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At Eastern Oregon University, we believe that students who engage with the campus community and get involved in student organizations ultimately get more out of their college experience. 

Involvement in student organizations allows individuals with similar interests, passions, and viewpoints to come together to develop new ideas, discover hidden talents and nurture interpersonal skills while positively influencing the community in which we live.  

Academic endeavors and campus engagement are critical components to an overall positive college experience. We hope you will find ways to apply what you’re learning in the classroom to your campus involvement experiences, while taking what you’re learning through your participation in student organizations back to the classroom.  
As this handbook is a guide for student organizations, it cannot possibly cover every instance or answer every question. The guiding principals that we follow when we run into something new or unknown are:  

1. Does it ensure the well being of participants?
2. Does it promote student development and learning?
3. Does it safeguard the institution and its agencies?

Violations of the policies and/or procedures in this handbook, student handbook, local, state and federal laws may result in disciplinary action. 
The staff in the Center for Student Involvement provide support to student organizations with the hope of promoting participation, leadership, and personal growth. Use this handbook to plan events, hold meetings, sustain your organization financially, and navigate Eastern Oregon University’s policies and procedures. In addition to local, state and federal guidelines, this handbook covers some of the essential information to help your organization be successful. This handbook is subject to change at any time. Organizations will be notified via e-mail when changes are made based on the contact information listed on the Intent to Be Active form on file. 

We welcome your feedback at any time.  Best of luck to you and your organization this year! 

Hailey Wolcott

Assistant Director 

hwolcott@eou.edu 

Robin Weinman

Program Coordinator 

rweinman@eou.edu 
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Student Organization Policies
The four most dangerous words a student shouldn’t say, but does anyway, are...“but my friend said…” Ignorance is not bliss; get to know your rights and responsibilities to help your organization succeed. 
What constitutes a student organization at EOU?

A student organization is defined as a group of EOU students who unite to promote or celebrate a common interest. Student Organizations include clubs, student fee-funded units and campus-sponsored groups. While student organizations at EOU may include members from other schools, faculty, staff, and or community members, the majority of the members of the organization must be EOU students. Additionally, only currently enrolled fee paying students are permitted to serve as officers or directors of officially recognized student organizations. 
Why does EOU recognize student organizations?

Each undergraduate organization leaves its special mark on the cultural, social, and intellectual life of EOU. The university recognizes the vital contributions that student organizations make to the quality of life on campus and in the community. EOU believes in developing the whole student and by providing a variety of academic endeavors along with campus involvement opportunities we are contributing to an individual’s success beyond EOU. 

Student organizations include clubs, student fee funded units and a campus sponsored groups. 
Annual Recognition of Student Organizations:
The Center has the responsibility to grant official recognition to student organizations and to establish regulations for their governance. EOU assumes that student organizations will comply with the policies and procedures at the time of recognition. If the Center determines that a student organization has failed to abide by the criteria set forth in the Student Handbook, Student Organization Handbook, local, state or federal laws, it may revoke the organization’s recognition. 
Each October student organizations must submit appropriate paperwork                 with the Center for Student Involvement to continue their official university recognition. 
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What are the benefits of official recognition?

At EOU, we believe that being recognized as an official student organization is a privilege and with that privilege, the following benefits are available:

· The use of space by reserving rooms, outdoor space and entertainment areas
· Permission to publicize on the Campus Activity boards 
· Permission to use the EOU name with their organization under strict guidelines
· Support services from the Center for Student Involvement 
· Ability to post event’s on the What’s Up List Serve
· Ability to participate in the campus activity fairs held at the beginning of each academic year, as well as the activity fairs held in the spring for incoming students 
· Inclusion in the on-line directory of student organizations 

· Ability to apply for and receive additional funding through Senate Allocations and Vending Committee
What is the process to start a new student organization?

The Center considers many criteria when examining new student organization proposals. It is mainly interested in approving student groups that can be financially and programmatically sustainable from year to year. Other considerations include but are not limited to:
1. Potential conflict with EOU mission and/or policies.
2. Non-duplication of the mission of previously recognized organizations. 

3. The feasibility of funding of the organization’s goals, projects and publications.

4. The clarity of the objectives and goals of the proposed student organization.

5. Voting members must be currently enrolled fee paying students. 

Student organization proposals must include a completed Intent to Be Active (ITBA) Form and all necessary materials including a constitution. 
What is the timeline for recognition of a new student organization?

New student organization proposals are considered each academic year. 
Requirements of all student organizations (new and re-registering) Annual Registration of Student Organizations: 

To be officially recognized by EOU as a student organization, your group must submit the following information about the previous year’s activities with the Center for Student Involvement by the last working day in October each year. In addition to this annual filing requirement, student organizations must notify the Center for Student Involvement whenever there are changes in the officers/staff contact information. At any time, the Center for Student Involvement should have the current contact information for the officers of the organization. 

Throughout the year, students can update their information through the Center for Student Involvement’s Administrative Program Coordinator. Any Officer listed on the Intent to Be Active (ITBA) is permitted to make updates. The Center for Student Involvement encourages organizations to update information as soon as changes occur to ensure that your organization receives information from the Center for Student Involvement. 

Required components to complete annual registration process:

1. Completion of the Intent to Be Active (ITBA) for Student Organizations, which includes contact information and organization information. 

2. An updated electronic copy of the organization’s constitution (only if your organization operates using a constitution) and bylaws with a copy of the meeting minutes where changes were approved.

a. * E-mail them to center@eou.edu and please include even if unchanged from the previous year.
3. An officer and/or advisor attendance/participation in the mandatory meetings. 

