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Welcome to the world of Student LIFE! We strive to provide a variety of cultural, social, edatatioth recreationaéxperiences that
areopen to all students at Oakland Commurfyllege. In this Handbook waave included everything you need to begim to
continue) a successfegistered Student Qanization.Pleaseaefer to the checklist at the end of thimndbookto assist you in
getting together your required documentsr recognition Toassist you imeviewing this Handbook, here are a feaykthings to
remember:;

ACRONYM KEYRSOmeans recognied student organizationSA3 means Student Activities & Action Alliance (or campus stude
government) SDC means student development coordinator (manager of campus Student Life Office)

Benefits ofBeing aRecognizedStudent Organization (BQ Include:

\%

Advertising Ability to solicit and post on campus for your organization everstsvell as through theampusStudent Life
Office email databasdall flyers must be approved byour campus Student Development Coordinaiiorthe Student Life
Office) Listing of the organization in all printed Oakland Community College materials where recognition of official club:s
organizations are listeguch as our OCC website, brochures, etc

Awards Invitation to Student Life Awards Banquet each year when clubs are honored, awarded and recognized for
contribution to Student Life

College Sponsored Activities and Prograrf&S@ have the privilege of participating as a group in all cellgzpnsored

activities and programs. Good behavior and proper conduct will be expected at all times during these activities and the
organization will be responsible for monitoring its members in attendance.

Demonstrations, campus displays, speakers agiihilar programs RS@ have the privilege of sponsoring and hosting
demonstrations, displays, speakers and similar educational or developmental programs

FacilitesCNBE S dzaS 2F (GKS /2ffS3SQa 7T OA twihinh@nalopesatihg IljrsjzZnd WitE y
exception of lab equipmen{. 2 YS Ol YLJdzaSa KI @S RS&aA3AylFGSR &/ fdzo | dzo &¢
O2YLlzi SNAZ G(SfSLK2ySa yR FHLE® ¢KSaS INB F2NJ dzasS 2y |
Fundraising Ability to fundraise on campus for your organizatidBee Permission to Hold Event Form at the end of thi
handbook

Leadership Developmentree Leadership &elopmenttraining/workshopshrough the Student Life Office

Organization Mailbox Some @mpus Student Life Offices cprovide an official maibox (if available) to eadRSO This

should be checked regularly by an official of the organization for important correspondence.

Printing/Copying Free printing of flyers through the Student Life Office (up to designatedunt allowed via anarketing
budgetrequested andhllocated each year b$tudent Life Officesee Coordinator for detailsn how to apply for this RSOs
may apply for a copy camhce a Student Generated Fund Account (511) is set up by your Advisor with the Business C
See Copy Card Application Form at the end of this Handbook.

Social Activities/PartiesWith permission per even§G have the privilege of sponsoring and hogtsocial functions, parties
and other similar events

SA3 (student government) Membership & FundingOne Officer of each RSO (as designated by org President) shall h
voting membership on SA3 student government, should one exist at your campusaaadhe ability to apply for yearly SA3
allocated funding for your operating budget.

Student Life Committee Membership & Fundingcach RSO President & VP will have membership on the Student Life Can
Committee, as well as the opportunity to seek furglifgranted via budget proposal ongee form at end of this handbook)
from said committee for special projects.
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A Checklist for Redgistering Your Student Organization

[]Pick Up or download a copy of tisgudent Organization Handbook, Policies and Recognition Propas&et from Student Life
Office. This packet contains all of the necessary forms for registering your organization.

[ISchedule a meeting with your Campus SDC (Student Develo@oerdinator) in the Student Life Office to discuss your plans for
your organization and to get questions answered.

[JFind an Advisor and obtain their signature on R8O Applicatiofrorm.
[JRecruit at least 5 students who would like to join your group and completely fill olR 8@ Registration Form

[JHold Member Recruiting Event/Meeting (if you do not have at least 10 members). Do this by:
[IChoose meeting: day/time/lo¢an
[ IReserve space with Campus SDC (first recruiting meetings only)
[Icreate flyer for recruiting meeting/event and send electmeoopy of flyer via email to your Campus SDC for apprdpai
request he/she will also email your flyer to the campus Student Life student distribution list and print 40 copies of flyer
post on campus. Please wait. Flyers will be in your Studfen®Hice club mail box within 3 days of your request.

[INo later than TWO WEEKS after your initial recruiting meettimg in the following items to Campus SDC (please keep a copy of
items for your files and bring the original signed copies to the Student life Office to turn in):
[ ]RSO Application/ signature
[ IRSO Registration FormNote: Officers must be in good academic and social standing. Full membership in student
organizations is limited only to currently enrolled O@@ants and alumni. See handbook for details.
[IPublicity Release Formsith signature for ALL organization Officers
[]Advisor Letter A letter from a fulitime OCC employed (Faculty Adjunct or Staff, unless approved by the Coordinator of
Student Life) member of the faculty or administrative staff indicating his or her willingness to act as advisor to the gro
[IProcedures and Guidelines form w/ signature

] Submit your Constitution/Bylaws via email to Campus STiBstitution/Bylaws should have a minimum requirement of:
1. Statement of purposendprocess used to elect officerslections for the following year must take place each year
2. Officers must attend Leadership Day
3. If the organization is linked to a natioreffiliate, a copy of the national constitution and-lawws must also be submitted

