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Policies and Procedures

To avoid any complications with your organization or events, be aware of policies and procedures
concerning student organizations and clubs. The Office of Campus Activities has materials on
hand to help your organization do things the “Harcum Way.”

The Otrganization/Club Manual

Refer to and be familiar with the Organization/Club policy manual. Please read carefully the
section pertaining to student organizations. This manual is your guide for student organization
policies, guidelines and responsibilities. It is important that students be aware of their
responsibilities to the College as an officer or a member in a student organization.

Event Registration Form

All student organizations sponsoring or co-sponsoring events must submit an Event Registration
Form. These forms may be picked up at the Office of Campus Activities. Forms must be submit-
ted at least ten (10) working days prior to the event in order to be approved by Jessica M. Claar,
Director of Campus Activities.

Advertising Policy for Student Organizations

In order to post flyers on campus advertising any club or organization events, the actual flyer must
be approved by the Office of Campus Activities. Any flyer posted on campus without prior
approval will be removed. All publicity materials must be removed within one week of the close of
the event.

Financial Information and Forms

Please note that there are policies and guidelines governing student organizations in regards to
financial information and other requests for services. Officers should be familiar with the treas-
urer’s manual provided by the Office of Campus Activities.

The Organization/Club Manual should be your first resource for all
policies and procedures at Harcum College.



Guidelines for Organization and Club Events

All Harcum College organization and club activities must be scheduled and registered with the
Office of Campus Activities. This is to ensure minimal conflict with other campus events and to
provide better communication among the campus community.

The following guidelines should be followed:

e Setand clear the date of the event by filing and Event Registration Form with the
Office of Campus Activities. Failure to reserve the date and receive permission
from the Office may result in the College canceling the event.

¢ All events must follow the rules and regulations of Harcum College.
¢ No event may extend past 1:00 a.m., including time for clean up.

¢ Room, audiovisual, and maintenance request must be submitted to the Office of
Campus Activities by completing the Facilities Request Form which can be picked up
in the office, 204 Floor Klein Hall. Request Forms must be received at least three
weeks prior to the event.

e Each organization is responsible for its own publicity for any sponsored event.
Students must receive permission from the Director of Campus Activities before dis-
tributing any publications or hanging any flyers.

e If an event requires an admission charge, a cash box should be checked out from
the Office of Campus Activities.

e The Office of Campus Activities has information for local area catering services for
organizations to utilize in their planning process.

e Organizations or clubs who fail to follow the policies and procedures outlined in this
manual will have their accounts frozen and will no longer be recognized by the College.



Responsibilities of Student Leaders

At Harcum College, there are some general responsibilities expected from all organization and
club leaders.

These responsibilities are:

e Complete and submit an Application for Reinstatement/Recognition and
Constitution with the Office of Campus Activities. This must be done by the
end of the first month of the semester (September, January).

e Provide an updated constitution for your organization to the Office of
Campus Activities each year or any time there is a change. The constitutions
must be signed and dated by at least one executive member to be valid.

¢ Go through the proper procedures to use campus facilities. Registered
student organizations may reserve campus facilities through the Office of
Campus Activities.

e Abide by all the Policies and Rules established by the College, found in
the Student Handbook.

¢ Notify the Office of Campus Activities of changes in officers or advisors by
completing the Officer Update Form or Advisor Update Form, respectively,
available in the Office of Campus Activities.

¢ Attend all club meetings and functions.

¢ Register all events with the Office of Campus Activities, so proper infor-
mation can be given in response to questions.

e Act as a role model in all situations.

e Provide a copy of club minutes from each meeting to the Director of
Campus Activities.

¢ Hold ultimate responsibility for actions of the club.
e To change the name of your organization, you must send a letter to the

Office of Campus Activities, 2°d Floor Klein Hall, to request the name change.
This letter must be signed by the president and advisor of the organization.



The Role of an Advisor

Harcum College requires that all recognized student organizations and clubs have a faculty or staff
advisor. By accepting the position of advisor to a student organization, you have chosen to be-
come involved with campus activities. An advisor is a consultant to an organization and as-
sists in the growth and development of the group by providing direction, advice, under-
standing and clarification.