4. Continued observance of all regulations and policies for student organizations.

5. Signed Advisor Role Check Sheet 

Eligible to serve as Student Organization Advisors

Student Organization Advisors must be Faculty/Staff from EOU and/or partner programs like OSU, OHSU and ODS and must have the permission of their immediate and departmental supervisor.  Student Organizations requesting an individual to serve as a secondary advisor that does not meet the qualifications listed above must have a primary advisory that does. 
Advisor Selection (where applicable):

Simply having your advisor sign the annual advisor agreement is not capturing the contributions that they may offer your organization. It is important that student organizations select advisors who will help the organization meet its goals and provide guidance along the way. Each year, student organizations should determine what role they might want their advisors to assume using the advisor role check sheet and have a face to face conversation among the members, officers and advisor about those roles and expectations. Similarly, the advisor may have their own expectations for the role they are willing to play. Advisors and organizations need to ensure that they are a good fit for one another and if not, find a more appropriate fit. Organizations may select new advisors at any time and should notify the Center for Student Involvement immediately of any changes. 
The following suggested questions may assist your organization in developing expectations of your advisor and making a selection:

1. How much involvement is expected or needed?

2. How often does the group meet and do you expect your advisor to be present for these meetings?
3. How many major activities does your organization execute each year?

4. How experienced are the officers of the organization? This could impact the level of involvement of an advisor for a period of time. 
5. What are some ways that your organization could use the advice of an advisor? Is there someone at the university who has a particular interest or experience in this area?

6. What skills would your proposed advisor bring to the organization? How do these skills match those needed by your organization?

7. Are these areas in which you need specific assistance from your advisor and/or are there areas that are hands-off for your advisor?

8. If you want your advisor to let you know when they feel you are making a mistake as an organization, how do you want them to express this concern?

What to provide and expect of student organization advisors:

Student organizations should be sensitive to the other roles their advisor may play on campus and/or in the community to determine what expectations are placed on their advisors. At the same time, however, it is perfectly acceptable and encouraged that you involve your advisor in your activities. An advisor may be a “hands-on” advisor or simply an observer (based on the expectations you’ve set forth in your Advisor Agreement) but the best balance lies somewhere between. Here are some possible expectations your advisor might have about working with your organization:
1. Give notice of meetings – You should always give notice of meetings to your advisor and try to include and invite their participation on a mutually agreed upon level of involvement.

2. Develop a working relationship with officers – This will help communication flow easily and establish a base from which to work together. 
3. Send invitations to events – Events are a great way to keep advisors informed. Try to give enough advance notice to allow advisors to plan to attend.

4. Consult on problems – Advisors should be notified of problems. Their experience and knowledge could be invaluable in helping you resolve issues the organization is facing. 

5. Provide copies of minutes – Advisors should regularly receive any document produced by your organization (e.g., minutes, agendas, etc.)
Advisor Functions and Responsibilities

The function of student organization advisors is two-fold. First, their purpose is to try to make a positive contribution to the healthy development and functioning of the organization. Second, they can help prevent or cure undesirable situations that may occur. 

The nature and importance of their responsibility will vary with the nature and past history of a specific organization, but in any case, the advisor should act in accordance with the policies of Eastern Oregon University. Their role should be purely advisory unless some special crisis arises, requiring drastic intervention. In any such case, consultation with the Center for Student Involvement and potentially, the Vice President for Student Affairs maybe necessary. 
Advisors have no legal responsibility for a student organization’s debts. However, debts incurred by the organization should always be a matter of concern to the advisor(s) since their debts reflect on the good name of the organization and ultimately of Eastern Oregon University. 
Advisor Agreement:

Advisors are expected to be familiar with the policies, regulations and procedures for student organizations. Updates to this handbook will be posted online and discussed during the mandatory organization meetings, and notices will be e-mailed from the Center for Student Involvement. 
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IMPORTANT POLICIES

Hazing Prohibited:
Student Conduct Policy (from the EOU Student Handbook)

Oregon Administrative Rules 579-040-0005 - Code 14

Hazing is defined as an act which endangers the mental or physical health or safety of a student, or which destroys or removes public or private property, or which endangers or harms animals, for the purpose of initiation, admission into, affiliation with, or as a condition for continued membership in, a group or organization. The express or implied consent of the victim will not be a defense. Apathy or acquiescence in the presence of hazing are not neutral acts; they are a violation of this code.
Student Organization Administrative Records: 
Oregon Administrative Rules 166-475-0110 (40) Records document the history, development, and policies of campus student organizations. Records may include but are not limited to annual review forms; minutes; constitutions and bylaws; committee, subcommittee, and task force records; Student Senate bill and resolution files; budgets; handbooks; officer and member rosters; scrapbooks; photographs; and related documentation and correspondence.(Retention: Permanent) The Center for Student Involvement assumes that each organization takes responsibility for maintaining its own records. 
Student Organization On-line Directory: 
Once a student organization has completed the requirements for annual recognition their organization will be listed online through the Center for Student Involvement. 
Other campus constituencies will use this online directory to determine whether a student organization has completed the requirements for recognition to receive benefits. This directory is the public face for student organizations, so prospective students, businesses and others may use this directory to learn more about your organization or connect with you to collaborate on projects. It is also meant for you to use to explore your own interests to help you learn about what other student organizations have to offer.  
Chapter
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Meetings and Events 
The success of your organization relies on how prepared you are for the unexpected.
Avoid Meeting Madness
Student organizations will be conducting meetings and events throughout the academic year from small group meetings to trainings, to event planning meetings to team building meetings. Regardless of the type of meeting, how the meeting is run will make or break how effective your time together will be. Both meeting participants and facilitators should intentionally implement basic meeting guidelines to achieve your organization’s goals.  Below are some suggested guidelines but not required: 
Basic Meeting Guidelines: 

· Select a date, time and location 

· Ensure the space is available before selecting the date and time of the meeting/event. EOU Facilities Scheduling calendar can be found at  http://python.eou.edu/fbo/calendar.asp 