[ ]Every May 3rd submit electronically to your Campus SDC an annual report containing the following: 1) Projected Budget for th
next fiscal year, 2) Income and Expenditures Ledger from priowigdayour 511 accountbalanceand SA3 Allocated Fund
balance (if applicab), 3) Special Accomplishments or Service Performed 4) Membership Drive ActivitiedusjiNarsing
Activities with Turnout & Cost 6) Fundraising Activities with Amt R&isedst 7) Activities Planned for upcoming year (you must
provide in format usedor listing activities in Student Plannesee Campus SDC for details) , 8) Updated List of Officers &
Bylaws/Constitution (if any changes have occurred).
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Procedures folBecoming a
Recognizedstudent ClulbbOrganization

Official recognition of a student organization is granted through the campus Student LIFE ®#fdmnts wishing to start an
organization must complete thforms at the end of thifandbook which can bebtained from theStudent Life Officand alsomeet
with the campus SD@ discuss the nature ohe organization, its purposéts plans, and the rules and regulations that would affect
the organizationThe proposed advisor of the organizatismould be present at this initial meeting; however, it i required. To be
considered forecognition the organization must complete and submit the iteamsthe checklist at the end of thimndbook

*

Recognition Requirement&uidelines

All RSOs shouftb a minimum of one service project per y€five hours per RSOJailure to do so will limit the RSOs ability
to receive campus funding and certgirvileges

All RSOmust hold at least one activity that is open to the entire student body each year

AllRSQOmust be present for at least two ragiting functions held by the college (New Student Orientation, Open House, F
or Winter WelcomeNeek, Student Appreciation Day).

AllRSQmust submitrequired documents and reportsutlined in this documengsee checklist at the eraf this handbook
Reognitionof §§ dZRSy & 2 NBI y AT | (i gidergdractive ifdquirettanateriald afe na Sibntitt2d/to the

Student LifeOffice within 14 days of date due

Based on a review of the required materials, t@mpus SD®ill grant recognition or noecognition to the organization.

The Student LIFE Office will be responsible for publicizing a list each semest&SDall

wSO23ayAlAzy R2Sa y20 AvyLie /2fftS3S Sy R2 NE Gnmdiefgroupsio (G KS
enjoy the privileges of recognition as stated below. Official recognition commences immediately upon official acceptance
the Student LIFE Office.

Students may not hold a President position in more than two student orgaoiaat he same time Students who hold

two Presidential positions must designate someone other than her/him self to participate in SA3 as a voting member.
Students may not hold an Officer position (RBresident) in more than three student organizations at aneet

Students holding Officgrositionsmay not hold Officer positions on SA3.

ceL)Sa 2F w{hQa

Social:A Social org allows for a friendly environment where students can come take a break and fun.

Academic:An Academic org is a fun way to learn and grow B dzNJ & 1 dzZRA Sad LdiQa Ffaz2 |+ 3N
environment and into a fun learning environment.

RecreationalThis kind of orgs will challenge you physically and mentally. If you like to stay active, noncompetitive sport ¢
will be found here.

Religious:Org directional by any kind of religion. They may do open events to promote their religion.

Community Servie: These orgs allows you to give back to the community. A great way to earn community service hours!
LeadershipOrgs which aim to bring together students interested in careers in specific career and tedtahitsalproviding
them with a range of indivigal, cooperative, and competitive activities.

Membership Eligibility Procedures

See Membership Form at the end of thlandbook

Membership must be open to all students who wish to jancriteriafor membership must be clearly spelled out in advance
in your constitution

Your group may invite ne®@CC students to become members (limited membership); however, each group must hay
minimum membership of five (5) students who are currently enrolled at Oakland Community College and at no time may
membership exceed a ratio of more than 20% 1@@C students.

Limited membership in student organizations can include alumni; outside partnership links involved in joint activi
participants/students participating in OCC sponsored events (e.gcraatii Of  8aSa0® t I NI AOA LI y i
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may have restricted access to the college resources in accordance with eslbEygolicies. These instances may be
reviewed on a casby casebasis

¢ An updatedmembership list must be submitted to the Sent LIFE office onggeryearAy 2 NRSNJ (42 YI Ay
status as aRSQ(it should be includedn the yearend report) Officers must be indided with names, addressephone
numbersand email addresses

+ Allmembers of the organizatiomust conply with College policies regarding student organizations.

+ Officers forRS@ must be in good academic and social standing (not on academic or social prol&itidents who are on
academic probation, who have been conditionally admitted to OCC, or who are early admit students concurrently enrolle
a high school, may not be offered membership.

+ The use of intimidation by either secluding the person being itsmtor using inaccurate information to persuade a person
to accept membership shall be prohibited.

Responsibilities of Advisors tRSG

¢ Serve as a liaison between the college and the student organization when/if appropriate

¢ Advisors erve as a resource personExecutive Meetingsas well agt ornrcampus eventsf the organization.

¢ Advisos arenot required to attend all student organization meetings; however, he orralist be presenfor at leasttwo
Officer Meetings per semester and At Lon-campus events held outside of normal business hours

e 1aarald oA0GK GKS FT2NXNdzZ I GA2Y | YR Kk dDNEwWNBSGAaA2y 2F (GKS 2

¢ Encourage and assist the organization to carry on an active gndficant program. Work with the officers and promote
efficient and effective administration of the organization.

¢ Assist the treasurein maintaining accurate accounting procedu&g$ormulating an annual budget.