An advisor should:

* Clarify his/her role as an advisor to the group members as he/she sees it. Once
understood, there should be fewer problems due to misunderstandings regarding roles
and responsibilities.

* Be able to interpret college policies governing registered student organizations.

* Provide continuity to the group by sharing the policies, regulations, roles and
responsibilities with group members, and also assist with the transition of officers each
year.

* Encourage and assist the group in setting organization goals.

* Be available to group members to advise or assist in organization-related problems
or issues.

¢ Stay up-to-date on what is occurring within the organization.

* Assist officers in understanding their duties and organizing programs.

* Advise and consult organization officers on budgets and other financial affairs.
* Attend a Student Organization Renewal Workshop.

* Attend meetings whenever possible.

* Promote involvement and discussion.

* Discourage group dominance by one individual through encouragement of all
group members to participate.

* Provide constructive feedback when appropriate.
* Challenge members to set high goals, and then support them in their efforts.

* Be a facilitator of creativity and innovation for the organization.



* Recognize that failure is as much a learning process as is success in many
instances.

* Teach the art of leadership.

* Incorporate classroom learning into group activities when possible.

* Promote diversity within the organization.

* Don’t let personal goals interfere with or influence group decisions, activities or

goals.

* Most importantly, be a caring individual with a real interest in and concern for
students and their growth.

Every student organization is required to have an advisor who is a full-time faculty or administra-
tive staff member. The advisor agrees to assist the organization, to provide an educational
experience for its individual members and to be familiar with its programs and activities.
The Office of Campus Activities is available to assist advisors with questions concerning their or-

ganizations.

How to Plan and Run a Successful Meeting

One of the first steps in planning a successful meeting is to set up an agenda of the order of busi-
ness. The agenda should review correspondence from past minutes, committee and officer re-
ports, old business, and new business to be addressed.

Sample Meeting Agenda:

II.
III.
IV.

VI.
VIL
VIIL

Make sure that

Call to order by President (start of the meeting)
Roll call (keep record of which members are present)
Review of Minutes from previous meeting
If no corrections are needed, Minutes stand approved
Officer Reports
a. President
b. Vice President
c. Secretary
d. Treasurer
Committee Reports
Old Business (updates or changes to items discussed in previous meetings)
New Business (discussion of any new items that should be brought to the organi-
zations attention)

the agenda is prepared before the meeting. The secretary should keep minutes of

the current meeting following the agenda guidelines. Also, each member present should be given
a copy of the agenda so he/she can follow along during the course of the meeting.



Advisor Tips from A to Z

Assist in developing long term goals.
Encourage Broad-based participation.
Promote Cooperation rather than competition.
Encourage Discussion of relevant issues.
Every now and then, you may need to serve as the group’s spokesperson.
Foster a relationship of trust with students.
Be a Good listener.

Help officers improve leadership skills.
Discourage Inappropriate ideas.

Don’t Judge students.

Kick-start enthusiasm.

Meet regularly with the organization’s Leaders.
Teach, don’t enforce, in Most situations.
Let members know expectations and role Now.
Make suggestions to Officers, not to the group.
Praise publicly, criticize privately.

Be accessible and available for any Questions.
Receive all agendas and minutes.
Capitalize on individual member’s Strengths.
Avoid Taking sides and remain objective.
Assist in improving Undertakings.

Be a Valuable resource.

Let the group know you Want to help.
Develop and use constitutional eXpertise.
Provide reasons for Your suggestions.

Go to your organiZation for help. It builds confidence and team spirit.



Student Organization
Policy and Procedure for Requesting Funds

Harcum College Student Organizations are strongly encouraged to raise funds to support their
programs and events. All funds are to be deposited into the Student Organizations Savings Ac-
count within forty-eight (48) hours of the conclusion of any fundraiser.

