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Part I.  Introduction
The primary goal of the Office of Student Development is to support the learning mission of Cazenovia College by fostering a campus environment conducive to learning. The Division additionally provides students with purposeful out-of-class activities and opportunities for involvement including, but not limited to, institutional governance, leadership in creating and administering student organizations, and involvement in community service.  Through the leadership of professional staff members appropriately trained in their respective disciplines, efficiently administered policies and procedures, and excellence in the delivery of services and programs that we offer students, the Student Development Division plays a critical role in the future of Cazenovia College and the lives of its students, faculty and staff.

The Office of Leadership Programs, a department within the Student Development Division, serves as the hub of campus leadership development programs, and coordinates all resources and services offered to student organization.  Our student leadership programs are designed to prepare students for leadership roles and responsibilities.  Through formal training and experiential opportunities, students have the opportunity to develop and enhance a personal philosophy of leadership; gain varied leadership experiences; and use multiple leadership techniques, theories and models.  The Office serves as a key resource for student groups by advising them in organizational development and event programming.

We strive to create an environment where all students have the opportunity to participate in events and activities that enhance their classroom experiences and allow them to accumulate knowledge, skills and values in settings beyond the classroom.  Our programs promote learning and development in students by encouraging outcomes such as intellectual growth, ability to communicate effectively, realistic self-appraisal, enhanced self-esteem, clarification of values, meaningful interpersonal relations, ability to work independently and collaboratively, appreciation of aesthetic and cultural diversity, and achievement of personal goals.

Part II.  Student Organizations
Student organizations at Cazenovia College serve a valuable educational function, offering students the opportunity to join together in academic, service, governance, cultural, political and/or special interests groups.  Organizations offer opportunities for students to assume various leadership roles in carrying out the mission of the group. This opportunity affords students a special experiential component to their lives on campus. 
Cazenovia College has established a process to define the basis of the relationship between the College and student organizations and the responsibilities and privileges afforded to registered student organizations. This process offers a structure by providing parameters in which organizations can function.  It spells out responsibilities for groups that the College expects them to fulfill and it outlines consequences for groups that choose not to exist in accordance with the established guidelines. 

A.  Definition
 
A student organization is defined as any registered group/organization at Cazenovia College that meets the criteria outlined in this document regarding the responsibilities and registration.   All student groups/organizations must be directed and controlled by students currently registered at Cazenovia.  Currently enrolled students must hold all offices with the exception of the organization advisor.  Faculty, staff and administrators are eligible to serve as the organization’s advisor.  All registered student organizations must have a full-time faculty/staff advisor.

  

B.  Membership
 
Active membership in registered student organizations shall be limited to registered students, faculty and staff.  Student organizations must specify criteria by which active members are determined to differentiate them from eligible members for participation.  This determination will facilitate the identification of actively participating members for the purposes of officer eligibility and inclusion in the organization’s membership roster. 

 

 

 

Part III.  Recognition/Registration

A.   Definition

Recognition is a process through which an organization is granted the privilege to function officially at the College.   The relationship between the College and registered student organizations generates neither a contractual relationship between the College and the organization, nor a property right or expectancy in the organization of any sort.  Duties performed and activities undertaken by registered organizations are not those of the College.  Recognition/registration of a student organization does not imply Cazenovia College sponsorship of, or responsibility for the activities of the organization, or control over their day-to-day functions and activities.  The College views all registered student organizations as private affiliates and does not endorse the missions, goals or purposes of any organization, nor allow the organization to act on behalf of the College. 

Please note the title “Cazenovia College” may not be used in conjunction with the name of the student organization.