· Allow enough time before the meeting to allow your members to make arrangements in their schedule

· Determine a day and time to meet regularly 

· Reserve your space through the EOU Facilities Scheduling Calendar

· Create an Agenda 

Agendas should meet constitutional requirements are a valuable tool for all participants as well as the facilitator. Agendas should outline the sequence of desired outcomes for the meeting while clarifying the purpose. Each organization should determine who is responsible for creating meeting agendas and when they will be available for the participants to view. Some organization’s members prefer to view the agendas prior to the meetings so they are better prepared to discuss and more focused during the meeting. 
*Reminder: Agendas and meeting minutes are administrative documents and should be retained permanently. See page 3.
One thing to keep in mind is that an agenda is only effective if everyone can see it. Be sure to share it and allow others to contribute to its development. Agendas come in all kinds of formats but here is a traditional agenda outline: 

Meeting title:

Date/Time:

Location:

I. Attendance

II. Approval of the Agenda

III. Approval of the minutes (from the prior meeting)

IV. Officer Reports

a. President

b. Vice President

c. Secretary

d. Treasurer

V. Advisor Reports

VI. Program/Committee Reports

VII. Old Business

VIII. New Business

IX. Public Comment/Announcements

X. Adjourn (time)
· Get members involved:
Based on your constitutional guidelines, here are some suggested roles or responsibilities to keep the members of your organization invested in your purpose. By involving others in your meeting management process your getting others engaged in the process. Roles can be rotated to another person for each meeting or for a period of time (per month or term). 

· Purpose Prompt/President - plans and presents activities that help members focus on the group’s purpose
· Facilitator/President – begins the meeting, guides the organization through the agenda and concludes the meeting
· State purpose of the meeting, activity and share the agenda (write on a board or distribute copies)
· Treat all participants with respect

· Call participants by name

· Model behavior you want from your participants

· Support and encourage participation but allow for opting out

· Work with your time keeper to stay on track with the agenda

· Ask open-ended questions rather than yes/no questions

· At the conclusion of the meeting ask participants what they learned or what action they will take before the next meeting

· Time Keeper – keeps the group on task with identified time limits
· Note taker/Secretary – takes notes/and or minutes. This role is especially important as the minutes of your meeting reflect decisions and historical information about your organization. These documents are administrative records. See page 3. 
· Participant Productivity - member participation is the core to being an effective and productive student organization. Showing up to a meeting is just the beginning of be an active participant in your organization. 

The following guidelines are minimum expectations to be an active participant in any organization. 
· Arrive on time….5-10 minutes early (not when a meeting or activity begins)
· Be prepared! Bring a planner, pen and paper
· Come with a clear mind and ready to dedicate 100% of your focus to the items being discussed

· Actively participate – listen and speak when appropriate

· Show respect for your peers, the person facilitating the meeting and for anyone who is addressing the group

· Respond to controversy with civility

· Be clear about what is expected of you before leaving the meeting 
Event Planning – Regardless of the size of the event, we want you to know how to avoid last minute stress, anxiety, or even the need to cancel your event. Here are some guidelines for your organization to follow:
1. Brainstorm ideas. Keep the reason(s) for having an event at the forefront along with the mission of the organization, what your student organization brings to the campus community and how you can potentially collaborate with other student organizations to plan an event. 

2. Select an idea that all of your members are committed to because you will need the help of your membership to plan and execute the event. When applicable, work with other student organizations to choose an idea. 
3. Establish a budget and determine if your organization has enough money to cover the expenses of the program. If not, your organization may need to apply for Senate Allocations or Vending Funds or fundraising may be necessary (be sure to read all fundraising information before conducting a fund raiser). 

4. Develop the goals for the event, timelines and a master task list and how you expect to delegate responsibilities. Communicate often with one another and ensure that everyone is aware of their particular role/responsibilities.

5. You must register your event with the Center for Student Involvement. The event must be approved before it can be publicized or space on campus can be reserved. Do not continue event planning if your organization has not received permission to hold this event. 
6. Ensure the space is available before selecting the date and time for the event. EOU Facilities Scheduling calendar and online request can be found at http://python.eou.edu/fbo/calendar.asp  If the event is to be held off campus, it must still be registered/approved through the Center for Student Involvement. *Be sure that the room or location of your event is accessible for students with disabilities. 

7. If your event requires a contract (deejay, performer, security, or venue) you need to work with the Center for Student Involvement to ensure that contract guidelines are followed. This is a timely process, please allow a minimum of 15 working days to process this paperwork.
8. Make necessary arrangements for special equipment, furnishings and catering/food handling:

a. Audio Visual: screens, microphone, projectors, sound, internet access, etc.  

b. Facilities: Tables, Chairs, Garbage Cans, etc.

c. Catering & Linens

i. See the campus food policy on page….

d. If food handling is involved details needs to be arranged and approved in advance by the Director of Food Service

9. Make appropriate travel arrangements if necessary for your organization’s members or invited guests. (see page…for travel requirements)
10. If event requires any waivers or releases to be signed by participants, ensure that they are completed prior to the event beginning. 
Registering your event: 

You must register any event through the Center for Student Involvement using the Event Registration Form. On this form, you will be asked a series of questions about your event details. You may be prompted to provide additional information based on your responses. Depending on the complexity of your event, you may need the approval of various departments and administrators. While this is all taken care of through the Center for Student Involvement, saving you time from visiting various offices, you should still leave plenty of time for your event to be considered. We strongly advise a minimum of 15 working days in advance. So please, plan ahead! 
Event Registration Guidelines:

Student organizations that have completed the student organization registration with the Intent to Be Active Form are allowed to host events on campus without the submission of an event contract with the university. Groups that wish to contract with the university to host events must register their event through the Facilities Scheduling Office and make a contractual agreement, which requires a fee. 
*Please note: Meetings need not be registered through the Center for Student Involvement.
Advertising is not permitted until the event registration process is completed and approval has been given.  
Begin answering the following questions immediately:

1. What is the nature of the event? (Dance, lecture, social activity, auction/fundraiser, etc.)
2. What is the purpose of the event?

