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INTRODUCTION

This handbook is: reference guide for all PCC@idents. The information provided will assist
registerecand prospective clubgfganizations, current and future studexdgdersand their
advisors.

This documenprovides you with general policieguidelines, anghrocedures you need to:

Register a clubiganization

Conduct meetings

Planand advertisprograms and events
Maintain registered status through the SGA
Follow college policies ath procedures
Follow SGA Constitution and Bylaws

X X X X X X

All forms arelocatedon the OSA website. To submit forms to OSA, clubs/organizations can:

1 Print out and bring formio the office (E103)
1 Scan forms andmail them to SGAsga@pccc.edu)
1 Send forms to OS#rough interoffice mail (advisors only)

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



TABLE OF CONTENTS

N I @ 151 L@ I L P 2
TABLE OF CONTENTS .ot e e e e e e et e e e et e e e e e eeaees 4
STUDENT GOVERNMENT ASSOCIATION ..ot et e e e 5
OFFICE OF STUDENT ACTIVITIES ..ot reen e e e 6
CONTACT INFORMATION oo e e ee e e e e e e e e e e erans 7
RECOGNITION AND RESPONSIBLITIES ... e e 8
Club/Organization BNETitS. .........oii oot aeenes 9
How to Start a Club/Organization..............oooeeeeiiiiiee e 10
How to Remain an Active Club/Organization.................uooiiiiiieiiiiiiiin e eeeeeees 11
How to Access your Club/Organization Emails.............cccooveviiiiiiiiiiiinecceeeeee e, 11
Club/Organization AQVISOIS. .........uuuuiieiiiiii et ee e e e aaa e 12
Club/Organization GeNErBOIICIES..........cooviiiiiiiei e 13
Club/Organization GO0od StANAINGS..........uuuuiiiiiiiiiiie e 15
EVENTS/PROGRAMS. ...ttt ettt s s e e e e e e e e e e e e aaeeeaaees 16
General EVENE POlICIES. ......couuiiiieie e eaeeeeeees 17
EVENE GUIAEIINES. ...ttt e et e e e e e aenes 19
[ = L Lo o T T V=T o 20
ACHVITIES FOIMN. .. et e e ettt e e e e e e e e eab e e e e eenes 21
AVAIIADIE SPACES.....cceiii i 23
(@] 010 10T 1) VS Y= /(= 24
MeEIA REQUESES. ... ittt e et e e e e e e et e e e et e e e eeennaeeeatnaeeenes 24
(@ | =] 11T T 25
o 0T 0T €SP PPPP PSSP 25
(@ T o L] 0] TSP 25
EVAIUALION FOIMIS.. .t e e e e e e ae e e e 25
(@ 11 L =T 01011 £ PP 25
COLLECTING FUNDS ...ttt sttt te ettt s s e e aaaeeaaaaaaaeas 27
General FUNA POJICIES. ........uuiiiiiieie et eeeaea s 28
ULl [ 7= TS PSP 29
(@ o [Tl LT (U= £ PP 29
(@4 (3] o I8 = 10T o = A PP 30



TABLE OF CONTENTS

ADVERTISING oo e et e e e e e e e e et e e e e e e e e e e et 31
(04 [5] o J1 oo [ 1= F TP PPPPPTIOPPRPPPPPR 32
1] £ TSP SPPPPPI 32
P O S Bl S e et ea e aann 34
= TU 0] Y =T 34
P OSHING. .ttt 35
Y0 Lo = L 1Y/ 1T L= T 35

N N 5 36
Y o] 0= 0 [0 [ ) G PSPPI 37
Y o] 0= 0 [0 ) G PSSP 38
APPENAIX 3.t e e e ennn e e e ennnnns e e eennnnnn e e A0
LY o] o= 0 ) PP SOPPPPPRRR - v24
APPENAIX Bt eenneann e e e eeneen e A3
Y o] 0= 00 )G G SO .
N ] 01 Lo [ /PP Lo
N 0] 01T Lo [ PR ¥ 4
N ] 01T Lo [ PP ¥ 4
Y] 1= Lo [ G O PP 48
Y 0] 01T T L5 PP 49
Y 0] 01T T LD P 50
Y 0] 01T T LDt P 50



STUDENT GOVERNMENT A SSOCIATION

The Student Government Associatio6SGA) Executive Boards the official voice of the

student body before the college faculty, administration, and staff. It is a stutemtganization
that provides experience and training in a denabe form of government for students serving as
elected representatives.

Each year students are elected into the &2écutive BoardThey receive, revieyand express
all concerns, questions, suggestiard ideas from students to faculty and adriai®n. They
alsorepresent the interest of all students through participation in cellegecommittees.

Clubs/Qganizations are represented in the Student Government Association through their
involvement in the:

Student Activities Committee (SAC)
Finance Committee

Elections Committee

Awards Committee

StudentTown Hall Meetings
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OFFICE OF STUDENT ACTIVITIES

What We Do

The Office of Student ActivitiefOSA) works closely with the Student Government Association
(SGA) to be the bridge tstudent involvement, leadership, and campus programmiegversee
programs and events at the Paterson Campus, Wanaqgue Academic Center, and Passaic Academic
Center.

Mission

Our mission is to provide eourricular programs and activities that enhatheestudent experience
at Passaic County Community Colle§®e provide students with educational, social, cultural and
leadership development opportunities.

Vision

We aspire to impact studentdés |ife winth | ea
interpersonal/transferable skills to promote student success.



