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Dear Campus Organizations:

We are proud to present you with this Student Organization Manual.  Created by the Center for Student Involvement & Leadership, this manual provides Slippery Rock student leaders with the information needed to develop and maintain successful organizations and programs. The Student Organization Manual represents a compilation of policies, practices, and procedures for clubs and organizations and acts as a reference for event planning and programming. This manual is a valuable resource for student organizations.  It contains detailed information regarding facilities scheduling, organization benefits, posting policies, alcoholic beverage policy, finances, and funding information. 

 Please know that we are committed to bettering the quality of our campus community and enhancing your experience as a student of Slippery Rock University.  This year, we encourage you to take advantage of the various resources the Center for Student Involvement & Leadership and other members of the University offer.  Share responsibility for this campus that we call home.  Be a success: personally, academically, and beyond. 

Welcome to the world of involvement at SRU.  If you are reading this publication, you've already begun to explore your options.  Please stop by B-105 in the University Union to ask questions and share your experiences.  We look forward to working with you. 

Sincerely,

The Center for Student Involvement & Leadership Staff

The Center for Student Involvement &Leadership…

Making the Connection

	Striving to:

· Connect students to clubs and organizations

· Provide social and educational activities for the campus community

· Develop the personal leadership skills of students

· Increase the effectiveness of student organizations in achieving their missions.

· Assist organizations in the development of campus programs

· Support faculty and staff members serving as advisors to clubs and organizations
	Resources provided:

· Programming tips

· Parliamentary procedure

· Webpage assistance

· Icebreaker activities

· Training/retreat planning

· Individual consultations

· Workshops and seminars

· Organization problem solving

· Leadership coaching

· Conflict resolution

· Organization registration materials

· Expertise of a seasoned staff!
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BEING A RECOGNIZED

 STUDENT ORGANIZATION

[image: image3.wmf]Types of Student Organizations

· Academic/Professional

· Club Sports/Recreation

· Fraternities/Sororities

· Governing/Programming Bodies

· Honorary

· Performance

· Publications/Media

· Religious

· Service

· Special Interest

Starting a New Student Organization

· Students interested in establishing a new organization should contact the Coordinator of Student Organizations in the Center for Student Leadership, B-105 University Union, 724-738-2092 for information and assistance. 

· To become recognized as a student organization at Slippery Rock University you must prepare and submit the following information:

· Organization Constitution 

· Organization Bylaws 

· Organization Roster (at least 5 student members)

· Organization Recognition Request Letter

· Hazing Compliance form

· Identification of an SRU faculty/staff advisor

· Non-university employee volunteer contract (if applicable)

· Please submit application packet (including all of the above) to the Coordinator of Student Organizations for review and ultimate approval by the Student Organization Recognition Board (SORB) and university president. 

Chartering a New Fraternity or Sorority

Slippery Rock University is committed to the success of fraternities and sororities and works closely with currently recognized organizations, their respective governance councils, and national representatives and staff members to provide opportunities for all interested students.  Establishment of a new fraternity or sorority is a lengthy process designed to insure sufficient support for sustaining the organization from university students; other fraternities and sororities; faculty, staff, and alumni advisors; and national staff and officers.  In the event that a student interest group expresses a desire to establish a new fraternity or sorority, the following procedures apply.  Modifications to these procedures may be made, as needed for cause, by the President, Vice President for Student Life, or designee.

1. Representatives from the interest group must meet with the Coordinator of Student Organizations in the Center for Student Leadership to review all relevant policies and procedures.  

2. The interest group must forward a written request to the Coordinator of Student Organizations requesting the opportunity to appear before the appropriate Greek Governance Council for the purpose of requesting a recommendation by the council for the establishment of a new organization.

3. The Greek Governance Council will respond to the interest group with the date, time, and location of the meeting when the interest group may appear and petition the council.

4. Representatives from the interest group must attend the scheduled council meeting.  Following a presentation from the interest group, council members may ask questions or offer comments to interest group members concerning their petition.

5. No sooner than the next regularly scheduled council meeting, council officers must call a vote of the council as to whether the council will recommend or not recommend that the interest group continue with the formation process.  The result of the vote will be forwarded in writing to the interest group representatives and the Coordinator of Student Organizations.  

6. In the event that the council does not recommend continuation, the interest group representatives should meet with the Coordinator of Student Organizations to explore obtaining recognition as a special interest or alternative classification of student organization.

7. Should the council recommend continuation; the interest group will work in conjunction with the council officers and the Coordinator of Student Organizations to identify national organizations that may be interested in establishing a colony at Slippery Rock University.  

8. Following identification of a national sponsor, the colony must complete the student organization recognition process and receive approval from the Student Organization Review Board and university president to operate as a recognized student organization.  The appropriate council recommendation must be included with the petition presented to the Student Organization Review Board. 

9. The colony is expected to complete all requirements established by the national sponsor, the local governance council, and the Student Organization Review Board prior to receiving a charter as a fraternity or sorority.  This process typically takes a year or more.

10. After meeting all requirements and receiving a national charter, the organization will become a full voting member of the respective governance council.

Responsibilities of Recognized Student Organizations
· Once your organization is recognized you must adhere to all Student Organization   policies and procedures.

· All student organizations shall maintain a Faculty/Staff Advisor.

· Your organization shall submit a current membership roster (including current advisor information) and a Hazing Compliance Form by October 1st of each year.  Also, the Organization President and Advisor must attend the Student Organization Manual Review workshop (to be held before October 1st)

· If at anytime your organization has a change in officers/or advisor prior to regular yearly elections the organization is required to inform Student Organization Services (SOS) of this change. 

· Organization files will be reviewed annually.  You may be notified to provide SOS with the current information if SORB finds it necessary.  Upon receipt of notification, the SORB will designate a deadline for submission with probation penalty.

· Those organizations that wish to apply for Slippery Rock Student Government Association (SRSGA), Inc. funding shall attend a budget workshop sponsored by Cooperative Activities in the spring semester.  Organization Treasurer and Advisor are required to attend.

· All Recognized Student Organizations are expected to comply with University policy, local, state, and federal law.

· 5 Star Status: Student organizations that would like to gain five star status must complete at least 5 of the optional workshops in one academic year. Upon completion your organization will be recognized as a five star student organization. Your organization will be highlighted throughout the student organizational website and all other organizational promotional materials. At least one executive board member must have verification of attendance at each workshop. See the compass Leadership Program booklet for more details. 

Privileges of Student Organizations

Campus Mailboxes

Your organization may request the use of a campus mailbox.  Organization mailboxes are located in B-105 University Union (Center for Student Leadership).  You can request a mailbox by contacting the Coordinator of SOS at 724- 738- 2092.