3. What is the desired date, time and location of the event?

4. What is the estimated attendance?

5. Will admission be charged?

a. If yes, will tickets be sold in advance, at the door, or both?

6. Will alcohol be served?

7. Will food and/or beverages be served?

8. Will any contracts be necessary – deejay, performer, security, venue, etc? 

9. Who is permitted to attend the event? 
10. Will there be any raffles at the event?

Reserving Space on Campus:
After registering your organization’s event following the process outlined above, you will also need to request a space for your event. For meetings and other small events which do not require the event registration process, you should reserve a room as soon as possible, by following the appropriate process below. 
To secure a space on campus, you will need to work with the Facilities and Scheduling Calendar at http://python.eou.edu/fbo/calendar.asp by completing a request online. Please, keep in mind that it is only a request. Rooms are not guaranteed until an approval e-mail has been delivered to you. Do not advertise meetings or event locations until your request has been confirmed. 

It is strongly recommended that you place your organization’s request at least 15 working days prior to your event to ensure an adequate space and to allow the scheduling staff enough time to find an alternate location if your request cannot be filled. Room requests made fewer than 5 working days often cannot be accommodated. 

Audio-Visual Equipment Rental
Student organizations may require the use of audiovisual equipment for meetings and events on campus. Equipment and services include but are not limited to: microphones, sound, lap-top, data projector, screen, sound and training to use the SMART technology. 
The Audio-Visual (AV) department processes all equipment requests on campus. Fees charged by the AV department include the rental of the equipment as well as the setup and support. Be sure to plan for this in your meeting/event budget.  http://www.eou.edu/avweb/ 
Alcohol at Events

The Alcohol Beverage Usage Policy:

The University recognizes that the consumption of alcohol by members of the University community at or above the age of 21 is a lawful activity and a matter of personal choice. The exercising of this right requires knowledge, personal responsibility and responsibility to the community. In addition to these, the institution has the obligation to promote well-being, to embark on reasonable enforcement of rules and regulations as a matter of institutional integrity and to protect the University and the State of Oregon from legal liability. 
Policy for Student-Sponsored Events with Alcohol
The following is a set of policy restrictions, requirements and guidelines that constitute the framework for student-sponsored events that include alcohol.

1. Eastern Oregon University recognizes that the consumption of alcohol by members of the University community at or above the age of 21 is a lawful activity and a matter of personal choice. 

2. The University has the obligation to promote well-being, to embark on reasonable enforcement of rules and regulations as a matter of institutional integrity, and to protect the University and the State of Oregon from legal liability where possible.

3. All rules adopted regarding the use of alcoholic beverages are to be applied equally to all segments of the University community (e.g., students, faculty, staff, and guests). 
4. Any event or meeting on campus that includes the serving of alcoholic beverages must receive prior administrative approval. The authority for such approval is the President of the University, who designates his/her representative to the process.

5. Events will not be approved where the primary audience is expected to be under 21 years of age, or where the serving/consumption of alcohol is the primary focus of the activity.

6. Whenever alcohol is served at an event, non-alcoholic beverages must be available and equally promoted. It is also recommended that two food items be available during serving hours if serving a meal is not part of the event.

7. The University’s license, a Limited On-premise Sales License, is jointly held by Aramark and Eastern Oregon University, is valid in the Hoke Union Building. Extension of alcohol beverage service to other sites require a catering contract for each event. Alcohol service in the Hoke Union Building is provided by the food service catering department. 

8. Advertising on-campus events involving alcoholic beverage service must: 

a. conform to the EOU Student Code of Conduct
b. may not promote any form of alcohol or substance abuse

c. may not include alcoholic beverages as prizes

d. may not include the promotion of uncontrolled sampling or “drinking contests”
e. must subscribe to a philosophy of responsible and legal use of alcohol.
9. Only officially recognized student organizations can request and receive approval for events using the University’s Oregon Liquor Control Commission (OLCC) license and may only be approved for access on Fridays and Saturdays.
10. The process of administrative approval will include some version of a checklist of important items as part of the planning process. This list may vary depending upon each event, location and is not limited to the following:

a. Official identification of all patrons

b. Event security

c. Separation of minors at the site

d. Facility issues

e. Food service

f. Promotional activities

g. Cash handling procedures

h. OLCC and EOU compliance

Alcohol Advertising Guidelines 

1. Alcohol beverage marketing programs specifically targeted for students and/or held on campus should conform to the code of student conduct of the institution and should avoid demeaning sexual or discriminatory portrayal of individuals. 

2. Promotion of beverage alcohol should not encourage any form of alcohol abuse nor should it place emphasis on quantity or frequency of use. 

3. Beverage alcohol (such as kegs or cases of beer) should not be provided as free awards to individual students or campus organizations. 

4. No uncontrolled sampling as part of campus marketing programs should be permitted and no sampling, or other promotional activities, should include “drinking contests.” 

5. Where controlled sampling is allowed by law and institutional policy, it should be limited as to time and quantity. Principles of good hosting should be observed including availability of alternative beverages, food and planned programs. The consumption of beer, wine or distilled spirits should not be the sole purpose of any promotional activity. 

6. Promotional activities should not be associated with otherwise existing campus events or programs without prior knowledge and consent of appropriate institutional officials. 

7. Display or availability of promotional material should be determined in consultation with appropriate institutional officials. 

8. Informational marketing programs should have educational value and subscribe to the philosophy of responsible and legal use of the products represented. 

9. Beverage alcohol marketers should support campus alcohol awareness programs that encourage informed and responsible decisions about the use or non-use of beer, wine, or distilled spirits. 