Recognition will be denied to any organization that discriminates in its admission to membership in violation of applicable federal, state, local law or College regulations.  Only full-time, officially registered students (not on full-time internships) shall be eligible to serve as appointed or elected officers in registered student organizations. Student organizations failing to comply with the above stipulations jeopardize both their right to function as official College organizations and privileges afforded such groups.
B.  Requirements of Recognized Student Organizations and Officers
Recognition is a status includes the privilege of utilizing campus facilities and services, posting publicity for events, sponsoring fundraisers on campus, and applying for student organization funding. In order to be recognized as a registered organization a group must meet all of the following criteria:

1.  Have a membership of at least five (5) students who are matriculated and in good academic and disciplinary standing with the College (individual groups may set higher academic requirements for membership);

2.  Maintain and function in accordance with an up-to-date constitution and bylaws approved by the Office of Leadership Programs;

3.  Comply with all college policies and regulations (ie. – abide by and be subject to the Code of Student Conduct);

4.  Comply with all local, state and federal laws and ordinances; 
5.  Reflect in the organization's purpose statement, as well as all programs and activities, values that are consistent with the mission of the College;

6.  Accept responsibility for all financial obligations incurred and decisions made as an organization; and operate financially only through an account (or accounts) established with the Office of Leadership Programs – Student Government Association (SGA);

7.  Have an active full-time faculty/staff advisor who has been approved by the Office of Leadership Programs; and 

8.  Register annually with the Office of Leadership Programs (this should be done when your organization changes officers). Registration shall consist of completing and submitting a packet of information forms (which may be obtained from the Office of Leadership Programs).

Officers are encouraged to improve their leadership skills through attendance at available workshops and other opportunities provided by the Office of Leadership Programs.
 

C.  Privileges of Recognized Student Organizations

Privileges of Recognized Student Organizations in good standing include but are not limited to:


1.  Use of campus facilities and space to hold meetings and events.
 

2.  Listing in major college publications such as the Student Handbook.

3.  Posting privileges of publicity and promotional materials.


4.  Access to funding from the Student Government Association (SGA).

5.  Office of Leadership Programs support services such as leadership development, professional resources and consultation.
 
6.  Inclusion of group involvement and activities in Co-curricular Transcripts (as technology is developed).
 
7.  Assistance with determining member’s eligibility for office (if grade point average is required for candidacy).
 
8.  Access to information regarding College awards and nomination processes for group and individual members. 
 

9.  Use of college vehicles (requires approval of Advisors and the Office of Leadership Programs). 
 

Part IV.  Registration Process 

 

A.  Registering a Student Organizations

All Cazenovia College student clubs/organizations are officially registered and recognized by the Office of Leadership Programs.  Student organizations are required to register and be recognized with the Office of Leadership Programs at the beginning of each academic year.  Organizations that are not officially registered will not receive funding, approval for posting materials, or permission to reserve and/or use college facilities.

Forms for registering your organization are available in the Office of Leadership Programs.  The following items must be submitted to the Office of Leadership Programs (Box #5068) by September 22nd, 2006 in order for any student club/organization to be eligible to receive SGA funding for the 2006-2007 academic year.

· Constitution
· Advisor Responsibility/Commitment Form
· A preliminary list of events/activities planned for the academic year to meet the objectives of the club/organization

· Membership Roster

· Application for Registration
· Annual Funding Request Form

· Annual Funding Request Narrative

· Annual Funding Guidelines Acknowledgment

· Clubs & Organizations Manual Acknowledgment

 

B. Responsibilities of Student Organizations and Officers

 

1.  Organization officers have a responsibility to see that the information submitted to the Office of Leadership Programs in registering their group is accurate and up to date at all times.

2.  The organization's "contact person" has the responsibility to maintain his/her current address and telephone number in the records.  If attempts to reach the "contact person" by mail or by telephone fail because of obsolete information, the group's registration will be in jeopardy.
3.  It is the organization's responsibility to maintain the required number of currently enrolled students listed in its records in order to maintain its registration.
4.  The Office of Leadership Programs will verify that the members listed on the Membership Roster are currently registered as students at Cazenovia College.  If any are not so enrolled, the group's registration will be in jeopardy. 
5.  Advisors must be either full-time faculty or staff members currently employed at Cazenovia College.
6.  Officers of the organization are responsible to be aware of College Policies that affect the organization’s events and programs. Copies of written policies that affect student organizations will be provided upon request.
7.  All individuals, groups, and organizations wishing to hold events which are not College administrative functions, college sponsored intercollegiate athletic events, or part of scheduled academic course work on the Cazenovia College campus or on property controlled, operated or owned by the College must submit the appropriate registration form(s). 

