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New Student Organization Packet

Organizing a New Student Organization at 

Gateway Community College
Recognition of New Student Organizations

New student organizations will be established as students express an interest in forming them.  Students wishing to form new organizations should contact the Student Government Association President or the Director of Student Leadership Programs and Activities in the Office of Student Activities and Leadership Programs.  Before an organization can be recognized on campus or be able to receive any allocation of the Student Activity Fund, the group must be processed by the Office of Student Activities and Leadership Programs, recognized by the Student Government Association, and receive final approval from the President of the College.  

If you decide you want to start a new student organization.  Here's how:

1. Meet with the Director of Student Leadership Programs and Activities to discuss your idea for the organization, its purpose and how to begin.  Students will receive a Sixty (60) Day Permit to Begin a Student Organization which will afford students the opportunity to use campus facilities for up to 60 days to organize their student organization.
2. The minimum number of students required to create a new organization is eight (8). All students must be in good standing with the College.

3. Compile a list of prospective members using the Student Organization Roster. The roster requires:

· Student’s name

· Elected Position

· Address

· Student ID number

· Phone

· Email
4. The organization must select an advisor by a vote of the student members to be supported by the SGA Executive Officers and approved by the Director of Student Leadership Programs and Activities on a yearly basis.  

5. As a group, write a constitution (example included) which reflects the purpose of the organization, its governance structure and the way you intend to run it including: meetings, elections and amendments (see sample).  All sections and articles of your Constitution should be explicitly defined.  All Constitutions must comply with State, College and Student Government Association policies.
6. Review your Constitution with the Director of Student Leadership Programs and Activities to ensure that it is complete and complies with State, College and Student Government Association policies.  Once approved by the Director of Student Leadership Programs and Activities and the College President, the group may submit the new Student Organization Packet including the organization roster, Constitution, and the Student Organization Advisor Selection and Agreement Form, to the President of the Student Government Association for review.

7. Upon submitting your Constitution to the President of the Student Government Association, you should make an appointment to present your organization's Constitution for recognition at a Student Government Association general meeting.

8. If your organization is approved, you must submit one copy of your approved Constitution to the Office of Student Activities and Leadership Programs to establish your organization's permanent record.

9. All amendments to your Constitution (including changing the name of your organization) must be approved by the Student Government Association after being reviewed by the Director of Student Leadership Programs and Activities.

10. After recognition, your organization may approach the Finance Committee of SGA for funding.  A budget request form must be filled out correctly and submitted to the SGA Treasurer for review by the Finance Committee in order to receive any money.

11. All organization constitutions, recruitment procedures and practices must be free of any and all restrictions for membership on the basis of race, color, handicap, military status, creed, religion, sexual orientation or national origin. Policies or practices not in accordance with these requirements, written or unwritten, are prohibited. Violations of these requirements can lead to immediate loss of College and Student Government Association recognition. 

The Role of the Advisor

Introduction

Education, the central goal of a College environment, takes place in many different ways. One way is through a co-curricular student involvement program.  Educators facilitate learning in different ways as well. Role modeling and mentoring are two very important modes of helping people learn.  The advisor helps the student take full advantage of co-curricular learning and serves as a role model and mentor for members of student organizations. Advisors do not have any authority to determine club policies, programs or officer selection and are expected to allow students to make their own decisions as to the operation of the club.  

Requirements for Serving as an Advisor
· Primary Advisor(s) must be a full-time employee of Gateway Community College.  (In rare instances, an exception may be made at the discretion of the Director of Student Leadership Programs and Activities.)  In order to serve as a club/student organization advisor, the club or organization must nominate an advisor by a vote of the club members to be supported by the SGA Executive Officers and approved by the Director of Student Leadership Programs and Activities on a yearly basis.  This faculty/staff member serves as the Primary Advisor to the student organization. 
· Organizations may elect to have a Secondary Advisor who must be an employee of the College with the exception of student employees.  In order to serve as a club/student organization advisor, the club or organization must select an advisor by a vote of the club members to be supported by the SGA Executive Officers and approved by the Director of Student Leadership Programs and Activities on a yearly basis. Club advisors must attend the Student Organization Advisor Training and Orientation and must sign the Student Organization Advisor Selection and Agreement Form.

· All club advisors must participate in Student Organization Advisor Training on a yearly basis.

Responsibilities and Role of Student Organization Advisors
Student organization advisors agree to:

1. Take an active role in advising the student organization.

2. Offer guidance to the organization on goal setting, organization management, program planning, problem-solving and group evaluation.
3. Promote student involvement in the operation of the club.
4. Know the organization’s process for obtaining new members.