Approve Expenditure Forns and assisstudent organizatiorilreasurer in sending f#ionthly Expenditure Report toampus

SDC

Assistin orienting new officers to their positions and developing leadership skills of members.

Open an account for the Student Organization upon approval froncéngus SDC

Be prepared and skilled in handling concerns or emergencies within the organization.

¢2 NBaSNBS OF YLz FlIOAftAGASAZT Yy hFFAOSNI Ydzald Fal stK!

Advisors should be familiar with wreeto find this form; however, should they have questions, please direct them to conta

thecampus SDC/ | YLJdza {5/ &aK2dzZ R 6S OOQR 2y Iff CIFOAftAGASEA wS§

¢ To request special room seating arrangement or other maintenance, student organgatiustalso ask their Advisor to fill
out and send in a Work Order. Most Advisors should be familiar with where to find this form; however, should they |
questions, please direct them to contact tbampus SDC | YLJdza {5/ &aK2dZ R 0SS OOQR 2y |

¢ To rguest special use of media services/technology equipment, student organizations also must ask their Advisor to fi
and send in a Media Services Request. Most Advisors should be familiar with where to diridritini however, should
questionsarisg please direct them to contact theampus SDCG | Y LJdza { 5/ adk 2aldkea Ser@icesORBquEsts
may be charged if after hours.

*

* & o o

The role of Advisor may vary from organization to organization based on the organization's needs and goals. The addisevsho
be considered just a signature in order to receive recognition. The student leadership of the organization and thelamitoneet
to determine the role and expectations of the advisor and the advisor's expectations of the students.

IMPORTANBtudent Leader Responsibilities

Requirements
All officers of student organizations must attend a leadership activity/workshop/conference as designed campus SDC.

All officers must attend a New Student Organization Orientation. New Student i@ajan Orientations are held biannually in
September and January. See the Student Life Office for specific dates.

Administrative Planning Timeline
Monthly or BEMonthly (every other month)
V Hold Executive/Officer Meetings for planning, budgeting, etc.

Yearly o later than second week oseptember)
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Put together a handbook for eaddfficer which should include constitution, a membership list, advisor information, a list of
semester and yearly goal statements, a calendar of meeting times and locadiotisa calendar of special events which
includes projects, fundraising events, and organization events.

Attend or send adesignee from your leadership teato any/all administrative/officer meetings called by the Student Life
Office

*Yearly (o later than May 3rd*

\%

Submit electronically to your Campus SDC, an End of the Year report containing the following:

1) Projected Budget for the next fiscal year, 2) Prior Year Budget and Income and Expenditures Ledger from prior year w
your 511 account balancand SA3 Allocated Fund balance (if applicable),

2) List of Special Accomplishments or Service Performed 4) Membership Drive Activities

3) Social or Nofundraising Activities with Turnout & Cost 6) Fundraising Activities with Amt Raised & Cost

4) Activifes Calendar for the upcoming year (see campus SDC for format) for events you want published in the Student L
Planner/Handbook next year,

5) Updated List of Officers & Bylaws/Constitution (if any changes have occurred).

*Failure to submit an end ofear report will be cause for your student organization to be unrecognized by the Student Life Office*

End of Each Semestémo later than second week of December for Fall, and third week of April for Winter)

V Review your goals for the year. Are you orck2
V  Schedule meeting times and organize room reservations for next semester with your Advisor
V' Submit End of Semester Club Report is May 3° of each academic year to theampus SDCFailure to submit report may
result in disbanding of your clubrourreport should include answers to these questions:
o Membership Drive Updates: What activities and/or plans have been made or completed?
o Have written materials (flyer, etc.) been designed and submitted for distribution/distributed to the student bo
regarding your club information? If so please attach them to your report.
o List all activities held, fundraising or otherwise and include dates/locations, etc. along with outcome, i.e. do
raised, number of persons in attendance
o List new plans that h&/been made for the next semester relating to activities
o Have you implemented a past president and board elect positidny&har student) to maintain consistency and
develop future leadership and to ensure longevity for the club or organization? Pleagiegoan updated club by
laws if they have changed.
0 Are there any special accomplishments that you would like highlighted? May we share these with the general ca
community?
Summer:

¢ Review the Club and Organization Manual and make some notes for getiimed back up in the fall.

¢ Begin to outline some goals for what you want to see your organization accomplish during the first and second seme

& Write letters or emails to the other officers and members to keep them updated; sharing any new infiormaith
them.

¢ Begin to think about Club and Organization Day and what materials, etc. you will need to have available. Are you ple
a recruitment brochure? If so, when will it be printed?

¢ Organize your files and discard unusable materials that areeeted.

¢ Contact thecampus SD@f Clubs and Organizations to reserve a table at clubs and organizations day.

¢ Start planning Welcome Week event/flyers.

Event Planning Timeline

At least4 weeks prior to an event
V  Obtain approval for your event froeampusSDGind your Advisor.
V  Ask your Advisor to book your room and other facility/needs (Student Life Office may be ablecteepkeroom availability

for you)

3 weeks prior to an event
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V Have your flyer approved by tlampus SDCAIl event flyers must be emailed electronically in a raw form (i.e-painjpeg,
or other uneditable format) for approval.

On the first working day after an event
V Revenues: All monies collected at each event must be reported to the Student Lflee ahd submitted to the Business
Office onthe first working day following the event.