The Office of Campus Activities is responsible for monitoring the fiscal activity of each student
organization. Fach semester, student organizations will receive a report detailing deposits and ex-
penditures. If you believe there is a discrepancy in your report, please contact the Director of
Campus Activities at x.6028. Organization leadership is also expected to keep their own record of
their fiscal activity.

Account Numbers

20-XXXX-4331-00  Deposits
20-XXXX-5776-00  Expenditures

Each organization has their own specific budget code that will be used for only that organization.
The two account numbers above are to be used for the respective action. If you do not know
your specific account number or if you do not have one, contact the Office of Campus Activities
and one will be created for you

Depositing Funds into the Account

All deposits must be sent to the Office of Campus Activities. Any deposits given directly to
the cashier’s office will not be credited to the organization’s account. To make a deposit, fill out
an Organization Deposit Form in the Office of Campus Activities. It may take up to one week
for deposits to be turned into the cashier’s office and credited to your account. .

Requesting a Check from the Account

All expenditures must be sent through the Office of Campus Activities. At the current time,
check requests are taking three to four (3-4) weeks to be processed. In addition, all ex-
penditures must be pre-approved by the Director of Campus Activities and the Director of
Finance prior to any orders being made. To make a check request you need to complete a
Purchase Requisition and send it to the Director of Campus Activities. If you are making a pur-
chase from a vendor who requires you pay in cash (ex. Acme or Domino’s), you can request a
cash advance in your name or your advisor’s name. You'll then receive a check prior to the event.
After the event, you must complete an expense report and turn in your receipts and the remaining
funds. You must keep and turn in invoices or receipts for all expenditures. An expense re-
port form can be picked up in the Office of Campus Activities. Expense reports must be turned
in to Ca



STUDENT ORGANIZATION FORMS



HARCUM
New Student Organization
Application for Establishment
| B e

-

Procedures for Estabﬁshing a New Student Organization:

1. Application for Establishment must be completed and returned to the Office of Campus Activities.
2. A Constitution must be completed and handed in with the Application for Establishment.
3. A faculty/staff advisor to the organization must be selected. The advisor must complete the Advisor
Agreement.
4. The Office of Campus Activities will assist in all aspects of new organization procedure.
Name of Organization: Date:
Type of Organization: [ gervice O Special Interest
O Honor Society O Course-Related
O other:
Purpose of Organization:
Objectives (Goals):
Proposed Activities:
Proposed Member Dues: (Amount)
Name of Representative: Phone:
Club Advisor: Phone:

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



HARCUM

HARCUM COLLEGE

Studént Organization
2010-2011 Registration

7 -
Organization Informa;lon/

Organization Name: Advisor:
Election date for new officers: [J YES O no

Do you collect member dues? [J YES O no AMOUNT:

Have you filed an updated constitution and/or bylaws with the Office of Campus Activities? E YNEOS

Approximate number of active members:

How often does the organization meet?

Day: Time: Location:

Officer Information:

President: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Vice-President: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Secretary: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Treasurer: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



HARCUM

HARCUM COLLEGE

-
Organization Inform;a;i;)n:

Organization Name: Advisor:
Officer Information:

President: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Vice-President: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Secretary: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Treasurer: Phone: Email:

(Name)

(Local Address, City, State, Zip)

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



HARCUM

HARCUM COLLEGE

Student Organization
Advisor Agreement

7

-
-

At Harcum College, student organization and club advisors play an important role. They provide valued
leadership to the organization and serve as a vital link in the line of communication between the Office of
Campus Activities and the organizations themselves. Please carefully read the Agreement below and
complete as necessary. This Agreement needs to be submitted to the Director of Campus Activities with
the New Student Organization Application for Establishment.

I/We

have agreed to be

organization advisor(s) of

(Name of Organization)

I/We promise to adhere to the following policies and procedures for organization advisors:

1
2.
3

. An advisor will see that the organization meets regularly as is specified in its constitution.
An advisor shall attend every organization meeting as possible.
. An advisor, along with the organization president, is responsible for seeing that all minutes
from organization meetings are submitted to the Director of Student Life.
An advisor shall (or find an appropriate alternative) oversee and chaperone all on and off
campus activities that a club sponsors.
An advisor shall be aware of all fundraisers that the club sponsors.
An advisor shall ensure that the club will adhere to the policies and procedures set forth bye
the Office of Campus Activities.
I't is an advisor’'s responsibility to ensure that
specified by the organization’s constitution.
I't is an advisor’'s responsibility to notify the

Activities if he/she chooses to resign as advisor.