· After receiving your campus mailbox you can have mail sent to the attention of your organization at:

Organization Name

Center for Student Leadership

Slippery Rock University

1 Morrow Way

Slippery Rock, PA 16057

· A member of your organization is responsible for frequently checking the mailbox.  The Center for Student Leadership is not responsible for lost or stolen mail.  As the leader of your organization you should be diligent about knowing who is picking up your mail. Please check your mail on a regular basis.

· If the organization neglects to pick up mail for one full semester the office reserves the right to discontinue the mailbox service to that organization.

*Although all organizations must register a campus mail address, it is not required that you have a campus mailbox in the Union.  If you have an active faculty advisor, their mailing address may be used for your organization’s purposes.

Mail Codes

· Organizations may obtain a mail code by contacting the mail room (724-738- 2059). The University, on a monthly basis, will bill organizations for postage.

· If your organization is using your organizational account, write the mail code below the return address.  Your account will be billed automatically.

· Campus mail may be sent through the Center for Student Leadership. 

Mailing Labels

The Center for Student Leadership provides organization and departmental mailing labels for those groups who are interested in promoting their event or activity to the general campus community.  

· You can request label sets by calling 724- 738-2092. Labels can be formatted and sent electronically free of charge.  You should request these labels at least three weeks in advance.  

· Also, once labels have been received, your organization is obligated to follow the bulk mail and housing policies when preparing the mailing.  See bulk mailing section of this manual for more details.

· Mailing labels for students may also be requested from Computer Services.  Your faculty advisor can complete and submit a request for Computing Services to specify the information required.  For assistance, please contact the Center for Student Leadership or Computing Services.  

Bulk Mail

· The Office of Residence Life must approve any mass mailing for the residence halls.  Contact the office at 724-738-2082.

· Organizations must consult with the University Mailroom on any mailing in excess of 200 pieces to determine if a mailing qualifies for bulk rate or a presort discount and if the mail piece falls outside of size limitations.

· An address database for the mailing is to be provided by the client (via disc, e-mail, or main-frame download) to Printing Services for processing.  All duplicate and undeliverable addresses will be eliminated.

· Printing Services will address the individual mail pieces-do not affix any label or print any addresses on the mail pieces.

· Printing Services may be able to assist with stuffing of envelopes

· Printing Services is able to seal envelopes and fold and tab brochures and booklets.

Voicemail/E-Mail

Organizations may request voice mailboxes to use strictly as a means of getting information to those students in your organization.  Messages regarding upcoming meetings, activities, etc. can be placed in a private mailbox where members can get information in a timely manner.  To set up a voice mailbox your organization advisor must contact Linda Passauer at Linda.passauer@sru.edu to request.  Your mailbox number and password must be initialized within 48 hours and registered with Student Organization Services.

If you are in need of an organization e-mail account, your advisor must contact Randy Crawford at randall.crawford@sru.edu to request.

Other Center Services

The Center for Student Leadership also provides a laminating machine, Ellison Letter Machine, heavy duty staplers, paper cutters and other supplies that your organization might need to promote your activity or to prepare for an upcoming meeting or event.

EVENT PLANNING

Facility and Table Reservation

As the leader of your organization you will probably have to schedule a room to use for meetings, workshops, study hours, special group sessions or social activities.  It is not appropriate to assume that you will be able to “get a room” by just showing up a few minutes before your activity.

Room Reservations    

Reserving Rooms in University Union

· To assist with streamlining the reservation process, we recommend that you first go to schedule.sru.edu to determine available dates and times for your activity/meeting.

· To then reserve a room in the Union you must complete a Facility Reservation Form. Available at the Union Information Desk. 

· You can reserve a room for a one-time event or for consecutive days and weeks.

· You should reserve your room as far in advance as possible.  The Union rooms are highly sought after as meeting space and availability is limited. Plan ahead! 

· Weekly events may be scheduled for the academic year. Special events may be scheduled up to 2 years in advance.

· Completing and submitting the form does not guarantee that you will receive the space. The University Union will confirm your reservation in writing.  

· Once you have reserved a room it is your organization’s responsibility to abide by the building policies for usage: i.e., no candles are permitted in the Union rooms, and you must leave the room in the same condition as it was when you entered.

· You will need to have the signature of your faculty advisor before your reservation will be processed. Make sure you know the name of your advisor and when and where you may contact him/her.

· Technical needs such as TV/VCR, computer projection equipment, sound equipment, or special furniture arrangements should be specified on the reservation form at the time of the request.

· More detailed information about room capacity and other questions can be addressed by the University Union Operations staff.
· Cancellations must be given to the University Union staff immediately. Failure to give notification of cancellations may result in loss of scheduling privileges. (Refer to Green & White for policy.
Detailed information regarding University Union scheduling is outlined in the Green & White; accessible through the SRU homepage: www.sru.edu 

Questions about reserving a room in the University Union can be addressed by calling 724- 738- 4926.
Reserving the Ski Lodge

Contact the Aebersold Recreation Center (724-738- 4800) to reserve the Ski Lodge.  When reserving the Ski Lodge you must understand clearly the procedures for setting the alarm and locking the building.  Please make sure that you are clear on all procedures prior to your activity.  *Keys for the Ski Lodge should be dropped in the return slot along the outside wall of the Recreation Center after usage.  Center staff will be happy to guide you through the process.

Reserving Athletic Facilities, Field House, or Sports Fields
Contact the Aebersold Recreation Center (724-738- 4800) to reserve the athletic facilities. Reservations in the field house or at the sports fields should be done through the Athletic Office at 724-738-2626. 

Reserving Other University Buildings

Contact the Camps and Conferences Office at 724-738-2027 to reserve a room in any of the following buildings:

BSB; McKay; Eisenburg; Spotts; Vincent; North Hall University Club; North Hall Pennsylvania Room; Field House or Boozel Dining Hall.

Reserving Residence Hall Facilities

The reserving of residence hall facilities must be done through individual residence hall offices.  Contact the coordinator of each hall to make arrangements.  Current hall coordinators names and phone numbers may be found in the student directory.

Table Reservations

Your organization may be interested in reserving a table in the Union or in one of the dining halls to promote an event or to implement a fundraising project.  Tables are assigned in the order of the application, as long as space is available.  

· Table space may be scheduled for up to five (5) days in succession.  If needed longer than five days a new request must be made at the end of the five-day period.

· Tables for the Union must be requested just like a room by completing a Facility Reservations Form available at the Information Desk or from the Student Development Office-101-B U.U.  

· To reserve a table in the dining facilities, contact the Student Life Administration Office, Weisenfluh Dining Hall, 724-738-2038

· [image: image4.wmf]A student organization or university department must sponsor all groups requesting table spaces.

Publicity Guidelines

Materials may only be posted on specified areas of SRU buildings.

