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INTRODUCTION
This handbook is a reference guide for all PCCC students. The information provided will assist
registered and prospective clubs/organizations, current and future student leaders, and their
advisors.
This document provides you with general policies, guidelines, and procedures you need to:







Register a club/organization
Conduct meetings
Plan and advertise programs and events
Maintain registered status through the SGA
Follow college policies and procedures
Follow SGA Constitution and Bylaws

All forms are located on the OSA website. To submit forms to OSA, clubs/organizations can:




Print out and bring forms to the office (E103)
Scan forms and email them to SGA (sga@pccc.edu)
Send forms to OSA through inter-office mail (advisors only)

The most current copy of the Student Club/Organization Handbook will be posted online.
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STUDENT GOVERNMENT ASSOCIATION

The Student Government Association’s (SGA) Executive Board is the official voice of the
student body before the college faculty, administration, and staff. It is a student-run organization
that provides experience and training in a democratic form of government for students serving as
elected representatives.
Each year students are elected into the SGA Executive Board. They receive, review, and express
all concerns, questions, suggestions, and ideas from students to faculty and administration. They
also represent the interest of all students through participation in college-wide committees.
Clubs/Organizations are represented in the Student Government Association through their
involvement in the:






Student Activities Committee (SAC)
Finance Committee
Elections Committee
Awards Committee
Student Town Hall Meetings
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OFFICE OF STUDENT ACTIVITIES

What We Do
The Office of Student Activities (OSA) works closely with the Student Government Association
(SGA) to be the bridge to student involvement, leadership, and campus programming. We oversee
programs and events at the Paterson Campus, Wanaque Academic Center, and Passaic Academic
Center.
Mission
Our mission is to provide co-curricular programs and activities that enhance the student experience
at Passaic County Community College. We provide students with educational, social, cultural and
leadership development opportunities.
Vision
We aspire to impact student’s life with leadership experiences, personal development, and
interpersonal/transferable skills to promote student success.
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CONTACT INFORMATION

OFFICE OF STUDENT ACTIVITIES
Paterson Campus
Founder’s Hall, E-103 Suite
Main Number: (973) 684 - 7191
osa@pccc.edu
Wanaque Campus
Room W119
Main Number: (973) 684 - 7191
osa@pccc.edu
STUDENT GOVERNMENT ASSOCIATION
Founder’s Hall, E-103 Suite
Main Number: (973) 684 - 5255
sga@pccc.edu
(Individual office hours are posted outside of the SGA office)

STUDENT PROGRAMMING COMMITTEE
Founder’s Hall, E-103 Suite
Main Number: (973) 684-5255
spc@pccc.edu

PCCC Student Activities

pcccpanthers

http://newweb.pccc.edu/OSA/
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RECOGNITION AND RESPONSIBLITIES
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Club/Organization Benefits
Clubs/Organizations registered with the SGA are open to all current students at PCCC. In order
to be recognized on campus, each club/organization must be approved by the Student
Government Association.
Reasons to Register your Club/Organization:











On Campus Recognition
Funding from the Student Government Association
Advertisement
Space Reservation
Portal Page
Club/Organization Email Access
Leadership Development
Recruitment Opportunities
Travel Opportunities
Mailbox (located in the Office of Student Activities)

Some ways to encourage students to join your club/organization:




Participate in the Involvement Fair hosted by the SGA each fall and
spring semester.
Invite potential members to your meetings
Host events/activities on campus
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How to Start a Club/Organization
1. Contact or visit the Office of Student Activities to find out if a club/organization that meets
your needs or interests exists or needs to be reactivated.
2. Set up a meeting with the SGA vice president, or an available SGA executive board member.
 The SGA vice president will review the process with you and help you set up an
interest meeting date to recruit potential members.
3. Create a flyer to advertise your interest meeting (Flyers, page 32).
 You may hold up to 3 interest meetings.
 To book a room, you must fill out an Activities Form from OSA.
4. Find at least 10 current PCCC students committed to being a member of your club.
5. Choose a Club Advisor
 The Advisor must be a full time PCCC faculty or an administrator. If you cannot find
an advisor prior to your interest meeting, contact OSA and someone from the office
will help you find one.
6. Prepare an agenda (Appendix 4)
 Print and bring the agenda to your interest meeting.
7. The day of your interest meeting:
1. Provide an agenda to all attendees
2. Appoint one person to take minutes
3. Elect an executive board (president, vice president secretary, and/or treasurer)
 The election process involves holding an election meeting with at least 10 club
prospective members and your advisor. (The advisor of that club must also be
present. The advisor is a non-voting member.)
 Each student is granted one vote; each member must cast their vote individually.
4. Fill out a Club/Organization Registration Form on the website (Appendix 3)
 Have the 10 club members who attended the meeting sign the back of the form
8. After the meeting, complete and submit paperwork to OSA (Appendix 1-5):
 Meeting minutes and agenda (to show how your executive board was elected)
 New Club/Organization Questionnaire
 Constitution and/or Bylaws
 Club/Organization Registration Form
 Club/Organization Activities Form (you must schedule your meetings based on your
constitution)
9. You will be required to attend a Student Activities Committee (SAC) meeting to present your
club/organization’s purpose, mission, and how your club will benefit the students at PCCC.
 After presenting, SAC will vote upon your club/organization’s activation. You will
receive an email regarding the voting decision. If approved, the new club Treasurer
will meet with the SGA Treasurer to review finances.
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How to Remain an Active Club/Organization
In order to remain active on campus, clubs/organizations must:



Maintain at least ten members
Have an advisor (advisors must be a full-time PCCC faculty or an administrator)

At the end of each academic year or semester (if applicable), clubs/organizations must submit:
1. A Club/Organization Registration Form (Appendix 3) with the executive board and
advisor updated information
 The form must be filled out completely; all signatures are required.
2. The minutes and the agenda of their election meeting for the following academic year
If a change is made to the executive board or Advisor during the course of the academic year,
you must also submit the above paperwork.

Clubs/Organizations are required to review and make necessary changes to
their constitutions every 2 years.
Each active club/organization has a mailbox in the Office of Student Activities
(E103). Please check it regularly.