10. If permitted, beverage alcohol advertising on campus or in institutional media, including that which promotes events as well as product advertising, should not portray drinking as a solution to personal or academic problems of students or as necessary to social, sexual, or academic success. 

11. Advertising and other promotional campus activities should not associate beverage alcohol consumption with the performance of tasks that require skilled reactions such as the operation of motor vehicles or machinery. 

Local off-campus promotional activities, primarily directed to students, should be developed with the previous knowledge of appropriate institutional officials.

Event Publicity
The most important part of planning any event is the way(s) in which you communicate event information to the University community and to the public (when applicable). Only campus departments and registered student organizations have posting privileges and permission to use Eastern Oregon University’s name on their marketing materials. On a small campus with a number of organizations it is important for all student groups to respect one another’s rights to publicize events. To that end, the Center for Student Involvement asks that student groups adhere to the following regulations regarding on-campus publicity. 
On-campus Poster Guidelines:

Distribution of posters for the Activity Bulletin Boards happens through the Center for Student Involvement. Distribution times vary from term to term, but posters will be put up at least two times per week. 
All posters must be approved and stamped by the Center for Student Involvement and will be posted by the student staff. 
1. Approval requirements for posters:

a. All Essential Event Information is Provided

b. Only officially recognized student organizations can include the Eastern Oregon University name or logo
c. All posters must clearly denote the official student organization’s name and include details on accessibility needs

2. Posters can be 8 ½ x 11” or 11 x 17” but cannot exceed 11” x 17”
3. Provide 29 copies of your poster to the Center for Student Involvement 

4. Posters will be distributed to: The Voice, KEOL, What’s-Up, Residence Halls, the Admissions Office and the Center for Student Involvement office file and put one on each of the Activity Bulletin Boards. 

5. Table tents in the main/west dining rooms and in Mac’s Grill must be pre-approved and stamped by the Center for Student Involvement and approved by Aramark Dining Services if displayed in their facilities. 

6. Posters found on walls, windows, doors, posts, poles, windshields or restricted bulletins will be removed and responsible parties will be reported to the Center for Student Involvement.
7. Posters from non-profit agencies outside EOU can only be posted on two bulletins in the Hoke Union Building, located in the north and south foyers. 

8. Agencies seeking profitable advertisement are not permitted to post on campus and should be referred to The Voice for ad purchasing and KEOL for donor announcements or ASEOU’s Student Saver program. 
On-campus Banner Guidelines: 

1. Banners must be approved and stamped by the Center for Student Involvement and each organization is required to distribute and hang their own banners. 

2. Banners are not to be hung with glue, duct tape or double sided tape as they leave a sticky residue and can remove paint. Responsible organizations will be charged for any cleaning or repairs due to any damages incurred. 
3. Banners are not permitted on bulletin boards, doors, windows or the exteriors of any University building 
4. Do not cover or move other banners in any way. Banner priority is based on a first come first serve basis. 
5. Organizations are responsible for the removal of their banners within 48 hours following the advertized event. 

6. Hanging banners in Loso Hall by the Learning Center: 
a. Banners should be VERTICAL
b. Must be approved and stamped by the Center for Student Involvement

c. Approved banners must be taken to the College of Arts & Sciences Office, Loso 154, for instruction on how and where they can be placed

Chalking on campus: 
Advertising on campus using side-walk chalk is a unique privilege and must receive approval from the Center for Student Involvement as well as the Facilities and Planning Department. 
Only non-permanent, stick -powdered chalk is permitted.

Considerations for seeking approval for chalking:

1. Cleaning charges may be incurred by the responsible party (pending: whether and other campus events)
2. Provide the following to the Center for Student Involvement  in 5 working days in advance: 

a. All locations where the chalking will take place

b. The information will be included in each location
c. Contact information for the organization member responsible for coordinating the chalking

d. An index to be charged for cleaning services

3. The Center for Student Involvement will provide the above information to the Facilities and Planning Department for final approval. 

a. Special arrangements may need to be made

b. Not all chalking will be approved due to other campus events taking place, limited staff for clean-up, etc. 

Tabling on-campus:
All tabling activity (outside the Campus Activity Fair and Mountaineer Days) on campus must be registered through the Center for Student Involvement and work with the Facilities and Scheduling Office to reserve an appropriate space. Tabling activity is described as activity where recruitment for an event or program happens, flyers and handouts are distributed and/or campaigning for a cause takes place and the like. 
For safety, groups are not permitted to block any exit or entry of any campus building, stairwell or elevator. Extension cords should not be in any egress pathways and voice amplification systems may only be used with advance permission of the Center for Student Involvement.
Contract Development and Signing:

If your organization hires or contracts with someone for a service to your organization, you must receive approval from the Center for Student Involvement and work with them to complete the contract. 

If the contracted service provider will receive a single or cumulative payments exceeding $600 in a calendar year (Jan.-Dec.), the performer must submit a 1099 Form reporting that payment has been made to both the contract holder and the Internal Revenue Service (IRS). This threshold amount is determined by the IRS and should be confirmed by your organization.  

Form 1099 can be obtained at: 

http://www.irs.gov/pub/irs-pdf/f1099msc.pdf 

Dance Policies

1. Admission is restricted to Eastern Students and their guests over the age of 18; Eastern students must have current Eastern ID for discount.  Anyone who does not have Eastern identification, but has picture identification as proof of being 18 or over, may enter as a guest of an Eastern student.  There is a one-guest limit per Eastern student.  Other types of picture ID could be military, state, sheriff, or other college ID.  Exceptions may ONLY be granted by the Director of Housing & Residence Life or the Center for Student Involvement Program Coordinator.

2.
Eastern Students will receive a wristband that is a different color than a guest. This only certifies that student and/or guest can enter the dance. Wristbands allow for re-entry should students/guests leave the dance.  Clubs must supply their own wristbands. It is the responsibility of the club to provide people to take money.