· University Union: Information Desk will stamp up to three flyers that can only be posted on bulletin boards.  Postings are not allowed on glass, doors, windows, walls, or pillars.

· Health Center: Limited posting, must request from director to post.

· Food Service: Must be approved and stamped in Weisenfluh Hall.

· Eisenberg: Prohibited on doors, walls, and windows.  Organization must request to post on bulletin boards from individual departments.

· East/West Gym, Behavioral Science Bldg., Physical Therapy Bldg., Vincent Science Hall, and McKay: Postings are allowed only on bulletin boards with pushpins.  

· Residence Halls: Must have approval to post (Rhoads Hall first floor Housing Office).  No posting inside or outside on windows or doors.

· Field House: Postings allowed only on designated bulletin boards.

· Special Education Building: Postings allowed only on designated bulletin boards.

· Old Main: Postings allowed only in vending area and bulletin board on 3rd floor.

· ARC: Must request to post in 117 ARC.

· Spotts World Cultural Bldg., Art Bldgs., Miller Auditorium, and Swope Music Hall: Must request approval from appropriate department office.

· Library: Postings allowed only on designated bulletin boards.  Contact Kathy Manning 724-738-4458.

· Maltby Center: Must be approved for posting in Career Service Office, only one bulletin board.

· Chalking of sidewalks in front of Patterson Hall near to Morrow Field House will be permitted by officially recognized student organizations for announcement of university-sponsored events.  

· A washable, non-staining chalk must be used.

· The University reserves the right to remove announcements periodically should the accumulation of signs detract from the appearance of the campus.

· Students shall not remove or alter the message of another student organization.  

· The chalking of buildings, roadways, or parking areas is prohibited.  Reported violations will be referred to the Coordinator of Student Standards.

· Organizations must obtain permission from the University Police to post on vehicles. A Sales and Solicitation Request may be required.

· Banners are subject to approval by University Union Operations (724-738- 2491).

· Requests to display banners must be made at least two weeks in advance of the first day of display by submitting a Request to Schedule an Activity to University Union Operations, 101-B of the University Union. 

· Banner display is limited to one week. Exceptions are at the discretion of University Union (U.U.) Operations. Banner placement, period of display, number of banners, etc. will be managed by U.U. Operations to best serve the varied uses and programs scheduled in the Union. 

· Arrangements should be made by the requesting party to pick up banners immediately following the display period.

· Outdoor banners must be constructed of use-specific materials.

· Media Services located in Bailey Library can create durable, professional looking banners at a reasonable cost. 

· Only one piece of printed material per bulletin board (for each event/service announcement, etc).  

· No materials may be handed out to individuals in public areas or from door to door unless requested and approved in writing via the Sales & Solicitation Request form available in the University Union.  

· The sponsor must remove all materials within 24 hours of completion of the event/posting expiration.

Publicity for Food Service Facilities

Because of the high traffic volume through the food service facilities, these areas are seen as ideal locations for the advertising of upcoming events, distribution of information and fundraising sites. In order to prevent an overabundance of activity at any one time, the following procedure is used to co-ordinate advertising in the buildings.

Arrangements for advertising events or fundraising activities must be registered in the Student Life Administration Office located in the lobby of Weisenfluh Dining Hall. This office co-ordinates the calendar for Weisenfluh Dining Hall, Boozel Dining Hall, Rocky’s Grille, and the University Club. Questions regarding available dates should be directed to the office, 724- 728-2038.

Signs/Posters:

· Bulletin boards are available in all food service areas for general advertising purposes. Nothing is to be posted on the doors or glass in any of the facilities.

· No signs or fliers are to be hung in the dining rooms.

· No advertising is to be done on stalls or walls in the restrooms.

*Printing Services can provide your organization with large, quality signage and banners for special events for a fee.  If you are in need of these types of materials, contact 

724-738-2076 for more details.

Table Tents:

· There is a limit of two (2) table tents per table at any one time.

· Table tents shall be no large than 5 ½” x 8 ½” folded in half. (This is half of a regular 8 ½” x 11’’ sheet of paper)

· If an organization or committee needs to advertise more than one activity (i.e. UPB), an 8 ½” x 11” sheet of paper, tri-folded and stapled/taped so that it will stand erect can be used (this will provide three sides of advertising space)

· Table tents must be pre-approved at the Student Life Administration Office. Prior to printing, the master copy will be stamped “approved for posting”. Without this approval stamp, the table tents cannot be placed on tables.

· A copy of the table tent is to be kept on file at the Student Life Administration Office.

· No fluorescent pink or red paper is to be used. These colors “bleed” onto the tabletops if they become wet.”

· The organization is responsible for placing the table tents on tables. This should be done between meal service hours.

Fundraising Tables:

· No more than two (2) tables will be set-up in the lobby of dining halls at any one time.

· For fundraising activities, a “Solicitation/Fundraiser Request Form” obtained form the University Union Operations Office must be provided to the office.

· Table location will not interfere with the natural flow of traffic through the lobby areas.

· Student organizations should not attempt to solicit monetary donations from university departments that would directly benefit the organization.  

Posting on the Master Calendar

What is the SRU Calendar?

The SRU Calendar is a web-based schedule of programs and events of interest to the general campus and regional community.  The SRU Calendar is designed to be the central location to view “at-a-glance” what is happening at Slippery rock University.

Why Should I use the SRU Calendar?

The SRU Calendar is designed to assist community members in several ways.  First, program planners can review listings on the calendar to aid in selecting dates for events.  Planners may determine that certain dates are already crowded with competing events or similar activities being sponsored by others.  Second, the calendar provides event support for listed programs.  The Office of Public Relations reviews entries to develop press releases for local media and weekly e-mail notices to faculty, staff and students.  The University Police rely on the calendar to ensure proper security for special events and to direct visitors to the location of listed events.  Finally, all community members’ benefit by being informed of the various educational and social opportunities offered at the University.

How Do Events Get Listed on the SRU Calendar?

Any SRU individual or group sponsoring an event of general interest to the campus community may submit the details for inclusion on the SRU Calendar.  To be included in the calendar, the event must be sponsored by the University or an affiliated group and must be of general interest to the community.  Preference will be given to listed events that are open to all members of the campus community.  University staff reviews submissions for appropriateness before adding them to the calendar.  Each college or division will identify a primary contact person for assisting faculty, staff, and students in submitting information to the calendar.  This contact person will assist in resolving any questions concerning the posting of events to the calendar from their area.

How to Use the Master Calendar:

1. From the SRU home page (http:www.sru.edu), click on the SRU Calendar Link.

2. Select the “Calendars” icon to the left of the page.

3. Select the appropriate calendar for your event:  most events should be submitted to the ACTIVITIES calendar, although organization meeting times can be listed on the STUDENT CLUBS & ORGANIZATIONS.

