 37
Assessment Cycle........................................................................................................................ 37
Outcomes.................................................................................................................................... 37
10 Steps to Successful Event Planning .............................................................................................. 39
Event Planning Timeline At-A-Glance ............................................................................................... 39
Planning Events ................................................................................................................................. 41
Deciding on an Activity ............................................................................................................... 41
Logistics....................................................................................................................................... 41
Notification ................................................................................................................................. 41
Notices on Campus ..................................................................................................................... 41
Invited Guests on Campus .......................................................................................................... 41
Contracts..................................................................................................................................... 41
Implementation .......................................................................................................................... 42
Evaluation ................................................................................................................................... 42
On-Campus Events ............................................................................................................................ 42
Using College Facilities ............................................................................................................... 42
Off-Campus Events & Field Trips ....................................................................................................... 42
Approval Process ........................................................................................................................ 42
College Representative ............................................................................................................... 42
Alcohol and Drug Regulations .................................................................................................... 42
Student Behavior ........................................................................................................................ 42
Scope of Responsibility ............................................................................................................... 42
Promotion and Publicity.................................................................................................................... 43
T-shirts ........................................................................................................................................ 43
Media Coverage .......................................................................................................................... 43
Publicizing on Campus ................................................................................................................ 43
Bank Account Regulations................................................................................................................. 44
Tax Status.................................................................................................................................... 44
Bank Accounts ............................................................................................................................ 44
Signatures on Checks .................................................................................................................. 44
Address on Checks ...................................................................................................................... 44
Stolen or Lost Funds ................................................................................................................... 44
Inactive Club Status .................................................................................................................... 44
Fundraising ........................................................................................................................................ 44

Purpose of Fundraising ............................................................................................................... 45
Reporting of Funds ..................................................................................................................... 45
Solicitation Guidelines ................................................................................................................ 45
College Contracts ........................................................................................................................ 45
Loss of Privileges ......................................................................................................................... 45
Student Organization Donations ....................................................................................................... 45
Advisors .................................................................................................................................................... 46
What Exactly Is An Advisor? .............................................................................................................. 47
Advisor Roles ..................................................................................................................................... 47
Mentor ........................................................................................................................................ 47
Team Builder............................................................................................................................... 47
Conflict Mediator ........................................................................................................................ 47
Reflective Agent.......................................................................................................................... 48
Educator...................................................................................................................................... 48
Motivator .................................................................................................................................... 48
Policy Interpreter ........................................................................................................................ 48
Advising at York Tech ........................................................................................................................ 49
Advisor’s Responsibilities .................................................................................................................. 49
Liability Issues for Advisors ............................................................................................................... 50
Scope of Duty .................................................................................................................................... 50
South Carolina Ethics Act .................................................................................................................. 50
College Resources .................................................................................................................................... 51
Campus Mail...................................................................................................................................... 52
Meetings Rooms ............................................................................................................................... 52
Printing .............................................................................................................................................. 52
Postage .............................................................................................................................................. 52
Office Supplies................................................................................................................................... 52
Equipment Requests ......................................................................................................................... 52
Funds ................................................................................................................................................. 52
Meeting Times................................................................................................................................... 52
Appendices ............................................................................................................................................... 54
Appendix A: New Club/Organization Registration Packet ............................................................... 55
Appendix B: Constitution and By-Laws ............................................................................................ 65
Appendix C: Existing Club/Organization Renewal Application......................................................... 72
Appendix D: Participation Requirements ......................................................................................... 81
Appendix E: End-of-Semester Report .............................................................................................. 82
Appendix F: Financial Report ........................................................................................................... 84
Appendix G: Annual Report .............................................................................................................. 85
Appendix H: Change of Officer Form ............................................................................................... 87
Appendix I: Agenda Template Sample ............................................................................................. 88
Appendix J: Meeting Minutes Template Sample ............................................................................. 88
Appendix K: Student Activity Request Form .................................................................................... 92
Appendix L: Student Activity Fund Request Form............................................................................ 93
Appendix M: Event Evaluation Form ................................................................................................ 94
Appendix N: Fundraiser Ideas .......................................................................................................... 96
Appendix O: Advisor Roles, Responsibilities, and Expectations Agreement.................................... 99

York Technical College Mission Statement
Building Our Community Through Maximizing Student Success
York Technical College, a member of the South Carolina Technical and Comprehensive Education System,
is a public, two-year institution of higher education that offers a variety of associate degrees, diplomas,
and certificates. Through maximizing student success, the College seeks to contribute to the economic
growth and development of York, Lancaster, and Chester counties and of the State. York Technical College
has an open admissions policy for qualified students and annually enrolls 5,000-7,000 credit students.
Through excellence in teaching and learning, the College provides program offerings, in a variety of
delivery methods, in the areas of engineering technology, industrial technology, information technology,
business, health sciences, public service, and transfer to senior colleges and universities. In addition, the
College offers a comprehensive selection of corporate and continuing education courses designed to
promote occupational advancement, personal interest, and business and industry growth.
Approved by the York Technical College Commission: October 9, 2012
Approved by the South Carolina Commission on Higher Education: October 22, 2012
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Student Conduct
York Technical College adheres to the South Carolina Technical College System Student Code and
Grievance Procedures, approved by the State Board for Technical and Comprehensive Education on
August 13, 2015. (Copies of this Student Code and Grievance Procedure are available in the College
Library, the Industrial and Engineering Technologies Division Offices in Building C; the Business, Computer,
Arts, and Sciences Division Office in Building A; the Health and Human Services Division Office in Building
A; the Student Activities Office in the Student Center; in the Dean of Student Engagement Office in the
Student Services building; and on the College’s website at www.yorktech.edu/student-consumerinformation/ for the Student Code and Grievance Procedure.) Currently enrolled students are sent the
direct link to this information each term of enrollment. The Student Code and Grievance Procedures shall
govern conduct and guarantee due process for students enrolled at the College. The code applies to
behavior on college property, at college-sponsored activities and events, and to off-campus behavior that
adversely affects the college and/or the college community. Students are responsible for adhering to
these guidelines to foster an environment in which learning can flourish.
While students are expected to familiarize themselves with the full document, the items below are
examples of significant behavior and academic expectations that can be found in the Student Code and
include the associated disciplinary action if those expectations are violated:
1. Respectful and Considerate Behavior – Students are expected to conduct themselves with dignity
and to maintain high standards of responsible citizenship. Students who engage in such acts as
stealing, profane language, immoral conduct, any type of aggressive behavior, or any act that
endangers the health, safety, or property of others are subject to disciplinary action. The College
reserves the right to decline admission, suspend, or require the withdrawal of anyone whose
conduct is disruptive to the educational process or infringes on the rights of others.
2. Drug and Alcohol Free – Students are expected to report to class and student activities in
appropriate mental and physical condition to meet the requirements and expectations of their
roles. The possession or consumption of alcoholic beverages or other drugs by a student while on
college property or participating in a college-sponsored event is prohibited and is grounds for
dismissal. York Technical College does not sanction the use of alcoholic beverages at any event
involving students of the College.
3. Academic Honesty – Students are expected to meet high standards of academic honesty and
integrity. Academic misconduct includes, but is not limited to, cheating, copying another student’s
work, using unauthorized equipment or materials during a test, plagiarism, and collusion.
Students who are found guilty of academic dishonesty may be assigned a lower grade for the
assignment including a grade of zero, may be required to repeat or resubmit the assignment,
maybe be assigned a failing grade for the course, or may be required to withdraw from the course.
Students may also be subject to further disciplinary action.
Taken from the 2017–2018 York Technical College Catalog & Handbook, pg. 40.
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Digital Forms and Paperwork
A link to this handbook can be found on the “Clubs and Organization” page of the York Technical College
website located at https://www.yorktech.edu/campus-life/clubs/. To access the forms mentioned
throughout this handbook, go to the “Student Forms & Resources” subheading of the “Campus Life” page
on the website. The following is the direct link: https://www.yorktech.edu/campus-life/student-policiesand-resources/. You will need to use the forms on the website as they represent the most up-to-date
versions of the clubs and organizations paperwork. The copies in this handbook are meant to show
examples and should not be used in place of the website copies. You can also request copies of forms and
paperwork as well as Word versions of templates from the Student Clubs and Organizations Liaison,
Jennifer Roberts, at jroberts2@yorktech.edu.

Establishing a New Student Organization
Students wanting to form a new student organization at York Technical College should submit a written
proposal (see Appendix A for the New Club/Organization Registration Packet) to the Student
Leadership and Events Coordinator following the steps listed below:
Step 1
Establish the name of your student organization and determine a purpose for the organization.
Step 2
Identify a full-time York Technical College faculty or staff member to serve as the primary Advisor. Obtain
a letter from that faculty/staff member stating his/her agreement to fulfill the role and responsibilities of
the student organization Advisor.
Step 3
Have a minimum of 10 current students sign the proposal indicating their interest in forming the
organization.
Step 4
Write a constitution stating the name, purpose, membership requirements, Officers’ duties, election
process, financial matters, meeting requirements, and amendment methods.
Step 5
Submit the constitution to the Student Leadership and Events Coordinator for review to ensure all items
are adequately addressed. The Student Leadership and Events Coordinator will take the proposed
constitution to the Council on Academic and Student Affairs (CASA) for approval. If approved, the
proposed request will be submitted to the Executive Committee for final approval. A sample constitution
is available in the Office of Student Leadership and Events and in the Appendices of this handbook (see
Appendix B). You may also request a Word template for use in the creation of your document.
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Requirements for All Student Organizations

Note: New organizations must be significantly different from any existing organization.
York Technical College student organizations shall be open to all students, faculty, or staff without
discrimination on the basis of age, race, gender, religion, veteran status, national origin, or disability.
York Technical College student organizations shall adhere to all college, state, and federal regulations, the
current York Technical College Catalog & Handbook, and the Handbook for Student Organizations, as
the basis for establishment, operation, and continued existence.
Existing clubs/organizations must complete a renewal packet each year indicating their plans to continue
(see Appendix C). Amendments to an existing student organization’s constitution must be channeled
through the approval process as outlined in Step 5 of “Establishing a New Student Organization.”
See Appendix D for the Student Clubs/Organizations 2019–2020 Participation Requirements.

End-of-Semester, Annual, & Financial Reports

Each student organization is responsible for preparing and submitting a variety of reports each academic
year. At the conclusion of the Fall semester, student organizations must submit end-of-semester general
and financial reports. The end-of-semester general and financial reports will focus on club business and
activities taking place during the Fall semester (see Appendices E and F for the end-of-semester general
and financial report forms). The due date for end-of-semester reports will be announced at the beginning
of the Fall semester.
At the conclusion of the Spring semester, student organizations must submit end-of-semester general and
financial reports. The end-of-semester reports will focus on the Spring semester (see Appendices E and F
for the end-of-semester general and financial report forms). The due date for end-of-year reports will be
announced at the beginning of the Fall semester.
On June 15 of each academic year, the student organization Advisors must submit an annual report to the
Student Leadership and Events Coordinator that lists the current Officers, members, Advisors, and
activities of the organization for the preceding year (see Appendix G for the annual report form). Failure
to submit this information will make the organization ineligible for the College funding. If a change occurs
in the slate of Officers or Advisors during the year, an update must be submitted to the Office of Student
Leadership and Events (see Appendix H for a Change of Officer form).

Summer Activity

For student organizations continuing to operate over the summer (which all are encouraged to do), a brief
summer activity report and financial update will also be required. Organizations should use the end-ofsemester general and financial report forms to report summer activity (see Appendices E and F).

Renewal Process

All existing clubs/organizations must renew their charters every year. Renewal paperwork will typically be
available in March and due in April. Specific paperwork availability and due dates will be announced each
year at the beginning of the spring semester.
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Inactive Status

A student organization that is inactive for two consecutive years will be reviewed by the Council on
Academic and Student Affairs (CASA) to determine continuation.