8.  The College reserves the right to determine the location of an event, limit the duration, mandate levels of service to be present in the form of security, custodial and other support staff, and establish other conditions with respect to the use of College property.  Cazenovia College reserves the right to reschedule the event, if necessary, at its discretion.

9.  Any changes to Cazenovia College property by the addition of something new or the modification of anything existing must be approved in advance, in writing.

10.  Any person(s), while on College owned or controlled premises, who willfully refuses the request or command of an authorized College official to desist in any prohibited conduct may be ejected from such premises and subject to appropriate disciplinary action.

11.  Solicitations and other activities engaged in for personal financial gain or profit are prohibited.  Fund raising for charitable groups must be approved by the Office of Leadership Programs.

12.  All events must be held in compliance with Cazenovia College Alcohol Policy and New York State Law.

 
C.  How to Start a New Organization

Since part of the mission of the Office of Leadership Programs is the creation of new student organizations, we recognize the need to help those who wish to begin a new organization in the most effective way. 

At a minimum, any new proposed group must meet the following standards before their request for recognition will be considered: 

· A group must have at least five (5) currently enrolled students interested in membership in the club. 

· A group may not duplicate the purpose and/or activities of an existing student organization. The provision safeguards limited resources and encourages students to work cooperatively when their interests and intentions are similar. 

· The group must have selected a full-time member of the faculty, staff or administration to serve as their advisor. 

· The group’s purpose and activities must be consistent with the College’s mission. 

The following list of steps is designed to assist you to accomplish this process quickly and effectively. 
1.  Meet with the Associate Dean for Leadership Programs to discuss registration/recognition procedures and requirements.  Obtain a "Student Organization Registration Form Packet" (available from the Office of Leadership Programs or on-line @http://www.cazenovia.edu/clubforms).

2.  Determine the purpose (goals or objectives) of the prospective organization.

3.  Select a name for the organization.

4.  Campus facilities may be used for two (2) organizational meetings prior to gaining official recognition; reservations for these facilities may be arranged through the Office of Leadership Programs.

5.  Obtain the signatures and commitment of at least five (5) prospective members on the "Membership Roster" form. You should also obtain their addresses and telephone numbers for your files. The Office of Leadership Programs recommends that there be at least five (5) members in each new organization to insure the survival of the organization beyond the start-up phase. However, prospective organizations with fewer than five (5) members will be considered on their merits.

6.  Contact an interested full-time faculty or staff member as a possible advisor for your organization.  You should apprise him/her of your expectations. (The role of the advisor is described elsewhere in this manual).

7.  Develop a constitution and bylaws according to the form outlined in the "model constitution" (available in the Office of Leadership Programs). You may wish to add or delete material from this suggested form according to the particular nature of your organization. You should also become aware of the College's Mission Statement (its goals and objectives) so that the purpose of your organization will be in harmony with the purpose of the institution (any proposed organization which is not, will not be approved).

8.  Hold elections for officers, do so at this time (in accordance with your constitution and bylaws). 

9.  Complete and submit a "Student Organization Registration Form Packet". Deadline for all documents is by September 22nd, 2006.
Feel free to meet with a staff member from the Office of Leadership Programs, at any time, to discuss your needs, concerns, and problems. You are encouraged to attend organization leadership training workshops, sponsored by the Office of Leadership Programs. 

Part V.  Student Organization Advisor

In order to retain recognition as a student organization, each student organization must have an active advisor.

A.   Selection of an Advisor

1.  The advisor must be a member of the Cazenovia College community. A full-time faculty member, administrator, or staff member of the college may serve as an organizational advisor.

2.  Selection of an advisor is through the mutual consent of a) the student organization, b) the proposed advisor and c) the Office of Leadership Programs.
3.  The advisor and the organization should jointly and periodically review the advisor's performance and mutually agree to the advisor's continuance in that position.

B.  Purpose of an Advisor

The advisor of an organization should guide the group in its activities and its relationship to the college. Therefore, the advisor should be knowledgeable of college policy and procedures, including the policy and procedures of the Office of Leadership Programs (most of which are contained in this manual). The advisor should also help to develop the leadership potential within the group.