Bi-Monthly (every other month)
V Drop df aFundraising ané&xpenditure Report to the Student Life Office that is signelddbly your Advisol(if you
raise/spend funds and have a Business Office accamdtthe Organization President

How to Develop a Great Organization

./ 04 2Z2RSOPwIo! ¢

One of the interesting challenges members of student groups face is building a great orgamizatienthat is built to last over a

period of time, is true to its mission, and provides a rewarding experience for menierember: ident Life staff members are
always available for consultation and assistanc&ome of the characteristics that distinguigieat student organizations at Oakland
Community College include:

A. Putting a great deal of emphasis on recruiting, orienting, and retaining membdfembers are the lifeblood of any organization
and the really good organizations approach membership asngioing process rather than something that is done in the fall. Gree
organizations also orient new members to the group and go out of their way to make membership an enjoyable and ben
experience.

B. Setting realistic, achievable, and challengingats that move the organization forward Organizations are either moving forward
or backward; there is no staying the same. Forwaualing organizations set goals at least once every year and use maximum in
from members in the process. These organ@adialso keep their goals in front of the group during the year as a motivator.

C. Involving as many members as possible in making decisiongg G KS al @Ay3 3I32Sasx GLIS2LI S- &
spread involvement usually results in better gsons and reinforces that members are valued for their thoughts and ideas.

D. Frequent evaluation:Great organizations evaluate programs, projects, the experience members are having in the group, an
year in general at the conclusion of each yeanroligh the recommendations that come out of evaluations, great studen
organizations are continuously improving everything they do.

E. Developing current and future leaders:Every fall there is a Student Organization Leadership Traithag offers great
opportunities for individual students to learn and grow and organizations to move forward. Many student organizationsvihat he
national affiliation also have opportunities to attend regional and national leadership conferences. Perhaps most importar
2dziadGryRAY3I 2NBFYATFGA2yE 2NASYyG YSYOSNBRIZ 2F0Sy Ay T upHist f
Oty 06S R2YyS o0& GakKlIR2gAy3Iz¢é YSYOU2NAYy3IZI YR AYTF2NYI {evaDRayed
a leadership vacuum is because they are continuously preparikagdpoming leaders.

F. Running productive and effective meetingsMeetings can have a couple of purposes with the most obvious one being t
discussion of business that needs ® &ttended to and the making of appropriate decisions. A second purpose for many organizat
is taking time to socialize, bond members to the organization, and enjoy each others company. Some organizations sepeste b
from social time while othersun informal meetings that incorporate both. The degree of formality used for meetings is depend:
upon the type of organization. It is important for your organization to periodically look at how your meetings are condinetter
they accomplish theipurpose and whether or not more or less meetings are required. It is also a good idea to shake things up or
a while by having refreshments, conducting an activity or doing something else to keep things from becoming routine.

G. Communicating frequengland effectively:Good communication keeps members involved with an organization. Most students «
very busy people, and there are times when they will not be at meetings and/or will be out of touch. Routinely sendingting me
notices and agendas, mieg minutes, updates, and requests for opinions and ideas will keep members engaged with
organization. How and when your organization communicates should be a well thougahd coordinated plan.

H. Programming for a purposé?rogramming for studenorganizations covers a lot of ground. It can include group activities,
campuswide program or event, and community service projects. Carefully consider how programming opportunities relate tc
purpose and goals of your organization and select thmgeortunities that are the best fit. Great organizations plan, promote, an
participate in programs in an energized and high quality manner.

I. Building and maintaining traditionsMost great organizations have some lestganding traditiong annual eventsa logo, standard
t-shirts or sweatshirts, ways in which they run meetings, start and end the year, welcome new members, etc. Traditions make
an organization unique, and they help members realize they are a part of something special. If your organézatiadlitions, be
adzNB G2 YIAYyGlFrAY GKSY® LT AlG R2SayQixz O2yaAiARSNI SadlofAak)
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J. Maintaining a historical recordMembers of special organizations use pictures, scrapbooks, journals, and files to keep a reco
who has belonged to their group hat it has accomplished, awards and recognition it has received, and to record the special storie
GKFdG S@OSNEB 2NBFYATFGAR2Y KFad /2yaARSNI KIFEGAy3a | &aKA &divwdliygul
when you come baclotcampus in 10 years for anything.

K. Effectively utilizing an advisortt is no coincidence that many of the great student organizations have carefully selected an ad\
and have devoted a considerable amount of time to developing a productive redatmnAdvisers can provide valuable advice and
different perspective. They can also recount past experiences with your organization.

L. Planning for transitionsMaintaining a successful student organization over a number of years is a difficult ahitog Turnover in
members and officers occurs annually. Summer constitutes a sudden and lengthy break in operations. Great organizattoeesdplar
to ensure quick startp in the fall with weltrained officers. They also leave excellent records frompifeious year(s).

FUNDRAISING TIPS

Developing a fund raising strategy allows student organizations to cover operating expenses, complete projects and @odran
create a small reserve or cushion for the future. Many student organizations discoveththauccess of their fumdising may be
attributed to the following general principles:

¢ CKAYl LRarAdA@Stey 1a @2dz LIXIYy F2N GKS @SINE GKAY | tdeA3
ANRBdzL) R2KE¢ | a8 R2 dANS AIYNMIAAlyd G3RFMSNIGG2 a0F S R2 g year MtezNJ
you have identified the ideal group activities for the year, you can begin to assess the feasibility of these goal®fin li
resources. A dose of realism is mesary at this stage in your thinking, but be positie not permit a lack of available funds
to stifle your plans.