Paperwork

Constitution and By-Laws

Each club/organization must have an electronic (Word doc) copy of their Constitution and By-Laws on file
in the Office of Student Leadership and Events. Any amendments to the constitution and/or by-laws
should be submitted to the Clubs and Organizations Liaison within one week of approval by the
club/organization membership.

Student Rosters & Officer Information

Each club/organization is required to maintain an accurate, up-to-date roster of student participants in
the Office of Student Leadership and Events. These should be submitted to the Clubs and Organizations
Liaison within the first three weeks of the start of classes each semester. Updated Officer information
should be submitted to the Clubs and Organizations Liaison within one week of any change (election,
departure, replacement of Officer, etc.).

Minutes

Club/Organization paperwork, including meeting minutes and event evaluations, is due within one week
(7 days) of the meeting or event. The Clubs and Organizations Liaison will keep the minutes and event
evaluations in the organization’s permanent file.

Meeting Information

Clubs/Organization must report their proposed meeting schedule (days, times, and locations) to the Clubs
and Organizations Liaison within the first three weeks of the start of classes each semester.

Service Projects

Each student organization at York Technical College is required to sponsor a minimum of two service
projects per year—one in the fall semester and one in the spring semester. Service projects can benefit
the College or a community agency. A Student Activity Request Form indicating plans for the service
project should be submitted to the Student Leadership and Events Coordinator at least two weeks in
advance of the service project beginning date. A service project evaluation will be due on the next
paperwork due date following completion of the project.

Campus Involvement Activities

Each student organization at York Technical College is also required to sponsor a minimum of two campus
involvement activities per year—one in the fall semester and one in the spring semester. Campus
involvement activities can be service or social in nature and should be open to members of the York
Technical College student body. These activities may be large or small in scale and may be collaborative
events organized with other student organizations such as other clubs or Dean’s Councils. A Student
Activity Request Form indicating plans for the campus involvement activity should be submitted to the
Student Leadership and Events Coordinator at least two weeks in advance of the service project beginning
date. A campus involvement activity evaluation is due within one week (7 days) of completion of the
activity.
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Training and Leadership Development

Each club/organization must send at least two of their Executive Board members (President and
Treasurer) to the Fall Club/Organization Orientation and Financial Business Training meeting held in
September. Each club/organization must also send at least two members to at least two training or
leadership development events (one in the fall and one in the spring) sponsored by the Office of Student
Leadership and Events. The initial Club/Org Orientation & Training meeting does NOT count toward this
requirement. Off-campus leadership conferences and other events may fulfill this requirement. Some
examples of on-campus training and leadership development workshop sessions may include preparing
annual reports, Officer transitions, recruitment and retention, risk management, diversity, career
readiness, etc. If you have suggestions for training sessions, please contact the Clubs and Organizations
Liaison.

Office of Student Leadership and Events Programs and Activities

Each club/organization is required to have at least one member present at a clubs and organizations
recruitment event. Students may take shifts, but someone must be present throughout the event;
Advisors are encouraged to participate. The Fall semester event will take place in August; the Spring
semester event will take place in January. These events are designed to help student leaders in recruiting
members for their clubs/organizations.
The Office of Student Leadership and Events will also sponsor events specifically for student clubs and
organizations. These may include the Service Fair, Spirit Days, Interest Meetings, etc. The exact nature of
participation in these will be explained at the beginning of each semester.

SCTEA Community Involvement Project

The Student-Community Involvement Project Competition provides an opportunity for SCTEA to recognize
student organizations, clubs, or classes at SCTCS colleges for excellence and professionalism in the area
of community service and engagement. Entries will be scored by a panel of reviewers according to the
specifications below. Award winners will be notified, and representatives from the groups submitting
these projects will be invited to the awards luncheon at the SCTEA annual conference in Myrtle Beach on
February 15, 2019.

2018 Conference Project Information

Any student organization or class within the technical college system is eligible to participate in the
competition. This is a great opportunity for students to get involved with the local community and to
address special needs in the college and local community. Help make someone's life a little happier. Do
something about the problems others in the community are experiencing. Here is a great opportunity to
show that you care.
Competition winners will be awarded plaques and the following cash awards:
Winner
$300
First Runner-up
$200
Second Runner-up
$100
Eligibility Guidelines
• All student organizations or clubs are eligible to enter the competition. Reports from class
service projects may also be entered.
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•
•
•
•

Entries must have taken place between August 1, 2017 and December 31, 2018.
Multiple entries for the same service project will not be accepted.
All entries must be submitted by students. Entries submitted by instructors or student affairs
professionals will not be reviewed; however, staff and faculty may assist in drafting the report
with their students.
The deadline for entering the contest is January 18, 2019.
Entries may be mailed to the System Office (Dr. Eric Brown, 111 Executive Center Dr., Columbia,
SC 29210), emailed to browne@sctechsystem.edu.

Project Guidelines
Project reports can include text, photos, video, charts, and other illustrative materials. Reports should also
include any illustrations or publications that were prepared and used during the various phases of the
project. The reports must include the following areas:
• Needs, Goals, & Institutional Alignment (0-20 points)
o What community needs does the project address? What are the goals of the project?
How does the project support or align with the college’s mission statement?
• Campus Outcomes (0-20 points)
o How did the organization or class measure campus outcomes? What were the campus
outcomes (For example, student participation, campus morale improvement, etc.)?
• Community Outcomes (0-20 points)
o How did the organization or class measure community outcomes? Describe the impact
of the project on the local community.
• Innovation & Representation (0-20 points)
o Please attach any publications or visual representations that support the criteria listed
above. Points will be awarded for creativity, clarity, and cohesion.
• Next Steps (0-20 points)
o What is the potential long-term impact of the service project? What limitations or
challenges manifested during the project? How were they addressed? Briefly describe in
2-3 sentences an improvement plan for the project.
Judging
Judges will read the reports and assign points. Each of the four areas addressed in the report will be worth
a maximum of 25 points. The competition coordinator will total the points assigned by each judge. The
three colleges having the highest point totals will be identified as award winners. In case of a tie, the
competition coordinator will judge the entries using the project's point system.
The award winners will be notified and representatives from the groups submitting these projects will be
invited to the awards luncheon at the SCTEA annual conference in Myrtle Beach on February 15, 2019.
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12 Reasons Why You Should Join a Student Organization
Students are busy. Between classes, work, homework, family, and other commitments, there can be a lot
to balance. So why would we suggest you add another thing to that list by joining a student organization?
Because it can impact your career and student experience in a hugely positive way. Take a look at these
12 reasons why you should join a student organization while getting your degree, certificate, or diploma.
1. You’ll learn more about yourself.
Joining a student organization presents many opportunities to learn more about yourself, your
goals, and your strengths. You can learn from how other students handle certain situations and
test your current knowledge. You can also find out what you’re good at, whether that’s
multitasking, staying organized, generating ideas, or serving others. This self-awareness will be
beneficial in your future career.
2. You’ll develop soft skills.
Soft skills are essentially “people skills”—they’re the skills that allow us to effectively interact with
others, like communication, attitude, and work ethic. Participating in a student organization not
only teaches you these skills, but also helps you broaden and improve those you already have.
You’ll learn the best way to communicate with both individuals and large groups, and you’ll gain
emotional intelligence as you develop new relationships.
3. You’ll learn how to work with a team.
Knowing how to work well with a team is an essential skill for any career. Being in a student
organization teaches you how to do this by putting you in situations where you are required to
take advice from others, as well as give your own.
4. You’ll get networking opportunities.
Another great benefit of student organizations is that you get the opportunity to network.
Meeting new students, making connections, and building relationships will all help down the line
when you’re looking for a job. Because you’re all part of the same organization, you know the
people you’re meeting have at least a few of the same interests as you, so their connections will
be valuable.
5. You’ll gain practical experience in a safe environment.
Participating in a club or organization based around your particular area of study will give you
practical experience within that field. And what’s great about student clubs is that while you learn
to use skills like project management, event planning, and fundraising, you get to test them out
in a safe environment where making mistakes is OK. Everyone is there to support you, so there’s
no fear in messing up or being wrong.
6. You’ll be able to use the skills you’ve learned in class.
Being part of an organization allows you to put all of those things you’ve been learning in class to
the test in real-world situations. You’ll get to learn what works and what doesn’t, and you’ll be
able to take that knowledge back to the classroom, and then, of course, along with you in a future
career.
7. You’ll learn how to engage with diverse groups of people.
Chances are, the organization you choose to participate in will include a diverse group of people—
you’ll be faced with the same situation in the working world! Learning how different people
respond and react to certain situations will help you develop your skills in presenting and
implementing ideas. Student organizations can also provide you with the opportunity to learn
about different cultural backgrounds.
8. You’ll gain leadership skills.
Becoming a leader or an Officer in an organization will help you develop leadership skills that will
10
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be invaluable in all areas of life. You’ll be presented with opportunities to improve in public
speaking and gain confidence in yourself as an individual. Holding a position in a student
organization requires you to work with a team; effectively solve problems; plan events; and
interact with faculty, staff, and alumni.
You’ll get a break from your studies.
Concentrating on schoolwork is obviously important, but giving your mind a break is necessary
(and beneficial). While taking part in club activities, you’ll be able to socialize with like-minded
individuals and actually learn as much from them as you would your schoolwork.
You’ll expand your resume.
There’s no arguing that organizations and activities look good on a resume. Showing employers
that you participated in, or (better yet) led, a student organization, they’ll know that you’re hard
working and can handle multiple responsibilities.
You’ll be able to give back to the community.
Student organizations provide opportunities to give back to the community, whether through acts
of service, sponsoring events, or hosting charity drives. Not only is this good for society, but it will
teach you how a future business can give back, too.
You’ll have fun!
Another simple reason to join a student organization is to have fun. Meeting new people, making
new friends, and participating in activities will help you make the most of your college experience.

Adapted from https://www.bentley.edu/prepared/12-reasons-why-you-should-join-student-organization

Benefits of Student Organization Involvement
There are many benefits of student organization involvement. From learning new leadership and
communication skills, to exploring an academic interest through extracurricular pursuits, being involved
can create meaningful opportunities to meet new people with similar interests and to meet mentors and
faculty/staff who will work with you through your student organization interests.
The Core Competencies listed below help illustrate the skills gained through involvement.

Event Management

Core Competencies

Student leaders engaged in student clubs and organizations have a unique opportunity to learn and
practice effective event management. Student leaders should strive toward understanding the
appropriate steps and issues involved in event planning and management. Some of the most transferable
skills—contract negotiation, program planning, and event promotion—are developed and honed in this
area. With regard to Event Management, students will:
• Understand and practice the steps of effective program programming, implementation,
execution, and evaluation.
• Implement appropriate risk management strategies.
• Delegate tasks and hold committee members accountable.
• Utilize personnel and financial resources appropriately.
• Follow and navigate appropriate institutional policies.
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Leadership Development

Leadership involves a broad spectrum of skills and character qualities. Student leaders involved in student
clubs and organizations must understand that their role is to be a positive change agent, to influence
others, and to create a vision. Leadership is a process rather than a position. Leadership is relationship
oriented and situational in nature. With regards to Leadership Development, students will:
• Demonstrate growth in problem-solving abilities.
• Move their organization toward the mission and strategic goals of the organization.
• Understand the skill set of the membership and utilize it effectively for engaging organizational
members in accomplishing the group’s goals.
• Hold self and members accountable.
• Recognize the ethical components of leadership.

Interpersonal Relationships

Establishing meaningful interpersonal relationships is critical for successful leadership in student clubs
and organizations. Student leaders often rely on committee volunteers to carry out the essential tasks
related to providing programs and services. The work of student clubs and organizations is often
supported by several on- and off-campus constituencies. Professionalism, diplomacy, and recognizing the
support of others will enhance organizational effectiveness. With regard to Interpersonal Relationships,
students will:
• Demonstrate an ability to work with the various departments within the college, especially other
units within the Division of Student Affairs.
• Establish mutually trustworthy and rewarding relationships with students, faculty/staff, friends,
and colleagues.
• Listen to and reflect upon others’ points of view.
• Treat others with respect; give value by actively demonstrating that oneself and others matter.