5. Know the general purpose of the organization and be familiar with all provisions outlined in the organization’s Constitution and Bylaws.
6. Know the officers and the current members of the organization.

7. Meet with the organization’s leadership on a regular basis (at least once per month).

8. Establish with the student organization officers the manner and frequency in which the Advisor(s) will participate in the organization’s activities, e.g., programs, social events, and meetings.

9. Remain informed of all activities sponsored and conducted by the student organization and attend all on-campus events.
10. Advisors are required to attend and chaperone the various on-campus events of the student organizations they advise, held during and after normal business hours.  Advisors should arrive at least one half hour before the event and remain until the dissipation of the crowd.
11. Not all faculty or staff members have a schedule that will allow him/her to chaperone off campus activities.  Therefore, it is up to the club members to determine who they wish to have serve as a chaperone.
12. If requested by the club members, be willing to chaperone any off-campus events or conferences held by the club.

13. Be knowledgeable about and adhere to College polices and procedures which pertain to student organizations and inform the student organization officers of his/her responsibility to do the same.
14. Be knowledgeable of the procedures and expectations of student organizations as defined in the Student Government Association Constitution and Bylaws.
15. Adhere to the Student Activity Fund Financial Guidelines.
16. Be familiar with parliamentary procedure.
17. Be knowledgeable of policies and procedures listed in the Code of Student Rights (in the Gateway Community College Student Handbook) and review this code with the student organization officers.
18. Report to the Director of Student Leadership Programs and Activities any activities which may or will violate College policies.
19. Advisor mail will be sent to their respective offices.  Please do not remove mail from the club mailboxes found in Student Activities and Leadership Programs, as the information is intended for the student membership.

The View of the Advisor as Viewed by the Student Leaders – American Student Government Association

· Serve as a Resource Person
· Offer positive reinforcement and support 
· Provide constructive criticism
· Inform students on legal and policy matters
· Attend club meetings
· Advise on specific College Procedure
· Be available 
· Discuss ideas, but don’t dictate
· Support events by attending
· Play devil’s advocate when needed
· Realize leaders are volunteers
Supervisory Responsibilities of Chaperones at On-Campus Events

· Chaperone’s must arrive at least one-half hour before the event and must remain until the dissipation of the crowd.
· Doors may not open until all scheduled chaperones or security personnel are on site.

· Introduce yourself to all security and/or emergency personnel as well as any talent, entertainment or service personnel contracted with the student organization.
· Supervise any door operations including but not limited to cash operations, verification of IDs, enforcement of the Gateway Community College Social Event Policy, etc.

· Be available to students to consult with in the event of any student peer issues, disputes regarding contractual obligations, or any event related concerns the students may have.

· In the case of an emergency at an event, the chaperone shall exercise his/her best judgment and work closely with the Campus Security/local police, notify the Director of Student Leadership Programs and Events as soon as possible and submit an incident report to the Director within twenty four hours of the incident.

Any questions concerning advisor expectations shall be brought to the attention of the Director of Student Leadership Programs and Activities for clarification.  
60-Day Permit to Start a New Student Organization
This is to inform the Office of Student Activities and Leadership Programs that I wish to start a new student organization on campus. This club will be known as: ___________________________________________________________________________________ 
The purpose of this club will be to: _____________________________________________________________________________

__________________________________________________________________________________________________________ 

I, the undersigned, understand that:

1. Membership must be composed of students currently registered at Gateway Community College; 

2. Student organizations may not discriminate against a member or prospective member on the basis of race, color, religion, sex, sexual orientation, gender, gender expression, national origin, marital status, or disability, except as specifically exempted by law. 

3. The organization must obtain an advisor who is a full-time faculty member or administrator and may select a second advisor who may be either a full time or part time faculty or staff member at the College via vote of the club membership; 

4. The organization will be allowed to use the Student Activities Meeting Room for sixty (60) days for the purpose of organizing, developing plans and goals, and recruiting members; all reservations for this space are to be made through the student activities secretary until the student organization is formally recognized.
5. The organization will not be allowed to sponsor speakers, fundraising activities, programs or events, or use the name of the College until the organization has been formally recognized by the College; 

6. The organization agrees to abide by all the rules, regulations, and policies of the College; 

7. During this 60-day period, the organization will initiate the procedures for formal recognition as outlined in the Student Handbook; 
8. After 60 days, unless the Office of Student Activities and Leadership Programs is notified that extenuating circumstances exist, the organization’s right to use campus facilities will be terminated until such time as it is formally recognized by the College. 