3.
Tobacco products or non-approved alcoholic beverages of any kind are not allowed in the Hoke Union Building.  It is the responsibility of the sponsoring organization to enforce this policy.  Any spills or unusual messes (i.e., chew spit) are the responsibility of the club to clean up.  

4.
The sponsoring organization's officers and members will be responsible for:


a.
Requesting and obtaining a cash box 


b.
Follow all EOU cash handling procedures 


c.
Prohibiting tobacco product use and non-approved alcoholic beverages.


d.
Providing ID checkers/stampers/door security @ entrance to dance.



e.
Providing door security at following locations:  


- Multi Cultural terrace door


- Information desk terrace door


- Circular stairwell door


- Internal stairwell door on the 2nd floor


(by the 200 rooms)


- One rover



This requires a minimum of five people at all times.  People may exit all doors on the second floor, but must use main stair well and go through ID checkers to re-enter the dance.   Direction signs for this will be the responsibility of the sponsoring club.

f. Club to clean all areas used for the event, with the exception of any bodily fluids.  Supplies will be made available for such occurrences prior to the beginning of the dance. Should additional cleaning be necessary (determined by the Director of Housing & Residence Life), your club account will be charged for these expenses. 

g. Securing 2 police officers or two (2) Blue Mtn. Security officers to work the entire dance.  

5.
The sponsoring organization is responsible for upholding all policies of this contract.  Sponsoring organizations found negligent of these responsibilities may not be allowed the privilege of another dance and may be billed from their club account a minimum of $100 for clean-up, damage, and any repair cost.  If the club feels the penalties are excessive, they may appeal the amount to the Student Affairs Committee.

6.
The person in charge of the dance will be designated on the required form/contract with their cell phone number. They will be introduced to the HUB Facilities Assistant, who has keys to janitorial closets for clean-up and storage areas to return borrowed items.

7.
The sponsoring organization is responsible for paying hired employees to include but not be limited to:  DJ's, two police officers, etc.  It is against Oregon law to pay anyone in cash, DO NOT DO THIS.  Do not pay anyone out of your dance cash box.  

8.
In the case that you’ve hired the La Grande Police Department (LGPD) and they do not show by 10pm, notify an EOU Security Officer immediately (x23911).  They can make the call to the LGPD to assess the situation.  If for some reason the police were called out unexpectedly, the club advisor will have the authority to close the dance down.  Please be certain to make contact w/whomever you’ve contracted to provide security several times in the week(s) leading up to your event.  This is not the EOU staff’s responsibility.

RISK MANAGEMENT TC  "RISK MANAGEMENT" \l 1 
Eastern Oregon University and student organizations do not insure or warrant the safety of activities sponsored by student organizations.  All participants in activities that involve risks of physical injury or property damage are expected to assume full responsibility for such risks and for their individual physical fitness to participate in such activities.  Participants may be required by the Student Activities Office to sign and submit an Informed Consent Form (available in the Center for Student Involvement) before your events.  Organizations must work with the Center for Student Involvement and the Facilities & Planning Department to determine the risk level involved with your event or if you are planning a field trip, group travel involving student clubs and co-curricular travel/activities.  Information is available regarding liability issues, foreign travel, event and trip preparation.
Showing Films at EOU – 

Eastern Oregon University student organizations are required to follow a number of rules regarding movie showings on campus. These regulations come from the Council for University Life (CUL). 

Public Performance Rights

Commercial films, videotapes, DVDs, and Bluerays discs, all have copyrights that restrict the manner in which they can be shown. Two specific restrictions that raise issues for students or student organizations wishing to show films on campus:

The first issue is “home” versus “public” viewings. If you rent films, videotapes, DVDs, or Blueray discs, you always have permission to show it in your home. The CUL believes that EOU Residence Halls meet the requirement as homes. However, no other EOU facility qualifies. 

The second issue is charging an admission (or viewing) fee. Charging always requires explicit public performance rights. If your organization wishes to show a film, videotape, DVD, or Blueray disc, outside a residence hall or house and/or charge money, your organization must have an acceptable public performance rights. There are multiple ways to obtain these rights:

· Renting from a distributor. The cost of this solution varies with the age and popularity of the movie, ranging from $200-$1000. 

· Owning a copy of the movie that comes with public performance rights

· Getting written public performance rights from the copyright holder. We will accept a letter from the company, filmmaker, producer, or director of the film. 
The movie CANNOT be shown unless your organization has provided proof of public performance rights to the Center for Student Involvement and the event has been registered through the appropriate event registration process. 
General Rules for Showing Movies

Student groups or organizations in the EOU community borrowing commercial films must follow all copyright regulations as outlined below:

· If admission is charged, the revenue generated shall be used to further the educational goals of the sponsoring organization, as outlined in its constitution and/or bylaws

· The showing of a commercial film in the university is subject to the following regulations: 

· Advertisement must be restricted to the EOU community

· The sponsoring student organization is responsible for the screening of films 

· The sponsoring student organization is responsible for all financial arrangements

· Student organizations are responsible for conforming to city and state fire codes/regulations

Several major production and distribution companies – Columbia, MGM, Paramount, Orion and others have given notice that arrangements to show their films publicly on university campuses can be made by contacting Swank Motion Pictures of St. Louise at 314.289.2102 or http://www.swank.com/ All students who wish to show films under circumstances that are potentially considered “public” are urged to call this organization to arrange for appropriate permission. 

Please allow at least three weeks or more to arrange for a film showing. The greater notice that you provide to the film distribution company, the greater the chance they will be able to supply the film that your organization wants on the date desired. It is discouraged that you attempt to book your showing with less than two weeks notice. 