This agreement is binding for the Fall and Spring semester.

Advisor:

*Advisor:

Date:

(signature)

Date:

(signature)

*only if two people are serving as co-advisors for an organization

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor

or



HARCUM

HARCUM COLLEGE

Student Organization
Advisor Update Form

Please provide all information requested:

Organization:

President’'s Name:

Old Advisor Name:

New Advisor Name: Title:

Phone: Email:

Campus Address:

If you are a new advisor to a student organization you must complete the Advisor Agreement and return
it along with this form.

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



EVENT RESERVATION PACKET



HARCUM

HARCUM

COLLEGE

"
Full Name: Phone: Date:
Organization: Email:
NAME OF PROPOSED EVENT
DATE: TIME: LOCATION:

Each organization or club wishing to host an event must complete an event request form and return it to
the Director of Campus Activities at least ten (10) days prior to the event. Under no circumstances is
alcohol to be served at any Harcum College organizational event. If you are found to be in violation of
this policy your event will be immediately shut down, funding will be frozen, and the organization will no
longer be recognized by the College.

1.

Purpose of Event: (Brief description and explain goals of event)

Will there be an admission fee? [ YES [ ~o AMOUNT:

Is the event open to the general public? [ YEs O no

- If so, how will this be organized?

Will this event need catering services? [ YES O no
Estimated Attendance? (Confirm room capacity is appropriate)

Funding will be provided by?

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



HARCUM
BUILDING/ROOM REQUEST FORM

-

The administration i;}égﬁoﬂﬁsible for the use of all College facilities. In order that they may consider
your request for the use of a Harcum College building or room, please complete the form below:

1. Building/Room Request:

The (Organization/Individual) request the use of the

(Building/Rooms) at Harcum College for the purpose of

(Event Name/Purpose) on

(Day), (Date), 2006 from (am/pm) to (am/pm).

Name, address, and phone number for the person completing this request:

2. Rules Governing Use of Facilities by Organizations/Individuals:

No smoking is allowed except in designated areas.

. No drinking of alcoholic beverages is permitted.

Activity shall be restricted to that area for which permission is granted.
. The activity shall not extend beyond the hours approved in the request.

SO0 oW

The organization/individual using the building shall be responsible for moving its equipment

into and out of the building.

. The person in charge of the activity shall be present before the activity is due to start and re
main with the group until all have left.

h. College authorities must have free access to all rooms at all times.

i. Room(s) or facilities used by applicant will be carefully examined after use. The applicant will

Q

All programs shall be planned so that they do not interfere with the regular day class schedule.

arrange for prompt payment of any loss or damage occurring as a result of use of College prop-

erty.
j- No College property or equipment is to be altered or removed from the premises.
k. This agreement is revocable at any time by college authorities.
I. No reservation will be made until this application is returned and approved.

I agree or on behalf of the above indicated organization that all members and guests will observe the

above regulations and that we, individually, and as an organization, will assume full responsibility for any

and all damages done to Harcum College property during the above indicated period of use. We also
agree that our organization will at all times hereafter indemnify the above-named College against any
loss, damage, or expense of any kind, which said College may sustain or incur because of use of the
above described building by our organization and we will further hold said College harmless for loss of
any kind in connection therewith.