4. Complete all of the pertinent information through use of the drop-down menus.

5. Do not use the “Repeat Event” feature unless your program is planned to continue for more than one day.  

6. Include a complete description of your event.

7. Successful submissions to the calendar will receive a “Thank you for your submission” announcement.  Your event will then be approved by the appropriate area.  

8. After approval, your event will appear in the calendar of choose.

9. It is important that you make updates to your event submission if anything changes-time, location etc. or if the event is cancelled.  You should e-mail Sherry.Mellott@sru.edu so the proper steps can be taken to alert the campus and public of any changes.

Catering

Dining Services has the exclusive right to cater all functions held within the Food Service Facilities (Boozel, Weisenfluh, Rocky’s Grille, University Club) and the Pennsylvania Room. In all other campus facilities, Dining Services is the only caterer permitted to provide service to off-campus organizations/individuals and has the right of first refusal for all catering funded through University money (Department Fund Center). Recognized student organizations may use outside caterers if the event is funded through self-generated funds. To arrange for a catered event through Dining Services, contact the Catering Office, North Hall, 724-783-2832.

Alcohol on Campus

The use of alcohol on the Slippery Rock University campus is prohibited except as indicated below and then within the laws of the Commonwealth of Pennsylvania:

· At social events when approved by the Alcohol Control Board.

· In the on-going residence of University professional staff member.

University funds may not be used to purchase alcohol.  Recognized student organizations may not use organizational funds for the purchase of alcohol.
Sales and Solicitation

· Only recognized student organizations/groups are permitted to sponsor fundraising sales on campus.  The sponsoring organization is to receive a minimum 20% profit from sales.

· All off-campus, for profit organizations, or individuals, are prohibited from selling or soliciting for sales on campus.

· All sales must be registered with the University Union at least two (2) weeks in advance of solicitation/fund-raiser.

· To schedule a fund-raiser in any campus facility, the organization must have approval from the University Union as well as each building manager or his/her designee.

· No marketing of sales should be initiated prior to University Union approval.

· The item for sale at the fund-raiser cannot be in direct competition with established University or SGA products.

· Credit card sales are limited to two (2) per fall & spring semester and are assigned on a first-come, first-served basis.  The sponsoring organization and credit card company must abide by the guidelines set forth in the Credit Card Sales Policy. 

· Some raffles or games of chance may require a Butler County Small Games of Chance license.  Licenses are available through the Butler County Treasurer’s Office, Butler County Courthouse.  License fees are to be paid by the sponsoring organization/group.

· An organization is permitted one sale every two months.  Special projects requiring additional sale dates must be reviewed and approved by the University Union.

· The sponsoring organization/group must clean and dispose of all debris and advertisement immediately after the sale.

· The University Union is not responsible for the security or storage of items associated with fundraiser. All sales in the University Union also require the completion of a Request to Schedule an Activity form.

· Sales and Solicitation request forms are available at the University Union Information Desk.

Guest Speakers

When a decision is made by any group (or department) to invite to the campus a prominent guest speaker, notification should be sent to the appropriate dean or vice president, prior to issuing the invitation. On occasion, it may be appropriate for the official invitation to be issued by the president on behalf of the sponsoring group. The appropriate dean or vice president will make such determination. On the occasion when a prominent individual initiates contact with the university, specifically asking to attend a class or gathering, prior notification may not be possible. In such cases, the appropriate dean or vice president should be informed of this individual’s visit with as much advance notice as possible.

Slippery Rock University Logo Usage

The SRU Logo is intended for use in athletic promotion and team identity, and on other materials primarily aimed at student and prospective-student audiences. The SRU Logo may be obtained from the University Publications Manager 724-738- 4827 in the Office of University Public Relations. It is essential that all publications be well designed, use the SRU Word-mark, Logo, or Seal correctly, and that the publication project an image of quality. In order to protect SRU’s service mark rights on the SRU Logo, the Office of University Public Relations must approve all uses of the logo. Ideas should be discussed with the publications manager early in the planning process. The manager will provide you with helpful advice that can make your communication more effective. Design services are also available through the publication manager. If you have any questions, please contact the University Publications Manager at extension 724-738-4827.

Video Viewing

Student organizations are prohibited from showing movies on campus without copyright permission. If your organization would like to show a movie, please contact Julie Varnish, Coordinator of Student Activities 724-738-2092, for more information on procedures.

Channel 6 

Organizations that are interested in promoting their events on Channel 6 TV Feed should adhere to the following guidelines:

· Must be a one-page slide. 

· Leave a 1-inch blank border around the content of the slide. 

· Keep the text at least 20 pt. 

· The Help Desk reserves the right to change the grouping and size of items on the
slide to make it fit. 

· In the e-mail subject, the title should be: POWERPOINT ADVERTISEMENT 

· In the e-mail body, please indicate which department, group, name of faculty or staff member is in charge of the event, and contact information. 

· Please send slide to helpdesk@sru.edu 

Organization Web-Page Design

For those student organizations that would like to have a Slippery Rock University web presence, there are two options available.  

· One option is to be trained on the university’s web program called “Sitebuilder,” where your web pages will have the SRU logos, headers and footers included. This training can be accomplished by calling Sherry Mellott at ext. 2178. 

· The second option is to create your own web pages using software such as FrontPage or Dreamweaver, etc., having it stored on the Organizations folder on the new server, and have it linked from the Clubs and Organizations web site. To accomplish this, the organization would need to fill out the web request form (http://academics.sru.edu/infotech/webrequest.htm) and submit it. Included in this form should be the UserIDs for those individuals that will have editing permissions from your organization and must include the UserID of your advisor. Two university administrators, Christopher Cole and Cathie Sadler, will have editing rights to all web pages stored on the student organizations folder to ascertain the appropriateness of the web pages. Training for this option is up to the individual; the Department of Information Technology is not responsible for this software training.

Documenting Your Co-Curricular Experiences

As a student organization leader/member you are continuously volunteering your time to assist the university, the campus community and your fellow peers by planning and attending campus programs and activities.  To help you keep track of all that you have accomplished during your time here, we encourage you to register with the Co-Curricular Experiences Transcript (CCET) program through the Center for Student Leadership.

The Co-Curricular Experiences Transcript is an official record of your leadership experiences and campus involvement, while an undergraduate at Slippery Rock University.
The Transcript will document that you have been involved in organizations and activities and have participated in leadership and management training to track your leadership development, apply for internships and draft your resume. The transcript will list your involvement in non-credit internships, athletics, theatre, clubs, organizations and community service activities.

You may register for the CCET program in the Center for Student Leadership.  There is also a registration form accessible on the web at www.sru.edu/pages/8407.asp.