Multicultural Competency

Multicultural competency is developed through celebration of diverse cultures, advocacy for the needs
and identities of all members within the community, recognition of the diverse communities within the
campus community and beyond, support of ongoing inclusion, and understanding and dignity of all
members within and beyond the campus community. Being able to understand one’s own identity, as well
as recognizing the similarities and differences of others, will equip students to serve and lead as citizens
in a global society. With regards to Multicultural Competency, students will:
• Recognize and understand one’s own identity, privilege, and culture.
• Recognize the contributions diversity brings to their own campus and society.
• Seek involvement with people different from oneself.
• Demonstrate an ability to provide a diverse array programming options.
• Advocate equality and inclusiveness.

Communication

Effective communication is a critical skill that helps student leaders ensure that their organizations achieve
their goals. When communication is a focal point of student learning, individuals will personally benefit
and organizations will be run more efficiently. With regard to Communication, students will:
• Demonstrate strong oral and written communication skills.
• Convey messages and influence others through writing, speaking, or non-verbal expression.
• Develop and facilitate thoughtful presentations.
• Work effectively in teams and in multicultural settings.
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•
•

Express disagreement in respectful and civil ways.
Manage and resolve conflicts that exist among organization members.

Collaboration

Collaboration involves seeking the involvement of others and working well with people. Student leaders
should actively contribute to the achievement of a group goal. They should seek feedback from others
and exhibit growth in their skills as a result of working collaboratively. With regards to Collaboration,
students will:
• Demonstrate a basic understanding of meeting management, member recruitment, retention,
and motivation.
• Demonstrate proficiency for utilizing community and professional resources.
• Work cooperatively with others, seeking their involvement and feedback.
• Utilize delegation as a means to involve group members.
• Create formal and informal networks with other student leaders to build awareness of the issues
facing their organizations.
• Promote and conduct joint programs between organizations.

Intellectual Growth

Intellectual Growth is central to the mission of higher education and must be a focus in all endeavors
inside and outside the classroom. Student clubs and organizations offer a fertile practice field for
intellectual development when student leaders and programmers engage in critical thinking, problem
solving, and decision making. Student leaders should be cognizant of this learning opportunity and apply
knowledge learned to enhance organizational goals and personal development. With regards to
Intellectual Growth, students will:
• Apply previously understood information and concepts to a new situation or setting.
• Produce personal and educational goal statements.
• Use complex information from a variety of sources including personal experience and observation
to form a decision or opinion.
• Make connections between campus involvement and curricular studies.
• Demonstrate an ability to apply skills obtained as members of organizations and how they are
used in real world applications.

Assessment & Evaluation

Student leaders involved in student clubs and organizations should make knowledge-based decisions in
regard to resources allocated for the campus programs planned and implemented by their organization.
Leaders should possess the ability to effectively evaluate programs as well as assess their campus and
community culture. Program evaluations will assure the continued improvement of student clubs and
organizations and comprehensive assessment will allow student clubs and organizations offerings to meet
the community development needs of the entire campus. With regard to Assessment & Evaluation,
students will:
• “Map” or connect the mission, primary goals, and/or functions of the organization to the activities
and programs that the organization facilitates.
• Find the right assessment to measure the student needs and culture of the institution.
• Measure organizational effectiveness through internal assessments (e.g. pre- and postmembership surveys, leadership and Advisor feedback, etc.).
• Measure service and impact on student body (or appropriate constituency).
(Created by Miami University June 2011—adapted from NACA’s Competency Guide for Student Leaders)
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Characteristics of a Successful Student Organization
Three Core Activities of any Effective Group

1. The group works together to accomplish its goals and maximize student success.
2. The group maintains itself internally.
3. The group develops and changes in ways that improve effectiveness.

Eight Essential Characteristics of a Successful Organization

1. Group members should get to know each other well. This characteristic provides a method for
team and community building within an organization and is the keystone on which all of the
remaining characteristics are built. It must be present and continuously renewed if the
organization is to function effectively.
2. All members are involved in defining organizational purposes. The level of motivation of group
members to work for group goals increases in proportion to the level of involvement by members
in establishing those goals.
3. All members help generate ideas. While it may be quite simple for a few group leaders to produce
ideas for special programs, this does little to develop a sense of ownership and participation
among other group members.
4. There is a commitment to group decision making. People support programs they help to create.
Full participation by the membership in generating ideas, coupled with group decision making,
ensures a full measure of group participation and support.
5. Skills, resources, and liabilities of the group and community are identified. Often, groups have
access to many skills and resources through the club memberships. Likewise, additional resources
are available through the College and the surrounding community.
6. Systematic problem-solving techniques are used. Conflicts should be resolved when they arise
and not allowed to escalate.
7. The group effectively communicates itself and its projects to its members and the community.
The timeline within which the group communicates itself to others, both members and nonmembers, affects such important factors as recruitment of new members and attendance at
functions sponsored by the group.
8. The group participates in periodic evaluation and assessment. Groups need to become
accustomed to routinely evaluating the various aspects of group life, ranging from the way
meetings are handled to assessing the success of a particular project or program.
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1.
2.
3.
4.
5.

Five Most Important Factors in Student Success

Establishing a good relationship with a faculty or staff member
Working on campus, either paid or volunteer
Leadership in a student organization
Membership in a student organization
Participation in campus activities

Taken from a study done by Lee Noel, one of the nation’s most recognized enrollment authorities.

6 Steps to Developing Your Group’s Membership
By Lindsay Jarratt, Resident Director, Western Washington University

Often, we think of our leaders as the most important people in any group—the Student Government
President or the RA on the floor, for example. No doubt, they make many important contributions that
cannot be overlooked. But I would argue that any group is only as good as its membership. Therefore, one
of the biggest tasks of any leader is to facilitate the development of the group’s membership.
Many of us have been part of a group that struggled to get members to join and come to every meeting,
or perhaps a group where the members were not committed and excited about their role in the group. In
these cases, even the most committed leaders may not accomplish much. Often, frustrated leaders point
fingers at the group’s membership, citing their disinterest and lack of commitment as the reason nothing
gets done. But I think that lack of interest and commitment are symptoms, rather than the real problem
itself. And I believe there are steps that can be taken to treat these symptoms. In fact, in working with
many student groups, I have observed six steps that must be taken in order to develop a healthy group
membership, each step building on those that come before.
Step #1: Inviting Participation
Every group has to start somewhere. How are you getting the word out about your group? How do you
let people know that they are welcome—even WANTED—in your group? Even if your group already has
an established membership, it does not necessarily follow that those members are going to want to
become involved group members without some sort of invitation. There are a couple keys to being
successful at inviting participation. First of all, you should strive to make the invitation personal. Asking
someone to become involved is probably going to be more effective than any other advertising method
you can come up with. Additionally, the invitation should be made more than once. Many groups stop
advertising and inviting membership once the group has started up, and therefore lose many potential
members who just needed a little more encouragement. Lastly, creative advertising can go a long way
toward catching someone’s interest—try to think outside the box in how you attract new members to get
involved.
Step #2: Welcoming New Members
Once someone has decided to join your group, how are they welcomed? Many newcomers will only give
the group one shot before they decide whether they will continue their membership. Put yourself in the
place of a new person coming to your group for the first time—what kind of a first impression do you
think your group would make? The groups that are the most effective at recruiting and retaining members
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take the time to thank new members for coming, introduce them to other members, and try to make
those new members feel immediately valued.
Step #3: Explaining Rituals and Culture
This step involves teaching new members what the protocol, procedures, and expectations of the group
are. How do things work? How do you get things accomplished? What do the different terms and
acronyms mean? What are the rules and expectations? A good example of this can be found in any group
that uses Parliamentary Procedure—how are new members taught to use this system? No member will
be happy or very likely to stay in a group where they are confused by rules, procedures, and rituals.
Step #4: Providing a Context and Purpose
Why is it important for your group to have members? Many groups take membership somewhat for
granted, and do not take much time to ponder why their membership is important to the group, or what
the role of each member is. However, if the leadership does not know the answers to these questions, it
is not likely that the members will, either. And no one likes to spend time doing something when they
aren’t sure why it matters.
Step #5: Motivating and Fostering Investment
A lot of groups never achieve this level with their members. It is not something that happens overnight,
nor is it likely to occur without some prior development. Here, you are helping members to feel some
ownership toward the group’s accomplishments. Members will start to develop their own sense of
purpose, and they will begin to care for the greater good of the group beyond their own rewards for
participation. This is when the magic really starts to happen in the group.
Step #6: Recognition
Though this step is listed last here, it should really be woven throughout all the stages of your group’s
development. By recognizing people, we are showing them that their participation has had a direct impact
on the success of the group. Two little words—“thank you”—can mean the difference in someone’s
willingness to continue working hard to meet the group’s goals. Knowing that you matter to the group
can foster an immense sense of loyalty and ensure that you will be a long-term member.
Taken from http://reslife.net/6-steps-to-developing-your-groups-membership/

Membership & Recruitment

New members are the lifeblood of every organization. They bring new ideas, increase the organization’s
person power, foster organizational growth, prevent member burnout, and fill leadership roles when you
leave.
People join organizations for many reasons. They want to get involved, meet people, and make new
friends; they want to develop skills and have fun. Groups need new members because they bring new
ideas and talents, in addition to replacing old members. It is vital that an organization has a well –
conceived and executed recruitment and retention plan.
Recruitment and retention are the responsibility of every member of your organization! Every member
must be involved in the planning and implication of a recruitment and retention campaign. Some
organizations create a Membership Development Committee that oversees the design and
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implementation of a recruitment campaign, maintains membership information, plans and implements
members training programs, coordinates the leadership selection/election process, and plans social
functions to enhance team building.
The following suggestions will help make your organization’s recruitment efforts more successful.

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

A Quick Look at Recruitment: Tips & Suggestion

Set up a series of information meetings.
Create a brochure that will answer questions and serve as resource.
Develop a Slide Show that will “tell the whole story.”
Set up information tables.
Contact those new students who requested information about your organization.
Request lists or labels of target groups from student activities.
Reach out to staff and faculty who will encounter students searching for involvement. (Career
Services, Academic Departments, etc...)
Get an article about your organization.
Set up a recruitment table at every event that you sponsor.
Set up bring a friend meeting day.
Remember that a personal contact is always better than 1,000 flyers, newspapers, or
advertisements.
Co-sponsor events—that way you get your name out there more.
Have a membership drive.
Feed your members. College students are attracted to free food.
When someone has expressed an interest in getting involved in your organization, immediately
get them involved and give them a meaningful task to do.
Go out of your way to make new members and or potential members feel comfortable right away.
Make a list with all the advantages of being a member. This could include public speaking
opportunities, or any other number of other things.
Always take photos at meetings and events, and then put them together in a scrapbook.
Make your own recruitment video.
Get business cards for your Officers and or members to carry.

Adapted from Pitt Community College Student Organization Handbook: http://www.pittcc.edu/experiencepcc/clubs-and-organizations/documents/

Know and Understand Your Organization

It is important that both the leadership and the membership know what the organization’s goals and
objectives are.
• Have an organizational meeting to discuss goals and objectives. Are your goals still accurate? Is it
time to update them? Where do you plan for the organization to be six months? A year?
• Decide on a direction to take. During this “organizational housekeeping” process a certain theme
or direction should become clear. What is this?
• Develop a membership profile. What type of people do you need to help the group succeed? Who
would you like to have join? Who would complement your current membership?