The advisor does not set the policy of the group, but should take an active part in its formulation through interaction with the members and officers of the group. Since members and officers in any organization are ordinarily active only as long as they are students, the advisor can serve as a continuity factor for the group.

C.  Functions of an Advisor

Specific functions of the advisor are listed below. Individual organizations may expand upon these through their constitutions.

1.  The advisor should be aware of the organization's meetings and activities.  This includes reviewing and authorizing all Event Registration Forms, Request to Raise Funds Forms, Merchandise Request Forms, Budget Modification Request Forms and other club related documents. 

2.  The advisor should meet with the executive committee of the organization a minimum of once per month during the academic year. Executive committee meetings are the ideal arenas for establishing a meaningful working relationship with a group and for exercising effective advisorship.

3.  The advisor should obtain minutes of all organizational meetings for review.

4.  The advisor should have a complete officer and membership list with addresses and phone numbers.

5.  The advisor must approve all financial transactions of the group. The advisor should receive and carefully review periodic financial reports from the organization treasurer or Student Government Association. 

6. The advisor should be knowledgeable of the organization's purpose and 

Constitution and help the general membership adhere to them.

7.  The advisor must be present at any organization function held on campus. 

8.  The advisor must be present for the entire event.  The advisors or his/her designee must chaperone all off-campus trips/events.

9.  The advisor should serve as an academic resource for the organization, insuring that no one in academic difficulty serves in a key office, and offering assistance to any group members who are in need.

10.  The advisor is encouraged to issue a brief annual report to the Office of Leadership Programs summarizing organization activities at the end of each year.

Part VI.   Good Standing 

A.  Failure to Adhere to Regulations

The Office of Leadership Programs will periodically review student organization registrations. Failure to continue to meet the definition of a student organization and/or organization membership or failure to adhere/comply with the responsibilities of a student organization and/or its officers could also cause the organization’s registration to be reviewed.

 

Prior to action by the Office of Leadership, the student organization will be notified of an opportunity to meet with a representative of either office to discuss specific concerns.  The student organization will subsequently be notified in writing of any sanctions imposed by the Office of Leadership Programs. 

As a result of registration review, sanctions that may be placed on the organization including but are not limited to:

1.  Placing a group on probation with full privileges.

2.  Placing a group on probation with restricted privileges.

3.  Suspension of registration without privileges.

4.  Revocation of registration.

5.  Referral of organization’s officers to the Judicial Board.

B.  Disciplinary Issues for Student Organizations

Student organizations, their officers and their members may be held collectively or individually responsible for violations of the Code of Student Conduct or the specific regulations governing student organizations. While group membership shall not serve to release an individual from personal responsibility, collective group responsibility may be found for some violations committed by individual group members at the College's discretion. Please see the Code of Student Conduct  for more information. 

C.  Good Academic and Disciplinary Standing  

Students may hold offices in student organizations only if they are in good academic and disciplinary standing at the College.

Good academic standing and disciplinary standing are defined in the Student Handbook.  It is generally recommended that executive officers maintain a GPA above a 2.5 and general members above 2.3. The Associate Dean for Leadership Programs welcomes the opportunity to work with advisors in making decisions that are in the best interest of students who are at risk academically.

 
Part VII.   Authority
The Office of Leadership Programs, in conjunction with the Vice President of Student Development, makes the final decision regarding the registration of an organization in accordance with these guidelines and may grant certain exceptions or make additional requirements on a case-by-case basis.

 

Part VIII.  Budgeting

 

 

A.  Financing Student Organizations

All student organizations must conduct their financial business through the Office of Leadership Programs, in conjunction with SGA allocations procedures. This office has an established account through the Student Government Association for recognized student organizations. Any income that is generated (for example, through fund raising events) must be deposited in this account.  Any bills to be paid will also be done so with money withdrawn from this same account.   Student organizations may not hold bank accounts outside of the College. Any group having such an account will temporarily lose its recognition until such time as a closing statement and the remaining funds are presented to the Office of Leadership Programs.