 

FUNDING/

ORGANIZATION ACCOUNTS
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Since funding from the SGA is derived from the University’s General Service Fee, events sponsored must benefit the entire student body as much as possible.

The General Service Fee funds can NOT be used for the following:
· Political activity

· Non-campus and non-student activity

· Charities and donations

· T-shirts or personal items

· Religious affiliations

· Alcohol

· Greetings cards and candy

· Gifts or flowers

· Gas for state vehicles

· Traffic tickets or parking fines

· Photography

· Travel

· Bookstore Charges- an organization may open a charge account at the SGA Bookstore if office supplies or duplicating appear in your budget. They must be pre-approved.

· Duplicating- all invoices from either the Copy Corner or Printing Services of the University shall be accompanied by a copy of the actual work performed. 

· Off-Campus Charges- no organization shall charge outside the University.

· Cash Advances- in rare pre-approved circumstances, cash advances will be honored. 

· Income- all income earned from an SRSGA, Inc. funded activity shall be banked with Cooperative Activities 724-738- 2103 and shall be projected in the organization’s budget request. All organizations funded primarily by SRSGA, Inc. shall conduct all banking through the Cooperative Activities office. No off -campus banking will be permitted. 

· Payment Requests- All Payment Request Forms must be accompanied by an original invoice, contract and W-9 form. Checks are issued on Monday and Thursday of each week. Requests must be in the Cooperative Activities Office (C-214 U.U.) by 4:30 pm the previous working day. 

· Warning- Any organization which incurs expenses not included in the budget and/or approved by the Board of Cooperative Activities will be responsible for the payment and will be subject to the following:

· First Offense- written warning and review by the Board

· Second Offense- the Board recommends if financial assistance to organization should be terminated

Eligibility for SGA Funding…

· The organization must have and maintain a valid constitution, which has been approved by the Student Organization Review Board (SORB) and ultimately approved by the SRSGA senate. 

· The organization must prove that they are active by maintaining yearly registration material through the Center for Student Leadership.

· After the SORB has approved an organization, and at the end of a two year waiting period, the organization has the opportunity to apply for funding from their General Services Fee administered by SGA. 

· Budget packets and guidelines are available at the beginning of the spring semester. If organization is approved for funding they can pick up a packet on procedures concerning how to spend your money and how to monitor it. For more information, please visit the Cooperative Activities office (C-214 U.U.) or call 724-738-2103. 

· Budget packets are available at the mandatory budget workshop held in January.

Self-Support Bank Accounts

As a recognized student organization you have the privilege of maintaining a self-support bank account (for the organization) within the Co-Op Activities Office.  If you are interested in setting up an account you may contact Kelly Ord at 724-738-2753 or stop by the Co-Op Office (C-214 U.U.).  

Tax Identification Number

To establish a Tax ID for your organization, you will need to contact the SRU Foundation at (724) 738-2047.

Club Sport/Referee Reimbursement

When your club hosts a game/match/meet and your organization is responsible for paying officials, you are required to submit a “Club Sports Referee Information Sheet” and a W-9 to the Co-Op Activities Office along with the Payment Request.  These forms are available at CoOp, C-214 U.U.

Responsible Accounting Procedures for Student Organizations:

· The Co-Op office provides quality organization banking systems for student organization utilization.

· It is recommended that your primary organization account be maintained through the Co-Op self-support banking system.

· Organizations should be maintaining accurate accounting records for their self-support accounts.

· Implementing a checks/balances system prior to fundraising or dues collection that provides for more than one money counter is in the best interest of the student organization and its members.  

· Organization treasurers should reconcile accounts once per month.

· Organizations should use checks only, not ATM cards for organization purchases.

· If organization accounts exist outside the Co-Op account, there should be dual signatures required. 

ADVISORS

`Role of Faculty/Staff Advisor

· Faculty/staff advisor must be an employee of Slippery Rock University.

· [image: image7.wmf]Faculty/staff advisor’s responsibilities:

· Meet with president and/or executive members of organization on a regular basis.

· Attend meetings if available, at least twice a semester to stay abreast of current activities and issues.

· Advisors must sign off on all room reservation forms for the student organization as well as all organization registration materials.

· Advisor is responsible for communicating University policies to the organization and its members.

· Advisors should attend functions and major organizational events. Advisor’s attendance may be required as a condition of the facility reservation.

· Advisors are expected to use prudent judgment and offer appropriate advice to comply with relevant University policies and public law.

· If funded by SGA, advisors must sign all payments and be primarily responsible for yearly budget.

Role of Alumni/nae Advisor

· Alumni/ae advisors are those advisors who are recognized members of the national or local organization who have since graduated and are now acting as a volunteer on behalf of the organization and its members.

· Alumni/ae advisors may or may not be affiliated with Slippery Rock University. Alumni/ae advisors who are not affiliated with the University must complete a volunteer contract. Contracts are available in the Center for Student Leadership located in B-105 University Union.
Role of Club Sport Coaches
Slippery Rock University Club sport coaches may or may not be University employees. Those who are not affiliated with the University must complete a volunteer contract. Contracts are available in the Center for Student Leadership located in B-105 University Union.

Those volunteer coaches who do not sign a contract stating to abide by the University Code of Contact while representing the institution may not be eligible to continue their involvement with the organization until such time that Student Organization Services has their contract on file.

Alcohol Policy

Advisors must be aware of University policy and public laws related to possession, use and furnishing of alcohol. University and organizational funds may not be used to purchase alcoholic beverages. Therefore, advisors should never authorize the purchase of alcoholic beverages by any organization or member acting on behalf of the organization.

Further, individuals who facilitate the illegal consumption of alcohol, excessive intoxication, or who provide alcohol to minors may face significant legal and civil consequences. Advisors should uphold all laws and university policies related to alcohol and clearly and consistently advise against illegal behavior.

You May Be Liable!

Although we don’t say it often enough, we greatly appreciate the support of our faculty and staff advisors.  We understand the time commitment involved in this volunteer role and the great amount of effort you may expend working with students and their organizations.  

With this said, we feel that it is important that you are aware of your liability while in the role of advisor to a Slippery Rock University student organization.  

You should consider the risks when invited to be an advisor.  Student organizations often participate in co-curricular activities that may pose a potential risk, such as, over-night conference attendance, fundraising efforts, sporting activities, and social functions.  

Long before an injury/accident occurs advisors have many opportunities and the responsibility to provide guidance in planning and managing activities and promoting a safe learning environment.

Recent court cases have held advisors liable for failing to actively and effectively provide advice and thus contributing to the injury suffered by the student.