17

Set Recruitment Goals

Now that you know the type of people you are interested in recruiting, the next step is to set some
recruitment goals. How many new members can your organization reasonably assimilate into the group?
Will you allow people to join at any time or only during a pre–designated recruitment period? Will you
hold a mass meeting or is membership by invitation only?
• Keep your membership profile in mind. When designating your strategy, ask yourself what places
these prospective members most likely frequent. Do they have special interests? What kind of
publicity would attract their attention?
• Remember what inspired you to get involved? Probably the most important step in designating a
strategy is for you to think is for you to think back to when you first become involved. What
attracted you? How were you recruited? If you weren’t, how did you hear about the group? Why
have you stayed involved?

Get Everyone Involved

Have your current members identify people they know who might want to get involved. Personally invite
them to attend a meeting. Word-of-mouth is the best and least expensive type of publicity you can use.
• Talk about your group. Tell people what you offer them. Ask them about themselves and really
listen.
• Sell your organization and the benefits of membership. Tell them how the organization can
benefit someone like them. Personalize the message to each potential member. Let them know
how their talents, skills, and interests would help the organization.

Design an Advertising Campaign Using Visual Elements

Recruitments campaigns need to have a visual element as well. Have those members with artistic talents
work on your posters, flyers, banners, bulletin boards, etc. Be creative. Get the publicity up early enough.
Your publicity can be only effective if it’s noticed. (Read the section in this handbook regarding publicity
and promotion to make sure your publicity efforts align to College procedures.)

Plan a Special Welcoming Meeting

Many groups find it beneficial to have a meeting or ceremony to welcome new members. Group
participation in some form of official initiation process is one way to make your members feel wanted,
needed, and appreciated.

Hold an Orientation for New Members

Developing and conducting an organizational recruitment campaign is very important. Yet, as we all know,
retaining these new members is another matter entirely.
• Don’t make a mistake—Train your new recruits. All too frequently, groups skip any form of
orientation and just place their new recruits directly on committees or organizational projects.
• Teach them about your organization. Although involvement is crucial to the longevity of the
group, understanding the organization and its goals and objectives is equally as important. By
taking the time to orient new members to the privilege and responsibilities of membership, you
create a more educated membership—people who can and will make significate contributions to
the organization.
• Elements of successful orientation program:
o The rights and responsibilities of members
o Organizational governance, operating policies, and procedures
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o
o
o
o

Organizational history, traditions, and programs
Assimilation of new members into the organization
An overview of campus services, activities, and programs for student organizations
Information about any support groups or affiliations a group may have

Retention
Retention Tips and Suggestions

It takes six times more energy and expense to recruit a new member than it does to retain one. This
expense can be the financial cost of publicizing recruiting efforts or it can be the total member time
needed to recruit new members instead of working on projects. Most people will stay motivated when
they can take ownership for projects. Retention strategies include:
• Have contact within one week of initial interest/sign up.
• Hold a special welcoming event. Plan a social event with food, a special introduction, or establish
a ritual or tradition for new members.
• Make the first meeting fun so they will want to come back! Recognize that some won’t come back
because they will find other ways to become involved.
• Provide an incorporation packet to give new members information about the organization
(purpose, goals, calendar, important contact information, constitution & by-laws, etc.).
• Orient your new members. Encourage old and new members to form bonds by using icebreakers
and teambuilding activities; maybe hold a retreat.
• Remember the new members’ names! Greet them when you see them outside of club activities.
• Get email addresses and phone numbers that are accurate and that the students use. Do not rely
on a directory.
• Follow through with emails, post goals, and summarize meeting outcomes.
• Set new members up for continued involvement by making sure they always know what’s going
on and by giving them opportunities to lead, not just show up.
• Provide reminders of responsibilities. Answer the question, “what’s next?”
• Show appreciation for your members both publicly and in private.
• Have fun together! Know when it is time to work and time to play. No one wants to feel like
involvement in an organization is a burden.
• Maintain a Retention Committee. Continually recruiting and training new members takes a lot of
time and energy. Have a group of students dedicated to making sure members’ needs are met.

The 5 Rs of Club Membership Retention
By Dave "Gonzo" Kelly

Want to retain your club members not just during the academic year, but from year-to-year? Want to
have a positive effect on retaining students at your school? Want to have faithful alumni who return to
support the school (and maybe even your campus organization) after they graduate? Try implementing
these 5 Rs of Student Retention in your club or organization and you’ll not only retain and recruit more
members, but your organization will begin to run better. In addition, both your club members and the
school will reap long-term benefits in terms of student retention, academic success, and alumni loyalty.
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1. Give them a RESPONSIBILITY. If you give your club members responsibility, they feel more
connected and because they have a responsibility or role they show up for meetings and projects.
It’s also a great way to develop future leaders. Even new members can have small responsibilities
like setting up the meeting room or greeting members and guests as they arrive. Assign someone
to be the Sergeant at Arms (“If anything goes down, you handle it.”) or lead the pledge. Simply
put, a responsibility gives your members a reason to show up and participate.
2. Enforce REQUIREMENTS. Sometimes, by enforcing the rules you may fear that people won’t
participate, but I’ve found that if you set a standard people want to achieve—most people will
try. Try setting—and enforcing—requirements for hours of community service, meeting
attendance, serving on committees, etc. Remember, membership retention—like a marriage—is
work. In fact it’s often harder to keep members than to get new ones. A great recruiting pitch may
get them in the door, but it’s how your club functions that’s going to keep them hanging around. If
you do have requirements—and I recommend that you do—make sure recruits are aware of them
when they sign up. If they don’t want to do it, you’d rather lose the member from the start. If they
do sign up, they will become some of your better members. Note that this also builds on the first
R. Give them a responsibility and then enforce the requirements of that responsibility.
3. Give out REWARDS. I like plaques and food, but they key is to make it something meaningful to
the individual. The rewards can include things like candy, books, bumper stickers, t-shirts, movie
tickets, restaurant coupons, tickets to local attractions ( you might be able to get these donated),
to the simplest reward of all—a heart-felt thank you! The best policy when it comes to rewards?
Reward the RESPONSIBLE and those who meet REQUIREMENTS.
4. Assign them a ROLE-MODEL. Everyone could use a buddy—someone to watch out for them,
someone to make sure they are missed—so why not assign them one? You can pair senior
members with new members to do things like follow up when they don’t make meetings and to
make sure they continue to participate in club activities. By creating these pairings you also create
a two-way responsibility. The new members also become responsible to the mentors who are
taking the time to watch out for them. The senior member becomes someone who’s been there
longer and can help when the newer member runs into challenges.
5. Help build RELATIONSHIPS. That’s what all of this is about. If a member has friends in the
organization, or the people they like hanging out with are also members, they will stay. As a leader
one of your responsibilities is to build relationships within your organization so your members like
hanging out with each other. Greek organizations are masters at this. They cultivate long-term
memberships from freshmen to seniors and into the alumni years that can continue to support
the organization. Building strong and lasting relationships also helps perpetuate the organization.
The last thing you want is for your organization to die—for you to be that last group because you
didn’t build lasting relationships.
It’s easy to put both a formal and informal emphasis on retention using these 5 Rs. You’ll see individual
and collective benefits in both the short and long term.
Taken from http://www.campustalkblog.com/the-5-rs-of-club-membership-retention/
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Student Motivation
What do others want?

It is NOT money or personal gain that most people want. They want intrinsic satisfaction. People will work
harder for intrinsic satisfaction than they will for monetary income. The following are some ways that you
as a leader can help people satisfy intrinsic needs:
• People Need to Feel Important. See people as worthwhile humans being loaded with untapped
potential; go out of your way to express this attitude.
• Give Praise. Reinforce for continual achievement. All people need praise and appreciation. Get
into the habit of being “praise-minded.” Give public recognition when it is due.
• Give People Status. The more status and prestige you can build into a committee or an
organization, the more motivated the members become. There are many status symbols you can
use to make others feel important. Example: Member of the Week/Month.
• Communicate. People like to know what is going on in the organization. They want to be told
about problems, objectives, and “Inside Information.” They feel recognized and important when
they are kept informed. Two-way communication within the organization is necessary in order to
achieve a mutual understanding. Mutual understanding leads to motivation!
• Give Security. People need more than financial security. People will look to you for intrinsic
security. Example: They must know that you like them, respect them understand them and accept
them not only for their strong points, but also for their weaknesses.
• People Need You—People Need People. They need you to give them what they want and need:
intrinsic satisfaction. When you give them what they want, they will give you what you want. This
is what motivation is all about! It is not something you do to other people, but something they do
for themselves. You give them the reasons and that makes you the motivator, a person who gets
things done through others.
• Develop Purpose. Always explain why. Instill in the members that their assistance is vital for
success. Share ways that participation can encourage personal growth.
• Encourage Participation in Group Goal Development. Include all members when planning goals.
Consider and follow through on members’ suggestions. Remember that we support that which
we help to create.
• Develop a Sense of Belonging. People like to belong. Those who feel like they belong will more
likely invest themselves

•
•
•
•
•
•
•
•
•
•
•

Specific Ways to Increase Motivation

Give others credit when it is due them.
Use “We” statements, not “I.”
Play up the positive and not the negative.
Make meetings and projects appear attractive and interesting.
When you are wrong, admit it.
Use members’ names often.
Let members’ contribute often.
Let members in on the early stages of plans.
Be fair, honest, and consistent—show no favoritism.
Be careful what you say—do not gossip.
Listen to others.
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•

Expect only the best and be proud when members achieve it!

•

•

Growth: Being able to increase one’s skills and competencies, performing new or more complex
tasks, and participating in training programs.
Recognition: Promotion within the organization, praise for achievement, positive and
constructively critical feedback, receiving an award, printed references to an individual’s
activities, and being “listened to.”
Achievement: The opportunity to solve a problem, to see the results of one’s efforts, to reach
goals that one has established, and to create “whole” tangible products.
Participation: Involvement in the organizational decision making, planning, and scheduling of
one’s own work activities.
Enjoyment: Having fun in a warm, friendly, and supportive atmosphere.

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Smile
Treat to a soda
Send a birthday card
Arrange for discounts
Give service stripes
Treat to ice cream
Plan annual ceremony occasions
Be pleasant
Respect their wishes
Host informal socials
Keep challenging them
Send a Thanksgiving card
Always say hello
Greet by name
Award plaques to members and sponsoring groups
Be verbal
Respect sensitivity
Send in newsworthy information to the College media
Welcome them to events
Have public receptions
Take time to talk to members
Defend against hostile or negative members
Throw a pizza party
Plan a movie night
Praise them for their good work
Say “Thank You” for the help that they provide
Plan occasional extravaganzas

•
•
•

GRAPE Theory of Motivation

Fun Ways to Give Recognition

Adapted from Pitt Community College Student Organization Handbook: http://www.pittcc.edu/experiencepcc/clubs-and-organizations/documents/
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Officers
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Sample Organizational Structure
Executive Board
Advisor:
Officers:

Voting Members
Non-Voting Members

Selected by organization members
President
Vice President
Secretary
Treasurer
Publicity Chair
General Organization Members in Good Standing
General Organization Members Not in Good Standing

General Officer Responsibilities

Student organizations should elect Officers for a defined term (typically one academic year). It is the
responsibility of the organization members to notify the Office of Student Leadership and Events should
there be any change in Officers during the school year (see Appendix H for a copy of the Change of
Officer Form). All Officers must be currently enrolled and in good academic and social standing. A
student organization belongs to each of its members. The Officers should allow for and facilitate a
democratic approach to decision-making and the sharing of ideas. Officers are responsible for:
• Remaining in good academic standing. Officers of student organizations must maintain standards
of academic progress as outlined in the current York Technical College Handbook and Catalog.
• Adhering to guidelines. Officers of student organizations are required to review The Handbook for
Student Organizations and ask their club Advisor(s), the Clubs and Organizations Liaison, and/or
the Student Leadership and Events Coordinator any questions they may have about the guidelines
and college procedures. This review and clarification should take place during the first semester
in office.
• Adhering to College Procedures. Student organizations not adhering to procedures established by
the College risk the loss of funding opportunities. Any incident by a student organization
warranting disciplinary action will be reviewed and submitted to the Dean for Student
Engagement for further action.
• Seeing that business of the organization is conducted in an orderly, efficient, and professional
manner.
• Seeing that the organization operates according to its constitution and by-laws.
• Seeing that the group works toward accomplishing its goals and objectives.
• Helping to keep the group friendly and collaborative and making sure that each member is given
an opportunity to express him/herself and participate in the organization’s programs. If an
Officer’s behavior becomes unprofessional, he/she should remove him/herself from the meeting.
• Typifying to others through attitude and actions, the organization itself. An Officer is the
organization’s representative as well as one of its leaders.
• Being enthusiastic, outlining needed work, and following through to see that the work is being
done by those who have accepted responsibility.
• Budgeting time well to give proper balance to academic programs as well as co- and extracurricular activities.
• Evaluating meetings in terms of what has been accomplished and what benefits members have
received.
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•

Keeping in close contact with the organization’s Advisor.