How to Access your Club/Organization Emails
Each active club/organization has an email account. Please check it regularly for all approvals,
updates, and notifications from OSA and SGA will be communicated from there.
To gain access to your club/organization email:
1. Go to https://portal.office.com
2. Enter email: (once you click to enter your password, you will then be redirected to the
new PCCC log-in page)
3. Enter Login ID and password
If your club/organization email is not working, please contact sga@pccc.edu.
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Club/Organization Advisors
Advisors are a resource to student leaders by offering support and being knowledgeable about
college resources. They also provide guidance and insight towards the development of the
club/organization’s mission and goals.
Student leaders and advisors should discuss and agree on what role the advisor will have.
(Appendix 6) lists an Advisor Expectations Checklist that will allow advisors and student leaders
to begin a conversation on expectations from both sides.
While one advisor is required, clubs/organizations may request two advisors if both advisors are
in agreement of sharing the responsibilities. Advisors must be a full time PCCC faculty or an
administrator.
Advisor Responsibilities:










Serve as a campus resource and support for the club/organization members.
Have knowledge of college policies & procedures.
Advise members on effective programming, organizational planning, and goals.
Meet with the club/organization regularly during the fall and spring semesters based on
the club/organization constitution.
Attend on- and off-campus activities. The advisor is responsible for ensuring that all
members of their club/organization follow the college’s code of conduct and the Student
Club/Organization Handbook. If unable to attend, appoint another PCCC faculty or
administrator as chaperone.
Possess a copy of the club/organization’s constitution as well as an updated list and
contact information of all members. Confirm that the constitution follows the college and
SGA policies. This includes ensuring that all members are eligible for membership.
Encourage, reward and recognize outstanding work, and stress the importance of each
member’s contribution.
Search for opportunities that allow group members to grow and learn, and that encourage
good decision making.

Club/Organization Responsibilities to Advisors:







Keep the advisor fully informed of all activities, meetings, planning, and budgeting.
Inform advisor of all meetings and events ahead of time to avoid scheduling conflicts.
Review your club/organization constitution together.
Provide your advisor with a list of members and contact information.
Respect the advisor’s time and contributions.
Speak to advisor regarding the club/organization’s goals, concerns, suggestions, or
questions. Your advisor is there to assist you in making the most of your cocurricular participation.
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Club/Organization General Policies
Students of clubs/organizations are required to abide by the policies and regulations within the
College’s Student Code of Conduct and Student Handbook. Students are also required to adhere
to the club/organization general guidelines below:
1. All members of clubs/organizations shall refrain from any practice that is physically or
psychologically abusive, either intentionally or unintentionally. Members or potential
members of the club/organization will not be put through any process that falls within New
Jersey State’s legal definition of hazing:
A. Hazing; aggravated hazing
I.

II.

A person is guilty of hazing, a disorderly person’s offense, if, in connection with
initiation of applicants to or members of a student or fraternal organization, he
knowingly or recklessly organizes, promotes, facilitates or engages in any
conduct, other than competitive athletic events, which places or may place
another person in danger of bodily injury.
A person is guilty of aggravated hazing; a crime of the fourth degree, if he
commits an act prohibited in subsection a. which results in serious bodily injury to
another person.

2. Clubs/Organizations shall limit membership to students currently registered at Passaic
County Community College.
3. Clubs/Organizations shall promote good academic practices among its members and officers,
including a minimum GPA requirement, which is a 2.0, to be considered an active student.
4. Clubs/Organizations must provide the Office of Student Activities with information
requested including any changes to the constitution and the names of elected officers and of
the advisor(s).
5. Clubs/Organizations must remain up to date with the Student Government Association
policies and requirements as they relate to student groups.
6. Clubs/Organizations shall disclose any affiliations to organizations, clubs, societies,
associations or groups outside the college during registration processes.
7. Outside groups are not allowed to solicit on campus. Clubs/Organizations may partner with
an outside organization for a program/workshop/event; however, the outside group may not
influence or participate in the group’s decisions. Approval must be received prior to the
program/workshop/event.
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8. Clubs/Organizations shall not discriminate or exclude members on the basis of race, gender,
religion, color, age, sexual orientation, disability, veteran status, academic performance,
marital status or national origin except as allowed by law. Groups with any kind of
exclusionary policy may be denied recognition and/or funding.
9. Clubs/Organizations shall not advocate views that incite or produce imminent lawless action
or is likely to incite or produce such action. The organization will not engage or threaten to
engage in any unlawful or disruptive activities or conduct.
10. Clubs/Organizations shall display a willingness to comply with reasonable requests of
college officials and with Passaic County Community College policies and procedures.
11. Clubs/Organizations must use their club/organization email throughout the academic year.
All information relayed from the office will only be sent to the club/organization email.
12. A Club/Organization executive board member cannot hold more than one executive position
on campus.
13. The mission and purpose of each club/organization shall be consistent with their constitution
and mission of the Student Government Association & Passaic County Community College.
Club/Organizations, current and future student leaders, and their advisors must adhere to all
policies and guidelines of the college and within this handbook. Violation of such acts will result
in disciplinary action.
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Club/Organization Good Standings
In order for clubs/organizations to remain active and in good standing, they must do the
following per semester:
A. Have at least one event in each of the following categories:
 Fundraiser: the selling of items or the collecting of funds for a specific cause
(Fundraiser, page 29)
 Event: an event related to the mission of your club/organization
 Meeting: a meeting including executive board members and regular members
B. Complete 10 hours of community service, 5 on-campus and 5 off-campus (Community
Service, page 24)
C. Attend each of the following SGA meetings/events:
 SAC and Finance Meetings (at least one representative)
 Leadership Conferences/Seminars (at least three representatives)
D. Adhere to the College’s Student Code of Conduct and Student Handbook, and to all
club/organization policies and guidelines throughout the Student Club/Organization
Handbook
Near the end of each semester, clubs/organizations will be evaluated. Those that are not within
good standing will face disciplinary action. All disciplinary actions are voted on by the SAC
Committee.
Types of disciplinary actions are as followed:
1.
2.
3.
4.

Warning
Probation
Suspension
Inactivity
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EVENTS/PROGRAMS
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Student clubs/organizations are encouraged to plan educational, cultural, and social programs
that relate to their club/organization’s mission and goals. All events planned, on- and offcampus, by active clubs/organizations must be approved by the Office of Student Activities at
least three to four weeks prior to the date of the event.