CONTACT INFORMATION

OFFICE OF STUDENT ACTIVITIES

Paterson Campus
Founder 68183StHta | | , E
Main Number: (973) 6847191
osa@pccc.edu

Wanaque Canpus
Room W119
Main Number: (973) 6847191
osa@pccc.edu

STUDENT GOVERNMENT ASSOCIATION

Foundere183 Sdie!l | ,
Main Number: (973584 - 5255
sga@pccc.edu
(Individual officehours are posted outside of the SGA office)

STUDENT PROGRAMMING COMMITTEE

Founderm183 SHiw !l | ,
Main Number: (9735845255
spc@pccc.edu

f © &

PCCC Qtiident Artivities pccepanthers http://newweb.pccc.edu/OSA/
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Club/Organization Benefits

ClubgOrganizations registered withe SGA are open to all current students at PCCC. In order
to be recognizedn campuseach clulbrganization must be approved by the Student
Government Association.

Reasongo Regiser 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 tle Office of Student Activities)

<LK <LK LK LK<

T [P Some ways to encourage students toip your club/organization:

1 Participaten the Involvement Fainosted by the SGA each falland _» ! .

M
spring semester - -
Invite potential membern® your meetigs bUlG

1
1 Hostevents/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 readivat

2. Set upameetingwith the SGA vice president, or an available SGA executive board member.
1 The SGA vice presidentill review the process with yoand help you set up an
interest meeting datto recruit potential members.

3. Create a flyer to advertig®ur interest meetinff-lyers page32).
1 Youmayhold up to 3 interest meetings.
1 To bodk aroom, you must fill out aActivitiesFormfrom OSA.

4. Findat least 1@urrent PCCC students commdtt being a member gfour club.

5. Choose a Club Advisor
1 The Advisor must be a full time PCCC faculty or administratorlf you cannot find
an advisor prior to younterestmeeting, contact OSAnd someone from the office
will help you find one.

6. Prepare an agendappendix 4
1 Print and bring the agenda to yonterestmeeting

7. The day of yourinterest meeting
1. Provide an agenda all attendees
2. Appoint one person to take minutes
3. Elect an executivedard(president, vice president secretamd/or treasurer)

1 The election process involves holdiag election meeting witat least 10 club
prospectivamembersand your advisor(The advisor ofhat club must also be
present The advisor is a newoting membel)

1 Eachstudent is granted one vote; easbmber must cast their votaividually.

4. Fill out aClub/Organization Registration Foren the websitéAppendix 3
1 Have the 10 club members who attended the meeting sign the back of the form

8. After the meeting, complete and submaperworkto OSA(Appendix1l-5):
1 Meetingminutesand agend&o shav how yourexecutive boaravas electegd
New Qub/OrganizatiorQuestionnaire
Constitution and/or Bylaws
Club/Organization Registration Form
Club/Organization Activities Form (you musthedule your meetindgmsed on your
constitution

T
T
T
T

9. You will be requiredo atend a Student Activities Committee (SA@eeting to present your
cl ub/ or g pumpose,anission, andl fow your club will benefit the students at PCCC.
9 After presenting, SAC will vote uponyoarl ub/ or gani z ayYouwllnds act |
receiveanemailregarding the voting decisiol.approved, tenew clubTreasurer
will meet with the SGA Treasuréo reviewfinances
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How to Remainan Active Club/Organization

In order to remain active on campus, dfaelbganizatios must:

I Maintainat leastenmembers
1 Have an advisoradvisorsmust be a futtime PCCC faculty or aadministratoy

At the end of each academic ye@arsemester (if applicablejlubs/organizations must submit

1. A Club/Organization Registration Forfi\ppendix 3 with theexecutive boardand
advisorupdatednformation
1 Theform must be filled out complelg all signatures are required.

2. Theminutes and the agendéathar election meetindor the following academic year

If a change is made to the executivald or Advisor durig the course of the academic year,
you must ao submit the above paperwork.

ClubgOrganizationsre required to review and make necessary changes tq
ther constitutions every 2 years.

Each active club/organization has a mailbox in the Office wd&itt Activities
(E103). Please check it regularly.

How to Access your Club/Organization Emails

Each active club/organization hasemailaccount Please check regularlyfor all approvals,
updatesand notificationgrom OSA and SGAwill be communicated from there.

To gain access to yowtub/organization email:

1. Go tohttps://portal.office.com

2. Enter email: (once you click to enter your password, you will thenedbeected to the
new PCCC logn page)

3. Enter Login ID and password

If your club/organization emaisinot working please contact sga@pccc.edu

11
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Club/Organization Advisors

Advisors are a resource to student leatygrsffering support and being knowledgeable about
collegeresourcesThey al® provide guidance and insight towards the development of the
club/organizationds mission and goal s.

Student leaders and advisors shaligtuss and agrem what role the advisor will have.
(Appendix B listsanAdvisor Expectations l@cklistthatwill allow advisors and student leaders
to begin a conversation on expectations from both sides.

While one advisor is required, clubsganizationsnay request two advisors if both advisors are
in agreement of sharing the responsibilitigdvisorsmust beafull time PCCC faculty or an
administrator.

Advisor Responsibilities:

Serve as a campus resource and support for thegjamizationrmembers.

Have knowledge of collegeolicies & procedures.

Advise members on effective programming, organizatioraimhg, and goals.

Meet with the clulbrganizatiorregularly during the fall and spg semesters based on

the club/organizationonstitution.

1 Attend on and offcampus activities. The advisor is responsible for enguhat all
members of their ab/organizationf ol | ow t he col | andteedSsudento de o f
Club/Organization Handbook unable to attend, appoint another PCCC faculty or
administrator as chaperone.

1 Possessacopyoftbitbor gani zati ondés consti tandt i on as \
contact information of alnembers. Confirm that the constitution folloti"e ®llege and
SGA policies. Thisncludes ensuring that atiembers are eligible for membership.

