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GENERAL POLICIES FOR STUDENT ORGANIZATIONS



4 Page

STUDENT ORGANIZATION RECOGNITION AT A GLANCE
Student organizations must be recognized through the Student Activities Office, which requires:

Y List of current officers/e-board members

Y Constitution & acknowledgement of college policies
Y Roster of current members

Y Accurate organization information

Students may apply to start a new student organization through our New Club Recognition Process,
which occurs once per semester, usually within the first 6 weeks, and is publicized by the Student
Activities Office. Students wishing to register a new student organization must complete the online
Student Organization Registration form through our engagement platform, Xander. Once this is
submitted in full, the new organization application will need to be reviewed and approved by the Club
Review Board (CRB), with oversight by the Student Activities Office. Student organizations are not
permitted to reserve space, sponsor events, or send all-campus emails prior to being approved as a
recognized student organization.

Current student organizations must renew their registration in the spring semester in order to renew
for the following academic year. Officers are expected to update their student organization profile in
Xander whenever there are changes to their roster, leadership, or Constitution. Organizations that do
not renew for the next academic year will be deactivated.

In addition to organization recognition/renewal, all student organizations are required to complete
required trainings as outlined by the Student Activities Office. All officers/e-board members of
recognized student organizations must attend an annual Title IX training. Information about the
trainings will be distributed via email, and an organization may be deactivated if the training
requirements are not met.

Recognized student organizations must be open to all students, without regard to race, color, religion,
national or ethnic origin, gender, sexual orientation, age, marital status or citizenship. Student
organizations must comply with all State and Federal laws, as well as Hamilton College policies on non-
discrimination. Performance groups and competitive teams are permitted to hold try-outs or auditions
to determine team assignments, but are encouraged to find ways to be as inclusive as possible in their
membership.

It is strongly recommended that student organizations have an advisor who is a regular, full-time
member of the faculty, staff, or administration.


https://www.hamilton.edu/student-handbook/320 1717w.hamilton.edu/stude759 2407 1760 2466 1761 2506 1762 2537 1763 2568 1764 2032
https://hamilton.presence.io/organizations
https://www.hamilton.edu/offices/studentactivities
https://www.hamilton.edu/offices/studentactivities
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RECOGNITION BENEFITS

All student organizations are subject to regulation by the Student Activities Office and the College. The
benefits of recognition granted by Student Activities and the College include:

e Use of College name & marketing resources

e Creation of an organization email account

e Mass email privileges

e Ability to reserve rooms for meetings/events and College vans for off-campus trips

e Posting privileges to hang posters in common spaces on campus

e Use of a College budget line managed through the Student Activities Office

e Eligibility to apply for funding from Student Assembly

e Collect membership dues and hold fundraisers

e Request services from the College Print Shop, Facilities Management, AV Services, and Bon
Appetit catering

e Reserve cash boxes, cash advances, credit cards, and Hill Card readers for event purchases and
fundraising

e Ability for Student Activities staff to review and approve offer letters and contracts for artists
and event vendors

Y Participation in various events for recognized clubs and organizations, such as the annual
Student Activities & Organizations Fair.

PURPOSE OF RECOGNITION

The recognition and registration process is intended to:
[
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Newly recognized student organizations will have a 5-week probationary period before they are
eligible to apply for Student Assembly funding. The 5-week probationary period does not include
College holiday breaks. After the 5-week probationary period, and after completing a Finance Training
session, newly recognized student organization are eligible to apply for non-strategic funding.

REQUIRED TRAININGS/TASKS FOR NEWLY RECOGNIZED STUDENT ORGANIZATIONS

Officers/e-board for newly recognized student organizations must complete the following tasks:

e Attend a Mandatory New Club Meeting (at least one club e-board member required)*
Complete Title IX training for club leaders (every e-board member required)*
Attend a Student Assembly Finance Training (required for treasurer if you plan to use funding)
Attend 25Live Enhanced User Training (if needed)
Hold at least 1 interest meeting to recruit members*
Submit an end-of-semester evaluation*

New recognized student organizations MUST complete the tasks designated with an * before the end
of the semester within which they were recognized. If these tasks are not completed, the club’s
recognition status will be revoked.