¢ Establish financial goals: If you do not know where you are going, you will never know if you have arrived. Organizdtion:
establish an annual budget. The development of a budget should follow, not precede, the establishment of vy
2NBFYATFGA2y Q& LI2AAGADBST odzi NBFEAAGAOY 3I2FHf & T2NldgekS
fit the plan is the commowrror characteristic of stifled organizations). Once a budget of proposed expenses is develope
must be reviewed against existing resources. The specified dollar figure beyond existing resources that will be requi
2LISNI GS | yR O24y LIONSRIBNIGYK ST 29NNRIdHEK) @S NJ 6S02YSa (KS 3INERdz
panic; it is time to be creative and realistic.

¢+ Develop creative fund raising alternatives: Once you have established a fund raising target, identify aiélpsoemntes of
funds and develop creative ways to tap these sourBescessful organizations utilizeiltiple approaches to fundraising.

¢ Establish a fund raising plan: Fund raising is like any other group projeetnbt happen successfully if left to chance.
Successful fund raising requires careful planning. Answer the basic planning questions: Who? What? When? Where? W
you creatively explore approaches to fund raising, it is important to balance the costs togheization (required outlay of
time and/or human effort, material, and existing financial resources) with the risks involved in fund raising (poterilitgi liak
and the possible loss of resources or goodwill). If the risks are greater than what thevgshgs to assume, it is time to go
o 01 FTYR NBGA&S GKS 2NEHFYATIIGA2yQa 208Nttt 321 fa F2NJ
and creatively. Once a financial plan is developed, write it down.

¢ Follow College procedureBund raising activities require prior College approval, particularly for sales and solicitation activi
Some activities are restricted and prohibited under the college policy or state law. You should be familiar with both the
approval procedure and lit@itions before you undertake a fund raising activi§ee Permission to Hold Event form at the
end of this Handbook.

¢ Evaluate fund raising activities: In order to determine your level of success, maximize learning opportunities, andtadyise
leadersof the organization, it is necessary to evaluate your fund raising activities. This evaluation should go beyond simp
comparison of the dollar goal with the amount raised. It should include a qualitative analysis and conclude with
recommendations for fuire fund raising activities.

If you have any questions, please contact your campus SDC.
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HOW TO WRITE A PRESS RELEASE

Press eleases should be emailed to thampus SD.CA press release is a fast and accurate way to get information from your group
the people via the news media. Ask yourself the following questions, which your news release should answer:

WHO?Your organization, contact person and telephone number.

WHATPasty sale, Bik&-Thon, or whatever.

WHEN3:00 a.m., Tuesday, October 28.

WHEREOakland Community College Auburn Hills Campus, Student Cer2é6 G

WHY ?To raise money for the United Way, Salvation Army or Easter Seal Society.

Write the article in thenverted pyramid style that means, try to get the most important informationtime & £ S ér R ¢he first
sentenceortwo] S&a AYLRNIFYd AYyTF2NXIGA2Yy Brh&dDpz{nBws arack)inRish be fyged @alzbld J2 |
spaced) and submitted on a 8 ¥2 x 11 white pa@P&C Communications Dept will reserve the right tateal releases.

PRESS RELEASRAMPLE

The Oakland Community College student organization Writers Bitt@dponsora charity car waslbetween10:00 a.m. and 7:00 p.m.,
WHO? WHAT? WHEN?

Saturday, November &t the Auburn Hills Branch of the National @iBank A donation of $4.00 will be

WHERE?

requested withproceeds going to Meals on Wheels

WHY?

hyOS @&2dz KI@FS O2YLJX SGSR gNRGAY 3 @&2dzNJ af S adRitonalififoNdatmshichJis> & :
1. A quote from a leader of thevent or organization;

2. The purpose of your organization;

3. The results of past charitable events or community service;

4. The merits of the charitable organization.

SAMPLE CONSTITUTION
Article I:Name
The name of this organization shall be

Article Il: Purpose a general statement of the purposes and the scope of the organization.

Article Ill:Membership
1. {GFGS {LISOAFAO ljdzZ t AFAOFGAZ2yaxtye &aiddzRSyidz Iye N
2. How is the membership maintained? Attendance at meetings? How many? Dues? Others?
3. Termination of membership and reinstatement (state the conditions under which membership is terminated and |
reinstatement is accomplished).

Article 1V:Officers
1. Theofficers shall be and shall compose the Executive Committee of the Organizat

Article V:Qualifications and Election of Officers
1. Qualifications, such as
Every member of the organization shall be éligifor office? A Student elected President may only serve ayeae

term? Other Officers can succeed themselves in office? No one individual may hold more than one elective office
Other?

2. Elections:
College Policy: Officers must be electeddpyil 1° for the following year. This must be included. How will balloting b
done? Voice Secret?

3. Replacement of vacancies: Vacancies due to whatever reasons will be replaced by? Ballot of Membership. Exec
Committee makes appointments? Executive Committee ssiggappointment to membership and they approve?
Other?

Article VI:Duties and Powers of Officers
1. College Policy: Officers will attend Leadership Day. This must be included.
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2. President: The President shall call and preside at all meetings? Shall appuoimnittees as needed with approval of
Executive Committee? Sets agendas for all meetings?
3. VicePresident: Shall perform all duties of the President in the absence or disability of the President? Shall act as a st
representative to the Community Sen&&hall do any other duties as deemed necessary by the Executive Committee’
4. Secretary: Shall keep accurate minutes of all meetings. Shall keep a correct roll of all members, to keep all records (!
exception of financial records {unless position is siryétreasurer}. Conduct all correspondence of the organization.
Other?