General Event Policies
Raffles
Raffles are illegal on- and off- campus without a permit from the New Jersey Legalized Games
of Chance and Commission. If you want to do a drawing or giveaways prizes, contact the Office
of Student Activities for more information.
Security
The Office of Student Activities in conjunction with the Office of Public Safety reserves the
right to determine and/or adjust staffing levels to meet the security needs of any event. Evening
events may also require additional security. Events open to the public require a Sheriff’s Officer.
The cost of the Sheriff’s Officer will be billed to the club. Events that take place past normal
college building hours will be billed based on overtime rates of building and security staff.
Alcohol
Passaic County Community College is a dry campus. The possession or use of alcohol or other
controlled substances by student organizations or their members during an event is prohibited
on-campus.
The serving of alcohol at all off-campus events is prohibited except where the event is held at an
establishment owned and operated by a licensed and insured third party vendor. It is the
responsibility of the club/organization’s leadership to ensure the responsible and legal use of
alcohol. Advisors must be present at all campus events.
Decorations & Set-up
All set-up and decorations (including catering and media) must be made before the start of your
event. All set-up and decorations must also be in accordance with fire and safety codes. For
example, balloons are not allowed, all electrical cords must be safely taped down or not pose a
safety hazard, and doors, exit signs, stairways may not be covered up or blocked. Event
attendance may not exceed the capacity of the room.
The Office of Student Activities and Facilities reserve the right to alter set-up requests to best
serve the needs of the event and Facilities Staff.
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Attendance
Clubs/Organizations having events should have all attendees (students, guests, etc.) sign-in to
maintain an accurate record of participants. You can submit your sign-in-sheets to the Office of
Student Activities after your event so we can help you keep record; a copy will be placed in your
club/organization mailbox.
ID Policy
IDs must be checked at events and off-campus trips. Students must present a current ID with the
sticker that pertains to that semester.
Guest Policy
If you are planning to have guests at your event, you must contact the Office of Student
Activities. Guests are non-PCCC current students. Guests must show proper identification upon
arrival to the event. The sponsoring club/organization is responsible for guests and their behavior
and must remain at the event until their guest leaves.
Movie Viewing Policy
Clubs/Organizations planning to host a movie event on-campus must obtain copyright licenses to
the movie. Streaming websites such as Netflix, Hulu, Amazon, illegal websites, etc. is
prohibited. Contact the Office of Student Activities to purchase copyrights. Requests must be
sent more than 4 weeks in advance.
Under the "Face-to-Face Teaching Exemption," copyrighted movies may be shown in a college
or university setting without copyright permission only if all criteria are met:







A teacher or instructor is present, engaged in face-to-face teaching activities.
The institution must be an accredited, nonprofit educational institution.
The showing takes place in a classroom setting with only the enrolled students attending.
The movie is used as an essential part of the core, required curriculum being taught. (The
instructor should be able to show how the use of the motion picture contributes to the
overall required course study and syllabus.)
The movie being used is a legitimate copy, not taped from a legitimate copy or taped
from TV.

This means the "Face-to-Face Teaching Exemption" does not apply outside the nonprofit, inperson, classroom teaching environment. It doesn't apply to movies shown online – even if
they’re part of course-related activities and websites. It also doesn't apply to interactions that are
not in-person – even simultaneous distance learning interactions. It doesn't apply at for-profit
educational institutions either.
For specific requirements, please reference The Copyright Act of 1976, Public Law No. 94-553,
90 stat 2541: Title 17; Section 110(i), or consult your copyright attorney.
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Event Guidelines
1. Clubs/Organization Advisors or approved chaperones must be present for the entirety of the
event and until all guests have left the event.
2. Clubs/Organizations must fill out the Activities Form to host on- and off-campus events.
Additional requests (such as catering, purchasing, etc.) for the event will not be processed
until your requested room is approved.
Activities Forms must be submitted at least 3 weeks in advance of proposed event or activity.
Longer lead time (at least 4-6 weeks) is necessary for proposed off-campus events, parties, or
any event involving 75 people or more or for events requiring significant preparation such as
special (or contracted) entertainment, rental of equipment, extensive room set-up, etc.
3. Events past the normal college working hours must seek special permission from the Office
of Student Activities at least 4-6 weeks prior to the event.





The event organizers and their advisor must meet with OSA during the planning
stages of the event to review procedures.
Evening events or activities may incur additional expenses for Facilities, Sheriff’s
Officers, etc.
Advisors or approved chaperones must be present for the entirety of the event and
until all guests have left the building.
Club/organization members are responsible for signing in guests, checking ID’s,
ticket sales, and other duties as listed in this handbook.