Specific Duties of Officers

The duties listed above are the general duties of organization Officers. Each organization should have a
supplemental list of the specific duties that are designed to fit the special needs, functions, and interests
of the group. Organizations at York Technical College are required to have, at minimum, a President, Vice
President, Secretary, and Treasurer (with exceptions for groups that are part larger regional, national, or
international organizations with different Officer requirements). An organization must have at least ten
active members to form and five to renew. For new organizations that have not yet held elections, the
founder will be designated the de facto President until elections take place. Once the organization and
the constitution and by-laws have been approved, an official election should take place so that all Officer
appointments can be recorded in the Office of Student Leadership and Events. Beyond that, organizations
may structure their group in the way that best suits their objectives. Smaller groups may have only the
four required Officers while larger groups may have entire planning boards with many students serving as
Officers. The Officer titles and functions should be described in the organization’s constitution and bylaws.
Adapted from the Gaffney College club leader handbook.

The following are guidelines for Officer responsibilities.

President

The role of the President is to oversee the setting of goals for the organization and to ensure forward
progress in attaining those goals; to plan the agenda for and preside over all meetings of the organization;
and to ensure that proper forms are submitted to the Office of Student Leadership and Events for all
activities of the organization. It is the responsibility of the President to identify members to meet with the
College administration, upon request, for student input on procedures that affect student life.
The President:
• Presides over all meetings
• Prepares agendas for meetings (posted at least 48 hours in advance of meeting)
• Assists Advisor in preparation of planning documents
• Completes assessments
• Maintains active knowledge of all club events and activities
• Oversees other Officers and Board Members
• Reports to Advisor
• Attends as many events as possible (designate another Officer to attend in absence)
• Liaises with other campus groups and organizations to find collaborative opportunities
• Prepares and oversees training sessions, retreats, and workdays
• Frequently checks school email for correspondence from Advisor and other College officials
• Is aware of non-organization events and activities on campus

Vice President

The role of the Vice President is to assume the duties of the President in the event the President is absent
and to assist the President as needed in all areas of responsibility. The Vice President’s other main function
is to preside over all committees and act as ex officio member thereof. It is the responsibility of the Vice
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President to assist the President in identifying members to meet with the College administration, upon
request, for student input on procedures that affect student life.
The Vice President:
• Attends all meetings
• Performs duties of the President in his/her absence
• Assists in preparing agendas for meetings (posted at least 48 hours in advance of meeting)
• Assists Advisor in preparation of Planning documents
• Completes assessments
• Supervises and acts as ex officio member of committees
• Maintains active knowledge of all club events and activities
• Reports to President and Advisor
• Attends as many events as possible
• Liaises with other campus groups and organizations to find collaborative opportunities
• Assists in overseeing training sessions, retreats, and workdays
• Frequently checks school email for correspondence from Advisor and other College officials
• Is aware of non-organization events and activities on campus

Secretary

The Secretary is essentially responsible for all written documentation and correspondence of the club.
The Secretary should be organized and handy with various forms of technology such as word processing
programs, email, social media, general computer usage, research, etc. The Secretary is also responsible
for maintaining the organization’s binder and seeing that all forms and documents are up-to-date with
the Office of Student Leadership and Events.
The Secretary:
• Attends all meetings
• Assists in preparing agendas for meetings (posted at least 48 hours in advance of meeting)—Types
agenda and sends to organization members
• Records meeting minutes
• Sends correspondence to board members and volunteers
• Maintains club records
• Assists in preparation of Event Coordinator packets
• Maintains active knowledge of all club events and activities
• Tracks Board Member and Volunteer attendance and participation in events and activities
• Reports to President and Advisor
• Attends as many events as possible
• Liaises with other campus groups and organizations to find collaborative opportunities
• Assists with training sessions, retreats, and workdays
• Frequently checks school email for correspondence from Advisor and other College officials
• Is aware of all events and activities on campus
• Two major items that the Secretary is responsible for are the meeting minutes and the
organization’s correspondence.

Minutes

The Secretary is responsible for submitting the minutes of the student organization meeting to the
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Student Leadership and Events Coordinator on the bi-weekly paperwork schedule (1st and 15th of each
month) and no later than 30 days after the meeting date. The Secretary also should be responsible for
obtaining an attendance list during the meeting to submit with the minutes. It is recommended that the
Secretary of the organization be responsible for typing the agenda for each meeting.

Correspondence

Correspondence and newsletters to the membership should be handled by the Secretary and coordinated
through the student club/organization Advisor and the Office of Student Leadership and Events.

Treasurer

The Treasurer is responsible for the financial business of the organization. This includes managing the
organization’s outside bank account; balancing the budget; reporting on finances to the Advisor, Officers,
club membership, and the Office of Student Leadership and Events; and overseeing fundraising activities.
The Treasurer:
• Attends all meetings
• Assists in preparing agendas for meetings (posted at least 48 hours in advance of meeting)
• Assists Advisor with matters related to the budget
• Co-signs checks with Advisor
• Balances bank account
• Prepares reports for member meetings
• Prepares end-of-semester financial report for Office of Student Leadership and Events
• Maintains active knowledge of all club events and
• Reports to President and Advisor
• Attends as many events as possible
• Liaises with other campus groups and organizations to find collaborative opportunities
• Assists with training sessions, retreats, and workdays
• Frequently checks school email for correspondence from Advisor and other College officials
• Is aware of all events and activities on campus

Bank Accounts

All student organizations which participate in fundraising activities are required to open an off- campus
checking account. The primary Advisor should co-sign the bank account signature card. The Treasurer or
club Advisor is responsible for depositing funds into the organization’s bank account, balancing bank
account statements, maintaining the bank account ledger, and reporting to the members of the
organization at each membership meeting. The Treasurer is also responsible for preparing and submitting
the Financial Report (see Appendix F) due at the end of each semester.

Treasurer’s Rules and Procedures
1.
2.
3.
4.

Bank statements should be reconciled and signed by the Treasurer and Advisor each month.
All receipts and financial records should be retained in the Advisor’s office.
The Treasurer should have the Treasurer’s report prepared for the meeting each month.
The Treasurer or Advisor will be responsible for answering any questions concerning record
keeping.
5. After elections of Officers, it is the responsibility of the outgoing Treasurer to meet with the new
Treasurer and explain the duties.
6. All money collected should be verified by the Advisor and one club Officer.
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7. Money from fundraisers should be given to the Advisor within two days of collection.
8. Deposits to the student organization account should be made within five working days of
collection and deposit slips should be retained.
9. Dues, if collected, must be kept in a separate book listing each member and the dues each has
paid.
10. All bills should be paid by check or debit card.
11. Record each check immediately and write a complete description in the ledger.
12. Do not sign any blank checks.

Publicity Chair

If your club is large enough, you may find it useful to have someone dedicated to taking care of your
publicity and marketing needs. This person should be organized, creative, and tech-savvy. The Publicity
Chair should monitor your social media and make updates as appropriate. The Publicity Chair should also
help design posters, flyers, and electronic advertisements. A good Publicity Chair will think outside the
box to come up with new ways to draw interest and participation in your organization’s activities.
The Publicity Chair:
• Attends all meetings
• Promotes and advertises all meetings, events, and activities in a timely manner
• Posts to social media
• Maintains active knowledge of all club events and activities
• Oversees publicity volunteers and participating board members
• Works with Secretary to create correspondence
• Reports to President and Advisor
• Attends as many events as possible
• Liaises with other campus groups and organizations to find collaborative opportunities
• Assists with training sessions, retreats, and workdays
• Frequently checks club social media for updates
• Frequently checks school email for correspondence from Advisor
• Is aware of all events and activities on campus

Other Officers

Your organization can have as many Officers as outlined by your constitution and by-laws and dictated by
the needs of your organization. Some other Officer positions include Social Chair, New Member
Recruitment, Volunteer Manager, Historian, Community Service Programmer, etc. It is important to
consider longevity when writing specific Officer positions into your constitution and by-laws. You may
wish to start simple and have provisions for committees that can address these items and add official
positions on the Executive Board through updating your by-laws as your membership increases.

General Members

Typically, everyone else in your club is considered part of your general membership. In your constitution
and by-laws, you should define what a member needs to do to remain in good standing within your
organization. You may decide that only members in good standing are allowed to vote in elections and on
motions brought forth during meetings, while members who are not in good standing are allowed to
attend meetings and events and encouraged to volunteer for programs in order to regain their good
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standing status. Excluding members who are not currently in good standing from all meetings and
activities does not afford them a path to getting back on track in your organization.
Generally, a member in good standing:
• Attends meetings as regularly as possible
• Maintains working knowledge of all club events and activities
• Is eligible for in-term elections should an Officer leave or fail in his/her duties
• Votes on club business
• Acts as Event Coordinator for events and activities
• Serves on committees
• Assists with events and activities
• Attends any pre-event volunteer training sessions
• Mentors new volunteers and rising Board Members
• Attends training sessions, retreats, and workdays
• Attends club-only dinners/activities
• Looks for collaborative opportunities with other groups and organizations on campus
• Is aware of club events on campus and looks for volunteer opportunities
• Frequently checks school email for correspondence from Advisor and other College officials
• Is aware of all events and activities on campus
• Is on time and maintains a positive attitude while representing the club
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Running Your Organization
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Meetings
Club/Organization meetings may take a variety of forms and will function with varying degrees of formality
from group to group. Some of how you will conduct your regular meetings should be laid out in your
constitution and by-laws. Some special meetings, such as elections, should also have specific procedures
defined in those documents. All clubs/organizations are required to submit the minutes from their
meetings to the Office of Student Leadership and Events on a bi-weekly basis. Paperwork is to be
submitted on the 1st and 15th of every month (or the next Monday if the date falls on the weekend).
Meeting minutes should be submitted on the next bi-weekly paperwork date after the meeting takes place
and always within 30 days of a meeting.
Generally, depending on the duties and responsibilities outlined in your group’s constitution and by-laws,
the President will be responsible for presiding over meetings and the Secretary will be responsible for
compiling the minutes.

Agenda

Your Executive Board (typically your President, Vice President, Treasurer, Secretary, and Advisor) should
work together to prepare your agenda for the upcoming meeting. The agenda is simply an outline of what
you are going to discuss in the meeting (see Appendix I for the Agenda Template Sample). While you may
choose to write up your agenda following your determined order of business (see below), it may be useful
to give more information about anything you want your members to know about or prepare for in
advance. Whenever possible, try to provide your meeting agenda to your members at least a couple of
days in advance of the meeting. If you have a major issue to vote on, give members plenty of time to make
sure they will be able to attend.