Article VII:Advisor (See attached College Policy on Advisors)

Article VIII:Meetings

1. Annual meetings: There shall be an annual meeting of the organization each year in the month of at a time
established by the Executive Committee?

2. Regular meetings are usually held weeklywbekly or monthly as deemed necessary for organizational purposes. How
often meetings are held will be decided by the organization.

3. Special meetingsf the organization may be called by the organization.

4. Notice: will be posted for annual and special meetings prior to the meeting. (We suggest one week).

5. Quorum: we suggest that this be more than ¥z of your membership!

Article IX Parliamentay Authority
1. 1 ff YSSGAy3a aKlftt 0S O2yRdzOGSR FOO2NRAYy3 (G2 GKS LINI
2. The presiding officer shall appoint a parliamentarian to advice on parliamentary matters.

Article X:1. the annual duesof membership shall be (if there are dues).
Article XI:
1. Standing Committees shall be established and their functions determined by the Executive Committee. Members she
appointed by the President with the approval of the Executive Coramitt
2. All committee action must be approved by the Executive Committee.

Policies, Procedures and Guidelines

The purpose of these guidelines is to asRSIG in holding events and/or raising monies for their professional, charitable, or soc
activities that will contribute something worthwhile to th€ollegeand, when appropriate, to the community. All activities are
expected to conform to recognized standa of good taste and conduct, preserving integrity and respect for human dignity.

OPEN ACCESS

Participation inExtracurricular Activitiesor Students with DisabilitiesThe importance of extracurricular activities in the overall
learning experience is not disputed; a great deal of learning occurs outside the classroom, in the living situation, wgid th
participation in spontaneous activities and organized studentigso Under the lawstudents with disabilitiehave a right to equal
access to these activities.

The program or group offering an activity (e.g, party, meeting, trip, athletic event) must ensure that such activitieseastbbe to
students with disabilies who wish to participate. This legal requirement covers student groups receiving "significant assistance"
the College "Significant assistance" includes, but is not limited to: provision of a faculty or staff advisor, use of college flacilitie
activities at no charge or a reduced rate, provision odmpusaccount, oacampus advertising, aollegeassistance collecting funds.
Further, the college's AnDiscrimination Policy clearly prohibits discrimination agaststents with disabilitiesn the conduct of
"programs and activities sponsored by student governing bodies, including their constituent groups,R&® by

FACILITIES USE

So far as its facilities perméind in accordance with board policthe College will allow each registered organization the ability t
reserve meeting places without charge, and will endeavor to encourage and protect complete freedom of expression widlnrirthe |
meetings of such organizations. The responsibility fordews expressed in such meetings is solely that of the individuals concern
and the College is not to be held to approve or disapprove such views, whatever their nature, but to be concerned exciilstirely
discharge of its educational obligatitmfacilitate free expression of all points of view, to the extent guaranteed by the Constitution
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the United States and of the State bfichigan The Collegedoes not pass upon the qualifications of speakers whom registere
organizations invite to addes them, nor, except as to the availability of space, on the number or size of meetings which may be h

Facilities/Room Reservation: All organizations wishing to use space on campus ragkttheir Advisor tdill out and send in a
Facilities Requedbrm. Most Advisors should be familiar with where to find this form; however, should they have questions, ple
direct them to contact theeampus SDCThe Advisor is required to cc tkampus SD6n allrequests.If a student organization cancels
an eventor project, the facilities and Student Life Office must be notified through your advigarall events in which external (non
OCC students or staff) will be invited, an External Facilities Reservation request should be filled out and signed bgitR8@s Pr

Room Setup & Maintenance: All organizations wishing to use space on campus that requires special room seating or o
arrangements/maintenance must ask their Advisor to fill out and send in a Wialtr® / | Y LJdza { 5/ adfl 3ok R
Orders. Most Advisors should be familiar with where to find this form; however, should they have questions, please direct the
contact thecampus SDC

Media Service/AV requests: All organizations wishing to use space on campus that requires speocia seating or other
arrangements/maintenance must ask their Advisor to fill out and email a Media Services R@uuiekt may be charged if after
hourg® /[ YLlza {5/ &aKz2dz R 0S OOMDK Advigors should ba fanliariwith{ e aIAindQHsHormy S
however, should they have questions, please direct them to contactangpus SDC

Alcoholic BeveragesNot permitted at any time.

Caterers:OCC Dining Services should be used whenever podsilddbeverages should not be sold through outside vendors withou
prior approvalof the campus SDC

Communication with Canpus SDC Student organization leaders or representatives are responsible for maintaining op
communication with thecampus SD@ order to maintain smooth operations and successful progranddl OCC formssuch as
facilities requestswork orders, et@are required to be filled out and submitted by your advisor and ta thecampus SDC

Liability: The college does not assume respongibfor any damages, loss or injury that may occur to the participant or named minc
while attending or participating in any and all-sffe field trips, student life activities and /or other activities, athletic events; or whils
using equipment or faliiies of Oakland Community College or any entity affiliated with it. Medical insurance along with any anc
medical expenses are the responsibility of the individual participant or recipient of the seiitesents participants must fill out a
geneml waiver of Liability and Consent Form for each event. (See form at the end lo&ititisook)

MARKETING/ADVERTISING/BULLETIN BOARD USAGE

0 All posters and flyers must be emailed to #empus SDfor approval prior to printingand stamped with Student Life
Approval before posting

o t2a0SNB &KlIff 0SS y2 fINBSNI GKIY MTEE HO£®

o0 All postings will be removed after 30 days, and any postings not approved will be removed immediately.