Being an active and involved advisor decreases your risks of potential lawsuits and will also greatly influence the activities that your organization plans and participates in.  The mere presence of an adult can have a moderating effect on extreme behavior.  You can help your students learn important planning and safety skills by discussing the risks involved with particular activities and guiding them to abide by University, state and federal laws at all times.  

*For more information on Student Organization Risk Management you can contact The Center for Student Leadership at 724-738-2092.  

Resources on Risk Management


“Facilitator Model of Risk Management,” Texas A& M University (http://studentactivities.tamu.edu/risk/facilitator.htm).  A model of a comprehensive risk-management program.


The Rights and Responsibilities of the Modern University:  Who Assumes the Risks of College Life?  By Robert D. Bickel and Peter F. Lake (Carolina Academic Press, 1999).  Provides a model for how colleges can meet their duty to protect students and others on campuses.

APPENDIX

Campus Contacts

Accounts Payable


x2025

ARC




x4800

Athletics



x2021

[image: image8.wmf]Center for Student Leadership
x2092

Cooperative Activities

x2103

Contracts



x2026

Emergency, Fire, Ambulance
x3333

Facilities and Planning

x2073

Food Service


x2038

Greek Affairs


x2092

Health Services


x2052

Housing Office


x2082

Intramurals



x2874

Public Relations


x2091

Public Safety


x2055

SGA




x2656

SGA Bookstore


x2104

The Rocket



x4438

University Police


x3333 

REACH Program

REACH is a program giving students and student organizations experiential learning, team building and leadership development opportunities on a ropes course. The ropes course includes both high (30 ft.) and low (ground level) challenges. The program is free to academic classes, varsity athletic teams, and student organizations. For more information, please contact the Coordinator of REACH, at 724-738-4819.
Sample Constitution for a Student Organization



(Use as example only)

Constitution for __________________ Club

DATE (most recent date of amendment)

ARTICLE I: Name and Affiliations 

The name of the organization shall be _________________. If the organization is 

affiliated with any national organization, include that here. 

ARTICLE II: Objectives and Purpose 

The purpose of the organization shall be to ______________________ (i.e. to serve 

as forum for …. to promote the growth of ….. to foster the continued interest in ….. to 

provide experiences designed to develop the skills of ….to provide members with an 

opportunity to …. to serve the college community by ….) You may put your mission 

statement here. 

ARTICLE III: Membership 

(Membership should primarily consist of students.  Faculty and Staff may be organization members, however all voting and executive board members must be SRU students. 

List any requirement for membership (i.e. class, major, GPA, discuss selection process, if any.)

Include non-discrimination policy to comply with appropriate laws and university policy

ARTICLE IV: Officers 

Section 1

List officers/executives and describe qualifications (may include maintaining a 

minimum GPA)

Section 2

President: preside over all meetings, set agendas for meetings, appoint committees, vote in meetings to break ties, serve as the organization's official representative
Section 3

Vice-President: assume the duties of the president in his/her absence, other duties 

Section 4

Secretary: take minutes of the meetings, maintain current attendance records, maintain a schedule of events, be the official record keeper for the organization

Section 5

Treasurer: be responsible for recording /monitoring all organization funds, present a financial report at each meeting; work with the faculty advisor in all book-keeping issues

Section 6
Provide for vacancies in leadership (how do you replace a leader) 

ARTICLE V: Committees 

Section 1

List any standing committees that the organization will have 

Section 2

State the duties of the committee and how chairs will be selected 

ARTICLE VI: Faculty Advisor 

Describe the role your advisor shall play, and the qualifications for advisor (Must 

be a full-time faculty or staff member at the university.  For academic clubs or honoraries, faculty from sponsoring department must be utilized). 

ARTICLE VII: Amendments 

Describe how this constitution may be amended (changed). Generally a 2/3 vote is 

required. 

ARTICLE VIII: Ratification 

The constitution may be self-ratifying (automatic) or it may require a vote of 2/3. 

By-Laws Outline

Section 1. Membership 

Provide more details of members’ rights and duties. Include information on expulsion and resignation procedures. Give information on honorary membership. List and refer to any national or regional affiliation information regarding membership requirements. 

Section 2: Fees 

State initiation fees and/or annual dues if any. Include consequences of delinquency in payment. 

Section 3: Elections 

Outline the nomination process, when officer elections shall take place (annually, in the month of ___), the voting process (simple majority, absentee ballots, secret ballots). 

Section 4: Meetings 

Provide information on the method of running meetings (i.e. “Robert’s Rules of Order”). Outline expectancies of attendance at meetings. 

Section 5: Quorum 

State the minimum number of people to constitute a quorum. A quorum is the minimum number needed to make a decision on behalf of the organization. 

Section 6: Amendment of the By-Laws. 

Generally by-laws may be amended by a majority vote.

Sample Meeting Agenda

I. Call to Order

II. Roll Call

III. Adopt Agenda

IV. Adoption of Minutes (review and approve minutes from the previous meeting)

V. Officer Reports

a. President

b. Vice President

c. Secretary

d. Treasurer

VI. Committee Reports

VII. Old Business

VIII. New Business

IX. Announcements

X. Adjourn
	Aspects of an Effective Committee

· Clearly define purpose and goals to accomplish.

· Diverse membership with a commitment to the purpose and goals of the committee.

· One leader to organize and run meetings.

· Well run meetings.

· Recognition of committee member’s contributions and accomplishments.

· All members actively participate.

· Open communication-members are kept up-to-date on what is happening within the committee.

· Role of Organization Leader

· Set agendas and run meetings.

· Summarize points within a discussion as needed.

· Report back to larger organization.

· Make sure all members participate.

· Delegate responsibilities.

· Check on committee members’ progress and assist as needed.

· Keep communication lines open within the committee.

· Recognize members’ contribution and accomplishments.

Decision Making
A good decision maker:

· Understands organization objectives.

· Understands what is going on in the organization.

· Understands the role of the individual.

· Clarifies the relationships between decision-making and action.

· Improves problem-solving skills

· Strengthens internal communication.

· Improves the working relationships at all levels


Organization Management
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	Goal Setting

Goals help establish a direction.  

To be effective they should:
· Have a desired future condition.

· Be broad in focus.

· Be expressed in either qualitative or quantitative terms.

· Be challenging, yet realistic and achievable.

To help us achieve our goals, we need to establish an action plan that is:                                                  

SPECIFIC

MEASURABLE                                     ATTAINABLE                                      REALISTIC                                 TIMELINE

Remember:

· Write your goals down

· Refer to them often

· Adapt them as needed

· Create condition favorable to reaching you goals

· Celebrate your accomplishments




Effective Meetings

Before the meeting…

· Determine whether the meeting is necessary.

· Determine the meeting objectives.

· Make sure you have clear and specific objectives to accomplish.  State these objectives in terms of end results or outcomes, not in terms of processes.  For example:

· Weak- talk about the fundraising project.