1 Encourage, reward and recognize outstanding work, and stress the importeacie of
member 6s contribution.

1 Search for opportunities that allow group members to grow and learn, and that encourage

good decision making

= =4 =4 -2

Club/Organization Responsibilties to Advisors

Keep the advisor fully informed of all activities, meetings, plagnand budgeting
Inform advisor of all meetings and events ahead of toravoid scheduling conflicts
Reviewyour club/organizatiorconstitutiontogether.

Provide your advisor with a list eiembers and contact information

Respect thedav i s o r &dscontributioles a n

Speak to advisaregardingthe club/organizatio6 s g o a Ing suggestions; @ r
guestionsYour advisor is there to assist youmaking the most of your co
curricular participation.

= =4 =8 -8 A8 9
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Club/Organization General Policies

Students of clubs/organizations are required to abide by the policies and regulatiaongheithi
Coll egebs Student Code of Conduct and Student
to the clulborganizatiorgeneralguidelines below:

1. All members of clubs/organizations shall refrain from any practice that is physically or
psychologicallyabusive, either imntionally or unintentionallyMembers or potential
members of thelub/organization will not be put through any process that falls within New
Jersey Statebs legal definition of hazing:

A. Hazing; aggravated hazing

. Apersonisguily of hazing, a disorderly person¢
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 competitiaghletic events, which places or may place
another person in danger of bodily injury.

[I. A person is guilty of aggravated hazirgg¢rime of the fourth degree, if he
commits an act prohibited in subsection a. which results in serious bodily injury to
anotherperson.

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,
includinga minimum GPA requirement, whigha 2.0, to be considered an active student.

4. Clubs/Organizationmustprovide the Office of Student Activities with information
requested includingny changes to the constitution and the names of eleffiegr® and of
the advisor(s).

5. Clubs/Qganizdions must remain up to date with the Student Government Association
policies and requirements as they relate to student groups.

6. Clubs/Organizationshalldisclose any affiliations to organizations, clubs, societies,
associations or groupaitside the céége 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 p a rdéecisions. pAgprtoval must be rebeesed griomtaltied s
program/workshop/event.
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8. Clubs/Organizationshallnot discriminate or exclude members on the basis of race, gender,
religion, color, age, sexual orientation, disability, veteran status, academic peréerman
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 likelyto incite or produce such action. The organization will not engage or threaten to
engage in any unlawful or disruptive activities or conduct.

10. Clubs/Organizationshalldisplay a willingness to comply with reasonable requests of
college officials and witliPassaic County Community College policies and procedures.

11. Clubs/Organizationmustuse their clulbrganizatioremail throughout the academic year.
All information relayed from the office will only be sent to the ¢arganization email

12. A Club/Organizaibn executive boarthember canndtold more than one executive position
on campus.

13.The mission and purpose of each club/organizagiail be consistent with tlreconstitution
andmissionof the Student Government Association & Passaic County Commuailsge.

Club/Organizationscurrent and future student leaders, and their advisass adhere to all
policies andquidelinesof the cdlege and within this handbooWiolation of such acts will result
in disciplinary action.

14



Club/Organization Good Standings

In order for clubs/organizations to remain active and in good standing, they must do the
following per semester:

A. Haveat least one event in each of the following categories:
1 Fundraiser: thesellingof items orthe collecting ofunds fora specific cause
(Fundraiser, page 29)
1 Event: an event related to the mission of your club/organization

1 Meeting: a meeting including executive board members and regular members

B. Complete 10 hours of community service, 5-campus and 5 ofampug Comnunity
Service, page 24

C. Attend each of the following SGA meetings/events
1 SAC and Finance Meetings (at least one representative)
1 Leadership Conferences/Seminars (at least three representatives)

D. Adheret o t he Col |l egeds St ud ethldndb@& drelto@af Conduc
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 actioAll disciplinary actions argoted on by the SAC
Committee.

Types ofdisciplinary actions are as followed:

Warning
Probation

Suspension
Inactivity

Wb
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EVENTS/PROGRAMS




Studentclubs/organizationare encouraged to plan educaéibreultural, and social programs
that relate tothec | u b/ o r g missionz aadyoals. Allkegents planned, oandoff-
campus, byctiveclubs/organizatios must be approved by the Office of Student Activities at
least three to four weekwsior tothe date of the event.

General Event Policies

Raffles

Raffles are illegabn and off campuswithout a permit from the New Jersey Legalized Games
of Chance and Commissiolfi.you want to do a drawing or giveaways prizestact the Office
of Student Ativities 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 reqe additional securiifeve nt s open to the public r e
The cost of the Sheriffdos Officer wildl be bil
college building hours will be billedased on overtime rates of building eaturity 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
orrcampus.

The serving of alcohol at all btampus 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 theelubo r gani zati onés | eadership to ensure
alcohol. Advisors must be present at all campus events.

Decorations & Setup

All set-up and decoration@ncluding catering and media) must be made before the start of your
event. All setup and decorationsustalsobe in accordance with fire and safetyles. For
example balloons are not allowed]l electrical cords must be safely tapedvdmr not pose a
safety hazard, andbdrs, 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 altengeequests to best
serve the needs of the event and Facilities Staff.
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Attendance

Clubs/Organizationkaving eventshould have all attendeesudents, guests, etc.) sigmto
maintain anaccurate record of participantéou can submit your sigim-sheetso the Office of
Student Activitiesafter youreventso we can help you keep recoadgopy willbe placed in your
club/organizatiormailbox.

ID Policy

IDs must be checked a&vents and ofEampus trips. tdents must present a current ID with the
sticker that pertaint that semester.