0 Contact the campusampus SDfor a list of bulletin bards that may be used for postings.

o0 No organization may display signs, poster, or advertisement in any place other than the provided bulletin board
posting is to be taped on a printed or glass surface.

0 Posters must be removed immediately following tvent or program.

o Failure to comply with these regulations will ldudentorganizatiors from bulletin board use.

0 Student organizations are not official components of the college under owpndfit incorporation and are therefore
prohibited from usingthe College name/logo in any of its flyers, promotional materials or handouts. A stude
2NBIF YAT I GA2Yy Q& dzyAljdzS t232 Olyy2iG AyO2NLRNIGS (KS
through Student Life Office and the college Mdikg Department

FINANCIAL EXPENTIDURES/FUNDRAISING

RSOshould strive to be selupporting and any monies needed should be obtained through fund raising efforts. However, registe
student organizations can tedlocated a certain dollar amount eayear by the Student Life Committee or SA3 (should one exist
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yourcampus (2 Sail of A& froglaryming Bdd Imgiielingédruitidgyeficits. Pleasecontact Student Life or SA3 for
information on the procedure to apply for funding.

The following rules should be noted when

\Y

All student organizationmonies (whether allocated or student generatedye maintained through theeampus Business
Office and are subject to the guidelines set fottarein

RSOs in good standing may applyAtiocated Funding (SA3 or Student Life Committee) in April of each year.

Each RSGhall maintain a ledger to record income and expenditures. The ledger will be reviewed each yeacamphs
SDQand/or the Dean of Academic and Student Services, if sacgmnd should be submitted with your yeand report

To assist your fundraising effortd] RSOshouldassess $5 dues to each member per semester. Said funds shall be depos
into the organizations campus account by an Officer or Adeisdghefirst working dayfollowing collection of the funds
Should an organization come up with a unique idea and would like to request funds from the Student Life Committee ©
to host a student developmentactivity that is outside your yearly Allocated Fling, a Budget Proposal Form must be
submitted to thecampus Student Life Committee or SA3

FUNDRAISING

OnlyRS@ may sponsor fundaising activities on an Oakland Community College camplesse work directly with your advisor
and read the following fod raising proceduresOrganizations must abide by the Student Handbook and also adhere to the
following guidelines:

¢

All monies collected by student organizations must be reported and deposited at the Campus Business Offidiesbn tt
working dayfollowing collection of the funds.

An organization shall not contract for entertainment, secure the use of a facility, or pursue -saisimd) evenunless it

is an officially registered organization with the Office of Student Rifeservices of theilkd shall be only contracted and
signed by the OCC Director of Purchasing.

Organizationgvishing to raise funds on College property in any way other than by assessment of its membership |
have their Advisor submit a reque&eePermission to Hold Everibrm on p.%) to campus SD@ writing giving the
location, day and time of the event. The request must contain a statement describing the project and the beneficiary
must be submitted for approval a minimum of fourteen days prior to the event.

The Ofice of Student Life will approve only those activities which are not in conflict with some established auxil
department of the College (e.g., Raiders Store or The Galley).

Holding Raffles:The Office of Student Life will only approve activities which are legal and/or licensed by the Michi
Bureau of State Lotteryhttp://www.michigan.gov/cg Michigan state law specifically prohibits college student
organizations from conducting gambling activities (Act 382). R&srequest to holdaffles as fundraising projects
only after they have secured a proper license in their own name from the Michigan Bureau of State Lottery in Lan
They musthen present to the Office of Student Lifihe proper authorization showing that they meet the qualifications
for conducting the event and the College will neither encourage nor discourage their attempts to meet the requirem
for holding raffles or lotteries. Bst of the required qualificationsan be obtained from the State of Michigan website

A fundraising activity on the campus shall be for the benefit of the organization as a whole or a charity. No funds sh
distributed to the officers or members @n organization for personal profit or gain (making house payments, payil
rent).

A fundraising activity cannot impede the flow of traffic nor create congestion in a building, parking lot, or on cam
streets or sidewalks. Alcohol and other controldstances cannot be offered or distributed as prizes or awards.

The name of the RS€ponsoring an event must be posted at the site of the fumiding event and must be clearly
identifiable to passersby.

Organizations are responsible for cleaning the avbare the fundraising or other activities are held. Failure to do so
will result in a billing and a possible prohibition from holding future fusiding events

OCC prohibits students and student organizations from approaching an external company or organization for the pu
of fundraising without explicit approval from the Office of Student Life and the Oakland Community College Founds
The reason for thisequirement is that the OCC Foundation has many funding requests out to various organizati
¢ceLAOrtfte (KSaS INBE SyR2gYSyil NBIljdSaita oKAOK SEOSSK
A funding request from a student organizatiis confusing to a donor organization and generally the request is for
amount far less than the official OCC Foundation request, so it is very easy for the entity to approve your request a
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aside the larger, strategic requedturther, as tudent organizations are not official components of the college under ou
non-profit incorporation, they are prohibited from using the nonprofit status of the College in the leveraging/solicitati
of donations from any individual or organization.