4. Clubs/Organizations cannot hold any events or meetings during Final Exams, Student Town
Hall meetings, SAC meetings, Finance Committee meetings, major SGA/SPC events, and
breaks.
5. Clubs/Organizations choosing to have catering at their event, must submit a request at least 3
weeks in advance.
6. All forms for events, catering, performers, and order requests must be submitted at least one
month prior to the last day of events allowed.
7. Clubs/Organizations requesting any items (supplies, decorations, t-shirts, etc.) for their event,
must order during the current semester. The purpose of the items being ordered must be
clearly stated and relate to the club/organization event or activity.
The college reserves the right to relocate or cancel any scheduled event.
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Planning Your Event
Suggested steps for planning an event:
 Determine purpose of event: How does the event relate to the mission of your
club/organization? Is there a need for the event? Who is your audience? What will your
audience learn?
 Determine date/time/location: When are club/organization members able to attend?
When are other students able to attend? What type of space or room is best suited for
your event?
 Determine duties of club/organization members for the event: who will be
responsible for the budget, advertising, submitting forms, decorating, checking in
attendees, handing out evaluation forms, and other duties?
 Prepare budget: What expenses will your group incur (e.g. food, decorations, etc.)?
Who will obtain price quotes and/or Performance Contracts?
 Advertise: How will you advertise? When will you advertise? Who will be responsible
for publicizing your program?
 Day of event: Do club/organization members know their duties? Who will pick up the
cash box and/or evaluation forms? Who will sign in attendees? Who is going to do the
welcome message, greet guest, etc?
 Post-Event: Was all the money deposited with the Office of Student Activities? Do you
need to send out thank you notices? Were all items returned (ex. cashbox, Media
equipment, forms)?
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Activities Form
Only club/organization executive board members that have been granted registered status can fill
out the Activities Form on the OSA website. The Activities Form and other forms required for
that event must be filled out completely to assure full approval of event requests. (All executive
boards and advisors must be in agreement of the event.)
In addition to filling out a complete form, make sure the required sections and documents for
each event below is filled out and/or attached on the form:
A) Meetings: if your club/organization meeting is reoccurring, select weekly, bi-weekly, or
monthly with the date you plan on starting the meeting.
B) Event: if your club/organization is planning an event, make sure everything you need is
specified on the form (if applicable):
 Co-sponsors: if your club/organization wants to co-sponsor with another active
club or a department, state their name on the Activities Form in the “Description
of Event” section.
 Room Set-up/Facilities: if your club/organization wants to request any Room
Set-up or Facilities (chairs, tables, etc.), make sure it is indicated on the form.
Room Set-up requests apply only to the Paterson Room. If a Room set-up request
is not listed, please contact The Office of Student Activities.
 Catering: if your club/organization wants to request catering, make sure to list
your selected menu and the number of people who will be catered to on the
Activities Form (Catering, page 25).
 Order Requests: if your club/organization wants to purchase items, supplies, or
prizes for the event or for promotional purposes, please state the purpose of the
order and attach a quote, a W9 (see Fund Policies, 28), and/or artwork with the
Activities Form (Order Requests, page 29).
 Performers: if your club/organization wants a performer (speaker(s), DJ(s), etc.,
even if they are a faculty, staff, or an administrator), make sure the performer’s
name and title is stated in the “Description of Event” section on the Activities
Form. The performer(s) must fill out a Performance Agreement Form (Appendix
7) and a W9 (see Fund Policies, 28). The club/organization must submit the filled
out form to the Office of Student Activities (Performers, page 25).
 Media Requests: if your club/organization needs to request media, make sure it is
indicated on the form. If the media needed is not listed, please contact The Office
of Student Activities (Media Requests, page 24).
 Transportation: if your club/organization needs to request transportation, make
sure to indicate the type of vehicle, time, and the driver (must be your club
advisor). If your advisor is unable to drive, please see (Off-Campus, page 25).
 Admissions: if your club/organization wants to charge for entry or sell in advance
(free or charging) for your event, make sure to indicate on the form, submit a
quote (if the event is held off-campus), and attach a document stating:
1. Entry price for event
2. How many tickets being sold?
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3. Who can purchase tickets (guests, students, faculty/staff, only
club/organization members, etc.)?
4. How will the money be collected (at door, in advance, etc.)?
5. List who is going for free (club members, etc.)? (If applicable)
C) Fundraisers: if your club/organization wants to have a fundraising event, the following
must be written in the “Description of Event” section (Fundraisers, page 29):
If a fundraiser is to benefit your club/organization, please indicate:
1. The type of fundraiser
2. The items being sold on the form
If a fundraiser is to be donated to an outside organization, please:
1. Indicate the donator’s name and their address
2. Submit the organization’s “About Us Page”
3. Submit a W9 Form (see Fund Policies, 28) from the organization
D) Community Service: if your club/organization would like to attend or plan an offcampus community service event, please provide the following:
1. A detailed description on how this will serve as community service written in the
“Description of Event” section
2. A website print-out or email of the location and the cause of the organization (offcampus only)
3. A list of attendees (a minimum of three club/organization members including one
Executive Board member)
If your club/organization would like to plan or attend an on-campus community service
event, please follow the above requirements (Community Service, page 24).
E) Off-campus: if your club/organization would like to plan an off-campus event, please
provide the following (Off-Campus, page 25):
1.
2.
3.
4.

an accurate number of attendees
state whether or not transportation is needed and who will be driving
a website print-out stating the cost of admission, location details, parking prices
a list of attendees (name, student ID, phone number, club/organization name,
student email)

If your club/organization wants additional requests, make changes, or include any missing
information from your event request, email sga@pccc.edu. You do not have to fill out another
Activities Form.
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Available Spaces
Below are the available spaces your club/organization can reserve on campus:
Paterson Main Campus (PAT)













Student Activities Conference Room (Suite E103)
Classrooms
Broadway Lobby
Broadway Gallery
Courtyard
Paterson Room
Shultis Lane
Paterson Theater
Hamilton Hall Conference Room
Hamilton Club 1st floor Reading Room
Hamilton Club 2nd floor Seminar Room
Center for Student Success Conference Room

Passaic Academic Center (PAC)






Classrooms
Passaic Academic Center Lobby
Cafeteria
Passaic Room
Passaic Conference Room (2nd floor)

Wanaque Academic Center (WAC)






Classrooms
Wanaque Academic Center Lobby
Wanaque Conference Room
Student
Lounge
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Community Service
Clubs/Organizations must complete 10 hours of community service (5 on- campus and 5 offcampuses) per semester. A minimum of three club/organization members including one
Executive Board member are required to participate in each community service activity. Upon
completion, clubs/organizations must fill out the Community Service Verification Form
(Appendix 9) and submit the form to OSA.
Community service may be department oriented, campus wide, or community oriented. The
service can be food and/or clothing drives (only hours worked are hours counted; the box sitting
does not count as hours), walks to raise money for a cause, etc. If you are unclear whether or not
the activity counts as community service, feel free to ask SGA or a staff member in OSA.
Clubs/Organizations must receive approval to set up donation boxes on campus. It is the
club/organization responsibility to ensure the box is neat and clean at all times; you may only
place boxes in allotted spaces. The following information must be included with submission of
the Activities Form:






How many boxes are needed
The purpose for the collection and what will be collected
Whether or not the box will be left unattended (ex: leaving the box alone where people
drop donations off)
Where the boxes will be placed, and who will be in charge of pick up and drop off
A flyer to be posted on the box or on the wall near the box (must be approved by OSA)

Cash donations from a club/organization’s budget are prohibited. Any funds collected as a result
of a fundraiser may be donated.

Media Requests
Clubs/Organization wanting to request media for their event must check off the media equipment
needed on the Activities Form.
If requesting a laptop(s), wireless microphone(s), and/or clicker(s), please indicate:



The specific location of where you would like equipment to be set up.
Who will be in charge of the equipment during your event (the person in charge must be
your Advisor or an Executive Board member from your club/organization)

When your event is finished, please make sure Media picks up all equipment that was requested.
If Media doesn’t pick up the equipment, please contact OSA. An Executive Board Member or
Advisor is responsible for all equipment borrowed.
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Catering
Clubs/Organizations should request catering service from the cafeteria and will be charged for it.
If your club/organization is looking to have food catered, make sure to submit a list of your
selected menu to the Office of Student Activities if you have budgeted for
beverages/foods/snacks. An estimated cost for beverages/food will be provided.
All catering requests must be submitted at least three weeks in advance. Make sure to provide the
estimate amount of people you plan to cater for. The catering menu can be found on the
Activities Form online. If you need food from a specialized vendor, special permission is needed
from our catering services. We are here to work with you and make you event a success!