Guest Policy

If you are planning to have guests at your event, you must contact the Office of Student
Activities. Guests are neBRCCC currenstudentsGuestamust show proper identification upon
arrival to theevent The sponsoringlub/organizations responsible for guests and their behavior
and must remain at the event until their guest leaves.

Movie Viewing Policy

Clubs/Orgaizations planning to host a movie event@ampus must obtain copyright licenses to
the movie. Streaming websites such as Netflix, Hulu, Amazon, illegal websites, etc. is
prohibited. Contact the Office of Student Adties to purchase copyrights. Requeasisst be

sent more than 4 weeks in advance.

Under the "Facéo-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, engagn faceto-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 cegejred 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.)

1 The movie being used is a legitimate copy, not taped from a legitimate copy or taped
from TV.

= =4 =4 =

This means the "Fade-Face Teaching Exemption" does not apply outside the nonprefit, in
person, classroom teaching environment. It doesn't apply to movies showni aaliee if

t heydr e p-eelateéd adivitiescaodwebsites. It also stdeapply to interetions that are
not in-persori even simultaneous distance learning interactions. It doesn't applymbfir
educational institutions either.

For specific requirements, please reference The Copyright Act of 1976, Public Law-5&8,94
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 andintil all guests have left the event

2. Clubs/Organizatins must fill out theActivities Formto hoston and offcampus events
Additionalrequestgsuch as catering, purchasing, etar)the event will not be proseed
until your requested rooim approved.

Activities Formanust be submitted &ast 3 weeks advanceof proposed event or activity
Longer lead time (at least@lweeks)s ne@ssaryfor proposedff-campus events, parties, or
anyevert involving 75 people or morer for events requiring significant preparation such as
special (or contractedntertainment, rental of equipment, extensive rooruggetc.

3. Events past the normal college working hours must seek special permission from the Office
of Student Activities at least@ weeks prior tahe event.

1 The event organizers atigeir advior must meet witltOSA during the planning
stages of the event to review procedures.

T Evening events or activities may incur ad
Officers, etc.

9 Advisors or approved chaperones must be present for the entiretysvittteand
until all guests have left the building.

1 Club/organizatorme mber s are responsible for signi
ticket sales, and other duties as listed in this handbook.

4. Clubs/Qganizationsamot hold any events or meetindsring Final Exams, Student Town
Hall meeting, SAC meeting, Finance Committee meetggnajor SGA/SPC eventand
breaks.

5. Clubs/Organizations choosing to have catering at their event, must submit a atdgesB
weeks in advance.

6. All forms for eventscatering, performers, and order requaestst be submittedt least one
month prior to the last day of events allowed

7. Clubs/Qganizations requesting aitgms Gupplies, decorations;ghirts, etc.) fotheir event,
mustorder during the current semestEhe purpose of the items being ordered must be
clearly stated and relate to the dimganizatiorevent or activity.

The collegeeserves the right to relocate or cancel any scheduled event.
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\ 1,

Planning Your Event "~ »
N r
¥

Suggesed steps for planning an event:

U Determine purpose of eventHow does th@ventrelate to the mission of your
club/organization? Is there a need for #ven®? Who is your audience? What wjtbur
audience learn?

U Determine date/time/location:When are clulorganizatiormembers able tattend?
When are other students able to attend? What type of space or room is best suited for
your event?

U Determine duties of club/organization members for theevent who will be
responsible for the budget, advertising, submitting forms, decoratingkingen
attendees, handing out evaluation forms, and other duties?

U Prepare budget:What expenses will your group incwe.g.food, decorations, etc.)?
Who will obtain price quotes and/or Performance Contracts?

U Advertise: How will you advertise®Whenwill you advertiseho will be responsible
for publicizing your program?

U 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 attendéés®is going to do the
welcome mesxe, greet guest, etc?

U PostEvent: Was allthe 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)?

20



Activities Form

Only club/aganizationexecutive board membetisat have been granted registered statudiltan
out theActivities Formon the OSA websitel' he Activities Form and other forms required for
that evenmustbefilled out completelyto assuredll approval ofevent requestsA{l executive
boards and advisors must be in agreement of the gvent.

In addition to fillingout a complete form, make sure the required seciadsiocuments for
each evenbelow isfilled out and/or attachean the form:

A) Meetings if your club/organizéion meeting is reoccurringselectweekly, bi-weekly, or
montHy with the date you plaon startingghe meeting.

B) Event: if your club/organization is planning an ewemake sureverything you need is
specified on the form (if applicable):

1 Co-sponsors:if your club/organizatiorwants to cesponsor with another active
clubor a departmenstae ther nameon theActivitiesFormi n t he @A Descr i p
of Evento section.

1 Room Setup/Facilities: if your club/organizatiomants to request any Room
Setup or Fadities (chairs, tables, etcrhake sure it isndicatedon the form.
Room Seitup requsts apply only to the Patersondin. If a Room setup request
is not listed, please contact The Office of Student Activities

9 Catering: if your club/organizatiorwantsto request cateringnake sureo list
your selected menu and the numbep@dple who will be catered tm the
Activities Form(Catering, page 2b

1 Order Requests:if your club/organizatiorwanisto purchase itemssuppliespor
prizesfor the evenor for promotional purposepleasestate the purpose of the
order andattach a quotea W9(see Fund Policies28), and/orartwork with the
Activities Form (Order Requesigage 29.

1 Performers: if your club/organizationwants a performer (speaker(s), DJ(s), etc.
even if they arafaculty, staff,or anadministratorymake sur¢ he per f or mer 6
name and titles statednthei De s cr i pt i on ootheA&iviesnt 0 sect
Form. The performer(sinustfill out a Performance Agreement ForfAppendix
7) and a W9 see Fund Policies28). The clulborganizatiormust submit the filled
out form to theOffice of Student ActivitiegPerformers page 2%.