¢ The CollegdbOES NOPpays tax on any purchases. If you are purchasing goods or services to be reimbursed b
02t tS3Sxz LXSILasS Glrft1 6AGK @&2dzNJ Ol Y Ld&mpt {I.B./ numbe andiot 1
reimbursements from purchases

¢ Each student orgardtion will only be permitted to host maximum of four (4) fundraisers per semester (unless spe
permission is granted by the SDC).

¢ ltis the responsibility of the student organization to keep the lines of communication open with the SDC.

¢ The SDC shouldebconsulted in any situation that requires complicated purchasing procedures (above $25), sc
appropriate course of action may be determined.

TICKET POLICY
+ Ticket sales for any event in which an admission price is charged must be done through useunfipeeed tickets
¢ At said events, hands should be stamped when people leave the activity and wish tg @t@imow ticket stab for re

entering
¢ The sale (cashier) and collection of tickets (ticket takmrdtbe done by separate people.

All eventpersonnel should review the physical outlay out to ensure proper crowd control and security.

¢ Preevent salesA studentorganizatio? & ¢ N5 I idadeiISaddetatyNshoGld be the only person to distribute ticket
and shall keep a record the sequentialnmioered tickets given to each student in the organization who sells tickets. Ez
organization should have a policy in place for lost tickets by members who sell them.

+ On the day bthe event, the organizations Treasurer égmdhcial secretary shall piclpuhe cash box &m the Student Life
Office andrecord the beginning ticket number onTacket/Head CounReconciliation Form (see end of thiandbookfor
saidform). Once Teasurer provides the cash box and form to the cashier, both the ticket takethendashier should
initial the form acknowledging receiving the cash box.

¢ After the eventends both the Ticket Taker and the Cashople should be present in a secure area to verify the
counting of caslandreconciliation. The steps to reconcile theemt proceeds are: 1. Remove original cash box chéhge
any)from the total event proceed<}. Count the event proceed8. Compéte the Ticket/Head @int Reconciliationform
at the end of this handbook}. Match the cash sales from event to the calculated sales from tickets. 6. Compute
variance if any and explain variance. 9. Taenpus SDCcashier and ticket taker must all sign the cash tally shee
reconciliation form. 10. No cash shoulde left in the school over nightContact Public Safety to escort you to the
Business office to make a deposit. After hours please use the drop box.

<>

PURCHASG

Please note that both the Student Organization Advisor @achpus SD@ust approve all purchases/witinaws for goods or
services for a student organizatidrom your RSO account (allocated or student generatBthase use the Request to Purchase
Form at the end of thisandbook Once a Request taurchase is approvedhe following steps should be taken:

Procedures foReimbursement ofStudent Generated Funds (taken from 511 account):

¢ Following the purchase of goods or services, the purchaser completes the Reimbursement portioiPofdhase Request
form (at the end of this Handbook) and presents it along withrgeeipt to thecampus SDC A check request form tken
filled out and signed byhe campus SD@nd the both forms ard¢aken to the Business Office by the student orgatiira
President or Treasurer.

¢ For services such as entertainmettie vendor contract should bsigned by the RS®resident and Treasuremly. All
O2y (i N} Olila aKz2dzZ R Thy QdndmRsBall Bekah indefehdynd chtrackly for &insert studegamization
name> and not a contractor or employee of O®@ndorand OCC shall indemnify each other, their board members, officer
employees, agents and students from and against any costs, losses, damages, liabilities, expenses, demands and juc
AyOt dzRAYy 3 O2dzNIi O02ada yR FGG2NySe ¥SSax 6KAOK YIF@& N

¢ When an invoice is received, it shouldreeiewed withyour Advisor

¢ Travel is allowed using this type of fupti®wever, prior permission is required frolalvisor and Campus SDC.
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Procedures foReimbursement ofAllocated kinds issued bystudent Life Committee or SA3

+ Following the purchase of goods or services, the purchaser completes the Reimbursement portion of the Purchase R
form along and presds it along withreceipt to thecampus SDCA check request form is then filled out and signed by the
campus SDC and the both forms are taken to the Business Office by the student organization President or Treasurer.

¢ For purchases over $25 that requirea contract, CollegelWPchasingDepartmentprocedures must be followed. Please see
the campus SD@r your Aldvisor for further information.

¢ When an invoice is received, it should be forwatdand submitted to your Advisor.

¢ Purchases of equipment ov81.50,00 are not allowed.

Advancement of Funds
¢ CdzyRa Olyy2i 06S FR@GFYyOSR F2NJ FyedKAy3d 2G§KSNJ GKIy RSL3:
campus SDC if you would like to discuss an advancement of funds (check requests).

TRAVEL

If a RSGeeks funding for travel from the Student LE®mmittee or SA3aBudget Proposal Form, Travel Rationale Form FS(
and a TeanTrip Request ForrAS06ATravel Liability Form for every student travelmgst be filled outand signed out byhe
2NBFYAT FGA2Yy Q& | ROA & 2 Nifd GoRmitieelnd IAB firidr$orbookirgravielKudds {viiet=R $ig piopdrty
of the student organization oallocatedthrough Student Life Committe&A3 (student governing bodgjay not be used to pay
for nonrmember and/or noROCC studentg\llocatedTravel fundingequests that areseparate fromyearly allocation requests (in
April) areawarded on the basis of academic merit relevance and availability of traved.fund

Any bre& of Policies and Procedures will result in verbal warning for the first misdemeanor. The second