Order of Business

It is useful to have a standard order of business for your meetings. This will help you stay on track and will
make it easier for your Secretary to take notes throughout the meeting. The following is a sample of what
your order of business might look like:
• Call to order
• Roll call
• Energizer
• Reading of Minutes
• Reports (Note: Who is reporting at any given meeting will likely vary, but your Treasurer and any
active committees should be reporting regularly.)
o Treasurer's Report
o Committee Report(s)
o Advisor's Report
• Unfinished Business
• New Business
• Program
• Adjournment

Parliamentary Procedure

See section on Parliamentary Procedure for more information about making motions and voting.
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Minutes

Your minutes are the written record of what occurred during your meeting. It is important to make sure
that your minutes are clear and thorough enough to provide an overview to members who were unable
to attend your meeting. For the most thorough minutes, make sure to take notes in real-time during the
meeting. Use whatever method works best for you, but you should eventually type your minutes so that
you can maintain electronic copies for your organization and to submit to the Office of Student Leadership
and Events. You may find it useful to create a template based on your agenda and order of business (see
Appendix J for the Meeting Minutes Template).
Tips that might help your note taking:
• Create an outline. As discussed earlier, having an outline (or template) based on the agenda makes
it easy for you to simply jot down notes, decisions, etc. under each item as you go along. If you
are taking notes by hand, consider including space below each item on your outline for your handwritten notes, then print these out and use this to capture minutes.
• Check-off attendees as they enter the room. If you know the meeting attendees, you can check
them off as they arrive. If not, have folks introduce themselves at the start of the meeting or
circulate an attendance list they can check-off themselves.
• Record decisions or notes on action items in your outline as soon as they occur to be sure they
are recorded accurately
• Ask for clarification if necessary. For example, if the group moves on without making a decision
or an obvious conclusion, ask for clarification of the decision and/or next steps involved.
• Don’t try to capture it all. You cannot keep up if you try to write down the conversation verbatim,
so be sure to simply (and clearly) write (or type) the decisions, assignments, action steps, etc.
• Record it. Literally, if you are concerned about being able to keep up with note taking, consider
recording the meeting (e.g., on your smart phone, iPad, recording device, etc.) but be sure to let
participants know they are being recording. While you do not want to use the recording to create
a word-for-word transcript of the meeting, the recording can come in handy if you need
clarification.
• Be objective.
• Write in the same tense throughout.
• Avoid using people’s names except for motions or seconds. This is a business document, not about
who said what.
• Avoid inflammatory or personal observations. The fewer adjectives or adverbs you use, the better.
• If you need to refer to other documents, attach them in an appendix or indicate where they may
be found. Do not rewrite their content or try to summarize them.
Other Notes adapted from: https://www.wildapricot.com/articles/how-to-write-effective-meeting-minutes
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Parliamentary Procedure
What is Parliamentary Procedure?

Parliamentary procedure is a set of rules for conducting meetings. It allows for everyone to be heard and
to make decisions without confusion.
Today, Robert's Rules of Order, Newly Revised is the basic handbook of operation for most clubs,
organizations, and other groups. Robert's Rules can be found in most libraries.

A Very Abridged Version of Robert's Rules

The degree of order needed at a meeting is dependent upon the size and purpose of the group. The
following are some basics of Robert's Rules of Order, which may be helpful for groups that need a degree
of normality in conducting business.

The Motion

You may make a motion when you want the group to take some action: to send a letter, to accept a
report, to hold a special meeting, to spend money for some special purpose, etc. Introduce the motion
by saying, “I move that” followed by a statement of the proposal. You cannot discuss the motion until
someone has seconded it. This is done to reduce the number of discussions on a subject in which no
one else in the group is interested.

The Amendment

Amendments are offered in the same way as a motion. You may offer an amendment when you
agree substantially with the motion that has been made but want to make some changes before it
is adopted.

Amending the Amendment

Just as a motion may be amended, an amendment may also be changed in the same way. As with the first
amendment, the second amendment must relate to the motion and the amendment. It is in order
only when it relates to both. No more than two amendments may be made to one motion.

Substitute Motion

The substitute motion is sometimes used when there is a motion and two amendments on the floor in
order to save the time of the meeting. If there does not seem to be substantial disagreement with the
motion and the two amendments, a substitute motion incorporating all three into one motion may
be made and accepted by the chair.
Note: If you disagree with a motion or an amendment, you do not defeat it by trying to change the
sense of the motion through amendment. You speak against the motion or amendments and urge the
membership to vote against them. Then new motions calling for different action may be made and
considered.

Speaking on Motions and Amendments

When you want to speak at a meeting, you raise your hand and ask the chair for the floor. As soon as
you are recognized by the chair, you may proceed to speak either for or against the motion or
amendments being considered. When several members wish to speak at the same time, these guiding
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principles should determine the decision of the chairperson:
• The chairperson should show preference to the one who made the motion.
• A member who has not spoken has first choice over one who has already spoken.
• If the chairperson knows the opinions of members discussing the measure, he/she should
alternate between those favoring and those opposing it.

Motion to the Table

If you wish to postpone or end debate on any issues, you may also make a motion to table. Such a motion
is not debatable, and if it is seconded by one other member, the motion must be put to an immediate
vote by the chair. The chair may discuss the reason for tabling with the member.

Calling a Question

In order to speed up the meeting and eliminate unnecessary discussion, a member can “call the question.”
The chair will call for dissent. If you want the motion to be discussed further, raise your hand. If there is
no dissent, voting on the motion takes place.

Voting

Voting on a motion can be as formal as using written ballots or as casual as having the chair ask if
anyone objects to the motion. The most common practice is to call for a show of hands or a voice vote
of “ayes” and “ nays.” Only members present at the time may vote unless the rules of the organization
allow for proxies or absentee ballots.
A simple majority of votes cast will pass most motions. During elections when more than two
candidates are running for an office, your organization rules should specify whether a majority or plurality
is necessary. These rules can also call for other requirements depending on the issue on which the vote
is held.

When the Chairperson Can Vote

Assuming that the chairperson is a member of the organization, he/she has the right to vote whenever
a written or secret ballot is used. With any other method of voting, to protect the impartiality of the
chair, he/she should vote only when it will change the outcome.

Point of Information, of Order

If at any time during the meeting you are confused about the business being discussed or if you want
the motion that is being considered more clearly explained, you may rise to ask the chairperson for a
point of information. After you are recognized, ask for the explanation that you desire.
If you disagree with any of the chair's rulings, or if you believe that the person who is speaking is not
talking about the business being considered, you may raise a point of order and state your objection
to the chair. The chair then is required to rule one way or another on your point of order.
Note: This section does not pretend to cover all situations or answer all questions. It is meant to
introduce you to some basic information that will suit many groups' needs.
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Parliamentary Procedures and a Glance
Here are some motions you might make, how to make them, and what to expect of the rules. The
motions listed below are in order of precedence.
May You
Interrupt?

Do You
Need A
Second

Is It
Debatable?

Can It Be
Amended?

What Vote
Is Needed?

Can It Be
Reconsidered?

To Do This

You Say This

Adjourn
Meeting

"I Move That
We Adjourn."

No

Yes

No

No

Majority

No

Call An
Intermission

"I Move That
We Recess
For...”

No

Yes

No (1)

Yes

Majority

No

"I Rise To A
Question Of
Privilege.”

Yes

No

No

No

No Vote

No

"I Move To
Table The
Motion."

No

Yes

No

No

Majority

No (2)

No

Yes

No

No

2/3

Yes (3)

No

Yes

Yes

Yes

Majority

Yes

No

Yes

Yes

Yes

Majority

Yes (4)

No

Yes

Yes (5)

Yes

Majority

Yes

No

Yes

Yes

Yes

Majority

Yes

Complain
About Heat,
Noise, Etc.
Temporarily
Suspend
Consideration
Of An Issue
End Debate
And
Amendments
Postpone
Discussion For
A Certain Time
Give Closer
Study Of
Something
Amend A
Motion
Introduce
Business

"I Move The
Previous
Question."
"I Move To
Postpone The
Discussion
Until..."
"I Move To
Refer The
Matter To
Committee."
"I Move To
Amend The
Motion By...”
"I Move
That..."

Notes: (1) Unless moved when not motion is pending. (2) Affirmative votes may not be reconsidered. (3) Unless
vote on question has begun. (4) Unless the committee has already taken up the subject. (5) Unless the motion to
be amended is not debatable.
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The motions listed below are not in order of precedence.

May You
Interrupt?

Do You
Need A
Second

Is It
Debatable?

Can It Be
Amended?

What Vote
Is Needed?

Can It Be
Reconsidered?

To Do This:

You Say This:

Protest Breach
Of Rules Or
Conduct

"I Rise To A
Point Of
Order.”

Yes

No

No

No

No Vote (1)

No

Vote On A
Ruling Of The
Chair

"I Appeal From
The Chair's
Decision."

Yes

Yes

Yes

No

Majority

Yes

Suspend
Rules
Temporarily

"I Move To
Suspend The
Rules So
That...

No

Yes

No

No

2/3

No

Avoid
Considering
An Improper
Matter

"I Object To
Consideration
Of This
Motion.”

Yes

No

No

No

2/3 (2}

Yes (3)

Verify A Voice
Vote By Having
Members
Stand

"I Call For A
Division, Or
"Division!"

Yes

No

No

No

No Vote

No

Request
Information

"Point Of
Information...”

Yes

No

No

No

No Vote

No

Take Up A
Matter
Previously
Tabled

“I Move To Take
From the Table…”

No

Yes

No

No

Majority

No

Reconsider A
Hasty Action

"I Move To
Reconsider The
Vote On...”

Yes (4}

Yes

Yes (5}

No

Majority

No

Notes: (1) Unless the chair submits to the assembly for decision. (2) A 2/3 vote in negative is needed to prevent
consideration on main motion. (3) Only if the speaker has the floor but has not actually begun to speak. (4) Unless
the motion to be reconsidered is not debatable.
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Writing Learning Outcomes
What are Learning Outcomes?

Learning outcomes are statements that specify what learners will know or be able to do as a result of a
learning activity. Outcomes are usually expressed as knowledge, skills, or attitudes.

•
•
•
•
•
•

Why Do We Write Learning Outcomes?

Justify programs
Think critically about what we’re doing
Funding purposes
Know the direction our group is or should be taking
Goal setting
Determine what to assess and how

Assessment Cycle

Outcomes

Learning
• Knowledge, skills, and development
• Ex. Students can identify 3 resources for academic assistance on campus.
Operational
• Functions, efficiencies, and resources
• Ex. 90% of first year students will continue to sophomore year.
Align Outcomes w/Mission & Values
• Do outcomes help forward mission?
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•
•

Do outcomes elevate mission?
Do outcomes help measure the effectiveness of overall mission?

Developing Learning Outcomes
• What is the mission of your office, program, or organization?
• What are the specific skills, abilities, or values that you hope students gain as a result of
engaging with your office, program, or organization?
• What does your office, program, or organization do to foster these skills, abilities, or
developments?
Qualities of Strong Outcomes
• SMART Goals & Outcomes
o S
Specific
o M
Measurable
o A
Attainable
o R
Realistic
o T
Time-bound
• ABCD
o A
Audience
 Who is doing the learning?
o B
Behavior
 What behavior do you want the audience to exhibit?
o C
Condition
 Under what condition(s) should they exhibit the behavior?
o D
Degree
 To what degree should they exhibit the behavior?
• 3Ms
o Meaningful
o Measurable
o Manageable
• “Good Enough” Outcomes
o Informal but intentional
o Should still guide assessment in a meaningful way
Students Writing Learning Outcomes
• Ex: “After participating in this program, students will… [observable behavior, condition, and
degree]”
• Use Bloom’s Taxonomy for help in developing and wording Learning Outcomes
o Check out this link: http://www.nwlink.com/~donclark/hrd/bloom.html
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10 Steps to Successful Event Planning

Adapted from Cornell University Office of Student Leadership, Engagement, & Campus Activities (SCLEA).