1 Media Requestsif your club/organizatiomeed to request medjanake sure it is
indicated on the form. If the mediaededis not listed, please contact The Office
of Student ActivitiegMedia Requestpage 24.

1 Transportation: if your club/organizatiomeed to request transportation, make
sure to indicate the type of vehictame, and the driver (must lyeur club
advisor). If your advisor is unable to drivplease se€Off-Campuspage 25%.

1 Admissions: if your club/organization wants tthargefor entry or sell iradvance
(free or charging) foyour event make sure tindicate on the form, submit a
quote (if the ewvet is held offcampus), and attach a document stating:

1. Entryprice 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 ade@netc.)?

5. List who is going for free (club members, etc.)? (If applicable)

C) Fundraisers: if your club/organizatiorwants tohavea fundraisingevent the following
must be writteninth@ Des cr i pt i on (BuhdraBerepage®9) sect i on

If a fundraser is to benefit yourlub/organizationplease indicate

1. Thetype of fundraiser
2. The items being sold on the form

If a fundraiser is to be donatéalan outsid@rganizationplease

1. Indicatethedonatod sameand th& address
2. Submit the organizatin 6s A About Us Pageo
3. Submit aw9 Form(see Fund Policies28) from the organization

D) Community Service if your club/organizatiorwould like to attendr planan off
campuscommunityserviceeveni pleaseprovidethe following

1. A detailed descriptionnhow this will serve as community serviegitten inthe
ADescriptisecionof Evento

2. A website printout or emailof the location and the cause of the organizafidf
campus only)

3. A list of attendeega minimum of three clubrganization members ihaling one
Executive Board member)

If your club/organizatiornwould like to planor attend an oigampus community service
event pleasefollow the above requiremenfSommunity Serviggage 24.

E) Off-campus:if your cluborganizatiorwould like to plan aroff-campusevent please
providethe following (Off-Campus page 2%

an accurate number of attendees

state whether or natansportation imeeded and who will be driving
awebsite printout stating the cost of admissidacation detailsparking prces
alist of attendeegname,studentiD, phone number, club/organization name,
student email)

PwdPE

If your club/organizationvants additional requestsnake changes, anclude any missing
information from youreventrequest, emasga@pccc.eduyou do not have to fill ounother
ActivitiesForm.
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Available Spaces
Below are the avéable spaces yalclub/organizatiortan reserve ooampus:

PatersonMain 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 Club1® floor Reading Room

Hamilton Club2™ floor Seminar Room

Center for Student Success Conference Room

= =4 =4 -4 48 8 -2 _95_45_9 _-93._-°

Passaic Acdemic Center(PAC)

Classrooms

Passaic Academic Center Lobby
Cafeteria

Passaic Room

Passaic Conference Rooni{floor)

= =4 =4 A -4

Wanague Academic Cente(\WAC)

Classrooms

Wanaque Academic Center Lobby
Wanaque Conference Room
Student

Lounge

= =4 =4 -4



Community Service

Clubs/Organizationsaustcomplete 10 hours of community servi&eon campus and bff-
campusesper semesteA minimum of three clulbrganizationrmembers including one
Executive Board member are required to participate in each community serwasg.ddpon
completion, clubs/organizatismustfill out the Community Service Verification Form
(Appendix9) and submithe form b OSA

Community service may be department oriented, campus wide, or community oridmed.
servicecan befood and/or clating drives (only hours worked are hours counted; the trg
does not count as hourgjalks to raise money for a cause, etc. If you are unclear whether or not
theactivity couns as community service, feel free to ask SGA or a staff member in OSA.

Clubs/Organizations must receive approvadd¢bup donation boxes on camplass 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 bediedlwith submission of

the Activities Form

1 How many boxes are needed

1 Thepurpose for the collectioand what will be collected

1 Whether or not the box will be left unattended (ex: leaving the box alone where people
drop donations off)

1 Where the boxes Wibe placed, and who will be in charge of pick up and drop off

1 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/organizatiobudget are prohibited\ny funds collected as a result

of afundraisermay be donated.

Media Requests

Clubs/Organization wanting request media faheir event mustheck off the radia equipment
neecdon theActivities Form.

If requestinga laptof(s), wireless microphor{g), and/or clickefs), please indicate:
1 The specific location of where you would likguipment to bset up.
1  Who will be in charge of thequipmeniduring your event (the perys in charge must be
your Advisor or an Executive Board membieom your clubbrganizatioh
When your event is fished, please make sure Media picks up all equipment that was requested.

|l f Media doesndt pick up AnlbecutvgBoarg Mesnberqgr pl eas
Advisor is responsible for alquipment borrowed
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Catering

Clubs/Gganizationshouldrequest catering service from the cafeteria antl be charged for it.
If your club/organization i¥ooking to have food caterethakesure tosubmita list of your
selected mento the Office ofStudent Activitiesf you have budged for
beverages/foods/snies 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 gfeople you plan to cater foFhe catering menu can be found on the
ActivitiesForm 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

Performersarespeakers, DJsictors etc., \een if they ae faculty, saff, or administrates. They
mustfill out a Performance Agreement ForfAppendix7) whether they need to be paid not.
Students, clubs/organizations, and advisors are not permitted to sign contracts or make verbal
agreements.

The following must be subnitted at leastthan one month before an event:

Performer(s) free of charge:must fill outa Performance Agreement Forimdicating they are
charging $0.00 balance&lpon completion, the club/organization must submit the form to OSA.