STEP 4B: APPEALS PROCESS FOR DENIED APPLICANTS
When a new organization is denied recognition by the CRB, the student leader who submitted the
application may appeal this decision. The following steps shall be used to appeal a decision made by
the CRB:

e Student submits a written request outlining the reasons for the appeal to the Chair of the CRB,
Orlando Paz ‘22, at opaz@hamilton.edu, within seven days of the date of the CRB’s original
decision.

e The appeal will be presented by the Club Review Board members at the following Student
Assembly meeting (Mondays at 8:30pm). The student leader is welcome to come to the
meeting and answer questions from the CRB and Student Assembly.

e The Student Assembly Central Council will vote to either approve or deny the appeal.

e A 2/3vote is required for the vote to pass.

e The decision by the Central Council cannot be appealed.

CLUB REVIEW BOARD

The Club Review Board (CRB) is a designated student committee within Student Assembly and is
responsible for reviewing and approving/denying applications for new club recognition. The Club
Reviews Board is comprised of the Student Assembly class presidents from all four class years, as well
as a Student Assembly-appointed committee chair. The Assistant Director of Student Activities advises
the Club Review Board. In the CRB’s absence, decisions regarding new club recognition will be made by
the Assistant Director of Student Activities or his/her designee.

The Club Review Board shall made decisions regarding new club recognition using established criteria.
The members of the Club Review Board will vote to approve/deny new clubs recognition, with a 2/3
vote being required for a vote to pass.
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If the Assistant Director of Student Activities or the CRB have concerns regarding a new club
application, these entities reserve the right to consult with the Dean of Students Office regarding their
concerns.

The CRB, in consultation with the Student Activities Office or its designees, may prescribe limitations or
additional steps for certain types of student organizations to become recognized. Student Activities
partners with colleagues across campus to assist in the oversight and administration of recognized
student organizations, and therefore the CRB consults with the appropriate partner when reviewing
applications for organization recognition. The following list outlines the additional considerations that
apply to certain organization category types:
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Designated executive board (e-board) that includes at least a President and Treasurer.
Demonstrated plan for electing leaders and ensuring sustainability of the organization.
Demonstrated plan for storing equipment/resources, if applicable.

Demonstrated benefit to the Hamilton community.

Demonstrated need for recognition based on benefits provided to recognized student
organizations.

RENEWAL PROCESS FOR EXISTING STUDENT ORGANIZATIONS

The renewal process for existing recognized student organizations takes place near the end of the
spring semester for the following academic year. Current organization officers/e-board are expected to
submit the renewal for their existing organization within the deadlines outlined and publicized by the
Student Activities Office and CRB. Renewal is completed online via an In Transition form through our
engagement platform, Xander. The renewal process will be open for at least 2 weeks. If an organization
fails to renew by the designated renewal date, they must repeat the initial recognition process as a
new organization the following semester, including the 5 week (70 day) probationary funding period..

Incoming officers/e-board members will be contacted in August/September to remind them to
continue to update their organization information in Xander before the start of the fall semester.

Students listed as current officers for a student organization are the only group members who have
access to edit an organization in Xander, therefore it is very important to constantly update all
organization information. If you are not listed as a contact, then you must contact the Assistant
Director of Student Activities to get access to your organization.

AVAILABLE RESOURCES FOR FULLY RECOGNIZED ORGANIZATIONS

1. Use of college name.

a. Recognized student organizations may use Hamilton College in their organization
name.

b. If your organization collects dues, the College name cannot be used in an off-campus
bank account. While off-campus accounts are not forbidden, they are discouraged.

2. Reservation and use of campus facilities.

a. Facilities may be viewed and reserved online using 25Live.

b. The College Events & Scheduling Office reviews and approves all reservation
requests submitted to 25Live. An event will be “tentative” until it is reviewed by this
office. Student groups are not permitted to publicize an event until they receive
confirmation their reservation is confirmed.

3. Use of an organization email account to send email to the mass email listservs.

a. Student Organizations may send listserv messages from their Organization’s account
only.

b. Tosendan e-
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a. Through the online system, you can post information onto the Student Activities
website. This information can include a description of your organization, a photo,

11
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a. Do you have an idea of what your organization would like to do but have no idea

how to get in touch with the person? The Student Activities Office and the Campus
Activities Board (CAB) have a significant number of resources that are available to
you. In these resources, you can find contact information, short biographies, and
references, etc. Stop by and ask the Assistant Director of Student Activities for more
information. At the very least, if we don’t have something on hand, we can point
you in the right direction.

16. Ability to table and fundraise in Beinecke Village / Martin's Way.

a. Please note that Beinecke Display Tables are the only approved area for student

organization fundraising activities. Tables in the display area of Beinecke Village, just
outside of the Howard Diner, must be reserved in 25Live at least 48 hours in
advance of their intended use. In order to minimize congestion and maximize your
group’s visibility, a maximum of three groups can reserve a table in Beinecke Village
at any one time.