______________________________ ____/____/____ 

Student’s Signature Date 

_______________________________ ____/____/____ 

Advisor’s Signature Date 

Print Student’s Name: __________________________________________________________________ 

Address: __________________________________________________________________ 

E-mail & Contact #: __________________________________________________________________ 

Sixty day period Begins: ____/____/____ 
Ends: ____/____/____ 
Approved by: _____________________________________ 
Director of Student Activities or Designee
Sample Constitution

ARTICLE I

NAME

Section 1: The Name of this organization shall be ________________________

ARTICLE II  
PURPOSE

Section 1: The purpose of this organization shall be to _______________________

(promote, organize, manage, direct, assist, recognize, etc…)

ARTICLE III 
MEMBERSHIP

Section 1: Membership in a student organization must be in compliance with Title IX of the U.S. Higher Education Amendments of 1972.  There shall be no restriction on membership base on race, religion, nationality, gender, physical ability, sexual orientation or preference, or political conviction.  

Section 2: The membership of this organization shall consist of any GCC Student in Good Standing with the College.

Section 3: Eligibility requirements

(example: qualifications for membership; currently enrolled at GCC, in good academic standing and have an active interest in the organization)
ARTICLE IV 
OFFICERS

Section 1: The officers of this organization shall be the President, Vice President, Secretary and Treasurer. (And any other officers the organization may need).  Some organizations include their Student Government Association Liaison as an officer.

Section 2: To be an eligible officer of the ______________________________, students must have a minimum GPA of 2.0 (or you may select a higher GPA) and have a regular attendance at meetings.

Section 3: The term of office shall be one academic year.

Section 4: Duties of the officers 

A. President

1. Preside over the meetings of the __________________ and chair the Executive Board.

2. Use correct parliamentary procedure.

3. Vote on matters on which the group has come to a tie.

4. Appoints committees.

5. Represents the ________________________ at college and community functions.
6. (Other)
B. Vice-President

1. Perform the duties of the President during the absence of the President, or when  

2. the President is unable to fulfill his/her responsibilities.

3. (Some organizations have this position handle marketing efforts or philanthropic programs, etc.)

C. Secretary

1. Records the minutes of all meetings of ________________________________.

2. Type all minutes and agendas.
3. Post minutes of all official meetings within 24-48 hours of the meeting’s 
4. adjournment.

5. Submit signed minutes to the office of Student Activities and Leadership Programs.
6. Write and maintain student organization correspondence.

D. Treasurer

1. Work in conjunction with the Office of Student Activities to maintain records of receipts and expenditures of the Student Government Association in the form of a ledger.

2. Present the Treasurer’s Report at meetings of the_________________________.
3. Assist in preparing vouchers for payment in a timely manner.
4. Prepare organization’s budget requests and defend budget requests to the Finance Committee.

5. Attend a treasurer’s workshop.
Section 5: In the event that an officer does not continue to meet the qualifications for said office, the officer shall step down from said office.
Section 6: Upon the removal of an officer, the student organization membership shall nominate and vote for a new officer.

ARTICLE V 

ELECTIONS

Section 1: Election of officers shall be held at the beginning of the Fall semester on the day of no less than the third meeting.

Section 2: Only voting members in attendance may vote for the election of an officer. 
Section 3: Notice of elections shall be given two weeks in advance to the day of the election and candidates shall be announced at the meeting where the elections are to take place.
Section 4: Elections shall be facilitated via a silent ballot and ballots are to be counted by the Student Organization Advisor(s).

Section 5: In the event of a tie, the candidates involved shall debate issues before the membership with a silent vote to break the tie following the debate.

Section 6: In the event that an officer position becomes available, members of the organization may nominate themselves or others to fulfill that role and an election for that position shall take place following Sections 2-5.
ARTICLE VI 
MEETINGS

Section 1: Regular meetings of this organization shall be held _________________. (Student organizations must meet at least once per month.)
Section 2: Special meetings may be called at any time by the president upon petition of majority members of upon petition of majority officers upon notice of no less than three days of such meeting to membership.

Section 3: A quorum shall consist of a majority of voting members present at any regular or special meeting.  Quorum must be present in order for any business to take place at the meeting and no quorum is necessary to adjourn the meeting.
Section 4: Roberts Rules of Order shall govern the club in the order of its business.

ARTICLE VII
EXECUTIVE AUTHORITY

Section 1: There shall be at least one full time GCC Faculty or Staff member who shall serve as Advisor to the ________________________________ and the organization may have a second part time or full time faculty or staff member serve as an advisor.