In order to further support the activities of the college's student organizations, Cazenovia College provides financial support to these groups on a limited basis through the Student Government Association. This money is made available with the following restrictions:

No College money may be used to support the following activities:

1. Appropriation to any partisan, political activity or for the support of the political campaign of any candidate for public office.

2. Appropriation to a legislative body or to a registered student organization whose primary purpose is to influence legislation.

3. Contributions to organizations or activities which discriminate on the basis of race, ethnicity, religion, gender, age, ability or national origin.

4. Hiring of legal services, paying legal fines or providing bail bond funds.

5. Appropriation for personal non-contractual gain of any student, faculty member, or other person.

6. Grants-in-aid, scholarships, salaries, wages, loans or other such personal compensations to organizational officers or appointed or elected members.

 

Please note that funds allocated to student organizations do not carry over from year to year. In addition, SGA funding is not to be used to purchase program supplies or to stock pile supplies for other than student organization purposes.  SGA funds need to be utilized during the academic year only.  Expenditures incurred outside the academic calendar need prior permission from the Office of leadership programs. 
Monies that have been raised by student organizations through fundraising efforts are deposited in a special "restricted" account and will carry over from year to year. 

 

The "restricted" account allows groups to set some long-term goals and devise plans by which these goals can be achieved. It also helps to reduce the dependence on allocations from the college. Excessive balances (over $1,000) will come under the scrutiny of the Associate Dean for Leadership Programs. If a suitable explanation is not provided as to why the monies are not serving the needs of the organization, the allocation for the respective group will be evaluated and may be reduced. 

 

B.  Budget Allocations

In order for an organization to obtain money from the Student Government Association (SGA), it must submit an Annual Funding Request Form at the beginning of the fall semester (2006 Deadline –September 22nd). The SGA Allocations Committee will then review this proposal and assign allocated funding. This money will be provided for specific programs as detailed in the submitted Funding Request Form. It may not be used for any other purposes without the approval of the SGA Allocations Committee. Any such changes must be documented on a Budget Modification Request Form and approved by SGA.  Persons misusing and/or misrepresenting the use of college/student organization money may be subject to judicial and/or legal proceedings.

Organizations which request funds for a particular program or purpose and do not use these funds for their intended purpose may lose some or all of their college allocation. Funding sanctions may apply to the following academic year.   While it is valued to have student organizations share their resources in co-programming, donation “transfers” from one organization to another are not permitted. 

In order for recognized organizations to access their allocated funds a Program/Event Registration Form must be completed and submitted to the Office of Leadership Programs two (2) weeks in advance.   Funds can not be guaranteed if the timeframe is no adhered to.  No club/organization funds (or events) will be approved/allocated during academic finals (after December 8th, 2006 and after May 4th. 2007).
C.  Fundraising

Student organizations may sell approved materials related to the purpose of those organizations and may collect dues, donations, and admission charges at locations approved by the Office of Leadership Programs and at organizational meetings.

Funds raised by recognized student organizations may be expended in any manner that is consistent with the purposes of those organizations. Such funds are subject to local, state, and federal laws and to financial accountability to the Associate Dean for Leadership Programs.

Student organizations are subject to the following restrictions in raising funds:

1. All fundraising events must be approved by the Office of Leadership Programs (in writing, in advance). In addition, all items to be sold for fundraising purposes and any imprinted design or logo must be approved, prior to their being ordered, by the Office of Leadership Programs. 

2. All fundraising events must be scheduled at least two weeks in advance with the Office of Leadership Programs.

3. No organization may sell items or sponsor fundraisers in the college residence halls, study lounges, etc., or disturb or interrupt the conduct of classes. Limited permission for fundraisers in the residence halls may be granted at the discretion of the Assistant Director(s) of Residence Life.

4. All monies raised through approved fundraising activities must be deposited immediately in that organization's account with the Office of Leadership Programs.

5. Permission from the Associate Dean for Leadership Programs is required for any student, group of students or student organization to solicit funds or sponsorship from anyone outside the College, including, but not limited to, alumni, parents and off-campus businesses. All requests for mailing labels for fundraising purposes must be expressly approved by the Associate Dean for Leadership Programs.