Guidelines for Media, Filming, Photography and Recording for Student Organizations

There are significant security reasons for limiting photography and filming on campus. EOU wants to ensure that faculty and students can express themselves freely, work in laboratories and classrooms without probing cameras, and move about the residence halls without concerns about being surprised or watched by cameras. The following guidelines are designed to protect the privacy of students, faculty and staff. 

· In general, non EOU reporters, photographers, video/motions picture cameras, and media recording equipment are not permitted inside the classrooms, laboratories, residence halls, student dining, office buildings or other facilities. 
· Photography/filming/recording of special events, guest speakers, and performers is permitted in designated areas (see….) Groups must secure permission in advance, in writing, from….
· Photography/filming is only permitted in the classrooms, laboratories, administrative offices, or restricted access area for educational purposes by EOU or EOU sanctioned 
entities is allowed.
· Student organizations should respect the privacy of fellow students, faculty and staff. Student organization photographers are permitted to photograph special events and activities in the residence halls but must secure the permission of the organizing group and identify themselves and the organization they’re representing. 
Chapter
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Financial Management

“The future is not a result of choices among alternative paths offered by the present, but a place that is created – created first in the mind and will, created next in activity. The future is not some place we are going to, but one we are creating. The paths are not to be found, but made, and the activity of making them, changes both the maker and the destination.” – John Schaar, Futurist and Professor Emeritus University of California Santa Cruz
There are many elements that contribute to sustainable organizations. Strong financial management, combined with adequate resources, can go a long way toward achieving sustainability for your organization.

Occasionally, the Center for Student Involvement will request the assistance of the campus Business and Finance department to perform an internal audit for individual organizations, which, may result in an audit of all student organizations by the Oregon University System. 

An audit is a good way to re-educate student organizations about proper financial management and can provide suggestions on improving an organization’s fiscal management techniques. 

Violations to campus, state or federal policies and regulations related to financial management are conduct violations and can be sanctioned with disciplinary action by the university.
Getting Started
Officers’ Responsibilities: Checks and Balances. The bottom line: Your organization is responsible for its own finances and financial records. The university will provide guidance, if needed, but the responsibility rests with the leadership of the organization. In order to maintain good financial control, it is necessary for more than one person to hold responsibility for the financial transactions. The philosophy of checks and balances is an important one to maintain because EOU holds all membership responsible for any debts incurred on behalf of the organization if the organization does not have sufficient funds to pay for an expense. 

Financial Accounts

The Oregon State Treasury prohibits any student organization from establishing a bank account and/or completing any financial transactions off campus. All financial transactions must be done in conjunction with the Center for Student Involvement through the Business and Finance department. 
For student organizations to have access to their accounts, they must have completed the official recognition process for the current academic year. 

Sufficient Funds
Student Clubs are the only student organization that is self-sustaining, meaning: they’re the only student organization that does not receive annual funding or financial support from student fees or campus departments. Clubs are required to raise their own operating funds, or seek funds through Senate Allocations or Vending Committee and are required to have sufficient funds in their accounts prior to placing orders or making purchases of any kind. Clubs that are found to have insufficient funds when an invoice arrives will be held personally responsible for the payment of the invoice and the account will be suspended. To verify account balances, contact the Center for Student Involvement. 

Paying the bills

The process for paying the expenses of your organization and entering those payments into your financial records is referred to as “accounts payable”. All payments and reimbursements should only be for the purpose of the organization, as the organization has defined in its mission or constitution. In other words, student organizations are not permitted to use the organization’s funds or fiscal management procedures for any individual’s personal expenses. 

All payments requests go through the Center for Student Involvement. Payment Requests take a minimum of 7-10 working days to process and checks are only cut on Wednesdays. Therefore, it is essential that the paperwork is completed immediately to process payment in a timely fashion.
When purchasing a good or service that will require an invoice, please ensure that the organization’s name, index code and member’s name and contact information are listed on the invoice to ensure appropriate delivery and payment. 

For every invoice or bill your organization needs to have paid, a Payment Request form must be completed and attached. 
All incomplete payment requests will be returned to the person delivering it or mailed to the on-campus advisor to be completed and returned immediately. 

Do not allow your bills or payments to be overdue to any vendor. 

Organization accounts will be suspended for repetitive overdue payments that are a result of the organization’s actions. 

Reimbursements for Purchases
Reimbursements should only be for the purpose of the organization, as the organization has defined in its mission or constitution. In other words, student organizations are not permitted to use the organization’s funds or fiscal management procedures for any individual’s personal expenses. 
Purchases made off campus requires a member of the organization to personally pay for the goods or service and then file a Reimbursement Request form with the Center for Student Involvement with the original, itemized receipts and/or invoice. 
All student organization, reimbursement requests go through the Center for Student Involvement. Reimbursement requests take a minimum of 7-10 working days to process and checks are only cut on Wednesdays. Therefore, it is essential that the paperwork is completed immediately to process the reimbursement in a timely fashion.

To reimburse a member of your organization, the member must have a W-9 form on file with the university. 
Reimbursements for Travel Related Expenses

Members of student organizations seeking a travel advance or reimbursement for travel related expenses must do the following PRIOR to ANY trip beginning: 

1. Complete a Travel Authorization form and receive appropriate approvals through the Center for Student Involvement at least 2 weeks in advance.
2. Risk Management Forms

3. If necessary, complete the Reimbursement/Payment Request form and submit to the Center for Student Involvement prior to the trip beginning.

Upon the conclusion of the trip, a travel reimbursement and the rest of the student organization reimbursement request must be completed and submitted to the Center for Student Involvement. All personal expenses, mileage, and meal per diems must be itemized and original receipts attached. Per diems for food do not require receipts. 
See the Travel section for additional travel policies and procedures. 

Purchasing

One or more individuals in your organization, usually, only officers, are authorized to order goods and services (see your constitution, bylaws and completed annual recognition forms). Only those people should make purchases on behalf of your organization. 