Section 2: Advisors shall be nominated by the organization officers, and voted upon by the members of this organization.

Section 3: Powers and duties of the Advisor are as set forth in the GCC Student Organization Handbook.
ARTICLE VIII 
COMMITTEES

Section 1: (Do you have any standing committees for your organization? If so, list them and their purpose here)
Section 2:

ARTICLE IX 
FINANCE
Section 1: There shall be no dues to join this student organization.
Section 2: The ________________________________ shall seek funding from the Student Government Association.

Section 3:  Fundraisers will be conducted to supplement the budget.
ARTICLE X 

RECALL

Section 1: Any officer may be impeached for not fulfilling his/her duties by a vote of no less than 2/3 of the members following a counseling session with the organization advisor and receipt of a document outlining the charges and requirements for improvement.

Section 2: The Advisor must be present for the impeachment vote.

ARTICLE XI

PARLIAMENTARY AUTHORITY

Section 1: The most current edition of Robert’s Rules of Order Newly Revised shall govern all matters not addressed in the Constitution.
ARTICLE XI
I
AMENDMENT AND BYLAWS

Section 1: This Constitution may be amended and adopted by ¾ of the membership present and voting at any regular/special meeting after it has been submitted in writing to the membership and discussed at no less than two general meetings.
Section 2: Notice of the vote of the official Amendment shall be given no less than one week from the date of vote.
Section 3: All Constitutional changes must have the final approval of the Student Government Association and the Director of Student Leadership Programs and Activities to ensure it meets state and federal standards.
APPROVALS

_________________________________________ ____________________

Submitted by Organization Secretary


 Date

_________________________________________ ____________________

Organization Advisor 




 Date

_________________________________________ ____________________

SGA President or Designee 



 Date

_________________________________________ ____________________

Director of Student Leadership Programs and Act. 
 Date

*** Attach Student Organization Minutes adopting the Constitution

Sample Agenda

An agenda should be prepared before each meeting and should be distributed and posted so that all mem​bers of the club have ac​cess to this in​formation.  Your agenda may vary depending on the structure of the club.
Name of Organization

Agenda for September 25, 2004
A. Call to Order

B. Attendance

C. First Order:

Approval of Minutes  (to be motioned and seconded)
D. Second Order:

Treasurer's Report  (no motion or second)
1. Allocated balance
2. Unallocated balance

E. President’s Report

F. VP’s Report

G. Third Order:

Old Business

1. Completed program

H. Fourth Order:
New Business

1. New Ideas to be discussed

2. Upcoming programs

I. Fifth Order:

Committee Reports (if any)
1. Newsletter Committee

2. Publicity Committee

J. Sixth Order:
Advisor's Report 
K. Seventh Order:
Public Comment and Set Next Meeting
L. Adjourn
Sample Minutes

Minutes should be able to inform any one of what transpired at the club's or organization's meet​ing - so make them complete. This example is a bit intensive, but shows the format, motions, al​locations, etc. Please use it only as a refer​ence.

Club Name:

The Association of Students
Date of Meeting:

September 25, 2004

Location of Meeting:
Farnsworth Pavillion

Voting Members Present:
Heather Mikaitis, Presi​dent

Dan Cocchiola, VP

Brandi Wood, Treasurer

Rebecca Choko, Secretary

Jaime McGrath

Cynthia Guaudiosi

Vu Ho

Evelyn Mason

Alan Giacomi

Jerry Padula

Voting Members Absent:

Cathy Mindek (excused)

Tanya Wasko (excused)

Jeany Mui (unexcused)

Others Present

Roberta Prior, Advisor

Kathy Flaherty, American Red Cross

Meeting Called to Order at 11:02 a.m. by President Mikaitis.

First Order:

Minutes

1. Brandi moved to approve the minutes of September 18, 2004. Seconded by Cynthia. Motion car​ried: 9-0-1.

Second Order:

Treasurer's Report

1. Becky reported that there is an unappropriated surplus of $6212.41.

2. Jeff moved to allocate $74.76 to Heather Mikaitis for the supplies to be purchased for ASG. Seconded by Bon​nie. Motion carried: 9-0-1.

3. Cindy moved to allocate $350.00 for the DJ for the Halloween Dance. Seconded by Vu. Discus​sion of the cost of the DJ ensued. Jeff moved to table further discussion of the cost of the DJ until next meeting. Sec​onded by Kristol. Motion carried: 9-0-1.