D.  Conferences and Trips

The Office of Leadership Programs encourages our student leaders to participate in outside professional conferences and to plan and undertake appropriate field trips. Participation in such events exposes our students to new and innovative ideas and allows the College to interact with other such institutions in a professional manner. The following regulations and guidelines pertain to such travel.

1. All travel (whether to conferences, conventions, or field trips, etc.) must be approved in advance by the Office of Leadership Programs.

2. Student organization money may be used, if available, to finance such endeavors but these expenses should be included in the Funding Request Form which is submitted annually. Such money may be used to cover the following expenses, as funding allows:

a. travel costs 

b. conference fees

c. hotel expenses

d. reasonable meal costs*
Organization money may not be used for the following types of expenses:

a. alcoholic beverages

b. telephone calls

c. hotel room movies

d. personal items, etc.

Remember that you will not be reimbursed for any conference expenses that were not approved in advance. Also, please keep in mind that you should plan for these trips well in advance, since the College Business Office needs at least two (2) weeks to prepare any checks that need be sent.  After travel has been completed, all expenses must be listed by date and category of expenditure. In addition, receipts must be submitted for all expenses. All of this must then be submitted to the Office of Leadership Programs as soon as possible after the trip has been completed.

3. If a personal vehicle is used for an approved trip, the College will reimburse the driver from the organization budget at the prevailing IRS rate. Such reimbursement must also be approved in advance by the Office of Leadership Programs.

4. Student leaders should remember that they represent both the College and their respective organization when they attend such events. Therefore, behavior, decorum, and dress should be exemplary.

5. Any outside-the-College travel is fraught with potential group/personal liability. It is wise to consult with the Office of Leadership Programs regarding this important issue, well in advance of the trip. The professional staff would be happy to explain the liability issues and suggest ways to manage it appropriately.

6. Naturally, the Office of Leadership Programs would be happy to assist any organization in planning and conducting travel or to answer any questions pertaining to this topic.

7. No student organization is permitted to sponsor and publicize a trip for anyone other than its own membership. No student is permitted to sponsor and publicize a trip of any nature. Such trips include but are not limited to spring/fall break vacation trips, casino trips, sporting event trips, etc. Any violation of this policy is subject to judicial action.

*- Pursuant to the institutional Travel Policy, meals need to be within the maximum allowance stated below.  * Contact the Leadership Office for “large” city rates.

Breakfast

$6.00



Lunch

$7.00



Dinner

$12.00





Total

$25.00



Tips

15%



E.  Merchandise

Merchandise items (t-shirts, clothing, tokens) can only be purchased after a Merchandise Request Form has been completed and approved by SGA.  No clothing may be purchased after April 1. All merchandise purchases must be approved by the Advisor prior to ordering/purchase.

PART IX.  PROGRAMMING RESOURCES

A.  The Cazenovia College Challenge Course

The Cazenovia College Challenge Course offers student organizations a unique opportunity to develop leadership skills through hands-on team-building exercises. The on-campus course consists of a series of direct experiences including group games, group problems to solve and a unique series of mental and physical challenges. The Challenge Course Programs train students in team skills, leadership, confidence, and personal and interpersonal effectiveness. Challenge Course programs are one of the important ways that Cazenovia College accomplishes its mission of helping students become self-confident, responsible individuals prepared to live a purposeful life.

Among the many benefits of Challenge Course programs: 

· Build life skills in cooperation, communication, and leadership

· Raise appreciation and respect for differences within the group

· Develop abilities in group decision-making and problem solving

· Raise self-esteem and foster confidence

· Allow for the practice of new skills, with feedback

· Develop respect for others' opinions in discussion

The Cazenovia College Challenge Course consists of eight low course elements. If you are interested in finding out more about the Challenge Course and its programs, please contact the Office of Student Activities at x7343.

B.  Student Organization Work Center

The Work Center is a valuable resource center for any recognized student organization to use for student organization business. The Work Center located in the basement of the Chapman Student Center, and is available to the leadership of any recognized student organization.   It is intended exclusively for official student organization business.