Performer(s) of charge:must submit a completa®9 form(see Fund Policie28) along with
the Performance Agreement Formdicating the amount they are charging

Chaperones

Advisors must be present titeir club/organization onand off campus eventsf advisors
cannot aind an egnt, a chaperone(s) selected the club/organization and thapproved by
OSA can attend.

Evaluation Forms

The Office of Student Activities encouragesdlibs/organizationto hand ouEvaluation
Forms(Appendix8) at their eventThis is foryour club/organizationot know iftheir attendees
gained new knowledge or enjoyed thent.Evaluation Formgan be found on the OSA
website.

Off-Campus

Clubs/Organizatins planning or attending an efmpuseventmust contact OSA to megtior
to baginning the eventaguest process to determine requirements and approval.
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Trips: Club/organizatiormembers are encouraged to plaps related to the mission.

To request an offampus trip please allow@ weeks for approval and processikgr apprové
the followingmust be submitted

1 Activities Form (including an accurate number of attendees and stating if transportation is
required)

1 A website printout about theip including the datecost of admission, location details,
andparking information fiapplicable)

1 Alist of attendees @me,studeniD, phone numberglub/organization namestudent
email)

Conferences Students attending conferences must be in good academic and disciplinary
standing.To request to attenctbnferenceslease allowd-6 weeksfor approvdand processing.
For approval, the following must be submitted

1 ActivitiesForm (including an accurate number of attendees and stating if transportation is
required)

1 A website printout about th@nferencencluding the date, costf admssion, location
details,parking information (if applicablegndhotel information (if applicable)

1 Alist of attendees @me,studentiD, phone number;lub/organization namestudent
email)

Transportation: Clubs/Organizations needing transportationd indicatethe type of vehicle,
time, and the name tifie driveron theActivities Form The drivermust be your club advisar
an approved chaperagniéyour advisor is unable to drivplease contact the Office of Student
Activities.

Clubg/Organizatios may also requeatdriver fromPublic Safety; however, thatepend on the
availability of the driver and théming of the request. If the driver request is approved, your
club/organization budget will be chargé&lease consult with the Office of Sert Activitiesto
detemine the availability and fee of Public Safety Drivers.
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COLLECTING FUNDS




eneral Fund Policies

Funds

All clubs/organizations must practice proper collection and deposit of findss are ot to be

used for personal gainlis/Organizatiors shallnot have a separate accou@fsh donations

from a club/organizati ono6bk udgarszgtiens furels neayger o hi bi
used to run an event. Any funds collected as a result of an magribe donated.

Deposits

All clubs/organizatiormust deposit any mon&pllected immediately after an event. If the event
was held past the normal college working hours, a deposit must be made within 24/hours.
Collection of Funds FormAppendix10) 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,aapy of t he <conmgeamugtd s A Abo
be submittedd OSA when making the deposit. The club/organizatidireceive a copy of the

Bur s ar 0 sncerthe Oface @f Btudeno Activities has depositeeet f unds t o t he Bl
Office.

ClubgOrganizations araot allowed to make depositsemselvesOnce the funds have been
donated, the donation cannot baaslled.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 donaded to th
organization.

Checks

Any checks that a club/organization registered under the SGA receives as a dooatios
made out to Passaic Cour@pmmunity Collegeand reference the activipurposeor club
name Clubs/Organizations cannot write out theiwrochecksAny form of solicitation isstrictly
prohibited If your club/organization receives a check you must bring it to @8Aediately

Reimbursements

Reimbursements will not be given to studertsks/organizatios, or advisors unless pre
approvedoy theOffice of Student Activities.

Admissions

Advance Sales (free or chardej event entrynust be done through OS&lub/Organizations
cannot seltickets nor collect money themselves unless approved.

W9 Form

If a performer or a vendor is new the collegea W9 Form must be submitted to OS&Aontact
OSA for more information.
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Fundraisers

Clubs/Gganizations may sell items (excluding any types of food and drinks) to benefit a specific
cause or to simply raise funds for their ctuiganizaton budget.

Bakery items such as cupcakes, cookies, cakes, chocolatsgretimlybe sold during bake
sakesClubs/Organizations cannot u$eir club budgets to purchase bakery items.

Clubs/Organizations shall use sanitary and safety precautionshahdhng and/or selling
baked goods such as:

1 Individually wrapping or bagging baked goods

1 Separating the handling of money and the passing of baked goods
1 Wearing plastic gloves while handling or serving baked goods

1 Changing gloves aftéhandling money oother items

Order Requests

Clubs/Organization may seek to purchase items/supplies for their eltemtecommended that
clubsbrganizations choose a papproved vendaorom the list(Appendixll) to expedite the
purchasing process; however, clidnganizationsan purchase from companies who are not on
the list as long as the compathyes purchase orderB submit a request to order items/supplies
for events, a\ctivities Formmust be submittedf using a company not located on the list of
vendos, aW9 formis required(see Fund Policie28).

Purchasesanonly beordered by the Office of Student Activities. Studeartd Advisorscamot
orderor pay for items on their ow@rderrequests for items/supplies from third party vendors
must be subrttied at least 46 weeks in advance as delivery dates must be taken into account.

Items/supplies:ClubgOrganizations mst fill out anActivities Formwith price quotesand
artwork (if applicable) attached for merchandise they wish to ofdeal prices ad art proofqif
applicable) willbe sent to you befoithe items/supplies are ordered. Once your
club/organization approves the ordiémwill be sent to production.