Applicant: Date:
(signature)




HARCUM

HARCUM COLLEGE

FACILITIES/SET UP REQUEST FORM

Date of Request: Organization:

Event Coordinator: Phone:

Event Name:

Date of Event: Event Time: Start (am/pm) End (am/pm)
Location: Estimated Attendance:

Request Facilities to Set Up the Following:
O partitions/Dividers
O Microphone
O podium
O Number of Tables: (Round) (Rectangular/Square) __
00 Number of Chairs:

O Projector(s) and Screen(s): Amount

O Television with: [ vcr O bvD Player

O Extension Cords: Size Amount
O Trash Cans

O other:

Set Up Layout:

If you have any questions or problems, please contact the Facilities Office at extension 6181 or
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HARCUM COLLEGE

SODEXHO CATERING FORM

Seven Day advance notice is required on all functions

\
N
\ \

Date of Requé\st:\ _ Event Coordinator:

Phone: - Account to be Charged:

Date of Contract: Estimated Attendance:

Date of Event: Event Time: Start (am/pm) End (am/pm)
Type of Service: Facilities to be used:

O Coffee Break

O continental Breakfast
O Luncheon

O Afternoon Break

O Reception

[ Student Line

O preset

O Paper Service

O Buffet Service Maximum Budget for the event:

O Linen & China Service
O other

Please specify where your function is to be
held
and any special needs:

Menu Selection:
(Please use your catering manual to help you with your selection and budget)

Customer Signature:

SODEXHO Price Quote (all prices are per person):
SODEXHO Management Signature:

Guaranteed Minimum Number of Attendance:

Price Approval (Customer Signature):

If you have any questions or problems, please contact SODEXHO at X6262
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Event Name:

Sponsoring Organization:

Advisor:

Type of Event: [0 gpycaTIONAL O DANCE O coNcerT 0O OTHER

Date of Event: Rain Date:
Time of Event: Start (am/pm) End (am/pm)
Location of Event: Rain Location:

Expected Attendance:

Number of Officers Requested: Report Time: (am/pm)

Account to be charged ($11.00/hr/officer) - - -

On-Site Supervisor of Event: Phone:

Approval:

Campus Activities: Date:

Janelle L. Williams, Director

Public Safety: Date:

Kevin Ryan, Director
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Did youé

Complete an Event Request Form?

Complete a Building/Room Reservation Form?

Complete a Public Safety Request Form?

Complete a Facilities/Set Up Request Form?

Pick up a SODEXHO catering packet or outside catering information?
Publicity: Have all flyers and posters approved by Campus Activities?

Reserve a Cash Box from the Office of Campus Activities?

OFFICE USE ONLY:

Date Submitted: Proposed Date:
Approved: Not Approved:
Initials:

Additional Notes:

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor



TREASURER/FINANCIAL FORMS



HARCUM

HARCUM COLLEGE

Student Organization
Fundraising Request Form

Full Name: Phone: Date:

Organization: Email:

NAME OF PROPOSED FUNDRAISER

DATE: TIME: LOCATION:

Each organization or club wishing to host a Fundraiser must complete a request form and return it to the
Director of Campus Activities at least ten (10) days prior to the event.

1. Please provide a description of the Fundraiser. (what vyo

2. What will this Fundraiser will benefit?

3. How will you organize this Fundraiser?

4. Provide a budget overview. Identify costs of supplies, items donated with source name and contact
information, and revenue projected.

Advisor Signature

I will count all revenue with another member of the organization and sign off on the collected total. In
addition, all revenue raised will be recorded and this record will be forwarded, along with the money, to
the Office of Campus Activities immediately after the Fundraiser is complete. The student organization
will complete a cash verification form to verify funds. The Office of Campus Activities will deposit the
money into the organizations account within on business day after the funds are received.

Signature: Date:

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor
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Student Organization
Cash Verification Form

Full Name: Phone: Date:
Organization: Email:
Dollars Cents Verified (x) or corrected amount
Hundreds
Fifties
Twenties
Tens
Fives
Ones
Rolled Coins:
- Half Dollars
- Quarters
- Dimes
- Nickels
- Pennies
Loose Coins:
- Half Dollars
- Quarters
- Dimes
- Nickels
- Pennies
Checks
NET CASH TOTAL: Verified by:
OFFICE USE ONLY:
Date/Time Received: Initials: Account #:

Return all forms to the Office of Campus Activities, Klein Hall, 2nd Floor