Performers
Performers are speakers, DJs, actors etc., even if they are faculty, staff, or administrators. They
must fill out a Performance Agreement Form (Appendix 7) whether they need to be paid or not.
Students, clubs/organizations, and advisors are not permitted to sign contracts or make verbal
agreements.
The following must be submitted at least than one month before an event:
Performer(s) free of charge: must fill out a Performance Agreement Form indicating they are
charging $0.00 balance. Upon completion, the club/organization must submit the form to OSA.
Performer(s) of charge: must submit a completed W9 form (see Fund Policies, 28) along with
the Performance Agreement Form indicating the amount they are charging.

Chaperones
Advisors must be present at their club/organization on- and off- campus events. If advisors
cannot attend an event, a chaperone(s) selected by the club/organization and then approved by
OSA can attend.

Evaluation Forms
The Office of Student Activities encourages all clubs/organizations to hand out Evaluation
Forms (Appendix 8) at their event. This is for your club/organization to know if their attendees
gained new knowledge or enjoyed the event. Evaluation Forms can be found on the OSA
website.

Off-Campus
Clubs/Organizations planning or attending an off-campus event must contact OSA to meet prior
to beginning the event request process to determine requirements and approval.
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Trips: Club/organization members are encouraged to plan trips related to their mission.
To request an off-campus trip please allow 4-6 weeks for approval and processing. For approval,
the following must be submitted:




Activities Form (including an accurate number of attendees and stating if transportation is
required)
A website printout about the trip including the date, cost of admission, location details,
and parking information (if applicable)
A list of attendees (name, student ID, phone number, club/organization name, student
email)

Conferences: Students attending conferences must be in good academic and disciplinary
standing. To request to attend conferences, please allow 4-6 weeks for approval and processing.
For approval, the following must be submitted:




Activities Form (including an accurate number of attendees and stating if transportation is
required)
A website printout about the conference including the date, cost of admission, location
details, parking information (if applicable), and hotel information (if applicable)
A list of attendees (name, student ID, phone number, club/organization name, student
email)

Transportation: Clubs/Organizations needing transportation must indicate the type of vehicle,
time, and the name of the driver on the Activities Form. The driver must be your club advisor or
an approved chaperone; if your advisor is unable to drive, please contact the Office of Student
Activities.
Clubs/Organizations may also request a driver from Public Safety; however, that depends on the
availability of the driver and the timing of the request. If the driver request is approved, your
club/organization budget will be charged. Please consult with the Office of Student Activities to
determine the availability and fee of Public Safety Drivers.
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COLLECTING FUNDS
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General Fund Policies
Funds
All clubs/organizations must practice proper collection and deposit of funds. Funds are not to be
used for personal gain. Clubs/Organizations shall not have a separate account. Cash donations
from a club/organization’s budget are prohibited; however, club’s/organizations funds may be
used to run an event. Any funds collected as a result of an event may be donated.
Deposits
All clubs/organization must deposit any money collected immediately after an event. If the event
was held past the normal college working hours, a deposit must be made within 24 hours. A
Collection of Funds Form (Appendix 10) will be filled out when the funds are received in the
Office of Student Activities.
Donations
If the money being deposited is to be donated, a copy of the company’s “About Us Page” must
be submitted to OSA when making the deposit. The club/organization will receive a copy of the
Bursar’s receipt, once the Office of Student Activities has deposited the funds to the Bursar’s
Office.
Clubs/Organizations are not allowed to make deposits themselves. Once the funds have been
donated, the donation cannot be cancelled. If the fundraiser collections are to be donated to an
outside organization, it must be clearly stated on the advertising materials. If a club/organization
advertises to benefit a specific cause for an outside organization, it must be donated to that
organization.
Checks
Any checks that a club/organization registered under the SGA receives as a donation must be
made out to Passaic County Community College and reference the activity/purpose or club
name. Clubs/Organizations cannot write out their own checks. Any form of solicitation is strictly
prohibited. If your club/organization receives a check you must bring it to OSA immediately.
Reimbursements
Reimbursements will not be given to students, clubs/organizations, or advisors unless preapproved by the Office of Student Activities.
Admissions
Advance Sales (free or charge) for event entry must be done through OSA. Club/Organizations
cannot sell tickets nor collect money themselves unless approved.
W9 Form
If a performer or a vendor is new to the college, a W9 Form must be submitted to OSA. Contact
OSA for more information.
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Fundraisers
Clubs/Organizations may sell items (excluding any types of food and drinks) to benefit a specific
cause or to simply raise funds for their club/organization budget.
Bakery items such as cupcakes, cookies, cakes, chocolate, etc. can only be sold during bake
sakes. Clubs/Organizations cannot use their club budgets to purchase bakery items.
Clubs/Organizations shall use sanitary and safety precautions when handling and/or selling
baked goods such as:





Individually wrapping or bagging baked goods
Separating the handling of money and the passing of baked goods
Wearing plastic gloves while handling or serving baked goods
Changing gloves after handling money or other items

Order Requests
Clubs/Organization may seek to purchase items/supplies for their events. It is recommended that
clubs/organizations choose a pre-approved vendor from the list (Appendix 11) to expedite the
purchasing process; however, clubs/organizations can purchase from companies who are not on
the list as long as the company does purchase orders. To submit a request to order items/supplies
for events, an Activities Form must be submitted. If using a company not located on the list of
vendors, a W9 form is required (see Fund Policies, 28).
Purchases can only be ordered by the Office of Student Activities. Students and Advisors cannot
order or pay for items on their own. Order requests for items/supplies from third party vendors
must be submitted at least 4-6 weeks in advance as delivery dates must be taken into account.
Items/supplies: Clubs/Organizations must fill out an Activities Form with price quotes and
artwork (if applicable) attached for merchandise they wish to order. Final prices and art proofs (if
applicable) will be sent to you before the items/supplies are ordered. Once your
club/organization approves the order, it will be sent to production.
The following must be stated on price quotes:








Name of Company
Contact Person
Address
Phone
Website
Item Description, Unit Cost
Example: White T-shirt, Medium,
group name, 10 shirts $10.00 each
Delivery specifications






Time Frame
Example: Overnight Shipping
Shipping & Handling/Delivery fee:
Example: $50 shipping/handling
Tax
Tax exempt form submitted
Total
Example: $150
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Club Budget
Each club/organization is allocated a budget set by the Student Government Association. Funds
are to be used for activities that relate to a club/organization’s mission.
Prior to spending funds, the club/organization members should decide what they want to
accomplish per semester or academic year. Once your goals have been set, you can begin to:




Plan your events & expenses associated with each activity ahead of time.
Research costs, compare prices, obtain price quotes
Prepare your budget

Below is a sample budget plan (this sample is not based on real numbers):
Preparing a Budget
Fall Events

1. Movie Night

Estimated Expenses

Actual

Movie Viewing License
$250
$_____
Flyers to Advertise
$10
$_____
Snacks (Chips & Soda)
$100
$_____
($1.00 X 50 people for small bags of chips, $1.00 X 50 for cans of soda)
Door Prize
$10
$_____
Estimated Budget
Total: $370
$_____
2. Lecture & Debate

Estimated Expenses

Fee for Speaker
$250
Flyers to Advertise
$10
Catering ($6.00 x 50 people)
$300
Estimated Budget
Total: $560

Actual
$_____
$_____
$_____
$_____

Clubs/Organizations may request additional funding from the Student
Government Association during monthly finance meetings or may co-sponsor
events with other active clubs/organizations.

ADVERTISING
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Clubs/Organizations can advertise their approved events on-campus. All advertisements must be
used for club-related events only and cannot be used for personal use. Request for advertisement
approval must be sent through your club/organization email.
Once approved, you can advertise your event by:






Word of mouth
Posting on your club/organization portal
Posting on bulletin boards and/or walls at all satellite campuses
Passing out advertisements to your colleagues
Sending flyers to the school newspaper (news@pccc.edu)

Any type of writings, chalking, hangings, etc. on school property are not allowed.
We will post your advertisements on social media and TV monitors (at all campuses, if your
event is a large event), and add your flyer to our weekly announcements, portal calendar, and
email blast schedule. All advertisements must be sent to osa@pccc.edu for approval.

Advertise your event in advance. Early notices and repeated reminders can
increase attendance and participation at your events.

Club Logos
Clubs/Organizations should create a logo (that represents their mission) at their convenience. For
approval of use, members must send their logo to osa@pccc.edu or bring it in person. Upon
approval, the club/organization shall use their logo on advertisements.

Flyers
Clubs/Organizations will be charged per sheet. To request flyers, follow the steps below:
Email Requests:
1. Create your flyer from the following design software: Microsoft Publisher, Adobe
Photoshop, Adobe In-design, or Adobe illustrator. Make sure to state the:





Date
Time
Location
Ticket price (if applicable)
32




Sponsoring organization
Who to contact for further information
o Club/Organization Email
 Benefitting organization (if the event is a fundraiser)
2. Save as .jpeg or .png and then submit it to OSA via email.
3. Check your club/organization email for approval.
 If your flyer is approved, we will send you the Printing Request Form (Appendix
12) to fill out. We will then print out copies for you and advertise your flyer on
social media, TV monitors (if your event is a large event), weekly
announcements, portal calendar, and email blast schedule.
 If your flyer was not approved, you will receive an email with
comments/suggestions.
4. Check your club/organization email for flyer printing status. All flyers will be printed and
stamped within 42 hours.
In Person Requests:
1. Bring 1 copy of your flyer to the Office of Student Activities.



If your flyer is approved, we will help you fill out a Docu-Center Form so you
can take it to the docu-center.
If your flyer was not approved, you must make corrections and re-submit the flyer
via email.

2. Bring your copies back to the Office of Student Activities so they can be stamped.
You may print up to 30 copies (an extra 10 if posting at Wanaque and/or Passaic). If you are at
the other satellite campuses, you can get your flyers printed and stamped at that campus’s main
office.
If printing out your own copies, please bring it to OSA for stamping. If you are at the other
satellite campuses, you can get your flyers stamped at that campus’s main office.

You can also create hand flyers to advertise your events. It is easier to hand them
out to students in the hallways and at your events. Contact OSA if you need a
template, then follows the same approval/requesting process as flyers.
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Posters
Clubs/Organizations will be charged per poster print. To request posters, for better quality,
resolution, and accurate sizing please follow the steps below:
1. Create your poster from the following design software: Microsoft Publisher, Adobe
Photoshop, or Adobe Illustrator with your chosen poster size in CMYK (coloring format).
 If you need assistance or a template of preferred size, please email osa@pccc.edu.
2. Submit the original file of the poster via email to OSA via email.
3. Check your club/organization email for approval.
 If your poster is approved, we will send you the Printing Request Form (Appendix
12) to fill out.
 If your flyer was not approved, you will receive an email with
comments/suggestions.
4. Check your club/organization email for poster printing status. All posters will be printed
and stamped within 42 hours.

Button Maker
Clubs/Organizations will be charged per button. The button making machine can only be used in
the Office of Student Activities. For accurate sizing please follow the steps below:
1. Create your button artwork from the following design software: Microsoft Publisher,
Adobe Photoshop, or Adobe illustrator with your chosen button size.
 If you need assistance or a template of preferred size, please email osa@pccc.edu.
2. Submit your button artwork as .jpeg or .png to OSA via email.
3. Check your club/organization email for approval.
 If your button is approved, we will send you the Button Request Form (Appendix
13) to fill out.
 If your button was not approved, you will receive an email with
comments/suggestions.
An email will be sent if the button artwork and date requested is approved or not. The email will
include further instructions about the button making machine.
When using the template, create your button in a circular design and make sure the
space in between the rim text area and the cut line is colored in. This is to avoid a
white ring around your button when made.
When saving your design as a picture, make sure to delete the circle lines
(except for the cut line).
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Posting
Flyers and posters are only good for 30 days from the date stamped. You can post your flyers on
designated bulletin boards and posters on walls in:









Academic Hall
Founders Hall
Memorial Building
Center of Student Success (CSS)
Hamilton Building
Prudent Building
Passaic Academic Center
Wanaque Academic Center

There are 30 bulletin boards in which you can post your flyers on the Paterson Campus. If you
want a list of the bulletin boards on campus, you can ask an OSA staff member for one.
Flyers and posters will be removed and discarded if:






Posted in other locations (such as elevators, doors, windows, stairwells, etc.)
flyers are not stamped or approved
flyers exceeds the 30 day limit
flyers exceeds one day after your event
flyers are continuously covering up other flyers posted on bulletin boards

Social Media
An OSA member usually takes pictures at your event and posts it on our social media. If an OSA
member is absent and you want to share pictures of your event on social media, please send it to
osa@pccc.edu with your event flyer.