For specific information regarding fundraisers, review the Student Fundraising
Policies and Regulations in the Student Handbook.

Student Organizations wishing to hold a fundraiser in another venue, or targeting
alumni/families should consult with the Student Activities Office for permission.

17. Participation in various events for recognized clubs and organizations, such as the annual

Student Activities & Organizations Fair.

ORGANIZATION ADVISORS

12
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Y Empowering students to take action and to take satisfaction in seeing the student organization
succeed.

13
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EVENT PLANNING

EVENT PLANNING AT A GLANCE

7 Easy Steps to Planning an Event

1.

akrwn

Begin with an Idea.
Start Planning.

Seek Funding to Cover Expenses.

Schedule the Event.

14
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Events are scheduled through 25Live. A full summary of the steps to schedule an event in 25Live can be
found on the College Events and Scheduling Office website.

STEP 5: ORGANIZE THE PROGRAM ACTIVITIES
The following list includes recommended steps and considerations for planning the logistics for your
event.

Three to Five Weeks Prior to the Event
[ )

15
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o Provide an update to organizational membership and advisor.
e Day of the Event:

o Ensure that all committee assignments are carried out and details are underway.

o Pick up payment checks from the Student Activities Office or from a representative
from your funding source. If the event occurs on a weekend, the check must be
picked up no later than 4:00PM on Friday.

e Immediately after the event:
Be sure to clean up. Tie garbage bags for food that may get smelly overnight.

o Be sure to track all of your expenses. If you need to submit receipts for
reimbursement, you must submit a reimbursement request with all original receipts
to the Student Activities or a representative from your funding source.
Reimbursement for expenses UNDER $25.00 can be settled in cash. Any expenses
totaling over $25.00 must be settled by a check. The appropriate reimbursement
envelopes are available at the Student Activities Office on the second floor of the
Sadove Student Center.

Return borrowed or rented equipment.
o Send notes of thanks, as desired.
o Remove all publicity materials (flyers, posters, banners, etc.).

CONTRACTS

A contract is required any time we are inviting an outside performer or service provider to come to
campus. Contracts should be issued for outside (non-Hamilton) performers, even if they will not be
paid for their performance. STUDENTS MAY NOT SIGN CONTRACTS UNDER ANY CIRCUMSTANCE.
The Director and Assistant Director of Student Activities are the only au UN

16
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first-serve basis. It is recommended that work be submitted at least 24 hours in advance.
Larger jobs, involving printing and/or handwork (folding, collating and/or binding) require
more time. Call ext. 4626 or 4627 for time estimates. In order to process an order, the club
or organization account number must be included on the form
a. Basic black and white copy pricing:*
i. $.05 per side for 8.5 x 11 white or color paper
ii. $.07 first side and $.05 second side for 8.5 x 14 white or color paper
iii.  $.09 first side and $.05 second side for 11 x 17 white or color paper
iv. *Card stock prices are slightly higher.
b. Color Copy Pricing:
i. $.25 per side for 8.5 x 11 paper
ii. $.27 per side for 8.5x14 paper
iii. $.30 per side for 11x17 paper
iv. *Card stock prices are slightly higher.
Typesetting and Design: The Print Shop is happy to assist with poster, flyer, post card,
brochure and invitation design and typesetting. Call Yvonne Schick at x4626 for assistance.

. File Requirements: For copying and printing orders, clean hard copy or electronic files must

be provided. Files from common programs are accepted, but PDF files are preferred, as
some fonts may not be available on Print Shop computers. Originals may be brought to the

Print Shop (hard copy, disc or thumb drive), or sent to printsho@hamilton.edu as an e-mail
attachment.

RESIDENTIAL LIFE

a.

Every Residential Assistant has a mailbox in the Residential Life office. They are a good
resource for advertising your events because each floor has a bulletin board for publicity.

b. Contact: Jean Burke, x4014

TRANSPORTATION OFFICE

a.

21
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from the event date), valid van requests will be promptly confirmed and will
utilize a van available within the correct priority grouping

If the requesting organization does not fall within one of the priority groupings,
or if all vans are already reserved within the appropriate priority grouping, then
the request will remain on hold until it is within 14 days of the event date. Once
within 14 days of the departure date, any available van can be reserved
regardless of priority grouping, using a first-requested, first-served policy. Note
that the request date is the date that all required information was fully and
accurately submitted as a Van Reservation Request in the 25Live system.