STEP 1:
ASSES RESOURCES
Know what you have to work with before planning. Faculty and staff members, students, and community
groups are all resources. Consult with the Office of Student Leadership and Events about supplies and
equipment available to student clubs/organizations.
STEP 2:
ASSESS NEEDS & INTERESTS
Who will attend your event? What are your goals for the event? What campus/community needs are you
trying to address?
STEP 3 :
BRAINSTORM IDEAS
Think of every type of event that might fulfill your goals. Do not evaluate ideas at this point; just list all
suggestions. Once this is done, review each idea and assess it for feasibility. Prepare an Activity Request
Form and submit to the Office of Student Leadership and Events for approval.
STEP 4:
DEVELOP A TIMELINE
Make a list of everything that needs to be done to plan the event. Sometimes it is easier to work backward
from the date of the event to the present. Make a schedule that shows when each task needs to be
completed and who will be responsible.
STEP 5:
RESERVE SPACE
Be aware that you are not just vying with other student clubs/organizations for event space. All
departments compete for limited campus space for events. Reserve your space as early as possible.
Contact the Office of Student Leadership and Events for help selecting and reserving a location.
STEP 6:
DEVELOP A BUDGET
Consider all costs associated with running your event. Consider fundraising in advance or collaborating
with other campus groups if needed. Remember that fundraisers must be for a specific event/activity and
not to simply add to your club/organization account. Fill out the Activity Fund Request Form to request
use of the $100 available for your club/organization.
STEP 7:
THE PAPER CHASE
Complete all the necessary paperwork. See the attached timeline to make sure you submit paperwork on
time.
STEP 8:
THE PEOPLE CHASE
Contact all the people necessary for a successful event: performers, speakers, volunteers, campus
departments, etc. Give plenty of notice to anyone outside your club/organization from whom you will be
requesting assistance.
STEP 9:
FINAL DETAILS
Complete and confirm all details pertaining to the event. Follow up with everyone you have already made
arrangements with. Double-check room reservations and pick up payments. ENJOY YOUR EVENT!
STEP 10:
EVALUATE
Complete and turn in the Event Evaluation Form. Attach any extra details that might be useful to groups
planning similar events in the future. Time to start planning your next event!

Event Planning Timeline At-A-Glance
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This is not an exhaustive list of the things you may need to do as you plan an event, but it will keep you
on track with the major arrangements that need to be taken care of so that you do not find yourself
without the location, funding, staff, or equipment to host your event. Contact the Office of Student
Leadership and Events for the necessary forms and contact information to plan your event.
Activity Request Form: 2–10 weeks prior to event (depends on scope of event—proposal should
be submitted prior to the EARLIEST date you have to complete another checklist item. Keep in mind that
approval can take time and the more time you have to publicize your event, the better. See Appendix K
for a copy of the Activity Request Form. You can also find a copy on the website:
http://yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/ACTIVITY_REQUEST_FO
RM_2_18.pdf
Event Talent Contracts: 8–10 weeks prior to event (Consult with Office of Student Leadership
and Events about how to contract with event talent—student club/organization leaders and Advisors
CANNOT contract on behalf of the College, only their individual clubs/organizations. Make sure you have
activity approval and the appropriate funds available BEFORE signing a contract.
Location Reservations: 2–10 weeks prior to event. Earlier is always better. Submit your room
reservation request as soon as you begin planning your event. It is easier to cancel than to book at the
last minute.
Event Funds: 4–8 weeks prior to event for College funds. Submit your Activity Fund Request Form
no less than 4 weeks before you need your funds. See Appendix l for a copy of the Activity Fund Request
Form. You can also find a copy on the website:
http://yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/ACTIVITY_FUND_REQUE
ST_FORM.pdf
Equipment: 2–4 weeks prior to event. Secure any assistance you need using the audio/visual
equipment in the location you have reserved at least 2–4 weeks prior to event. Contact the Office of
Student Leadership and Events to find out what equipment is available for club/organization use.
Work Orders: 2–4 weeks prior to event. Work orders should be submitted no less than 2 weeks
prior to event, but preferably 4 weeks beforehand.
Food/Catering: 4 weeks prior to event. Discuss any on-site food or catering plans for your event
with the Office of Student Leadership and Events at least 2–3 weeks prior to event.

40

Planning Events
Part of the work of all organizations is planning some kind of event or activity. It may be a fundraising
campaign, a community service project, or a team-building event. The key to success is good planning.

Deciding on an Activity

Activity ideas can come in different ways: requests from college or community, events traditionally
sponsored by the club, or from ideas generated by members.

Logistics

After you decide what to do, you need to work out the details of how to do it. Planning the logistics of the
event takes most of the time. First, determine the time and place of your event. Then, you should plan
the program; decide on refreshments, transportation, equipment, supplies; seek approval, and plan the
publicity. During the logistics planning, you will need to identify people to complete the tasks (i.e.
someone to reserve the rooms, check on supplies, design the fliers, etc.). Be sure to choose a chairperson
(or event coordinator) to oversee all of the planning.
An organization may not plan a function for the same time as a school-sponsored or Student Leadership
and Events-sponsored event unless given special permission by the Office of Student Leadership and
Events. It is the organization’s responsibility to check the activities calendar. Club members may consult
with the Student Leadership and Events Coordinator for advice and guidance in planning for the event.

Notification

The Office of Student Leadership and Events and the organization’s Advisor should be notified in advance
of any event or meeting which the organization is planning.
If requested, the planned event will be posted in the student news for the general purpose of providing
information to students who have questions regarding the event. Information to be included in the
promotion should be submitted to the Student Leadership and Events Coordinator in time for the monthly
publication.

Notices on Campus

Posters or announcements publicizing events can be placed on campus but MUST be approved by the
Student Leadership and Events Coordinator.

Invited Guests on Campus

Student organizations must obtain prior approval by the Student Leadership and Events Coordinator
before inviting public officials or persons from the media on campus. Approved guests must be
documented in the Office of Student Leadership and Events.

Contracts

Any contract for speakers, performers, etc. secured by an organization must be co-signed by the President
of the organization as well as the Advisor. This is for the organization’s protection as well as for the
protection of the individuals signing for the organization. No student may contract on behalf of the
College.

41

Implementation

Be flexible! Things seldom go exactly as planned. Try to have an extra person or two on hand to deal with
minor “emergencies.”

Evaluation

Always remember to evaluate your event afterwards. It is easy to remember what you would do
differently right after the event, but difficult a year later. See Appendix M for a sample evaluation form or
request an electronic copy from the Clubs and Organizations Liaison.

On-Campus Events
See “Meeting Rooms.”

Using College Facilities

College furniture and equipment cannot be removed from rooms/buildings without written authorization
from the Administrative Assistant who schedules the rooms. A Maintenance Work Order may be required.

Off-Campus Events & Field Trips
Approval Process

Off-campus events, including travel to a conference, must be approved in advance. The student
organization Advisor must adhere to all field trip procedures and complete the appropriate field trip forms
in accordance with the guidelines. The field trip procedures and forms are located on the College’s website
at https://www.yorktech.edu/campus-life/student-policies-and-resources/.

College Representative

The Advisor of the organization or a designated employee of the College is required to accompany
students and to attend any off-campus event sponsored by the student organization.

Alcohol and Drug Regulations

York Technical College does not sanction the use of alcoholic beverages or any illegal drugs at any event
involving students of the College.

Student Behavior

Students participating in off-campus events have a duty to behave in a responsible, safe manner. Students
should always uphold the image of the College and are expected to abide by the Student Code, which is
available on the College’s website:
http://www.yorktech.edu/uploadedFiles/Pages/Campus_Life/_content/Student%20Code.pdf.
Any problematic behavior at a student organization-sponsored event will be referred to the Dean for
Students for review.

Scope of Responsibility
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The College is not responsible for any travel conducted outside the scope of the conference or meeting
being attended. Failure to comply with travel procedures may result in suspension of the organization’s
charter.

Promotion and Publicity
T-shirts

If a student organization would like to have t-shirts printed, the designs must be submitted to the Office
of Student Leadership and Events. The Office of Strategic Communications and Marketing will also be
consulted prior to approval.

Media Coverage

The College’s Office of Strategic Communications and Marketing is responsible for all press releases or
news coverage concerning the College. Requests for newspaper articles, press releases, television and
radio coverage, or other promotion must be made in writing through the Office of Student Leadership and
Events at least 3 weeks prior to the event.

Publicizing on Campus

Student organizations may post notices on bulletin boards after they are stamped “approved” by the
Office of Student Leadership and Events. When the event is complete, all notices should promptly be
removed by the club members.
The Student News is a monthly bulletin of events for students, faculty, and staff. You may submit articles
about upcoming events and/or fundraisers or report on successful events after they have occurred. Send
information to the Student Leadership and Events Coordinator for inclusion in the next scheduled
publication.
E-mail is also an effective way to get information out to faculty and staff. Any e-mail communication using
the College’s system must be approved and sent by the club Advisor or the Office of Student Leadership
and Events.
Additional methods of promoting events are encouraged; however, student organizations must receive
permission from the Student Leadership and Events Coordinator prior to implementing any promotional
techniques on campus that differ from those described.
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Bank Account Regulations
Tax Status

Student organizations are tax-exempt for income tax purposes. Any student organization that has annual
gross receipts exceeding $5,000 is required to complete a notification form (Form 1023) for the IRS.
Student organizations are not exempt from paying sales tax.

Bank Accounts

All chartered York Technical College student organizations participating in approved fundraising activities
are required to establish a checking account. The student organization is responsible for selecting the
bank.

Signatures on Checks

Two signatures are required on student organization checks. The two authorized signatures are the
Treasurer and the Advisor.

Address on Checks

Checks for the organization should include the name of the student organization on the first address line
followed by:
c/o York Technical College
452 S. Anderson Rd.
Rock Hill, SC 29730

Stolen or Lost Funds

Stolen or lost funds or checks must be reported to the Office of Student Leadership and Events. The
student organization is responsible for attempting to collect lost or stolen funds. A College investigation
into the matter can be initiated by the Student Leadership and Events Coordinator.

Inactive Club Status

If the organization becomes inactive and funds remain in the bank account, the funds will be transferred
into the Student Leadership and Events budget to be used for general student programming.

Fundraising
Officially chartered student organizations at the College have the privilege to raise funds on or off campus.
The Treasurer or club Advisor is responsible for submitting a Student Activity Request Form to the Clubs
and Organizations Liaison for any fundraising activity at least three weeks prior to the event. The Student
Leadership and Events Coordinator will consult with the Dean of Student Engagement and the College
Advancement Division before issuing final approval. Fundraising is scheduled on a first-come, first-served
basis. Duplicate fundraisers will not be allowed to take place concurrently. Fundraising and solicitation
projects must be consistent with the laws of South Carolina and policies and procedures of York Technical
College. See Appendix N for some examples of fundraiser ideas. These fundraiser ideas are not guaranteed
to be approved, but serve as examples of activities that may be approved.
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Purpose of Fundraising

The specific purpose for the fundraising event must be clearly stated. Raising funds to increase the bank
account is not specific; identify an actual event or purpose for raising the funds.

Reporting of Funds

The funds raised always should be counted and confirmed by the Treasurer and another Officer. The
organization’s Treasurer or club Advisor is responsible for depositing the funds in the bank account within
5 working days from the date of collection. A Financial Report is required of all organizations with an offcampus bank account at the conclusion of each semester. See Appendix F for an example of the Financial
Report or contact the Clubs and Organizations Liaison for an electronic copy.

Solicitation Guidelines

With approval by the Office of College Advancement, student organizations may sponsor a community
business with an interest in selling products on campus if the sponsoring student organization receives a
profit from the sales or if the student organization agrees to provide the event as a service to the students.

College Contracts

Fundraising such as the sale of books, paperbacks, newspapers, magazines, food, or other items that
conflict with the existing contractual obligations of the College may require additional approval by the
Vice President for Business Services.

Loss of Privileges

Fundraising privileges can be revoked for one or more semesters if the fundraising procedures are not
followed.