Take appropriate pictures of the audience, special guests, sponsors and/or
organizers, and the scenery. You can take pictures of individual(s) upon their
permission.
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Appendix 1
OFFICE OF STUDENT ACTIVITIES
NEW CLUB/ORGANIZATION QUESTIONNAIRE FORM
*The New Club/Organization Questionnaire form must be typed and returned back to the Office
of Student Activities, Room E103.

1. What is the name of your prospective club?

2. What is the purpose of your club?

3. How will your club benefit the student body?

4. What valuable experiences/knowledge will members get out of being a part of your club?

5. What types of events are you planning to hold? Are the events related to your club?

6. What will your club do in an average meeting? Provide a sample meeting agenda.

7. How will you keep members interested and engaged in your club?
______________________________________________________________________________
(OSA Only) Approved:

Yes

No, reason: ________________________________

(SGA Only) Approved:

Yes

No, reason: ________________________________
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Appendix 2
OFFICE OF STUDENT ACTIVITIES
SAMPLE CONSTITUTION AND/OR BYLAWS
*The Constitution and/or bylaws must be typed.
Every constitution and/or set of bylaws has certain principals in common. Use these guidelines to
create your organization’s governing document. Contact the Office of Student Activities for
further assistance.
Constitution of (Name of Organization)
Article I

Name
The name of this organization shall be __________________________________

Article II

Purpose
Section 1: The purpose of the ____________ club is to _____________________

Article III

Officers
Section 1: Officers serving as the Executive Board shall be the President, Vice
President, Secretary, and Treasurer.
Section 2: The term of office of Executive Board members shall be for one
academic year.
Section 3: Executive Board members must be in good academic and disciplinary
standing with the institution.
Section 4: The Advisor shall be a full time or adjunct faculty member or full time
Administrator. The advisor may not vote in organizational matters.

Article IV

Membership
Section 1: Membership is open to any student.

Article V:

Election of Officers
Section 1: Election of officers will occur at the last meeting of the spring term.
Section 2: Each member in attendance at the last meeting of the spring term shall
be accorded one vote per office.
Section 3: All elections will be held by secret ballot.
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Section 4: A simple majority vote will constitute an officer election.
Article VI:

Meetings
Section 1: All meetings will be held once a week at a day/time to be determined
by the organization.
Section 2: All members must attend a majority of the meetings held during the
year to be eligible to vote at officer elections.

Article VII

Amendments
Section 1: Amendments to this constitution shall be adopted by a two-third vote
of the members present at a regular meeting following the meeting at which the
proposed amendment was distributed.

Adapted from Dunkel, N. W., Schuh, J.H, Advising Student Groups and Organizations, 1998
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Appendix 3
OFFICE OF STUDENT ACTIVITIES
SAMPLE CLUB/ORGANIZATION REGISTRATION FORM
*The electronic version is online
In order to be recognized at PCCC each club and/organization must be approved each year by the
Student Government Association and the Office of Student Activities.
Please note that there should be at least (3) three elected board members (President, Vice
President and Treasurer or Secretary), who are in good academic and disciplinary standing. A
full-time PCCC faculty member, adjunct professor, or full-time administrator must serve as an
Advisor; there must also be a minimum of 10 member’s listed (current PCCC students only).
This form must be resubmitted if a change is made within the board membership, or Advisor
during the course of the semester or academic year.
I. Club/Organization Name: _____________________________________________________
II. Term (Semester or academic year): Fall _______ (year) Spring ________ (year)
III. Executive Board
President: ___________________________

Phone: _____________________________

Student ID: __________________________

Email: _____________@students.pccc.edu

Vice-President: _______________________

Phone: _____________________________

Student ID: __________________________

Email: _____________@students.pccc.edu

Secretary: ___________________________

Phone: _____________________________

Student ID: _________________________

Email: _____________@students.pccc.edu

Treasurer: ___________________________

Phone: _____________________________

Student ID: __________________________

Email:______________@students.pccc.edu

IV. Advisor(s)
I agree to serve as Advisor/Co-Advisor of the student club/organization named above for the
Fall______ Spring______ semester/academic year. I have read the Advisor responsibilities
outlined in the Student Clubs & Organizations Handbook. If for any reason I decide to resign as
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Advisor, I will notify the President of the organization and the Office of Student Activities as
soon as possible.
Advisor Name: _______________________
Signature: ___________________________

Phone: ______________________________
Email: _____________________@pccc.edu

V. Compliance Agreement
We the undersigned members of the ___________________________club/organization, agree to
comply with the Office of Student Activities policies and procedures listed in the Student Clubs
& Organizations Handbook. We will abide by all local, state, and federal laws as well as college
regulations. We acknowledge that failure to meet requirements & follow laws and policies may
result in probation or termination of our group’s recognition and/or privileges.
By signing below, all Executive Board and Club Members acknowledge they have read and
understand the compliance agreement.
Name

Signature

Student ID

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
Please return this form to the Office of Student Activities, Room E103.
For office use: Academic/Disciplinary check ____
(OSA Only) Approved:
(SGA Only) Approved:

Yes
Yes

SGA Approval _____

No, reason: ________________________________
No, reason: ________________________________
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Appendix 4
OFFICE OF STUDENT ACTIVITIES
SAMPLE AGENDA
*The agenda must be typed.
[Meeting Title]

[Pick the date]
[9:00 a.m. to 5:00 p.m.]
Meeting called by: Tanisha McKinnon
Attendees: [Attendee list]
Please read: [Reading list]
Please bring: [Supplies list]
[9 a.m. – 10 a.m.]

[10 a.m. – noon]

[Noon – 4 p.m.]