· Strong- set the timeline and delegate responsibilities for the fundraising project.

· Determine the time and location for the meeting.
· Be prepared to meet early in the morning or over the lunch hour in order to accommodate everyone’s schedule.  Make sure the room is appropriate for the size of your group.  Scheduling a room that is too small will make people feel uncomfortable and unwilling to participate.  You’ll also want to avoid a location with distractions and which allows for disruptions.

· Determine who needs to be present and send out an agenda.
· Only invite those members who need to be present.  For informational meetings, everyone who needs the information should attend.  For decision-making meetings, only those members involved with decision at hand should be present.

During the meeting…

· Start on time.

· By starting on time you show that you have respect for the members’ time.

· Set the meeting climate.

· If there are new members present or this is the first meeting of the committee, have the members introduce themselves.  

· Thank everyone for coming and state the committee objectives up front.

· Make sure everyone participates and keep discussion on track.

· Try to control the outspoken members by limiting the number of times people can speak.  

· Ask those not participating what their opinions are to try to draw them into the discussion.  As a leader of a committee meeting, it is your responsibility to keep discussions on track.  You may have to interrupt a member who is speaking and remind that while their story is interesting or funny, this is not the time to tell it.  To help avoid the repeating of information or opinions, you may find it useful to periodically summarize what has already been said.

· Stick to the agenda.

· Briefly go over the agenda before starting discussion on the first item.  Make sure everyone is clear on what will happen at the meeting and make any changes that are necessary.

· Be prepared and make sure others are as well.

· Send out an agenda before the meeting to allow members to prepare their information to share.

· Keep interruptions to a minimum.

· Summarize and provide a sense of closure for the meeting.

· At the end of the meeting, go back and recap the results of the meeting by restating the conclusions, decisions, agreements, and assignments relating to each agenda item.

· End on time.

After the meeting…

· Evaluate the meeting.

· Did you accomplish the goals you set?  Did all the members attend who needed?  Determine if changes need to be made at the next meeting.  

· Get minutes out quickly.

· All members should receive a copy of the minutes so they can refer to it when needed.  Minutes also allow those members absent from the meeting to get a summary of what was accomplished.

· Follow up on decisions that were made.

Officer Transition

The transition of leadership in your organization can be smooth or a total disaster, and can determine the effectiveness of the group for years to come.  Each new officer has talents to offer the group.  The key to successful transition involves orienting the new officers to what’s expected of him/her, and helping that person to see how his/her skills can best meet the needs of the group.  It helps to view the transition time as a period of training for the new people and closure for the old.

A Smooth Transition is …

· The responsibility of both the outgoing and the incoming members.
· A way to help the group avoid starting over or starting from scratch each year.
· A transfer of significant organizational knowledge.
· A sense of closure for the outgoing members.
· A utilization of the valuable contributions of experienced leaders.
· A time for the new leadership to absorb the expertise of the outgoing members.
· A great opportunity for outgoing leaders to evaluate the year.
· An orientation process for new leaders.
· A time for incoming leaders to ask questions and outgoing leaders to give advice.
· An outgoing leader’s last chance to say “I wish I had done this…:
	RECRUITMENT STRATEGIES

· List interests and skills needed for the organization, and then list where to find these people and get in touch with them.

· Send a written letter to prospective members-include description and purpose of organization and the benefits of being involved.

· Make personal contact-phone, send email, have every member bring a friend, ask RA’s to sell your organization at his or her floor meetings.

· Speak about the organization at events and sell getting involved to the audience.

· Create a “canned” presentation to bring to other organizations-advertise upcoming events, give away free passes to events.

· Place volunteer information forms at all events, meetings and presentations so that prospective members can get to know your organization better.

· Post flyers around campus and run ads in the campus newspaper that lists the purpose of the organization and how to get involved.

RETENTION STRATEGIES

· Provide a written agenda for every meeting and distribute written minutes.

· Introduce current members to new members.

· Formulate goals as an organization.

· Distribute a membership list and keep it up to date.

· Create a project list with specific assignments for all members.

· Participate in icebreakers and teambuilding exercises.

· Recognize accomplishments of the organization and individual members.



Hazing Policy

No student or organization, fraternity or sorority shall permit its pledges or members to submit or take part in hazing, as hereinafter defined, or vulgar or indecent practices, or any practices, which involve hazard or danger.  For this purpose, hazing is defined, without limitation as to definition, as follows:

· Hazing as a public display shall consist of any and all forms of public appearance, which may result in adverse publicity to the organization.

· Hazing as physical abuse shall be interpreted to mean any practice, whether internal or external, which is apt to be detrimental to the health and/or well being of a pledge or member.

· Hazing as a moral indignity shall be defined as actions which by their ethical, moral and/or social implications, when viewed in the light of socially accepted standards of right or wrong may create in the individual a feeling of humiliation and/or disgrace.

· Hazing as scholastic interference shall consist of any and all practices, which place pledges or members in the position of being unable to attend or properly prepare themselves for classes.

A student or organization, which violates any of the above regulations, will be referred to the Office of Student Standards and will be subject to University disciplinary action.

Slippery Rock University Code of Conduct

Slippery Rock University is an academic community given meaning through the mutual respect and trust of individuals who learn, teach, and work within it.  Students of Slippery Rock University are entitled to certain rights and privileges which will be protected through fair and orderly processes and which are best safeguarded when each student acts in a responsible manner.  The purpose of SRU Code of Conduct is, therefore, to establish standards for students and a method to fairly assess student behavior according to those standards.  All students of the University community are equally entitled to the protection of this document.  
The SRU Code of Conduct governs the behavior of all students and student organizations on and off University premises.  The University will address behavior when it adversely affects the University community and/or the pursuit of the University’s objectives.  Students and student organizations attending functions on or off campus as representatives of the University are subject to disciplinary sanctions for violations of the Code of Conduct.  Students and student organizations are expected to comply with the statutes of the Commonwealth of Pennsylvania, federal laws, and Slippery Rock Borough ordinances and may be charged under this Code for violations of state or federal law or Slippery Rock Borough ordinances wherever those offenses occur.  

Should actions violate both University regulations and public law, this may result in the application of University disciplinary proceedings in addition to any criminal proceedings. 

A student organization and its members are subject to charges under the SRU Code of Conduct when one or more of the following is true:

•
The alleged violation is committed by one or more members of the organization and, either implicitly or explicitly, the violation is permitted to occur with the knowledge of an officer of that organization.

•
Organizational funds are used to finance the alleged violation;

•
The organization chooses to protect one or more individual offenders who are members or guests of the organization.  That is, representatives of the organization have knowledge of individual offenders and refuse to provide information about those individuals or otherwise refuse to cooperate in disciplinary proceedings.