22
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2. Groups shall not travel more than 14 hours per day, regardless of the number of
drivers available for the trip or in the vehicle.
3. Trips shall not depart from any location nor should driving take place between
the hours of 1:00AM and 5:00AM. The jitney is exempted from rule 1c.
4. For a complete list of vehicle policies visit:
https://www.hamilton.edu/offices/safety/transportation
e. A Note About Traveling
When arranging a trip to travel off-campus, please notify Student Activities so that they
can properly notify Campus Safety and the Dean of Students Office of the following
information in the case of an emergency:
1. List of students traveling
2. Destination and Accommodations
3. Contact Information including a phone number.

23
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b. The College has reciprocal tax exemption status in the following states:
i.  Connecticut - exemption from restaurant and hotel tax must be requested three weeks
prior to event, tax exemption certificate must be presented to vendor
ii.  Florida - tax exemption formii.

25
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STUDENT ASSEMBLY FUNDING

STUDENT ASSEMBLY FUNDING AT A GLANCE

Prior to applying for Student Assembly Funding, a student organization must be recognized by the CLub
Review Board (CRB). Once approved, an organization must adhere to the following guidelines:

1. Attend the Finance Training: Student organization treasurers are required to attend the
Student Assembly Finance Training at the start of the academic year to be eligible for Student
Assembly funding. Newly recognized student organizations will be offered a finance training
after new club recognition.

2. Probationary Period for New Organizations: There is a 5 week probationary period for newly
recognized student organizations. New student organizations are not eligible to apply for
Student Assembly funding until after their 5 week probation is completed.

3. Obtain Authorization: Do not, under any circumstances, purchase food, supplies or obligate
Hamilton College in any way without the prior authorization of the Student Assembly or your
authorized funding source.

4. Follow Procedures: Use the proper forms. Carefully enter all information on forms per
instructions in this Student Organization Manual.

26
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C.

records. In addition, each organization is encouraged to have an assigned advisor who will also

monitor expenditures made by the organization.

The Assistant Director of Student Activities and the Treasurer of the Student Assembly will
closely monitor student organization expenditures on a regular basis.

Only officially documented invoices, bills, or receipts (for reimbursement) are acceptable for
payment.

i.  Checks should be used to pay individuals on campus (or to off-campus vendors) when
large amounts are desired. Requests for checks should be channeled through the
Student Assembly Treasurer, then to the Assistant Director of Student Activities, who
will direct it to the Business Office. R

28
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STUDENT ASSEMBLY FUNDING CODES

Article X. Student Assembly Funding Codes

29
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6.

7

The number of students expected to benefit from the funding.

A detailed explanation of the purpose of the event and how the event will advance the mission of both the
organization and Hamilton College.

The date, time, and location of the event.

Endowed organizations must provide documentary evidence of how their endowment funding is allocated
toward the program.

Any other information requested by the Student Assembly Funding Committee.

If the proposal includes equipment, a storage plan must be outlined.

D. Itemization requirements for specific types of expenditures:

1.

Food for On-Campus Events
i. Student Assembly will only provide funding for food for on-campus events if the food enhances
the quality of the even

30
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Student Assembly will not fund plastic, single-use water bottles. Organizations are encouraged to provide
water in bulk coolers through Bon Appetit as opposed to individual water bottles.

Student Assembly will not fund donations to nonprofit organizations, and fundraising events with a
mandatory entrance fee.

Student Assembly will not fund “miscellaneous costs/items.”

Student Activities reserves the right to reject an event budget based on safety concerns. Student Assembly
will not fund power tools without confirmation that appropriate administrative offices have been consulted
and the equipment will be safely used and stored.

Student Assembly will not fund club uniforms or gear.

No organization may receive funding from Student Assembly to pay a member or any student for a service
rendered for that organization. A member is defined as an individual who has been on the organization’s
roster and/or has been a significant contributor to the organization at any point in time within the current
semester.

F. Reallocations & Rollbacks

1.
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B. Event Publicity
1. If the event information is not sent to the Student Assembly Publicity Chair by the non-strategic deadline
prior to the event, the club or organization will receive a warning. If it happens twice, approved funding for
future events will be rescinded.
C. Planning
1. If your event requires you to meet with either the Director of Student Activities or Assistant Director of
Student Activities, you must meet with them in advance.
i If your event requires anything to be ordered and delivered, you must plan accordingly to ensure
that the items arrive in time for the event.
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