[4 p.m. – 5 p.m.]

[Introduction]
[Continental breakfast]
[Welcome: Kari Hensien]

Paterson Room

[Demos]
[New product line: Jane Clayton]
[Sales techniques: Jeff D. Henshaw]

PAC209

[Working groups]
[Group A: Product planning]
[Group B: Product development]
[Group C: Product marketing]
[Wrap-up]
[Q&A panel: All speakers]

WAC Lobby

WAC Student Lounge

Additional Information:

[Add any additional instructions, comments, or directions in this section.]
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Appendix 5
OFFICE OF STUDENT ACTIVITIES
SAMPLE AGENDA
*The minutes must be typed.

[Meeting Title]
MINUTES

[CLICK TO SELECT DATE]

MEETING CALLED BY

Meeting called to Order by President [name] at [time]

TYPE OF MEETING

Executive Board

FACILITATOR

Advisor [name]

NOTE TAKER

[name]

TIMEKEEPER

[name]

ATTENDEES

[names]

[MEETING TIME]

[MEETING LOCATION]

Agenda topics
10-10:15 AM

UPCOMING EVENTS

[PRESENTER]

DISCUSSION

[name] moved to discuss upcoming events. All preparations for events are in the process
of being completed. All executives will be available to attend the event. Other members
will be notified by email upon approval.

CONCLUSIONS

An activities form shall be submitted to OSA.

ACTION ITEMS

PERSON RESPONSIBLE

DEADLINE

Submit activities form and email

[name]

[date]

CONCLUSIONS

[name] moved to adjourn the meeting at [time]. Our next meeting will be on [date]
at [time].
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Appendix 6
OFFICE OF STUDENT ACTIVITIES
SAMPLE ADVISOR EXPECTATION CHECKLIST
Listed below are some expectations which can be negotiated between your club/organization and
your advisor. This checklist is designed to help you arrive at a clear agreement on advisor’s role.
Your club/organization should check off each item you feel are an essential duty of your
club/organization and advisor. For items that are determined not to be your advisor’s
responsibility, it is important to establish whose responsibility it will be.
_____Attend all club/organization meetings
_____Attend organization's events – on campus & off
_____Ability to call emergency meetings of the officers
_____During meetings, inform officers and members about possible violations of
College policies.
_____During meetings, inform officers and members about possible violations to club
constitution and bylaws.
_____Provide personal viewpoint during discussions at meetings
_____Understand the difference between overlooking a club and running one
_____Review minutes after they are distributed to members
_____Participate in the goal setting process
_____Provide feedback to officers on progress toward goals
_____Coordinate workshops based on topics chosen by the officers
_____Research and present leadership development opportunities available on campus
_____Explain college policies and procedures to the membership
_____Cancel events when advisor believes they are poorly planned
_____Instill teamwork, cooperation, and collaboration within the officers and membership
_____Engage in conflict mediation when conflict arises among officers or membership
_____Speak on behalf of the organization to the campus community
_____Speak on behalf of the organization to the general public
_____Assist with mediating conflicts with the University administration, other organizations, or
other entities
_____Attend all elections
_____Provide officer’s feedback on each candidate
_____Count all ballots with non-candidate student
_____Receive copies of all official correspondence
_____Review and show all official correspondence before being distributed
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Appendix 7

Office of Student Activities
Rm. E103
(P) 973-684-7191
(F) 973-684-5843
OSA@pccc.edu
Return to:
Office of Student Activities
Room E103
973-684-7191 (PH)
973-684-5843 (FX)
PERFORMANCE AGREEMENT
For and in consideration of the sum of $__________ the undersigned (Performer, Speaker, Artist, hereafter
referred to as “Artist”) herein agrees to perform as follows:
Name of Performer :
____________________________________________________________________________________________

Title of Performance:
____________________________________________________________________________________________

Description of Performance:
__________________________________________________________________________________________

Date of Performance:
__________________________________________________________________________________________

Time of Performance:
__________________________________________________________________________________________

Place of Performance:
_________________________________________________________________________________________

Upon full and faith performance as recited above, the Office of Student Activities of Passaic County
Community College of New Jersey herein agrees to pay to said artist by a Passaic County Community
College check the sum of $____________.
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The parties herein expressly agree and acknowledge that this agreement shall not be enforceable against
the Office of Student Activities or any associated student organization of Passaic County Community
College of New Jersey unless said agreement is executed by the Director of Student Activities of Passaic
County Community College of New Jersey.
* All contracts must receive final approval by the Vice President for Finance & Administration.
This agreement contains the sole and entire agreement between the parties. Any waiver or modification
of the same must be effectuated in writing and signed by the parties.
Additional provisions: (a rider may be attached for signing)
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________________________________________________
_______________________________________

_________________________________

Student Activities Director / Date

Performer, Artist / Date

Address: _________________________________________________________________
Make check payable to: _________________________________________________
Telephone #_____________________________________________________________
Fed. I.D./Soc. Sec. #____________________________________________________

__________________________________
___________________________
Sharon Goldstein
Jacqueline Kineavy
Dean for Student Affairs
VP Academic / Student Affairs

__________________________
Steven Hardy
VP Finance & Administration
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Appendix 8

Appendix 9
Club & Organization Community Service Verification
Club Member and position
_________________________________________________________
Name of Club/
Organization_________________________________________________________
Name of Project
_________________________________________________________________
Date Completed _______________________________ Hours
Completed____________________
What did you enjoy the most about this experience? What did you enjoy the least?
______________________________________________________________________________
______________________________________________________________________________
Name of Organization ___________________________________________
Representative
Return
form to the Signature__________________________________________
Office of Student Activities, E103
Rev. 3/16
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Appendix 10
Collection of Funds Form

Name of Club/Organization ___________________________________________________
Event ______________________________________ Date of Event ___________________
Was this a Fundraiser for Charity? ____Yes ____No
If Yes, for What Organization? _________________________________________________
Please list any items sold and amounts charged:
_____________________________________________________________________________________
Total Amount Collected________________________
*By signing below you certify that the above information is correct to the best of your knowledge.

President/Treasurer _____________________________Date________________
Office of Student Activities ________________________Date________________
Deposited into account #: __________________________________________
White Copy
File

Pink copy
Club/organization

Yellow Copy
Advisor
Rev. 3/16
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Appendix 11
Vendors List
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Appendix 12

Appendix 13
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