•
The alleged violation occurs as a result of an organization-sponsored function;

•
The alleged infraction is a violation of the organization's constitution, bylaws, or policies including, but not limited to, national policies and insurance provisions.

A case may be determined by its nature to be an organizational act.  Some organizational issues are not easily quantified.  No specific number of members is required to establish an event as an organizational activity.  Further, simply declaring that an activity is not an organizationally planned or sponsored event may not alter the responsibility of the organization for that event.  Factors to be considered in determining organizational responsibility include, but are not limited to, the number of members involved in the activity, the manner in which the activity was planned and financed, the manner in which the activity was publicized, and the unique details of what transpired during the event that may clarify the role of the organization and its members.

Both the student organization and individual student members of the organization may be charged under this Code for an incident of misconduct.  Separate notices of charges will be sent to each student and organization implicated.

SLIPPERY ROCK UNIVERSITY

STUDENT CODE OF CONDUCT SANCTIONS

FOR ALCOHOL-RELATED VIOLATIONS
The following sanctions will be administered for alcohol-related misconduct by individual students, student organizations and clubs.  That is, the individuals responsible for the violation, as well as the organization itself, can be sanctioned separately.  Slippery Rock University students who host a party or event and permit furnishing of alcohol and/or sales of alcohol in their room/apartment, or any other area within their control, as well as those students on the lease of any facility which permits/hosts a party, etc. can, and probably will be, held responsible for the violations that occur.  They will then be sanctioned according to the prescribed penalties below that are detailed in the Code of Conduct.  As discipline is cumulative in nature, a record of previous discipline will, in most cases, increase the sanctions administered for any violation.  

Underage possession or consumption of alcohol:

1st offense:
Censure (written warning) and Chemical Health Program 

2nd offense:
Indefinite Disciplinary Probation and Chemical Health Program Phase II 

3rd offense:
Minimum of a one-semester suspension from the University to a maximum of a two-year suspension.  

Possession/consumption of alcohol on campus by an individual 21 or older (does not include campus events for which an SRU alcohol permit has been secured):

1st offense:
Censure (written warning) and Chemical Health Program or alternative sanction


2nd offense:
Indefinite Disciplinary Probation


3rd offense:
Minimum of a one semester suspension from the University to a 

maximum of a two-year suspension.  

Behavioral problems as a result of intoxication:

1st offense:
Minimum of Indefinite Disciplinary Probation and Chemical Health Program to a maximum of Permanent Dismissal from the University.  

2nd offense:
Minimum of one semester suspension from the University to a maximum of a Permanent Dismissal.

Furnishing alcohol to minors: 

1st offense:
Minimum of one semester suspension from the University to a maximum of a two-year suspension.  

2nd offense:
Minimum of a two-year suspension from the University to a maximum of a Permanent Dismissal. 

By policy, furnishing alcohol to minors includes any situation where an individual gives alcohol to someone under the age of 21, purchases alcohol for someone under the age of 21, or allows anyone under the age of 21 to possess or consume alcohol on the premises owned or controlled by that person.  Under the University Code of Conduct, students will be charged with furnishing alcohol to minors in those situations where alcohol is provided to minors without regard for the health and safety of the individuals involved or the peace of the community.  These situations will likely include, but are not limited to:

· Disorderly houses where minors consume alcohol.  The tenants of the disorderly house and/or any individual believed to have purchased alcohol consumed in the disorderly house will likely be charged with furnishing alcohol to minors.

· Hazing stunts or drinking games where individuals under the age of 21 are provided with alcohol and are encouraged or required to drink to excess.  Individuals believed to be responsible for sponsoring the activity and/or any individual believed to have purchased the alcohol consumed in the activity will likely be charged with furnishing alcohol to minors.

· Any situation where bulk containers (kegs, party balls, etc.) of alcohol are accessible to minors.  Any person(s) responsible for the residence, event, or activity and/or any person(s) believed to have purchased a bulk container will likely be charged with furnishing alcohol to minors.

· Beer or liquor runs for individuals under the age of 21.  Any person who is believed to have facilitated the purchase of beer or liquor for an individual under the age of 21 will likely be charged with furnishing alcohol to minors.

Illegal sales of alcohol:

1st offense:
Minimum of a one-year suspension from the University to a maximum of a two-year suspension.

2nd offense:
Minimum of a two-year suspension from the University to a maximum of a Permanent Dismissal.

NOTE:

Each disciplinary incident is investigated and the sanction decided based upon the unique circumstances of that particular case.  Although there will be usual and customary sanctions administered for similar violations of university regulations, there may be aggravating or mitigating circumstances that could alter the typical response.  Aggravating factors may include, but are not limited to, the extent of harm or injury caused as a result of the incident and amount of alcohol or number of people involved.  (I.e. large amount of alcohol consumed or number of people at the party.)  Therefore, the severity and circumstances of the offense will be factors in determining the sanction selected from the specified range.

Synopsis of the Slippery Rock University
Judicial Process 

1)
Violations of the Code of Conduct are reported in writing to the Coordinator of Judicial Programs in the Office of Judicial Programs, C-217 University Union.

 2)
The Coordinator investigates the incident and determines any appropriate charges.

 3)
The Coordinator of Judicial Programs reviews this investigation with the student/organization.  The Coordinator resolves the case if the student/organization accepts responsibility for violations of the Code and agrees with the action to be taken.

 4)
The case may be referred to a Hearing Board or Administrative Hearing Officer in order to resolve the charges.

 5)
A Hearing Board, composed of a chairperson, one student, and one faculty/staff member, is scheduled to consider cases, which may result in separation from the University.  An Administrative Hearing Officer will review all other cases.

 6)
The Hearing Authority reviews information presented by the Coordinator, the student/organization, and any witnesses.

 7)
The Hearing Authority determines whether the student/organization violated the Code of Conduct and, if so, will determine appropriate sanctions.  

 8)
The student/organization is notified of the hearing decision in writing.

 9)
The student/organization may appeal the hearing decision within five days by submitting a written appeal to the Coordinator of Judicial Programs.  The written appeal is reviewed by the Assistant Vice President for Student Services in those cases not involving separation from the University.  The decision of the Assistant Vice President is final. 

10)
An Appeal Board, composed of a chairperson, one student, and one faculty/staff member, considers appeals of suspensions and dismissals to determine whether grounds for an appeal hearing exist.  

11)
If an appeal hearing is granted, the student/organization meets with the Vice President for Student Life who determines the final resolution of the case.

For a complete description of all rights and procedures of the judicial process, please refer to the complete Code of Conduct. Questions may be directed to the Coordinator

of Judicial Programs, C-217 University Union 724- 738-4985.
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