Student organizations are encouraged to work with the Center for Student Involvement to make purchase orders. Some organizations continuously order through reputable vendors and the Center for Student Involvement can assist in identifying vendors for various goods/services. 

The Center for Student Involvement can also assist in making purchases using the Procurement Card. This would require the approval of the authorized purchasers for your organization and would allow you to make the purchase without requiring an individual to go through the reimbursement request process.

To make a purchase using the Center for Student Involvement’s procurement card, please make an appointment our Administrative Program Coordinator. Please allow yourself enough time to schedule the appointment and order the goods. 

Charging
Charging items to a vendor account is at the vendor’s discretion but keep in mind that as an agency account of EOU, you are representing the university’s interest. The process for paying invoices from charged purchases can be irregular and difficult to manage

All charges made with vendors off campus require you to include the following information on the invoice:

1. The signature and printed full name of the authorized purchaser 

2. The organizations index code

Invoices are due to the Center for Student Involvement within 48 hours of the purchase. 

Clubs are prohibited from charging anything other than duplicating expenses to the EOU Bookstore. 
Fundraising Policy

All recognized student organizations must follow this procedure for any fund raising activities (cash, goods or services) on or off campus. This policy complies with the Administrative Rules of the Oregon University System. The authorization to conduct fundraising is provided through the Center for Student Involvement. 
1. Fund raising activities are considered to be events and must be registered by recognized student organizations should be completed and submitted four weeks prior to the event to insure that there is enough time to evaluate the request and to adequately plan and organize the event.
2. If an event is conducted with an outside vendor and they are to be compensated for services they provide (i.e. concert, lecture, etc.), a Personal Service Agreement (PSA) must be attached to the Fundraising Request Form (p. 24).  PSA’s can be obtained in the Student Activities Office.  Only the VP of Administration or their designee can sign contracts for the institution.  Such contracts must cover the responsibilities of each party, prices of items to be sold, and the percentage of proceeds to each party. 

3.
An itemized revenue/expense projection must be submitted with the Authorization to Conduct Fundraising application.
4.
The Student Activities Program Coordinator must approve all fundraising activities by student clubs and organizations.
5.
Special events that include food sales must also be approved by the Director of Food Service and the Director of Housing & Student Life.
6.
If a group wishes to sell raffle tickets in a “public space” adjacent to another groups event (i.e., in the lobby of Quinn during a basketball game or the lobby of Loso during a symphony), the event manager for that event must be informed that these activities will be taking place.  The group selling the raffle tickets must then reserve space, tables and chairs in the normal way through Facility Scheduling. If a group wishes to sell raffle tickets inside the “reserved event space” (i.e. in the stands during a basketball game or inside McKenzie Theatre during a symphony) the event manager for that event must approve the activity within their “reserved event space.”  They need to sign-off on the fundraising form, acknowledging that they have approved the raffle activity to take place inside their “reserved event space.” Please see separate guidelines for raffles and pari-mutuels. More information is available in the Center for Student Involvement.

7.
An itemized revenue/expense statement must be submitted to the Student Activities Office within 14 days after the event.

8.
All revenue must be deposited (on the first working day after the event) into the campus club account.

9.
Clubs and organizations that fail to abide by the above procedures will lose university fund-raising privileges.

10.
Please see separate guidelines for Raffles (p. 24).  More information is also available in the Student Activities Office.

Eastern Oregon University has adopted the following guidelines to be used by student organizations when asking community support for their fund-raising events.

The Center may approve solicitation of goods or services by student clubs and organizations either on or off the campus only if:

1. Contributions are in exchange for goods or services provided by the club or organization (e.g. car washes, bake sales, raffles).
or

2. Contributions are for the direct support of an event or services offered by the club or organization open to participation by the entire campus community (e.g. Casino Night, Speel-Ya Pow Wow).

Clubs or organizations may also assist recognized charitable non-profit groups in solicitation activities (e.g. March of Dimes, UNICEF, Red Cross) subject to the approval of the Student Activities Office.

Grant Funding

If your club is considering applying for any grants, you must see the office of Marketing/Development & Public Affairs, located in Inlow 212 (or phone x23740) prior to filling out any paperwork.  
Deposits

In order to deposit funds, please use the new miscellaneous deposit form found on-line at:
http://www.eou.edu/staccts/misc_deposits.html 
All deposits go to the Accounts Receivable Office in Inlow Hall 214 .  
Deposits will be accepted between 8am and 4pm.  
Checks that are more than 30 days old will not be accepted, and in addition:

· Checks returned by the bank will be charged against your club account

· Do not cash personal checks or two-party checks with your club funds
· You are required to deposit cash/checks by the end of the next working day after your event.

· All deposits must be accompanied by the MISCELLANEOUS DEPOSIT form .

· Currency and checks need to be counted & facing in the same direction

· DO NOT SEND CASH DEPOSITS THROUGH CAMPUS MAIL

· KEEP COPIES OF ALL TRANSACTIONS AND SUPPORTING DOCUMENTATION

·  Do not maintain/keep cash in the organization or any member’s possession after an event in a separate cashbox or petty cash fund.  

· All funds must be deposited!

Please follow the deposit form instructions listed on the website above and make sure to save your form and print it out to deliver w/your deposit to the Accounts Receivable Office.
Recognition of any organization is not to be interpreted as an endorsement by EOU of/on the purpose, activities, partisan political position, or point of view of the organization.





When securing a new advisor for an organization, the group must submit a letter from each advisor stating that he or she has read the statement above and agrees to serve as the specific student organization’s advisor. The letter should only be submitted when an organization is either selecting a new advisor or applying to become a newly recognized organization.  The registration form with the original signatures must be filed annually by the end of each October. By signing that form, the advisor is confirming their ability to continue serving in that capacity.
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