 
C.  Reserving Campus Facilities 

Registered student organizations may use college facilities subject to the duly established written rules governing such use. Designated college facilities may be reserved when the college is in session for meetings and other non-commercial events by:

1.  Registered student organizations for events related to the purposes of those organizations college duties.

2.  Members of the faculty and staff for co-curricular events related to their and activities.

3.  Official alumni or similar college-related organizations, colleges, schools, departments and other units of the college for events related to their purpose.

A registered student organization may reserve campus facilities only through one of its officers or a designated active member authorized to apply for such privileges. Such an organization, its officers, and any individual applying to reserve facilities on behalf of the organization are responsible for:

1. damages to the facilities used including any financial loss to the College or a registered student organization because of the temporary closing of facilities;

2. the use to which facilities are put during the time reserved and occupied;

3. any violations of college regulations, state, local, or federal laws which occur in connection with the use of facilities;

4. not deferring its use of a reserved facility to another group or individual without the express permission of the Office of Leadership Programs; and

5. the cleanliness of the facility after its use.  

 

D.  Transportation:  Van Reservation and Usage (adopted 01/12/04)

Auxiliary Services has vans/vehicles available for student organizations to use for official College -sponsored activities. Vehicles must be requested at least one week prior to the scheduled event. 

Vans may be reserved through Auxiliary Services by completing the following procedures: 1) Notify the Office of Leadership Programs of the event by completing and submitting a Program/Event Registration Form approval.  Notification must include the name of the staff/faculty person who will be participating in the event and responsible for the students while off campus, 2) Pick up a Van Reservation Form from Auxiliary Services, and 3) Complete the Van Reservation Form including advisor’s signature and return to Auxiliary Services in the Morgan Student Center.  A Program/Event Registration signed by the Associate Dean for Leadership Programs must accompany the Van Reservation Form.  [Clubs and organizations should consult the Clubs/Organizations Trip checklist for all trip requirements.]

All drivers of vehicles must be registered through Auxiliary Services. Only students who have completed the prescribed requirements are eligible to drive College vehicles. Every student wishing to drive the vans must complete these requirements each academic year. Students are not permitted to operate College vehicles after 12 midnight.

Student clubs/organizations traveling off-campus to events after 5pm must have an advisor present in the College vehicle.   The Office of Leadership Programs reserves the right to require advisor participation in off-campus trips at its discretion.  

Vans may be reserved for College-sponsored activities only. Any unauthorized use of the vehicles or use for other than the stated purpose will result in loss of van privileges for the entire year for the offending organization. No exceptions will be made. 

The staff of the Office of Leadership Programs reserves the right to limit vehicle use in order to make the vehicles available to highest number of student groups possible. 

For safety reasons, effective 01/12/04 the15 passenger vans became 11 passenger vans (including the driver). When using the vans and taking extra items/luggage etc. it is further advised that minimal items should be stored in the newly created space so as to keep the additional weight lower in the rear of the vehicle. Please take this into consideration when planning your transportation needs.   

 

E.  Publicity and Press Releases

Press relations are the responsibility of the Public Relations Department. Students or student organization seeking news coverage of their events, programs and activities in media outlets other than on-campus media should avail themselves of the expertise and useful relationships of this office. For more assistance please contact Public Relations at x7378.

 

F.  Community Service Programs

Cazenovia College values the involvement of students in serving people in need. There are many programs and campus organizations whose primary purpose is implementing community service projects. The Office of Leadership Programs is the primary outlet for most community service programs however; all student organizations are encouraged to be involved in community service projects. In order to facilitate the organization and conduct of these endeavors, all groups are expected to complete a Community Service registration form with the Office of Leadership Programs at least two weeks prior to the program. This will greatly enhance the coordination and documentation of all community service efforts.

Part X.   PROGRAMMING POLICIES

 

A.  Policy on Student Posters

With respect to informing the college community of various lectures/programs by means of posters, the following criteria have been established:

1) Posters announcing an approved College or student group sponsored event

will be approved provided the criteria set forth in this policy are met.

2) All posters must be sponsored by a recognized College office or student

group, whose name shall appear prominently on the poster.