The following must be stated on price quotes

1 Name of Company 1 Time Frame

1 Contact Person Example: Overnight Shipping

1 Address 1 Shipping & Handling/Delivery fee:

1 Phone Example: $50 shigpg/handling

1 Website T Tax .

 Item Description, Unit Cost Tax exempt form submitted
Example: White Tshirt, Medium,  Total
groupname, 10 shirt$10.00 each Example: $150

91 Delivery specifications
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Club Budget

Each club/organizatiois allocated a budget set by the Student Government Association. Funds
are to be used for activities thalate to a club/organizai ® 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:

1 Planyour events & expenses associated with each acatsd of time.
1 Research costs, compare prices, obtain price quotes

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

Clubs/Organizatiomay request additional funding from the Student
Government Associatioduring monthly finance meetings may cesponsor
events with other activelubs/organizations.




ADVERTISING




Clubs/Organizatios canadvertiseheir approved eventsn-campusAll advertisementsnust be
used for clukrelated events only ancannot 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

Postingon bulletin boardsaand/or wallsat all satellite campuses
Passing ouadvertisementt your colleagues

Sending flyers to the school newspapevis@pccc.edu

= =4 =4 -8 9

Any type of writings, chalking, hangings etc.on school prgerty are not allowed.

We will post youradvertisementsn 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 scheduléll advertisemetmustbe sent taosa@pccc.edfor approval.

]
TP Advertise your event in advance. Early notices and repeated reminders:\ .
increase attendance and participagbiyourevents. @ -
¥

Club Logos

Clubs/Organizatios shouldcreatea logo (that represents their missioa) their conveniencé-or
approval of use, members must send their logmstd@pccc.edar bring it in personUpon
approvalthe club/organizatioshalluse th@ logo onadvertisenens.

Flyers
Clubs/Organizationwill be charged per sheélo request flyerdpllow the steps below:
Email Requests:

1. Create your flyer from the following design software: Microsoft Publisher, Adobe
Photoshop, Adobe tdesign, or Adobe illustratoMake sure to statihe:

Date

Time

Location

Ticket price (if applicable)

= =4 -4 -4

32


mailto:news@pccc.edu
mailto:osa@pccc.edu
mailto:osa@pccc.edu

1 Sponsoring organization
1 Who to contact for further information
0 Club/Organization Email
1 Benefitting organization (if the event is a fundraiser)
2. Save as .jpeg or .png and therbmitit to OSA via email.
3. Check your club/organization email for approval.
1 If your flyer is approved, we wikend you thé&rinting Request FormAppendix
12) to fill out. We will thenprint out copies for yoand advertise your flyer on
social media, TMnonitors {f your event is a large event), weekly
announcements, portal calendar, and email blast schedule.
1 If your flyer was not approved, you will receia@ email with
comments/suggestions

4. Check yourclub/organizatioremailfor flyer printing statusAll 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

1 If your flyer is approved, we will help you fill out@ocu-Center Formso you
can take it to the doecente.

1 If your flyer was not approved, you must makerections ande-submit theflyer
via email

2. Bring your copies back to the fizfie of Student Activities so thegan be stamped.

You may print up to 30 copies (an extra 10 if posting at Wanaque araffsaif). If you are at
the other satellite campuses, you can get you
office.

If printing outyour own copies, please bringto OSA for stamping. If you are at the other
satellite campuses, youcangeuyo f |l yer s st amped at that campus

-
TIP You can also create hand flyers to advertise your events. It is easier tinéiand |
s

out to students in thieallways and at your events. Cont@3$A if you need a :@,
Wi -~
¥

B

template, theffollows the same approval/requesting process as flyers




Posters

Clubs/Qganizations will be charged pposter printTo requespostes, for better quality,
resolution and accurate sizingjease follow the steps below:

1. Create your poster from thellowing desigrnsoftware Microsoft Publisher, Adobe
Photoshop, or Adobe lllustrator with your chosen poster size in CMYK (coloring format).
1 If you need assistance or a template of preferred size, pleasebeai@ipccc.ad
2. Submitthe original file of the postera email to OSA via email.
3. Check your club/organization email for approval.
9 If your poster is approved, we will send you Brénting Request FormAppendix
12) to fill out.
1 If your flyer was not approved, yowill receive an email with
comments/suggestions.
4. Check yourclub/organizatioremail for poster printing status. All posters will be peoht
and stamped within 42 hours.

Button Maker

Clubs/Organizations will be chargeeérbutton. The button making maate 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 bugizm
1 If you need assistance or a template of preferred size, pleasebea@ipccc.edu
2. Submit your button artwork as .jpeg or .pimgOSA via email.
3. Check your club/organization email for approval.
1 If your buttonis approved, we will send you tiguttonRequest FornfAppendix
13) to fill out.
1 If your buttonwas not approved, you will receive an email with
comments/suggestions.

An email will be sent ithe button artwork and date requedis approved or nofThe emd will
include further instructions about the button making machine.

-
TP When using the templatereate your button in a circular design anake sure the

space in betweetie rim text area and the cird is colored in. This is to avoid a
white ringaround your button when made v,

-

——

ha¥
Whensavingyour design as a picturmake sure to delete the cirdiees "@

(except for the cut line). v
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Posting

Flyers and posters are only good for 30 days from the date stamped. You can post yoam flyers
designated bull@t boards and posters on wallts

Academic Hall

Founders Hall

Memorial Building

Center of Student Success (CSS)
Hamilton Building

Prudent Building

Passaic Academic Center
Wanague Academic Center
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There are 30 bulletin boards in which you castp@mur 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,ellsimgic.)
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

= =4 =4 -8 A

SocialMedia

An OSA member usually takes pictures atryevent and posison our social medialf an OSA
member is absent arydu want to share picture$ your event on social mediplease send it to

osa@pccc.edwith your event flyer.