Student Organization Donations
Student organizations wishing to seek donations from external sources must be approved in advance by
the College Advancement Office.
1. Donation Listing: The student organization is responsible for submitting a list of possible donors
to the Office of College Advancement for review by the York Technical College Advancement
Division.
2. Approval Process: The list of requested donors will be reviewed and either approved or denied
based on any conflicts that may exist.
3. Notification: The Office of College Advancement will notify the student organization of the
decision with regard to external donations. Student organizations are expected to abide by the
decision.
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Advisors
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What Exactly Is An Advisor?

An Advisor is a member of the York Technical College faculty or staff who is selected by members of a club
or organization to serve as the official liaison between the club/organization and the College
administration and faculty. Beyond that, the responsibilities and roles of the Advisor are determined
through agreement between the Advisor and club members. Some clubs have Advisors who are highly
involved with the day-to-day operations of the club while others may only attend meetings occasionally
and provide more behind-the-scenes support. Club members are encouraged to make sure their Advisor
is aware of their plans and activities so that the Advisor can help them remain within the College’s mission
and program guidelines. It is also recommended that Advisors take part in those plans and activities as
much as possible.

Advisor Roles

Due to the differences in the objectives and needs of student clubs and organizations, there is no one
right way to serve as an Advisor. Below are some of the roles you may assume as an Advisor:

Mentor

Many students will come to see their Advisor as a mentor and the success of these relationships can last
many years and be rewarding for both the students and the Advisor. If the student is seeking an education
and a career in your field, you may be asked to assist in his/her professional development. To be effective
in this capacity, you will need knowledge of their academic program and profession, a genuine interest in
the personal and professional development of new professionals, and a willingness to connect students
to a network of professionals. You may be approached to review resumes, to connect students with
community resources, or to be a sounding board for their ideas of what they want to accomplish in the
field.
At times, students will seek out someone to assist with their personal development. In this capacity, a
mentor will have a basic understanding of student needs and perspectives, a desire to challenge students
intellectually and emotionally while providing support to meet the challenge, and the ability to listen to
students’ verbal and nonverbal communication. Students may want to talk to you about family or
relationship issues, conflicts they are having with other students, or to have conversations about their
ideas and thoughts on different subjects.

Team Builder

When new Officers are elected or new members join the organization, you may need to take the initiative
in turning the students from individuals with separate goals and expectations into a team. Team building
is important because it enhances the relationships of the students between one another and the Advisor.
Positive relationships help the organization succeed and work through conflicts and difficult times.
To accomplish the goal of creating an effective team, it is necessary to conduct a workshop (if you and the
students have the time, a full-scale retreat encompassing team building and goal setting could be planned)
to engage students in this process. As the Advisor, you may consider working with the student Officers to
develop a plan and to have the students implement it. Training students in effective techniques for team
building will keep students invested in the organization and give them the opportunity to learn what it
takes to build a team.

Conflict Mediator
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Inevitably, students are going to join the organization with different agendas, goals, and ideas about how
things should function and the direction they should be taking. When working with students who have
come in to conflict, it may be necessary to meet with them and have them discuss their issues with each
other. In many cases, it may be necessary to remind them that they both want what is in the best interest
of the organization. Ask them how they think they can work together, point out the organization’s mission,
and ask how their conduct is helping the group to achieve its mission.
Sometimes, one student may be causing a problem with other students. In many cases this students may
not realize that his/her actions are causing a problem. In this case, speaking with the student individually
could be helpful. Chances are that no one has met with the student previously and discussed how his/her
attitudes are impacting other people and how those attitudes or actions can be changed to make everyone
feel better. In many cases, the student will appreciate honest feedback.

Reflective Agent

One of the most essential components to learning in “out of classroom” activities is providing time for
students to reflect on how and what they are doing. As an Advisor, you will want your Officers to talk to
you about how they think they are performing, their strengths, and their weaknesses. Give them the
opportunity to discuss their thoughts on their performance. Then be honest with them. Let them know
when you agree with their self-perceptions and in a tactful manner let them know when you disagree.
Remember, any criticism you provide students should be constructive and you will want to provide
concrete examples of actions the student took that seem to contradict their self-perceptions. When
students discuss their weaknesses, ask them how they can improve those areas and how you can help
them. Students usually have the answer to what they need; they just don’t like to ask for help. Remember
to have students reflect on their successes and failures.

Educator

As an Advisor, your role of educator will often come through the role modeling of behavior, guiding the
student in reflection of their actions, and being there to answer questions. One of the most difficult
actions to take as an Advisor is to do nothing, but sometimes this can be the most important action of all.
Allow the students to make their decisions even if they do not agree with your ideas. Sometimes, students
will succeed; other times, they may fail. They key is to return to the role of the reflective agent and give
the students a safe place to reflect on their experiences.

Motivator

As an Advisor, you may have to motivate students to excel and to carry out their plans and achieve their
goals. Some students are easily discouraged and at the first sign of difficulty, they may want to quit. You
will need to be their “cheerleader” to keep them excited about all of the potential successes they will
experience. You can motivate students through recognizing their efforts, appealing to their desire to
create change, and connecting their experiences here at the College to the experiences they will have in
the community.

Policy Interpreter

Student organizations operate under policies, procedures, and rules. At times, students may not be aware
of these policies and they will do things in an inappropriate manner. The more you know about these
policies the better advising you can give to the students on their plans.
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As an Advisor, you will assume numerous roles (not all of which are mentioned here). A key to remember
is that you are an Advisor not a leader. You provide guidance, insight, and perspective to students as they
work on projects, but you should not be doing the work. Students will learn if they are engaged. Be careful
of being challenged into doing the work for a student project. The students make the decisions, and they
are accountable for those decisions and for the successes and failures of their groups.
(“Advisor Roles” taken from APCA Commission for Student Involvement. “Advisor Manual.” Pages 2-3.
http://www.myacpa.org/sites/default/files/acpaAdvisormanual.pdf.pdf)

Advising at York Tech

The Office of Student Leadership and Events is committed to maximizing student success and enhancing
the development of York Technical College students. This program strives to achieve its goal though the
support of an active array of student organizations on campus.
An Advisor of a student organization has the ability to impact students’ total development by promoting
the purpose established by the Office of Student Leadership and Events, which states:
As a part of the College’s mission to emphasize and promote improvement of the quality of life in the
communities it serves, the Student Leadership and Events program complements and enhances the total
educational experience of students through exposure to and participation in a variety of cultural, social,
educational, and recreational activities.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Advisor’s Responsibilities

Serve as the College liaison with the student organization.
Become familiar with the student organization’s information (constitution, bylaws, etc.).
Ensure a club Advisor attends all meetings.
Attend all off-campus activities sponsored by the student organization or require the student
organization to make arrangements for another faculty or staff member to attend.
Maintain and validate student a membership roster each term and recruit new members as
needed to keep the club vital and active.
Offer guidance to your student organization members and ensure that they follow the Guidelines
for Student Organizations and other college rules and procedures.
Review club requests and promotions for appropriateness prior to the student organization
members submitting them for approval.
Notify the Office of Student Leadership and Events when the organization’s actions are contrary
to its general purpose or procedures, or a program is planned without the approval of the Advisor.
Ensure all of the student organization’s events, including travel, are coordinated in advance and
comply with designated procedures.
Ensure that the student organization adheres to all rules and regulations regarding off-campus
events, travel, alcohol policy, and the Student Code.
Attend scheduled meeting for Advisors conducted by the Office of Student Leadership and Events.
Review all request forms prior to submission to the Office of Student Leadership and Events
including fundraising, off-campus events, travel requests, check requests, etc.
Advise the organization on financial and budgetary matters.
Retain all financial records, minutes, annual reports, etc. for the student organization and submit
the annual report for renewal of the organization in July of each year.
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15. Communicate with the organization on all College meetings and announcements affecting the
group.
See Appendix O for a worksheet Advisors and organization members can use to determine the roles,
responsibilities, and expectations of an Advisor specific to their organization.

Liability Issues for Advisors

Advisors have the authority to make certain decisions or take certain actions within the stated
responsibilities outlined in the Handbook for Student Organizations.

Scope of Duty

An Advisor is an official representative of the College. Any actions or behaviors not consistent with College
policies and procedures constitute an individual act by the Advisor.

South Carolina Ethics Act

Advisors should abide by the SC Ethics Act regarding honorariums and gratuities as printed in the
Faculty/Staff Handbook.
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College Resources
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Campus Mail

Student organization members are asked to check their college e-mail accounts regularly for important
college announcements, events, and requests for information. It is advisable for each student organization
to have an e-mail distribution list of members for quick dissemination of information. Any paper mail
received for the student organization will be routed to the club Advisor.

Meetings Rooms

Meeting rooms can be reserved by contacting the Student Clubs and Organizations Liaison in the Student
Center, Building K, as soon as possible to ensure that a room can be scheduled.

Printing

Some printing of student organization materials is available through the Office of Student Leadership and
Events. The limit is 25 copies per group, per month. All printing requests should be submitted to the
Student Clubs and Organizations Liaison at least three weeks prior to the event.

Postage

Assistance with postage may be available through the Office of Student Leadership and Events. Contact
the Student Clubs and Organizations Liaison for information.

Office Supplies

Assistance with office supplies, such as pens, pencils, note pads, and paper clips, may be available on a
first-come, first-served basis through the Office of Student Leadership and Events. Contact the Student
Clubs and Organizations Liaison for information.

Equipment Requests

Student organizations needing tables, chairs, ice chest, coffee pot, etc., should contact the Student Clubs
and Organizations Liaison.

Funds

Limited funds may be available through the Office Student Leadership and Events budget for student
organizations sponsoring a college-wide event or community service. A written request for funds must be
submitted to the Office of Student Leadership and Events at least 4 weeks in advance of the date needed.
Generally, each organization may receive $100 per year in funds for approved activities. The Accounting
Office will send the funds to the club Advisor for deposit in the organization’s checking account. These
funds are not available to support fundraising efforts.

Meeting Times

Clubs and student organizations are responsible for determining their meeting dates and times based on
the availability of the members and the club Advisor(s). Every effort should be made to schedule meetings
at times that will not interfere with class attendance. Clubs must report their meeting times to the Office
of Student Leadership and Events by September 15th in the fall semester and by February 1st in the spring
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semester.
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Appendices
Do not print and fill out the forms in the Appendices. These are for reference only. Follow the designated
links, access the documents on the Clubs/Organizations SharePoint page, or request an electronic copy
(Word or pdf) from the Clubs and Organizations Liaison, Jennifer Roberts at jroberts2@yorktech.edu.
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Appendix A: New Club/Organization Registration Packet

Always refer to the most up-to-date version of the packet found at the following link on the website:

https://www.yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/NEW_CLUB_REGISTRATION_PACKET.pdf

You can also request an electronic copy from the Clubs & Organizations Liaison at jroberts2@yorktech.edu.
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Appendix B: Constitution and By-Laws
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Appendix C: Existing Club/Organization Renewal Application

Always refer to the most up-to-date version of the packet found at the following link on the website:

https://www.yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/EXISTING_CLUB_RENEWAL_PACKET.pdf

You can also request an electronic copy from the Clubs & Organizations Liaison at jroberts2@yorktech.edu.
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Appendix D: Participation Requirements
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Appendix E: End-of-Semester Report
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Appendix F: Financial Report
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Appendix G: Annual Report
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Appendix H: Change of Officer Form
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Appendix I: Agenda Template Sample

Email Jennifer Roberts (jroberts2@yorktech.edu for a Word version of this template.

Appendix J: Meeting Minutes Template Sample

Email Jennifer Roberts (jroberts2@yorktech.edu for a Word version of this template.
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Appendix K: Student Activity Request Form

https://www.yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/ACTIVITY_REQUEST_FORM.pdf
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Appendix L: Student Activity Fund Request Form

https://www.yorktech.edu/uploadedFiles/Smartform_Content/Link_Set/Campus_Life/ACTIVITY_FUND_REQUEST_FORM.pdf
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Appendix M: Event Evaluation Form
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Appendix N: Fundraiser Ideas
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Appendix O: Advisor Roles, Responsibilities, and Expectations Agreement
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