3) Poster approval does not imply College endorsement. Posters will be

stamped for approval by the office responsible for the student group - hence

Office of Leadership Programs, and the Office of Residence Life may all stamp posters with their own stamp. Other College Departments and Offices in addition to non-student group posters will receive approval through the Office of Leadership Programs. The approval stamp will read: "Approved for posting - approval does not imply College endorsement."

5) Posters will not be approved if any of the following apply:

a. They assert or imply official College approval of any viewpoints expressed.

b. They offend community standards of good taste. 

c. They contain language or symbols abusive or demeaning of specific social groups.

d. They deny respect for the dignity of individuals.

e. They appear libelous.

f. They encourage sale or use of alcohol or promote establishments 

selling alcohol.

g. They promote or facilitate any aspect of substance abuse.

h. They encourage or seek to incite specific illegal acts.

i. They promote goods or services sold for personal profit or sold by off- 

campus persons or companies who are not sponsored by a recognized

College Office or student group.

j. They promote non-campus-related activities of commercial sponsors, 

posters promoting activities and events of other non-profit institutions

and organizations may be approved in limited numbers provided they do not violate the other criteria listed here.

Posters and flyers are important parts of the advertising program for your organization or club. If you follow the regulations below, your advertising should be effective and attractive.

1. Posters may be placed in designated areas only and never on painted surfaces, walls, glass windows or doors. Each building has special requirements, so please note the following. If you have any questions about a particular building, please ask in Office of Leadership Programs.  The tape you use may damage the wall surface; masking tape works better than cellophane tape on some surfaces and vice versa. Please check the surface area before you use any adherent. Dual stick tape should never be used. 

2. Inordinate quantities of posters/flyers should not be posted in the same proximity. The quality of your artwork is more important than the quantity.

3. Maintaining a clean and neat environment on campus can only be done with your support and cooperation. If you see any publicity on College property which does not have an "Approved for Posting" stamp or has an outdated stamp, please remove it and dispose of it properly. Of course, it is most important that you do this with your own publicity items.

4. No off-campus group or organization is permitted to post advertising on the campus without prior approval from the Office of Leadership Programs. This permission will be limited to two pieces of material.

If you have any questions about this poster policy, especially about where to post material, check with the Office of Leadership Programs or an official in the building where you would like to post the material. Remember: Unauthorized materials will be removed and destroyed and the sponsoring individual/organization may be financially responsible for clean-up expenses.

There are alternatives to flyers and posters. For campus-wide events, send your information (event, date, time, location, cost, etc.) to:

A. The QUAD for inclusion in the "FYI" section of this newspaper.

B. WITC for broadcast announcement.

C.  Internal TV broadcast.

B.  Large Party and Dance Policy
With respect to register/recognized student organizations hosting/sponsoring large parties/events and dances, the following guidelines and procedures outline the requirements for clubs and organizations to hold a large party or dance at Cazenovia College:
· At least 1 Security Officer must be present at all large parties/dances hosted by a student organization and/or when non-Cazenovia College students are invited or likely to attend.

· An assigned member of the organization, along with a Security Officer, must sit at the entrance(s) of every large event or dance to check I.D. of all participants.

· Each Cazenovia College student can only sign in 3 guests per event, and that student assumes full responsibility for them.  Guests must be known to the student under this provision (i.e. sister/brother, friend from home).  Cazenovia College students cannot sign in people they do not know.

· All guests of Cazenovia College students must be signed in after showing proper I.D.

· Club advisors or members must stamp or mark hands to show that proper I.D. was shown.

· Club advisors and club officers/members are required to monitor and maintain the maximum room capacity at all events.

· Large bags are not allowed at events and any bag is subject to be checked at the entrance.

· Club members must be delegated to play an active role in enforcing policies during the event.  All members of the organization helping out with the event must sign a participation sheet and turn it into security.  All members involved with putting the event on must abide by the student code of conduct and campus rules.  No member of the group hosting the activity can be under the influence of drugs or alcohol.  
· No containers may be brought in at entry.
· Large non-Cazenovia College groups (groups invited from other campuses) are allowed to attend events following this criteria:

a) Each guest must have proper photo I.D.

b) All guests must be signed in under a separate list, different from that of the individual guest list.  
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