[ ]

TP Take appropriate pictures dfd audience, special guests, sponsors and/or \ !,

organizers, and the scenery. You can take pictures of individual(s) upon—@:
permission. =4
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Appendix 1

OFFICE OF STUDENT ACTIVITIES
NEW CLUB/ORGANIZATIO N QUESTIONNAIRE FORM

*The New Club/Organization Questionnaire famuast be type@dnd 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 wikmbers 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 interesteadaengaged 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 organizat i on 0 fiicegfdtwudent Adtivitigs fod o c u me n t
further assistance.

Constitution of (Name of Organization)

Article | Name
The name of this organization shall be

Article Il Purpose
Section 1: The purpose of the cub
Article 111 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 organizationaitens.

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 mextihg spring term shall
be accordedne 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 helohce 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 congtion shall be adopted by a tvtiird 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.Mdvising Student Groups and Organizatipf398
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Appendix 3

) OFFICE OF STUDENT ACTIVITIES
’ SAMPLE CLUB/ORGANIZATION REGISTRATION FORM

*T he 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 st 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, ortiulle administrator must serve as an

Advi sor; there must also be a minimum of 10 mer
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.

l. Club/Organization Name:

Il. Term (Semester or academic year): Fall (year) Spring (year)

lll. 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)
| agree to serve as Advisor/@alvisor of the student club/organization named above for the

Fall Spring semester/academic year. | have read the Advisor respessibilit
outlined in the Student Clubs & Organizations Handbook. If for any reason | decide to resign as
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Advisor, | will notify the President of the organization and the Office of Student Activities as
soon as possible.

Advisor Nane: Phone:
Signature: Email: @pccc.edu

V. Compliance Agreement

We the undersigned members of the club/organization, agree to
comply withthe 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 & fadlew dnd policies may
result in probation or termination of our gro

By signing below, all Executive Board and Club Members acknowledge they have read and
understand the compliance agreement.

Name Signature Student ID

1

10.

Please return this form to the Office of Student Activities, Room E103.

For office use: Academic/Disciplinary check SGA Approval
(OSA Ory) Approved: Yes No, reason:
(SGAOnly) Approved: Yes 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.mto 5:00 p.m.]

Meeting called byTanisha McKinnon

Attendees|[Attendee list]

Please readReading list]

Please bring[Supplies list]
[9a.m.i 10 am.] [Introduction]

[Continental breakfast] Paterson Room
[Welcome: Kari Hensien]

[10 am.T noon] [Demos]
[New product line: Jane Clayton] PAC209
[Sales techniques: Jeff D. Henshav

[Nooni 4 p.m.] [Working groups]
[Group A: Product planning] WAC Lobby
[Group B: Product development]
[Group C: Product marketing]

[4 p.m.T 5p.m.] [Wrap -up]
[Q&A panel: All speakers] WAC Student Lounge

Additional Information:
[Add any additional instructions, comments, or directions in this section.]
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OFFICE OF STUDENT ACTIVITIES
SAMPLE AGENDA

*The minutes must be typed

[Meeting Title]

MINUTES [CLICK TCESECT DATE] [MEETING TIME] [MEETING LOCATION]

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]

Agenda topis

10-10:15 AM UPCOMING EVENTS [PRESENTER]

[name] moved to discuss upcoming events. All preparations for events are in the pr
piscussioN  of being completed. All executives will be available to attend the event. Other memi
will be notified by emiupon approval.

CONCLUSIONS An activities form shall be submitted to OSA.
ACTION ITEMS PERSON RESPONSIBLE DEADLINE

Submit activities form and email [name] [date]

[name] moved to adjourn the meeting at [time]. Our next meeting wilbbddate]
at [time].

CONCLUSIONS
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Appendix 6

OFFICE OF STUDENT ACTIVITIES
SAMPLE ADVISOR EXPECTATION CHECKLIST

Listed below are some expectations which can be negotiated betsaeriub/organization and

your advisor This checklist is designed to help you arrive at a clear agreemantdoni sor 6 s r o
Your club/organizatiorshould check off each item ydael are an essentiduty of your

club/organization and advisdfor itemsthaar e det er mi ned not to be yo
responsibility, it is important to establish whose responsibility it will be.

Attend all club/orgamnation meetings

Attend organization's eveifiten campus & off

Ability to call emergency meetings of the officers

During meetings, inform officers and members about possible violations of
College policies.
During meetings, iafm 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 &t 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 developmenittoppies 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
En@ge 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 Unisity administration, other organizations, or
other entities
Attend all elections

_____ Provide officerbdos feedback on each candi
Count all ballots with necandidate student
Receive copies of allfafial correspondence
Review and show all official correspondence before being distributed
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Appendix 7

PASSAIC COUNTY COMMUNITY COLLEGE e (973) 684-6800
ONE COLLEGE BOULEVARD, PATERSON, N.J. 07505-1179

Office of Student Activities
Rm. E103

(P) 9736847191

(F) 9736845843
OSA@pccc.edu

Return to:

Office of Student Activities
Room E103

9736847191 (PH)
9736845843 (FX)

PERFORMANCE AGREEMENT

For and in consideration of the sum of $ the undersigned (Performer, Speaker, Artist, hereafter
referred t oeinageesitdperfoimsas falpws:h e

Name of Performer

Title of Performance:

Description of Performance:

Date of Performance

Time of Perfomance

Place of Performance

Upon full and faith performance as recitdabae, 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 thagtlesment 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
CountyCommunity 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 mustebeffectuated in writing and signed by the parties.

Additional provisions: (a rider may be attached for signing)

Student Activiies Director / Date Performer, Artist / Date

Address

Make check payable to
Telephone #
Fed. I.D./Soc. Sec. #

Sharon Goldstein Jacqueline Kineavy Steven Hardy
Dean for Student Affairs VP Academic / Student Affairs 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 Signature

Rev. 3/16
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