4. Bonnie moved to allocate $50.00 to American Rental for the cost of the snow-cone ma​chine. Sec​onded by Jeff. Motion carried: 9-0-1.

Third Order:

Old Business

1. Popcorn Social – Tabled from Sept. 18, 2004.  Motion to table the possiblitly of having a Popcorn Social for the purpose of students getting to know the club.  Vu made a motion to allocate $150.00 to rent a popcorn machine and purchase popcorn supplies for the Popcorn Social to be held on October 15.  Motion seconded by Cindy.  Motion carried 7-2-1.
2. Jeff moved to show our support against the elimination of the Personal Development Counselor and the per​son cur​rently in the position (John Mauceri). Seconded by Melissa. Motion carried: 9-0-1.

Fourth Order:

New Business

1. There will be a Blood Drive. Kathy Flaherty came to talk to us about the shortage of blood in Connecticut.  Melissa motioned to hold a blood drive in October to assist the American Red Cross.  Motion was seconded by Cindy.  Motion carried unanimously

Fifth Order:

Committee Reports

1. Campus Programming Committee

a. Halloween Dance - Cindy wants the people on her committee to have their door prizes in by October 11. Tick​ets will go on sale on September 30.

b. Cindy announced that she appointed a secretary for her committee. Rebecca Chonko was ap​pointed. It was also brought up that any member of the Campus Programming Committee who is involved in an up​coming event should have to attend the ASG meetings.

c. New York Trip - Radio City Music Hall is all sold out. Cindy will discuss at her next meet​ing if there are any suggestions about other places to visit.

2. Newsletter Committee

a. Articles are due today.

b. We are going to try to get a newsletter committee organized. If it does not work, we will con​tinue work​ing it the way we are now.

c. Evelyn said she will have her first organizational meeting on September 30.

Sixth Order:

Clubs

1. Photo Club

a. Marc told Anna that his budget and constitution were forthcoming.

b. Marc said that the budget should be no more than $50.00 and he will get it to us by October 1.

Seventh Order:

Student Life Report

1. No report given.

Eighth Order:

Public Comment

1. A reminder was given that everyone needs to give Anna a copy of their schedule and their office hours.

2. There was a reminder about the Branchfer meeting next Wednesday.

President Mikaitis adjourned the meeting at 12:25 p.m.
Respectfully submitted,

Anna Canapari



Date

Secretary

Student Organization Advisor Selection and Agreement Form

As per the SGA Bylaws, all SGA recognized student organizations are required to select, via a vote of the student club members, a full-time faculty or staff member to serve as the club’s advisor to be supported by the SGA Executive Officers and approved by the Director of Student Leadership Programs and Activities on a yearly basis.  They may also select a second advisor to work with the club as well.  This person may be either a full-time or part time faculty/staff member.  Once the club has selected their Advisor, the club is to submit a Student Organization Advisor Selection and Agreement to the Office of Student Activities and Leadership Programs.  A copy of the club minutes with the original signature of the club secretary must accompany this form.  This form and the club minutes must be submitted to the Office of Student Activities and Leadership Programs no later than the fifth week of the semester for processing.
I, the President of the _____________________________, affirm that the following faculty/staff member(s) have been 


      Print Name of Student Organization  
selected by a vote of the student members of our organization for the _____________________ academic year and have attached the minutes stating such.
Please print name of the full-time primary advisor and department in which he/she works: 
________________________________________________________________________
Please print name of secondary advisor and department in which he/she works.  Second advisor is not required. 
________________________________________________________________________
________________________________________________________

Signature of Student Organization President


Date

By signing below, I approve that the above named faculty/staff member may serve as a student organization advisor.

________________________________________________________

Director of Student Leadership Programs and Activities
Date

By signing below, I confirm that the Student Government Association is in full support of this organization’s advisor selection.

________________________________________________________

Signature of SGA President



Date

Please complete the following information and return it to the Office of Student Activities and Leadership Programs (Room S110) no later than the fifth week of the fall semester. If you have any questions, please call the Office of Student Activities and Leadership Programs at 285-2208.
I, ______________________________ agree to serve as the faculty/staff advisor for ________________________________ 
(Name of Advisor) 







(Name of Organization)  
for the _____________ academic year.
I have read the Student Organization Guidebook and the Student Organization Advisor Guidelines. I recognize and agree to adhere to the aforementioned guidelines and to the responsibilities of the Advisor as outlined therein. 
_________________________________________________________


______________________

Signature of Advisor







Date

Confidential information for the Director of Student Leadership Programs and Activities purposes only:
Home Telephone:












Cell Phone:
