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About the Student Activities Center
The Student Activities Center (SAC) is the t=rfor student involvement on campus; home to
Recognized Student Organizations, SGA agencies, Union Productions (\sphorsor events
with student organizations), and Homecoming/PowWow. The SAC is located df flber3of
the Activities Building in he Oglesby Union and is open Mond@aday, 8ambSpm, with

evening hours on most week days.

Student Activities Center Staff

Student Organization Services (SOS) Staff

Name

Position

Email Address

Kelly McDowell

Assistant Director of Student Activitieg
Student Organization Services

kmcdowell@admin.fsu.edu

Chris Rindosh

Graduate AssistanRecognized Studen
Organizatios

crindosh@admin.fsu.edu

Special Event Planning & Permitting and Homecoming

Name Position Email Address
Assistant Diector of Student Activities
Billy Dahlgren Event Planning & Permitting & wdahlgren@admin.fsu.eg

Homecoming

Crystal Sutton

Graduate Assistant, Event Planning
Permitting & Homecoming

csutton@admin.fsu.edu

Union Productions

Name

Position

Email Address

Lori Vaughn

Associate Director of Student Activitie
Union Productions

lvaughn@admin.fsu.edu

Adam Gismondi

Assistant Director of Student Activitieg
Union Productions

agismondi@admin.fsu.edu

Dylan Smith

Graduate Assistant, Union Productior]

dsmith@admin.fsu.edu
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Student Activities Center

Name Position Email Address
Abbie Day Graduate Assistant, Dance Maratho| aday@admin.fsu.edu
Cindy Christopher Program Coordinator CChriStopheﬁadmin'fsu'e
Billie Pope Contracts Manager bpope@admin.fsu.edu

SAC Departments
Student Organization Services (SO3he SAC is responsible for the recognition process and to
serve as a liaison for student organizations at FSU. Student Organization Services (SOS)
provides skillsbased training opportunities to studerganization officers and advisors as well
as student organization mediation. SOS also hosts events for student organizations, such as
Market Wednesdays, Open Dances, welcome back parties, and professional development
seminars. For more information abawir programs and services for student organizations, call
the SAC at 6446673 or visit us online atww.union.fsu.edu/sac

Event Planning & Permitting:The SAC is available to provide assistance with evianinmg

and permitting at all stages in the process. From setting event goals and conceptualizing the
program to evaluation, we can work with you to make your program a success. The SAC also
facilitates the Special Events Permitting process and apprevamgs that require university
approval. Contact the SAC staff at 68d73 to make an appointment to review your event plans
and obtain assistance with the event planning process or the Special Events Permitting process.
Or visit http://union.fsu.edu/eventplannifigr more information on how to plan your event.

Union Productions: The SAC houses the major campus programming board atUrsah
Productions (UP).UP providegprograms anéntertainment &lyear long, providing

entertainment and fun through programs such as comedians, movies, cteatares, and

special events such as OGeek NightO to Florida State UniVeesty events take place at

venues both on amaff campus, including the Clubdwnunder, an on campus nightclub open 3

5 nights a week featuring the best in up and coming bands and comedians. UPsptsasoos

many events with student organizations and agencies throughout the year. For more information
on Union Productions eventssit UP online ahttp://union.fsu.edu/up

Homecoming & PowWowHomecoming is week filled with fun activities, such as Renegade
Recess, Warchant, and free food leading up to the Homecoming game to celebratetFSU. G
involved with Homecoming by checking duitp://homecoming.fsu.edu.

PowWow is FSUOs premier homecoming event. The show features performances by the
Marching Chiefs, the Flying High Circus, cheerleaders, and student dance troupes, as well as
appearanceby Coach Bobby Bowden and members of the FSU Football Team. The show also
includes a headlining comedian. To learn more about PowWow, call the SAG6663lér
emailpowwow@admin.fsu.edu
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RecognizedStudent Organizations:

What are Recognized Student Organizations (RSOs)?
All students are encouraged to enrich the FSU campus and their own college experience by getting
involved One method of involvement is joining a student organizat8indent orgnizations foster
intempersoml relationships, explore educational opportunities, develop professional skills, and enhance
academic experience by serving the campus community and cultivating leadeF3iip &ver 450
student organizations currently tfgiat FSU and new organizations are continuously accepted.

RSO Expectations
RSOs are afforded privileges and resources at FSU and, in exchange, are required to adhere to
and fulfill the following expectations as conditions of recognition.

RSOs will:
®» Complete the annual recognition process with the SAC by submitting all required
information, actively attend training opportunities, and making timely updates to
organizationOs information (officers, constitution, etc) as changes occur.
®» Follow and abiddy all federal, state, and local laws and regulations, and all policies and
procedures of Florida State University, including the FSU Student Code of Conduct
(srr.fsu.edu) and the Student Organization Handbook (union.fsu.edu/sac).
®» Remain in good stamy with all aspects of FSU (Oglesby Union Guest Services, SGA,
campus departments, etc) and conduct themselves in a manner that is consistent with the
Mission of the University.
®» Adhere to the rules and procedures set forth in the organization comstitntiluding the
nondiscrimination and nchazing requirements for membership.
®» Meet all fiscal obligations incurred by the organization and abide by the SGA Finance
Code when applicable.
®» Ensure proper planning and execution of organization eventgomsult with the SAC
staff for help with event policies and contract management.
®» Provide adequate training during the officer transition process.
®» Establish consistent communication with the organization advisor, and keep advisor
informed of organizadn activities and decisions.
®» Ensure proper use of campus resources, including meeting and event space, office space,
and other afforded benefits to the organization.
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Authority for Recognition

The Florida Administrative Code states, Othe Vice Riesfdr Student Affairs or designeeO will

be responsible for the annual recognition process of Student Organizations at FSU. The Vice
President for Student Affairs has designated the Student Activities Center to oversee this process
for the University. A new RSOs are approved in writing by the Assistant Director for Student
Activities and Oglesby Union Associate Director (as designee for the Vice President for Student
Affairs).

Requirements for Recognition
All groups submitting an application must rhéee following criteria to become a Recognized
Student Organization.

Each organization is required to participate in one training session for Recognized
Student Organization leaders. The annual training session offered by the SAC. Multiple
sessions Wl be offered to choose from and a minimum of one officer is required to attend,
although all officers are welcome. Current scheduling and attendance requirements may be
obtained from the SAC.

The officers of an RSO must be currently enrolled FSU stsdenaintain a minimum
2.0 GPA, be registered for a minimum of 6 credit hours for undergraduates and 1 credit hour
for graduates and be free of any obligation for fees or payments to the university. Student
identification information is required of alffacers for verification of status. A minimum of
two officers (one must be president) are required for every organization. If the group has a
bank account and spends funds, a treasurer is also required.

All organizations must have a minimum of 10 memst@nd must be currently enrolled
FSU students. This information may be verified by the SAC or by the SGA as part of the
funds allocation process.

All organizations must submit a current membership roster at the time of recognition.

All organizationamust draft and submit a current local constitution and submit it with
annual recognition application. Each constitution must include the following statements:

Non-discrimination

No university student may be denied membership on the basis of racecotegd,
sex, religion, national origin, age, disability, veteranOs or marital, or any protected
statusO

Hazing
ONo hazing or discrimination will be used as a condition of membership in this

organizationO

** Qcial Greek organizations and SGA agencies may submgnaorandum of
understandingn place of a local constitution.**

Each organization must have an advisor who serves as a full time faculty or staff member
of FSU. Graduate or undeggluate students (including Graduate Assistants and Teaching
Assistants) may not serve as advisors to RSOs.
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All officers and the advisor must read the liability information listed on the recognition
packet. The president and advisor must attest touhderstanding of the information by
signing and initialing the application for recognition.
All RSOs must uphold the OExpectations of RSOsO listed in this handbook as a condition
of recognition.

Recognition Checklist
Use the following checklist in ordés help with completion of the Recognition Process:

PRINT AND READ all parts of the RSO Information Guide

[N

Sign up for required organization training in the Student Activities Center.

K

Gather the FSU card numbers and contact information for all offs€éng organization

N

Complete all sections of the online RSO application

N

Submit updated local constitution and membership roster for RSOOs or Memorandum of
Understanding for Greek org.Os and SGA Agencies along with membership roster
through the RSO recogioh website.

Have your advisor read, complete, and sign the Advisor Agreement Form and the
Recognition Signature Form and return them to the SAC to complete the Recognition
process.

Writing a Constitution
A constitution is a set of rules for your orgaation. A weltwritten constitution can be a great
asset to your group. Use the sample constitution in this section to generate ideas, and then spend
time writing a constitution for your student organization. It may be any length, but must cover
the baic components outlined below.
An important note to nationally affiliated groupsational constitutions will not be
accepted as part of the recognition process. All organizations must draft a local
constitution for their group to include FS&pecific equirements and policies for the
organization. A SAC staff member may assist you with this process if you have questions
when drafting a local constitution.
Your constitution is only helpful if you use itll Get into the habit of referring to it for
clarification and use it as your basis for decision making. Distribute a copy to the members of
the organization each year so they are familiar with the rules of the organization. Update your
groupOs constitution annually and submit a revised copy to the SAC.

For help writing your constitution, contact the SAC at 644 6673.
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By-Laws

By-laws may often accompany a constitution with Oworking rulesO of the organization. If your
group wants to put your common practices in writing, you will need to drdévay Common

topics included in byaws are elections, committees, officer vacancies, rules of order, meeting
parameters, etc. Byaws are NOT required for each organization; rather, they are an additional
tool available for your organization.

Required Elenents of a Constitution
Effective Fall 2005, the items below will be required in all organization constitutions.
Organizations have the discretion to determine their own rules and procedures. See the attached
sample constitution for ideas. The text in Bemple Constitution is suggestion onlyhut at a
minimum, the following must be included:
X Organization Name
X Purpose
X Membership Requirements, including:
(a) Membership Statement
(b) No hazing or discrimination will be used as a condition of membershijsin th
organization
(c) No university student may be denied membership on the basis of race, creed, color,
sex, religion, national origin, age, disability, veteranOs or marital, or any protected
status.
(d) Revocation of Membership
(e) Appeal Process
X Officers, includiny:
(a) Eligibility
(b) Titles and Duties
X Selection of Officers, including:
(a) Eligibility to Vote and Hold Office
(b) Election Process
(c) Term of Office
X Officer Vacancies, including:
(a) Removal of Officers
(b) Resignation
(c) Filling Vacant Officer Positions
Advisor
Financesjncluding:
(a) No university student may be denied membership due to inability to paylCaes.
member is not able to pay dues, other arrangements will be made.
X Publications
(a) Approval
X Amendments

xX X
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Sample Constitution

Golden Girls Enthusiasts Club
Constitution

Items marked in bold font are required in all organization Constitutions

Article | N Organization Name
The name of this organization shall be the Golden Girls Enthusiasts Club at the Florida State
University. The organization may also referitself as OGoldies.O

Article || N Purpose

(Insert your Mission Statement or Statement of Purpose here)

All activities and functions of the Golden Girls Enthusiasts Ghadl be legal under University,
local, state, and federal laws.

Article 1ll_ N Membership

Section 1: Membership Statement

Membership is limited to all students who are enrolled with the Florida State Univiisity.
hazing or discrimination will be used as a condition of membership in this organization.
No university student may be denid membership on the basis of race, creed, color, sex,
religion, national origin, age, disability, veteranOs or marital, or any protected status.

Section 2: Recruitment
Recruitment shall take place throughout the year and membership is open at all times.

Section 3: Revocation of Membership

Membership may be revoked without mutual agreement foipaaticipation, misconduct, or
violations of any provisions of the Constitution. The member will be notified in writing of the
possible revocation at leas2 fours prior to the vote and will be allowed to address the
organization in order to relate to members any relevant defense prior to the voting for removal.
Membership can only be revoked upon a 2/3 majority vote of eligible members. Revocation of
memberkip will be valid for three (3) semesters.

Section 4: Appeal Process

Any student whose membership is revoked will have seven (7) calendar days to appeal the
revocation. The appeal must be submitted in writing to the President and Secretary, and must
include any relevant information that has not already been presented. The President will then
submit the appeal to the Appeals Committee. This committee consists of 3 executive board
members and 4 general members. This committee will then render a decib®netitgeneral
body meeting or in seven (7) calendar days, whichever occurs first.

Article IV N Officers

Section 1: Eligibility

All officers of the Golden Girls Enthusiasts Club shall be enrolled at least part time at the Florida
State University and pesss at least a 2.3 grade point average.
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Section 2: Titles and Duties

The offices of this organization shall include a President, Vice President, Secretary, and
Treasurer. No officer will be permitted to hold more than one officer position. All offstext

retain voting rights, however, the President shall only vote in the case of a tie. Any officer may
be reelected however not for more than two consecutive terms.

Officers cannot reappoint themselves for a second term they muselezted as desbed in
Article V.
The President shall:

¥ Supervise the activities of the organization.

¥ Preside over all meetings and call all meetings to order.

¥ Be one of three signers on financial documents.

¥ Coordinate all conferences.

¥ Ensure all officesrare performing their duties as defined in this Constitution.

¥ Assign special projects to officers.

¥ Be familiar with RobertOs Rules of Order to conduct meetings.

The Vice President shall:
¥ Assist the President in his/her duties
¥ Assumes the Fidents responsibilities in his/her absence.
¥ Keep accurate records of all meetings in the SecretaryOs absence.
¥ Plan and be responsible for all retreats and training of the organization.
¥ Perform an audit of all financial transactions of the orgéoiztwice a year.
¥ Assist in special projects as assigned by the President.

The Secretary shall:
¥ Notify members of meetings viarail and/or telephone at least 48 hours in advance.
¥ Keep accurate records of all meetings.
¥ Maintain accuratesli of members and their contact information.

¥ Perform a verbal role call of all members and maintain an attendance record.
¥ Prepare ballots for elections.

¥ Keep copy of constitution and have available for members

¥ Assist in special projects asigeed by the President.

The Treasurer shall:

¥ Keep an accurate account of all funds received and expended.

¥ Be one of three signers on financial documents.

¥ Be responsible for collecting dues and notifying members who are delinquent in their
paymeits.

¥ Be responsible for creating budget reports at the beginning of each Fall and Spring semester
and as requested by the President, Vice President, and/or FSU faculty/staff advisor.

¥ Provide financial records sufficient to allow the WiRresident tgerform audit.

¥ Assist in special projects as assigned by the President.
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Article V N Selection of Officers

Section 1: Eligibility to Vote and Hold Office

Active voting membership will be limited to all students who are active members in good
standing Only active voting members who meet the requirements stated in Article 1V, Section 1
are eligible to hold offices.

Section 2: Nomination Process

The nomination of officers shall occur at the first meeting held in November. Any eligible
member (as defirein Article 11l Section 1) present may nominate someone or themselves for
office by verbally nominating the individual during this procedure. However, the nominee must
be considered an eligible member (as defined in Article Il Section 1). Absentes batiot

proxy ballots are not permitted in the nomination or election process.

Section 3: Election Process

The election of officers shall occur at the second meeting held in November. The nominated
candidates will be given a chance to address the orgianiza discuss his/her qualifications and
reasons why they should be selected. Once each candidate has had the opportunity to speak, all
eligible members (as defined in Article Ill Section 1) present will have the opportunity to vote by
secret ballot. Thé&culty/staff advisor and current higheanking officer not running for office

will tabulate all votes. The highesinking officer not running for office shall announce the

officer with a simple majority of votes cast by eligible members. After anmogititce new

officer the highestanking officer not running for office shall ask if any eligible members contest
the count. If no eligible member contests the count the new officer shall take office immediately.
If an eligible member contests the count fieeulty/staff advisor and the highesinking officer

not running for office will recount all votes. In the event of a tie, the President shall cast the
deciding vote for office unless he/she is running for the said office. In that case, the next highest
ranking officer shall make the deciding vote.

Section 4: Term of Office

The length of office shall be no longer than one calendar year. Newly elected officers shall take
office immediately after the announcement at the second scheduled meeting in Biogrcb

their term will end at the second scheduled meeting the following November once new officers
are announced.

Article VI N Officer Vacancies

Section 1: Removal of Officers

Any officer may be removed from office upon a 2/3 majority vote of eligi@enbers. The

officer will be notified in writing of the possible termination or removal at least 72 hours prior to
the vote and will be allowed to address the organization in order to relate to members any
relevant defense prior to the voting for removal.

Section 2: Resignation

Officers no longer wishing to serve on the board must submit their resignation to the President at
least two (2) weeks in advance. Prior to the officers final day he/she shall provide all documents
relating to the organization abdief his/her replacement of current projects in his/her care.
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Section 3: Filling Vacant Officer Positions

In the event an officer is removed or resigns, the nomination process as stated in Article V
Section 2 will take place at the next scheduled mgefihe election process will take place as
stated in Article V Section 3 at the next scheduled meeting following nomination. The newly
elected officers term shall end at the annual election scheduled in November.

Article VII N Meetings

The quorum requikkto conduct business is fifty (50) percent of the officers and fifty percent
(50) of the organizationOs active members. The President will be in charge of calling meetings
and the secretary will be responsible to notify all members. Members must bednaiftifi

meetings at least 48 hours in advance and shall be notifieehvaal and/or telephone. The
president shall preside over all meetings and shall follow Roberts Rules of Order in conducting
organizational meetings.

Article VIII_ N Advisor

Section 1: Nanination and Role

The advisor shall be selected by the officers of this organization and must be approved by a
simple majority vote of eligible members. The advisor shall serve as a mentor to the organization
providing guidance to the officers and memb@&tse advisor has no voting rights. The advisor
position has no term limit other than he/she must be a current FSU faculty or staff member.

Section 2: Removal and Replacement of Advisor

The advisor will be notified in writing of the possible removdeast 72 hours prior to the vote

and will be allowed to address the organization in order to relate to members any relevant
defense prior to the voting for removal. Upon a 2/3 majority vote of eligible members the advisor
will be remove from his/her dutieb the event that an advisor is removed or resigns, a new
advisor shall be elected within 14 calendar days.

Article IX N Finances

Section 1: Membership Dues

Membership dues shall be twenty (20) dollars per year or fifteen (15) dollars per semester.
Membership dues will be collected at the first meeting of the Fall and Spring Semester. No
membership dues will be collected during Summer teNosuniversity student may be denied
membership due to inability to pay dueslf a member is not able to pay duespther
arrangements will be made.

Section 2: Spending OrganizationOs Money

For the protection of the organization and its officers it is required that two authorized signatures
sign all monetary transactions. Only the President, Treasurer, and FS\/SaftilAdvisor can

be signers on the organizationOs account. Organizational funds may be spent on items such as
office supplies, events/activities, publicity, travel expenses, conference fees, etc., but will not be
used for anything illegal under Univdssilocal, state, and federal laws.

Section 3: Officer Transition

It shall be the responsibility of all account signers to change contact information as well as assist
in the update of new account signatures after each election with the organizaaoosfi
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institution. In addition, the Treasurer will be responsible to pass along all information from
previous yearOs budget and current budget.

Section 4: Dissolution of Organization

In the event that the organization ceases to exist, any funds igriaithe organizationOs
account shall be remitted back to the Student Government Association, or donated to the
organization's charity OChildrenOs Miracle Network.O

Article X N Publications

Section 1: Compliance

All advertisements of the organizatiorugh comply with theJniversity Posting Policy
(http://posting.fsu.edu

Section 2: Approval
The Secretary and President must approve all publicatiants, $lyers, etc. prior to duplication
and distribution.

Article XI N Amendments

Amendments to the constitution must be proposed in writing to the President. The amendment
must then be presented to the organization during a scheduled meeting andshagadai full
explanation and/or rationale for the amendment. The amendment must be voted on at the next
scheduled meeting. The amendment shall not take effect until approved by a 2/3 majority vote of
eligible members of the organization.

History of Constitution
Created: 7th day of August in the year 2000

st
Revised: 1day of October in the year 2001

st
Revised: 1day of July in the year 2002

RSO Training

To begin the recognition process, all recognized student organizations must attend one Student
Activities Center training. The training is meant to acclimate organizations to the recognition
process, the benefits of being a RSO, the responsibilities of a RSO, the Union Board policies,
understand the SEP process, and the SGA policies. All organzatiust send at least one
representative to at least one training. Training dates will be held in the beginning of the fall and
spring semesters. RSOs that do not attend a training session and do not complete the recognition
process are not recognizedthge university.

Additional OrganizationsO Notes
For National Greek Organizations )
Greek fraternities and sororities defined as Osocial fraternitiesO by the US Department of

Education are granted exemption from Title IX and therefore are permitted by tnduct
themselves as singkex organizationsFor a Title IX exempt social Gredé&tter fraternity or
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sorority (as defined under the provisions of Section 1681 of the U.S. Education Act of 1972) to
be recognized on tHeSU campus, they must firselgranted membership in their University
recognized Greek council. Once membership is confirmed with the Interfraternity Council,
Multicultural Greek Council, National Patellenic Council, or the Panhellenic Association,

the SAC will process recognitianaterials. For requirements related to membership in one of
the aforementioned councils, visit the Office of Greek Life website at
http://www.greeklife.fsu.edu/

For SGA Agencies
An agency is an administrativdivision of the Student Government Association Executive
Branch created to provide support for and education on a particular select interest group of FSU
whether it is racial, ethnic, academic, or philosophical in nature. The supervision and regulation
of all Agencies is the responsibility of the Student Body President, who may delegate this
responsibility to the Student Body Vice President. The list of SGA agencies includes: American
Indian Student Union, Asian Student Union, Black Student Union, CdaoteParticipant
Education, Hispanic/Latino Student Union, Institute for Conservative Studies;Resgtence
Hall Council, Jewish Student Union, Pride Student Union, and the Women's Center. For more
information, please visivww.sga.fsu.edor contact SGA 644811.

For aFSU SGA agency to be recognized on the Florida State University campus, they must first
be approved through SGA statutes. Once membership is confirmed recognition materials will be
processed by hSAC. To be an agency of tIi&GA please sethe statutes atww.sga.fsu.edu

For Sport Clubs
In order for a club to be accepted into the Sport Club program, they must first meet with the
Assistant Director of Spoflubs, to discuss the possibilities, benefits, and requirements for
becoming a sport club. Once it is determined that a club will be recognized by the Sport Club
office, the club will have a one year OtrialO period before they can be officially aaueptieel
Sport Club Council, which is the governing body of all active sport clubs. Once officially
accepted into the Sport Club Council, the organization will need to complete the recognition
process with the SAC. For information, contact the Assi®aettor of Sport Clubs at 644
7902 or visitwww.fsu.campusrec.com/sportclubs

Types of Recognition
There are two types of recognition for student organizations, New Recognition/Create and
Re-Activation.

New Recognition/Create Student organizations new to FSU or reviving a past organization

must create an organization to be a RSO. This process includes attending a training session,
completing the online application, signing/completing the Sigeaand Advisor forms, and

turning them in to the SAC office. Applications are submitted for approval by the Assistant
Director of Student Activities for Student Organizations and the Associate Director of Oglesby
Union. New RSOs will be sent email rfatation once their applications have been approved,
usually within 10 business days. Visit the SAC online to complete the online recognition process
atunion.fsu.edu/sac.
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Re-activating allows any inactive organization to become active again. If a asupeen

inactive for less than one year, they must complete the same process acthatien process
below. If the organization has been inactive for more than one year, it must participate in the
new recognition process listed above.

New recognibn/Create can take place during the recognition periods, including the summer
semester. Recognition will be complete when the organization receives an email from the SAC
stating that the recognition process was successful.

Re-Activation: Re-Activation is for currently or recently RSOs and occurs at the beginning of
fall semester. Student organizations musdatvate each year during the first month of school

to update officer contact information and to retain benefits and services for the organization
Student organizations completing theaativation process must attend a RSO training session,
complete the online application, signing/completing the Signature and Advisor forms, and turn
them in to the SAC office. The SAC staff will review the apgiien and submit it for

processing. Officers will be notified if changes or additional information is required to submit
their application.

Re-Activation will be complete when the organization receives an email from the SAC stating
that the recognitionrpcess was successful.

Benefits and Privileges of Recognition

In order to be eligible to receive privileges and services to assist them in reaching their goals,
student organizations must complete the recognition process with the SAC. The following is an
overview of questions organizations may have about the services and benefits of being a RSO.

Please chechttp://union.fsu.edu/sac/resources.hfarla complete listing of RSO Resources
and Benefits.

RSO Handbookl4



FSU Student Organization Handbook

3]

RSOOs Relationship to the University:

Liability Information

RSOs at FSU are responsible for their events and activities, as well as the actions or negligence
of the organization membership. Take a moment to thoroughly read the liability information
detailed below. Be sure to review the inforimatwith your organization at the beginning of

each semester, and discuss how these issues might affect your groupOs activities. The president
and advisor must initial and sign the application for recognition stating they have read and
understand the liality information.

Policy Compliance
The purpose and activities of all organizations must be in compliance with the rules and
regulations of the Florida State University, the Florida State University Board of Trustees, and
local, state, and federal lawscluding the FSU Hazing and Alcohol Policies located in the FSU
Student Code of Conduct and Chapter 6C2 of the Florida Administrative Code. The policies and
practices of the organization pertaining to membership may not discriminate on the basis of race,
creed, religion, sex, age, sexual orientation, national origin, marital status, parental status,
disability, or the inability to pay dues, or any combination thereof. In cases where the
nondiscrimination policy conflicts with the organizationOs religialisfs, tenets, or doctrines,
or an organizationOs limitation of membership to a particular gender, as allowed by law, the
organization may request in writing an exemption from the part of the policy that is in conflict.
Requests for exemption will belsmitted to the Director of Student Activities who will
determine whether the exemption will be granted. Denial of a request for exemption may be
appealed to the Vice President for Student Affairs, whose decision shall constitute final
University action a the matter. The Office of the General Counsel at the Florida State
University may be consulted as necessary regarding legal issues associated with the request.
If an organization is Title X exempt (i.e. Social Greek organizations), they do NOT need to
submit a request for exemption.

Insurance Clarification
Florida State University has no insurance covering the activities of student organizations. In
accordance with the laws of the State of Florida, Florida State University, and the Florida State
University Board of Trustees, the University is unable to provide insurance that covers any
student organization or activity. The only exceptions to this rule are for salaried officers of the
Student Government Association acting within the scope of hisfiee. Completing the
recognition process with the Student Activities Center as a student organization is not recognized
by the State Risk Management Trust Fund and does not establish or fall within the State of
Florida, Florida State University, or tiéorida State University Board of Trustees coverage
under that fund. Approval of a student organization or activity by the Student Activities Center
or the Student Government Association does not establish State of Florida, Florida State
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University, or tle Florida State University Board of Trustees liability coverage for that
organization or activity.

Responsibility and Liability
In consideration of the participants of the organization and its members in the stated activities of
the organization and otfsethat may occur during the academic school year, the organizationOs
officers and individual members have both an organizationgbersdrml legal responsibility to
adhere to all local, state, and federal laws, and Florida State University adminigtodities
and procedures. i understoodhat neither Florida State University, the Florida State
University Board of Trustees, nor the State of Florida can defend the activities of the
organization under its present insurance coverage or defray tseinokiding attorneysO fees,
of defending any lawsuit or claim against the organization, its officers or members. The
organization agrees to indemnify and hold harmless the State of Florida, Florida State
University, The Florida State University Boaridloustees, and their officers and employees for
and against any claims caused by the activities of the organization, its officers, and members.
The organization may be held fully liable for its activities and any claims that may result will be
against tle organization, its officers and members.

Acknowledgement
The chief officer and advisor of this organization shall declare in writing by signature on the
application for student organization recognition that we fully understand and acknowledge our
reliance wholly upon our own judgment, belief, and conscious appreciation of the particular
activities and dangers involved in the organizationOs events, programs, and functions. Further,
we acknowledge and understand that the State of Florida, the FloriddJ8tag¢rsity, the
Florida State University Board of Trustees, and the Florida State University disclaim liability for
any and all damage, injury, or loss of life that may occur with respect to the activities, functions,
and programs of the organizationd/e further acknowledge our responsibility to notify all
members of the organization of these terms and conditions, and the provisions stated in Section
C623.0015, Florida Administrative Code, found in the FSU Student Handbook and FSU
General Bulletin. Té term of recognition is valid for one academic school year from the Fall
recognition window to August™Land it is the responsibility of the signing officers to notify any
future officers of the terms and conditions of this disclaimer of liability. uterstand that
signing this form does not relieve FSU from liability for its negligence, as stated in Section
768.28, Florida Statues.

Non-Profit Status/TaxExemption
Official recognition of any club or organization does not constitute university esmders or
grant universityspecific privileges. As a result, texempt status is not granted when
organizations receive recognition.

Using the Name of the University

Recognized Student Organizations that wish to use the universityOs name as part of thei
organizationOs name may do so as long as sponsorship or endorsement by the university is not
implied or stated. If used, organizations are restricted to the following:
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a. The universityOs name may only appear at the end of the organizations name and
shouldbe followed by the statement Recognized Student Organizatiofi.e.
Student organization at Florida State UniversitiRegognized Student
Organization

b. The title should follow one of these forms: (1) Florida State University; (2) FSU.

Copyrights and Trademarks

Where permission is necessary, the use of any registered University symbol or logo shall be by
written agreement between the University and the user. Any individual, group, or organization
desiring to use registered university symbols or lofmys;ommercial or nolcommercial

purposes, should contact the Director of University Trademark Licensing, who shall be
responsible for determining the appropriateness of such use, and the execution of any necessary
written agreement extending permissiontdise. All requests received by other university offices
for permission to use the University's name, symbols or logos should be referred to the Director
of University Trademark Licensing. Proceeds derived from the use of university symbols or
logos by tlird parties shall accrue to the Seminole Boosters, Inc. or other departments as
determined by the President or designee.

The Director of University Trademark Licensing shall be responsible for general monitoring of
the use of the University's registergandols or logos and shall report to the Office of the
University Attorney all uses which may constitute infringement of the University's registration.

Representing the University in an Official Capacity

According to the Florida Administrative Code, th@yoperson(s) who can represent the

University in an OofficialO capacity are University faculty, staff, administrators, and the Student
Body PresidentNo student, aside from the student body president, is ever considered an official
representative of theniversity. This is especially important to understand when working with
outside vendors, agents, etc.

RSO Suspension and Grievances

Recognized Student Organizations not meeting the requirements, expectations, policies listed
above may be suspended taged on probation for a period of time, as determined by the
Assistant Director of Student Activities. Suspension or probation may be imposed for the
following reasons, including but not limited to, ineligible officers, officer misconduct, property
damageorganization misrepresentation, violations of university, local, state, or federal laws,
noncompliance with organization recognition procedures, falsification of information, or lack of
full time faculty/staff advisor. To rectify the issue, organizatialevelopment will be addressed
with the Student Activities Center beforeinstatement can occur. In cases when the Assistant
Director of Student Activities determines the behavior is more serious, the Assistant Director
may report organization membecsthe Office of Student Rights and Responsibilities. Appeals
to decisions can be made to the Director of Student Activities.
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Funding and Fundraising:

Activity and Service (A&S) Fee Funding

Each student at Florida State University pays an A&afepart of their institutional fees.

These fees are used to fund involvement opportunities on campus as well as several campus
facilities. Agencies, bureaus, affiliated projects, funding boards, the Congress of Graduate
Students, and student organinas are all eligible to receive and spend A&S funds. Please
remember these funds are allocated to your organization to lgfglitts mission.

The Student Government Association allocates a portion of the Activity and Service (A & S) fee
budget to Rcognized Student Organizations. To apply for A&S fees, RSOs must be recognized
for at least eight weeks, have a treasurer, attend a SGA accounting workshop, and have a
prepared budget proposal.

It is important to submit a strong, organized, detased, structured budget proposal to SGA or
your funding board when requesting funding for your event. For more information contact SGA
Accounting at 6449940 or visit them in A209 in the Oglesby Union.

Funding Boards
Please check the following website tanid out which funding board your organization has
been assigned: http://www.fsu.edu/~sga/docs/FundingBoardCategories.xls

There are several funding boards established to allocate funds to student organizations. The
funding board for many RSOs is tBeudat Allocations Committeavhich is part of the Oglesby
Union Board.

The Service Oriented Allocations Committee, Specialized Interest Allocations Committee,
Entertainment Allocations Committee, and Career Advancement Allocations Committee boards
comprisethe Student Allocations Committee as part of the Union Board. The Union Board office
is located on the third floor of the Union in the Student Activities Center.

All graduate level organizations that are not affiliated with the College of Law or Ealfeg
Medicine must apply for funding through Congress of Graduate Students (COGS). Please
contact Barbara Speck, bspeck@admin.fsu.edu or 644 7166 diwww.fsu.edu/~sga/coghir
more information.

Each funding board sets its own timetable for allogpsitudent funds. Check with the SGA

Accounting Office at 6449940,http://www.fsu.edu/~sga/sgaacaif A209 Oglesby Union to
get contact information for individual funding boards and timelines.

RSO Handbookl8



FSU Student Organization Handbook

Twelve SGA Funding Boards:

Business School Allocatior@ommittee (BSAC)
Career Advancement Allocations Committee (CAAC)
College of Engineering Allocations Committee (CEAC)
College of Music Allocations Committee (CMAC)

Entertainment Allocations Committee (EAC)

Greek Council

Law School Allocations Comittee (LSAC)

Medical College Council (MCC)

Multicultural Student Assembly (MSA)

Service Oriented Allocations Committee (SOAC)
Specialized Interest Allocations Committee (SIAC)
Sports Club Council (SCC)

Budget Proposals
In general, SGA funds willdallocated for welplanned events that benefit the FSU community.
Funding boards or Senate will fund events each year that benefit the student organization
members directly, but that is less common and should not be the bulk of your request. Food and
travel are items that always raise questions and should be well justified. Funding boards
appreciate budget requests with specific detail; this helps them envision your ideas and lets them
know that you are serious about using this money for the benéfié 85SU community.

Please be sure to read the SGA Financial Manual before preparing your RSO budget

Always remember that there are many groups applying for the same SGA funding dollars, and
you must submit a budget request that meets deadlines amdistaut as a good investment for
the students of FSU.

Funding Hearing
The hearing process is an important part of your budget request. Student organizations should
take this opportunity seriously and be well prepared to make a presentation on the itexins
request. When possible, bring multiple members of the organization to the hearing. This shows
that your group is aware and supportive of your request.

Proper Usage of A&S Fees

A&S Fees will be allocated according to specific budget caitegy There are seven budget
categories:

salary

OPS wages

contractual services

expense

food

other / clothing & awards

OCO (nonconsumable or neaxpendable equipment costs)

NoakswhNE
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Organizations transferring budget from one category to another must have approvalf
their funding board.

Expenditures drawn by agencies, bureaus, branches, and student organization from A&S monies
MUST be reviewed and approved by the SGA treasurer. The SGA treasurer has up to 48 hours
to review and approve or reject such expendititeasons for rejection include, but are not
limited to:

Excessive or irresponsible requests for office supplies

Excessive or irresponsible requests for food items

Excessive or irresponsible requests for decoration

Requests for expenditures in excess5,800 made thirty days prior of sweepings

Any unclassifiable expenditure that is deemed irresponsible or excessive

Each agency, bureau, affiliated project, and funding board of the SGA shall submit a monthly
financial statement to the study body auditBmancial statements must be turned in within 10
school days following the end of the month. The student body auditor shall also make periodic
audits of all budgets, thus stressing the importance of maintaining an accurate set of financial
records.

Student organizations are not allowed to utilize A&S funding solely to generate féhalsda
Statute prohibits charging students to enter, attend, or participate in an event funded in part or
whole by A&S fees.

Off-Campus Banking

The safety and security 8SOsand their assets are of the utmost importance! Utilizing off
campus bank accounts could be a great way for your organization to maintain its finances, but
here are a few tips you should be aware of when establishing and/or maintaining an off campus
account:

Establishing an oftampus bank account is a good idea becuinstps
* To prevent an individual from tax implications with the IRS
* To assist and provide continuity in budget information with officer transition
* To expedite and simplifyrganizationOs transactions

How to establish an offcampus bank account:

First, establish a permanent-oampus address
1. Visit the SAC office, located on the third floor of the Union, above the SGA offices.
2. See front desk and/or Cindy Christopher to dstlatmailbox and address.
3. Visit mailbox at least weekly to receive mail.
*Please note, it is acceptable to have a mailbox outside of the SAC office, but must be a
permanent campus address*

Second, request a Federal Employers® ID Number.
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**Note - Obtainirg an EIN number does not mean your organization becomes an official 501(c)
3 Non-Profit Organization that is exempt from federal taxes. This is a separate process that has
extensive requirements. Please note the organization will still pay taxes oagasrehth the

off campus bank account, but will not have to file a tax return.

The EIN number is used to identify an organization for tax purposes with the IRS. This EIN,
also referred to as a Tax ID number (TIN) or FEID#, is similar to a social secunitger for

your organization. These instructions lead you to obtaining 501(c) 7 status, which is the proper
status for a student organization.

1. Download the SS4 form from this website:
http://lwww.irs.gov/formspubs/index.html

2. Click on Form andhstruction Number

3. From the scroll menu select, 00206 Forrsd 88plication for Employer Identification
NumEO

4. Click on form and print

5. On the second page of this form, you will want to follow the instructions according to
@ the applicant opened a bank accountO

**Specifically:

Section 3, leave blank, you do not have to provide name.

Section 7 a b, not applicable for purposes oRSO establishing number

Section 8a, select OOther nonprofit organization® and you will neednidicate
your type of entity as a 501(c)(7).

Section, 9, select banking purpose and indicate university affiliated student
organization

6. You can either call or fax the information to the IRS. Please have this form completed
to expedite the process.

http://www.irs.gov/businesses/small/article/0,,id=97860,00.html

7. Call IRS to provide information at 8€829-4933. Please note you may be on hold for
awhile.

8. You will receive the EIN over the phone. The IRS will send you official
documentation of your number in a couple of weeks. Once you receive the official
letter from the IRS with the EIN, bring a copytbg letter to Dani Su Armstrong,
Assistant Director of Student Activities, who will then provide a letter verifying the
organizationOs status eRexognized Student OrganizatiahFSU, which you will
need to establish an account with a bank. The Stutivities Center is located on
the 3° floor of the Union (644 6673).
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Third, visit a local bank to establish your account. Bring copy of IRS letter with EIN and
verification letter from Student Activities Center.

1. Discuss banking options that will bertgfour organization

Points to consider:

* Checkingbls it free? Cost of checks? How many signers will be on the
account? Who will have access to accountOs information?

* ATM cardsBwho will have them, how many? How will these be passed down
to newofficers? Who will pick PIN #?

* How many transactions are permitted during a month without cost?

* |s there a required minimum balance?

2. Here are some sample institutions used®RBY0s currently:
SunTrust, FSU Credit Union, and Bank of America.

For thefuture of your bank account:

Be sure to pass along this information to new officers when they are elected.

If and when there are changes to the account, be sure to mail in the changes to the IRS. You will
need to specify the changes in a letter andlaitao the form that is located on the second page

of the original EIN documents. This form also has the address for the IRS for you to mail in the
changes. The only time you will need to update information with the IRS is when the
organizationOs addresmnges and/or if the individual name on the account changes.

Please note by requesting this EIN does not mean that your organization is tax exempt. Again,
please note the organization will still pay taxes on purchases with the off campus bank account,
but will not have to file a tax return.

® You are not allowed to use the Federal Identification Number of Florida State University.

®» Avoid using the Social Security number of an individual member of the organization. If
that individual were to be auditedwbuld appear that they have undeclared taxable
income.

®» Avoid storing fundraiser profits in your car or home. If you have a weekend or evening
fundraiser and need to keep the profits in a safe place until you can deposit it the next
business day, work witthe Student Activities Center to determine a safekeeping
alternative.

Fundraising Ideas
WhatOs the downside of having a plan for the perfect event? Not having the money to pay for it!
Very oftenRSGCs are in need of financial assistance to pull off theanéy, but have no idea how
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to acquire the funds. Here are just a few suggestions that can get you on the fast track to raising
money!

Traditional Fundraisers
Traditional fundraisers are great ways to earn money for your organization. TheyOre tried and
true methods that are employed by numerous organizations and consistently bring in money for
organizations.
Car Wash
Bake Sale
Krispy Kreme Doughnut Sales
Requesting Donations
Ad sales for program or ad booklets
Ticket sales for a party or event

XXX XX

Other ideas
While the above fundraising ideas work well, many organizations are looking for more
innovative ways to raise money. These ideas may take more time and effort, but they will surely
increase the revenue for your organization.

® Organization PageaBtThis will take months of planning and rehearsing, but in the end
your organization can raise money via contestant and member ad and ticket sales.

® Working concessions at the Civic Cenii#Be sure to contact the Leon County Civic
Centerfor details or Seminole Ding to work the football game concessions.

® Working concessions at the Daytona 500 (yes you &hitaveling may cost your
organization a little money, but large scale events are always in need of volunteers for
concessions. In the end your organizatiolhiwake a percentage of the concession
profits. Other large venues in the state offer similar programs.

® Making and selling crafts (could be good for teambuilding and bonding as well!)

® Corporate donation® The FSU Foundation can put you in contact wittaldusinesses
that frequently donate to the university and/or your cause. ItOs also helpful to go through
the foundation because they can ensure that multiple organizations arenOt going to the
same businesses at the same times.

® Setting up an Online Sto&There are some online stores that will create and ship the
products you design at no cost to you. They set a base price for the item, and you
determine your profit by increasing the price. Once your items begin to sell, the online
store will mail you a lseck. If your items donOt sell, you donOt get money, but you wonOt
lose money either.

Whatever your organization decides, it is important to remember that at no point is it okay to
misrepresent the cause for which you are raising money. Fundraising @duge benefit to

your organization and it is important to be ethical as you represent not only your organization,
but also your affiliation with the university.

Gambling (State of Florida Law)

All Recognized Student Organizatsoare expected to uphaddl State of Florida laws.
Specifically, gambling as a form of fundraiserasra fun activityis not acceptablefor any
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Recognized Student Organizatidrhis includes, but is not limited to, raffles where tickets for

the raffle are sold in exchange fom opportunity to win money or a prize(s); games or
tournaments that have an entry fee; betting on, wagering on, or selling pools on any University
athletic event.

If a RSO is planning an event, such as Casino Night, or Poker Tournament, or raffle drawing
must meet with SAC Assistant Director of Event Planning and Permitting by contacting 644
6673.

Types of Gambling are as follows:

¥ Gaming - where the outcome is decided largely by chance. Examples include bingo,
raffles, and card games including blackjack.

¥ Betting or wagering - on the outcome of a future event. Examples include horse racing,
Sports betting, and Internet betting.

¥ Speculation- such as gambling on the stock market.

Adapted from: Better Health Channel. Copyright State Government of Vichus#alia
http://www.betterhealth.vic.gov.au/

State of Florida Law

849.08Gambling.--Whoever plays or engages in any game at cards, keno, roulette, faro or other
game of chance, at any place, by any device whatever, for money or other thing of valbe, shall
guilty of a misdemeanor of the second degree, punishable as provided in s. 775.082 or s.
775.083.

History.--RS 2651; s. 1, ch. 4514, 1895; GS 3579; RGS 5508; CGL 7666; s. 1063;186.71
849.085 Certain pennyante games not crimes; restrictions-

(1) Notwithstanding any other provision of law, it is not a crime fpeesonto participate in a
game described in this section if such game is conducted strictly in accordance with this section.

(2) As used in this section:

(a) "Pennyante game" mans a game or series of games of poker, pinochle, bridge,
rummy, canasta, hearts, dominoes, or {joaigg in which the winnings of any player in a
single round, hand, or game do not exceed $10 in value.

(b) "Dwelling" means residential premises ownedented by a participant in a penny

ante game and occupied by such participant or the common elements or common areas of
a condominium, cooperative, residential subdivision, or mobile home park of which a
participant in a penngnte game is a unit owner, thie facilities of an organization which

is tax exempt under s. 501(c)(7) of the Internal Revenue Code. The term "dwelling" also
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includes a college dormitory room or the common recreational area of a college
dormitory or a publicly owned community centevreed by a municipality or county.

(3) A pennyante game is subject to the following restrictions:
(&) The game must be conducted in a dwelling.

(b) A personmay not receive any consideration or commission for allowing a pamiey
game to occur in Bior her dwelling.

(c) A personmay not directly or indirectly charge admission or any other fee for
participation in the game.

(d) A personmay not solicit participants by means of advertising in any form, advertise
the time or place of any peniayntegame, or advertise the fact that he or she will be a
participant in any pennginte game.

(e) A pennyante game may not be conducted in which any participant is under 18 years
of age.

(4) A debt created or owed as a consequence of any fmariaygamesi not legally enforceable.

(5) The conduct of any penrgnte game within the common elements or common area of a
condominium, cooperative, residential subdivision, or mobile home park or the conduct of any
pennyante game within the dwelling of an eliglorganization as defined in subsection (2) or
within a publicly owned community center owned by a municipality or county creates no civil
liability for damages arising from the peragite game on the part of a condominium
association, cooperative assticn, a homeowners' association as defined in s. 720.301, mobile
home owners' association, dwelling owner, or municipality or county or on the part of a unit
owner who was not a participant in the game.

History.--s. 1, ch. 8866; s. 33, ch. 9197; s. 138, ch. 97102; s. 12, ch. 9882; ss. 58, 70, ch.
2000258.

Planning Poker & Other Games of Chance

In preparation for hosting an event which involves gambling/games of chancgou must
complete the following steps in chronological order to have your emeapproved:

1. Read Section 5, page 30 of the Student Organization Handbook related to gambling and
games of chance.

2. Complete a Special Events Permih#p://union.fsu.edu/eventplannindyou must
include a ery detailed description of the gambling or game of chance, including what
games is being playetow it will beplayed how prizes are awardeeic.
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3. Schedule a meeting witBilly Dahlgren Assistant Director of Event Planning and
Permitting, to dscuss the details of the eventd@hlgren@admin.fsu.ecdor 6446673).
Important DetailsE

¥ There is a minimal cost for space when any exchange of money occurs for programs
hosted in the Union, Askew Studentd_Center, or Student Services buildirigor
pricing, please cdact Guest Services at 646083 or visit
http://union.fsu.edu/guest_services

¥ The Student Activities Center staff or designee resehgegdht to attend the event.

¥ Failure to follow policies and/or procedures can result in the loss of privileges and
benefits of being a student organization and/or can be referred to the Office of Student
RightOs and Responsibilities.

Drawings
Section 898.0935, Florida Statutes, authorizes qualified nonprofit corporations and their officers,
employees and agents to conduct drawings by chance, praadad conditions are meall
brochures, advertisements, notices, tickets, or entry blanks usedHlairswings must
conspicuously disclose:

(a) The rules governing the conduct and operation of the drawing.

(b) The full name of the organization and its principal place of business.

(c) The source of the funds used to award cash prizes or to purcizase pr

(d) The date, hour, and place where the winner will be chosen and the prizes will be

awarded, unless the brochures, advertisements, notices, tickets, or entry blanks are not

offered to the public more than 3 days prior to the drawing.

(e) That no prchase or contribution is necessary.

It is unlawful for any organization that is authorized to conduct a drawing by chance to require

an entry fee, donation, substantial consideration, payment, proof of purchase, or contribution as a
condition of eitheentering the drawing or being selected to win a prize. Therefore, the
organization distributing the raffle tickets may not require a contribution or donation in order to
participate in the raffle; nor may it arbitrarily disqualify or reject any entrysarninate in any
manner between entrants who contribute to the orgaoizand those who do ndt. is also

unlawful to fail to notify thepersonwhose entry is selected to win that they have won, or to fail

to award the prizes in the manner and atithe stated.

Date Auctions

A variety of opinions have been expressed regarding whether or not date auctions are appropriate
activities for student organizationskBU. The purpose of this statement is to discuss briefly

three aspects of date auctionattmake them inappropriate in the opinion of the Student

Activities Center. It is not our belief that the organizations that have sponsored date auctions in
the past had any intentions of promoting or endorsing these issues. Rather, it is our intent to
promote awareness of these concerns and point out potential problems and liabilities for future
consideration.
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Racial insensitivity
Date auctions tend to have the appearance of and the "trappings” of slave auctions. Slave
auctions were a very real and tiapart of the history of this country. They devalued the dignity
of human beings to the level of merchandise. Regardless of the intent of a date auction, it still
involves oneperson’bidding” for the services of anotheerson Whether the services msist
of work or time or something else, an auction of this type consists gfersenpaying a second
person(or organization) for the services of a thierson The bidding process invariably
involves a comparison of the relative "value" of epelsm being auctioned. On a campus
where equality, openness, and sensitivity are valued, any activity that suggests the auctioning of
one human being's services to another is inappropriate.

Gender insensitivity
An extension of the issues above is the needi$ all to respect the rights of others and to know
that apersoncannot be bought. One of the dangerous attitudes that continue to exist between
men and women is the concept of "whoever pays is entitled." Many date rapes result from the
assumption orhie part of the man or the woman or both that whoever pays for the "date" is
entitled to more than the otheersonmay want. Date auctions can create an environment where
those expectations may be used to the disadvantage of one or the other participants.

Persoral safety
A date auction often involves a "well knowpérsonspending time with a stranger that he or she
otherwise might not have chosen to spend time with at all. The organization sponsoring the
auction has no way of knowing the motivationshefgersos doing the bidding. A "fatal
attraction” circumstance is possible, where the date auction becomes a very convenient means by
which apersonhas the opportunity to "buy” some time with gesonto whom he or she is
attracted. Although the pobdity of this scenario may seem extremely remote, it has
considerable liability implications for the organization sponsoring the event.

We believe organizations have very good intentions in sponsoring date auctions. Given the above
concerns, which expogke potential fopersos and/or groups either to be offended or hurt, date
auctions may be perceived to be artdhceived way to raise money. With the many positive

and imaginative alternatives that organizations have for raising funds, we fealdaiasa

should be avoided.

Adapted from the Texas A&M Universiyatement on Date Auctions.

Planning an event with Date Auctions

In preparation for hosting an auction (i.e. exchanging services for moneyyou must
complete the following steps in chronolgical order to have your event approved:

1. Read Section 5, page 30 of the Student Organization Handbook related to hosting an
auction.

2. Complete a Special Events Permih#p://union.fsu.edu/eventpiaing You must
include a very detailed description of the auction, including what is being auctioned, how
it will be auctioned, etc.
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3. Schelule a meeting with Billy Dahlgremssistant Director of Event Planning and
Permitting, to discuss the detailstbé event.\dahlgren@admin.fsu.ecor 6446673).

Important DetailsE

¥ There is a minimal cost for space when any exchange of money occurs for programs
hosted in the Union, Student Life Building, or Studestv&es building.For pricing,
please contact GueServices at 6446083 or visithttp://union.fsu.edu/guest_services

¥ The Student Activities Center staff or designee reserves the right to attendrthe e

¥ Failure to follow policies and/or procedures can result in the loss of privileges and

benefits of being a student organization and/or can be referred to the Office of Student
RightOs and Responsibilities.
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:Event Planning and Permitting:

Why is planning for events so important?

Anyone can plan an event, but it takes a lot of hard work and preparation tgcGRERAT

event! Even a simple meeting can involve advertising and promotion, coordinating the event
agenda, contracting speakers, plagrengaging activities, keeping up with committees and
special projects, and providing and permitting refreshments. Just imagine whatOs involved with
bringing a bigname speaker, comedian, or performance band to campus! The purpose of
hosting events cavary (to communicate ideas, promote the organization, etc) so itOs important
to know bothwhyyouOre planning the event &mivto do it successfully.

Please visihttp://union.fsu.edu/eventplannifgr all your event planning
and approval tips

Event Planning Tips

Questions to Ask Yourself When PiRéganning:

What is the purpose of your event?

Who is the sponsoring group(s)?

What is the contact information for your eventOs chair?

What are the possible date(s) of the event?

What is the likely event start time and end time?

Do you have room/space reservations?

What type of room/space do you need?

How do you need the room to be set up?

What is the estimat] attendance?

What is your event budget and where is it coming from (A&S fees, Off Campus
Funds, etc)?

What equipment may be needed?

Do you have to subra Special Events Permit?

Do you have to submit a food permit?

Will you be using amplified sound?

Are you bringing in someone from outside of campus to prove a service that requires
a cantract (DJ, band, speaker)?

NERNNRN NNSNNNNNRNNE

General Tips:
M Plan ahead: know the basics of your event before contacting asgenguestions to
ask yourself when psplanning, above, for what constitutes the basics)
M Knowwho to contac{SAC, Guest Services, Environmental Health & Safety, FSUPD,
etc)andwhenthey should be contacted

RSO Handbook29



FSU Student Organization Handbook

Complete all necessary forrfgich as Special Events Permits, Food Permits,agtd)
build in at least 710 days for them to be processed and approved.

Read and adhere &l the guidelines outlined for your event once it has been
approved

Relayall the given informatioro the entire sponsoring organization so every member
is aware of what is happening

Contact the SAC if anything changes regarding your event

N 8 8 8

Your Resource: the Student Activities Center

The Student Activities Center &vailable to provide assistance with event planning at all stages

of the process. From setting event goals and conceptualizing the program to evaluation, we can
work with you to make your event a success. Contact the SAC staff-668340 make an
apmintment to review your event plans and obtain assistance with the event planning and
permitting process.

Planning your Event

Planning your Event Budget
Many student organizations make the mistake of allocating the entire program budget to the cost
of the speaker or artist. There are other costs involved with planning an event that must be
considered:
Production Costésuch as sound)
Advertising & Promotions
Food
Honorarium/Performance Fégavel & lodging)
Hospitality (food & amenities for the artist
Supplies(such as paper for fliers, posters, & programs)
When requesting funding for your event, be sure to include ALL expenses for the event so you
can predict the entire cost.

VVVVVYY
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Sample Event Budget

Event Building Date
Expense Explanation Estimates Actual
Promoter Venue Promoter Venue
Building Rent

State and Local Sales Tax

Ticket Surcharges

Box Office Staff

Talent

Talent

Talent

TalenBCommissions

Sound and/or Lights

Staging

Stage Crew

Advertising

Advertising

Advertising

Advertising

Advertising

Advertising

Advertising

Towels

Catering Service

Security FShirt

Security Police

Ushers

Electric Hookups

Runners

Extra Staffing/Labor

Equipment Rental/Spots

Car Rental/Limos

Insurance

ASCAP/BMI

First AIdBEMT

Energy Fee

Cleanup

Phones

Furniture

Barricade

Forklift

Piano Tuner

Production Labor

Backline

Other

Total
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Paying for your Event
You organization can either use A&Sdse(SGA money) or Off Campus Funding to pay for
your event.

With A&S Fees
Events funded through SGA must use approved methods of purchase and payment. All
organizations who receive A&S Fee funding are required to attend an accounting financial
workshop ach year to update your organization on the current purchasing and payment
procedures. As a general rule, students CANNOT purchase an item and expect to be reimbursed
from the University. A purchase order (P.O.) must be generatatlzancewith specific
purchase details provided. The SGA Accounting Office may be reached-@94d4r visit
them in A209 Oglesby Unionimportant Note: after your event is completed, check with the
accounting office to make sure all invoices have been paid and there artgstanding bills for
your student organization.

With Off Campus Funds
If you are using off campus funds to pay for your event, you should first ensure that you have the
adequate amount of money in your account to fund the event. You do not warntrawwsur
account or bounce any checks! After you verify the funds, you can purchase the items you need
for your event. If one of these items includes bringing in someone or something from off
campus to provide a service at your event, you will needrnaplete contracts for those
individuals or groups.

Finding and Using Space for your Event
A major benefit offered to Recognized Student Organizations is the use of campus space. Nearly
all spaces your organization may be interested in for a partewtsut will be free of charge
when admission to the event is frddowever, if money will exchange hands (such as cover
charges, sale of food, sale of shirts, etc) there will be a fee to use the Epacgles of space
include:

For small meetings (unde5 people)

Building Room
Union 311A
320
321
322
Student Services Building 219
220
221
222
For medium meetings (250 people)
Building Room
Union 311B
311C
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311D

311E

312

313

314

315

Student Life Center

101A

101B

101C

101D

Student Services Building

214

For large meetings (94.00 people)

Building

Room

Union

Florida Ballroom

State Ballroom

University Ballroom

312 & 313 Combo

314 & 315 Combo

Student Life Center

101A & 101B Combo

101C & 101D Combo

Student Serices Building

208 & 218 Combo

For banquets

Building

Room

Union

Florida Ballroom

State Ballroom

University Ballroom

Student Services Building

Banquet Room

For performance based events

Building

Room

Union

Florida Ballroom

State Ballroom

University Ballroom

Moore Auditorium

Club Downunder

Student Life Center

Student Life Theater

Student Services Building

Banquet Room

For movies

Building

Room

Union

Moore Auditorium

Student Life Center

Student Life Theater
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The Oglesby Union Guest S@gs can help your RSO reserve space in any location on campus,
not just the Union. Remember that space requests will be confirmed by email. Do not advertise
your event in a particular space until you have confirmation from Guest Services. Contact Guest
Services at 644083 to reserve space or check out their website at
www.unionreservations.fsu.edu

Food Options
Why is food such a big deal? Though rare, food born illness can happen and FStd weaks
sure everyone enjoys a safe environment on campus. The Office of Environmental Health and
Safety (EH&S) oversees events serving food, to make sure they have a record of the food served.
If someone does get sick from food at a campus event, Htd&% record of where the food
came from and they can help track down the source of illness, and also potentially reach others
who might have shared the food.

Food permits can be found onlimevw.union.fsu.edu/eventplanningeH&S requires 3 business
days to process, and approve, food permit requests.

One safe food option that is available to your organization on campus is Seminole Dining. The
Classic Fare Catering department of Seminole Dinirayaslable to cater any type of event.
Theypride themselves on offering an outstanding array of food and beverage selections designed
to meet a variety of needs, from a simple coffee breaks to extravagant receptions and dinners.
Their catering staff stves to develop and produce customized menu events. Contact Classic Fare
Catering at 644509 or visit them online atww.seminoledining.com/caterirfgr assistance in
catering your next event.

Co-Sponsorships
Co-Sponsorships are a great way to combine ideas and resources to plan an event. Why compete
when you can collaborate? RSOs may choose-gpoasor programs with other RSOs, SGA
agencies, community organizations, and/or Union Productioneannoductions will often
help with the event costs if they decide tespmnsor the event (it needs to fall within their own
goals for the year and not all requests tgponsor will be accepted). Contact these
organizations about event-sponsorshipvell in advance of the event date to allow for ample
planning time.

Event Promotions/Publicity 3
There are a variety of ways to promote/publicize your organizationOs events. Some methods
include:

@10 Flyers to Union Marketing Office located on the maioiflof the Union (Posted on
campus boards and Union Display Cases)

@Leaders Listserv (emditaders@lists.fsu.ediwhich goes out weekly

@ Division of Student Affairs Calendawuw.fsu.edu/~calendjr

@ FSU Marqueevpww.marquee.fsu.edu
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@ Union electronic boardContact the Information Center at 644 3434
@ Residence Hall Stall Stori@&Contact Joyce Smiffesmith@admin.fsu.edu

@ Contact Student Publications for posters Oglesby Union A302 and web sites Oglesby
Union T329A

@ Union Market Wednesdays TabBS£ontact SAC 6446673
@ Fsviewnttp:/fsunews.com
@ vs9

Why are permits required for some events?

Some events require permits due to possible concerns with security, food, money, liability, or
other factors. The Special Events Permitting (SEP) process was created to assist student
organizaions with event planning, with hopes to ensure safe and successful events on campus. It
is a Ochecks and balancesO process. Once the SEP is completed and all subsequent paperwork
has been submitted (food permits, contracts, etc), it is sent out tasvaampus departments for
approval (i.e. Guest Services, Athletics, FSUPD, Environmental Health and Safety, etc). After

all approvals are received, an official approval letter is sent out to the organization officers and
advisors.

The permitting processnsures that all stakeholders in the event are informed about the event
and can provide the organization/department with the adequate support to make the event both
safe and successful.

Special Events Permitting (SEP)
The Special Events Permit (SEPaisnore in depth version of a standard space reservation.
should be done-2 weeks prior to your eventt is required for:

X Events where food being servedNOT prepackaged, NOT provided through
Seminole Dining, and given to people outside youanization
Outside eventgon the Union Green, Landis Green, etc)
Events that involve amplified soui(dj, big screen t.v., microphone)
High profile eventgthose that might attract media attention)
Events requiring a university contrgotgardlessof funding source)
Events taking place in the Florida, State, and University Ballrooms, Moore
Auditorium, or SSB 203
Events where money is being exchanged (admission, fundraisers, etc.)
Events involving safety or liability issuéSk's, children comig to campus,
physical activity events)
Events considered auctions
Events involving games of chance
However, this list is not exhaustive and the SAC and/or Guest Services reserves the right to
decide whether a proposed event should be permitted.

XK XX XXXXX

RSO Handbook35



FSU Student Organization Handbook

The GuesBervices office will let you know if a SEP is required to complete your space request
by coding your space reservation as PENDING. SEPs are available online at
www.union.fsu.edu/eventplanningo grocess your SEP, contact the Assistant Director of
Student Activities for Event Planning and Permitting in the Student Activities Center. The
Assistant Director will meet with you to discuss your event and help you secure the appropriate
approvals and/anformation to make your event a success.

For more information you can also call the Assistant Director of Student Activities for Event
Planning and Permitting, Billy Dahlgremdahlgren@admin.fsu.ecdar at644-6673.
You can also view the SEP process onlinenatv.union.fsu.edu/eventplanning

Food Permitting

When your organization is serving food that is NOT-paekaged, NOT provided through
SeminoleDining, and to people outside your organization, you must fill out both a Food Permit
and a Special Events Permit. Food permits should be submitted directly to EH&S by fax or
email. EH&S will let you know when your food has been approved. Permitsailabde

online atwww.union.fsu.edu/eventplannind?lease complete the permit and turn it in 1 week in
advance of your eventf there are problems with your request, EH&S will usually suggest
charges to make your event safer. Licensed food vendors are usually approved without a
problem. Visitwww.union.fsu.edu/eventplannirig obtain the food permit form online.

Processing Contracts

Regadless of the funding source (SGA, Off Campus Account, etc) or the location, any event
sponsored by a RSO, which brings an outside person or company to campus to provide a service,
has to be officially contracted. This includes, but is not limited to, $p#sakers, bands, and
conferences.

The contract process is split into two separate processes, depending on your funding source.
A&S Fee contracts use one process and Off Campus funded or $0 contracts use another process.
Each process has paperwork speto that process; howevdrpth processes need to be

completed 2 weeks in advance of your event.

Contracts for Events Using A&S Fees
Contracts using A&S fees are official legal documents on behalf of FSU, and therefore must
ALWAYS be signed by offial staff of the Student Activities Centelever sign an A&S Fee
contract yourself\ you could be responsible for paying the entire fee on your own!! SGA
Accounting has to verify that you have the appropriate funds in your A&S Fee account.

When talkingwith a speaker or artist (or agentgver verbally committo paying a certain fee
or bringing the artist on a certain daterbal agreements are legally binding in the state of
Florida. Use language such as:

» Can you give me a price quote for the leefur

> Is the artist available on a certain date, if we are also available?
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> | will pass this information on to the planning committee and respond back to you
shortly.

> Please send me a contract with the quoted fees and | will seek the necessary
approvals.

> Pleag send man artist ridewith the quoted fees and | will seek the necessary
approvals.

To complete an A&S Fee contract, you will need to complete a Contract Information Sheet and
bring it to SGA Accounting on thé'%floor of the Oglesby Union. Fornzan be found online at
www.union.fsu.edu/eventplanningifter visiting Accounting, you will bring the paperwork to

Ms. Billie Pope in the Student Activities Center for processing. Ms. Billie caednted in

person from 8an®2:30pm MondayFriday, by email abpope@admin.fsu.edor by phone at
644-6710.

For more information you can also call the Assistant Director of Student Activities for Event
Planningand Permitting, Billy Dahlgremdahlgren@admin.fsu.ecdor at644-6673.
You can alswisit http://union.fsu.edu/eventplanning

Contracts for Events Using@ff Campus Funding or $0
Off Campus funded or $0 contracts have two components: (1) a space rental information sheet
which results in a facilities use agreement with the University, and (2) a contract, either for a DJ
or other OgenericO entertainment, whésults in a contractual agreement between the
organization and the outside party.

The University cannot sign the contract portion of Off Campus funded contracts since the
University does not have any way to verify that the organization does indezthkedunds to

pay the outside party. Thus, the University goes into an agreement with the organization for the
space and the organization goes into an agreement with the outside party binding them to the
event (i.e. the organization will sign the contrportion). However, the University can assist the
organization with contract negotiation for the outside party.

To complete a Off Campus funded or $0 contract, you will need to complete a Space Rental
Information Sheet and either a DJ Contract or ae@ertntertainment Contract (depending on

the outside party being brought in) and bring both fooosplete withall requiredsignatures

to Ms. Billie Pope in the Student Activities Center for processing. Forms can be found online at
www.union.fsu.edu/eventplannindMs. Billie can be reached in person from &&30pm
Monday-Friday, by email abpope@admin.fsu.edor by phone at 648710.

For more inbrmation you can also call the Assistant Director of Student Activities for Event
Planning and Permitting, Billy Dahlgremdahlgren@admin.fsu.ecdor at644-6673.

Promoting RSO Events on Campus

The FloridaState University PostinBegulation can be found lattp://posting.fsu.edu. This
interactive site will provide you with all the information you neeg@tomote your events on
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campus. Maps of approved locatipti® various promotion privileges, and read Helpful Hints to
help you stay in compliance
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University Polices and Procedures:

Student Code of Conduct, Codes and Policies

The Florida State University Student Conduct Code applies the principlesifotned

"Statement on Values at Florida State University" by promoting responsible freedom for all
students. Responsible freedom is exercised when actions are directed by ethical standards. This
Code seeks to apply the principle of responsible freedongagl#s the conduct of FSU

students. Moreover, the Code operates as a vehicle for informing students about their rights and
responsibilities while reinforcing the development of ethical standards that make responsible
freedom possible. FSU jurisdiction seging discipline is generally limited to conduct of any
student or Recognized Student Organization that occurs on Florida State University premises.
However, the University reserves the right to impose discipline based on any student conduct,
regardlessfdocation, that may adversely affect the University community and its international
programs.

Students and RSOs should be aware of the Student Code of Conduct, as it is the document that
should guide their behavior and operations. To view the codeeéntirety, please visit
http://srr.fsu.edu/conduct/code.htm

Alcohol Policies
Below are alcohol policies that are pertinent to RSOs; however RSOs should be aware of all
university alcohol policiessalisted in the FSU Student Code of Conduct. Please read the code
online athttp://srr.fsu.edu/conduct/code.htm

The alcohol policy pertaining to all members, groups, events, and organizationt)mbiesity
Community states:
(a) No individual under the legal drinking age (minimum of 21years of age) may serve,
sell, consume or possess alcohol on university properties, except to the extent allowed by
law within licensed premises or designated arédseouniversity.

(b) No individual may serve or otherwise provide alcohol to persons under the legal
drinking age.

All members of the campus community (students, faculty, staff, alumni, and guests) must adhere
to all applicable state and local lawglamiversity regulations related to the sale and use of
alcohol. They include, but are not limited to the following:
1. It is unlawful for any person to aid or abet an underage person in the purchase or
attempt to obtain alcoholic beverages.

2. It is uawful for any underage person to falsify a driver's license or other
identification document in order to obtain or attempt to obtain alcoholic beverages.
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3. It is unlawful for any person to permit use of his/her driver's license or any other
identificaion document by an underage person to purchase or attempt to purchase
alcoholic beverages.

4. No person may bring any type of alcoholic beverage into a licensed facility or area nor
may any person take alcoholic beverages out of the licensed factgitgar

5. Transportation of all alcoholic beverages on campus shall be in unopened and
unobservable containers.

6. Damage to or destruction of property, or injury to person(s), which is caused by or can
be shown to be related to the consumption of akwiil be subject to disciplinary
action, as will any other violation of this rule.

Promotional guidelines in regard to alcohol state:
The onrcampus promotion of activities or events shall not advertise alcohol or sponsorship by
alcohol marketers withd prior written approval of the Vice President for Student Affairs.
Events that seek advertising approval must meet the following requirements:
1. Alcohol shall not be used as an inducement to participate in a university event and may
not be offered as jrize or gift in any form of contest, raffle or competition. Social
events that encourage drinking, drinking contests, or drunkenness, and the advertisement
of such events, are prohibited.

2. Alcohol advertising on campus or in campus media, incluti@aigwhich promotes

events as well as product advertising, shall not portray drinking as a solution to personal
or academic problems of students or as an enhancement to social, sexual, or academic
status.

3. Advertising for any university event where dobc beverages are served shall
mention the availability of nealcoholic beverages as prominently as alcohol, i.e.,
beverages.

4. Promotional materials, including advertising for any university event, shall not make
reference to the amount of alcohdbeverages available. This includes references to kegs
or open bars.

Hazing Policy
Please visihttp://hazing.fsu.edfor more information

State law
Florida law defines hazing as "any action or situation thatesski or intentionally endangers
the physical health or safety of a student.” That includes pressuring or coercing the student into
violating state or federal law or engaging them in any forced activity that could endanger their
well-being. The law also cmlemns brutality of any kind, such as whipping, beating, branding
and forced consumption of food, liquor, drugs or other substances.
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Under the law, a act of hazing that creates a substantial risk of physical injury or death would
be a first degree misderanor, punishable by up to a year in jail and a $1,000 fine. If the hazing
results in serious bodily injury or death, the offense would be a third degree penalty, punishable
by up to five years in prison and a $5,000 fine.

Hazing includes, but is not lingit to:

B Interference with a student's academic performance.

B Forced consumption of any food, alcohol, other drugs, or any other substance.

B Forced physical activity, such as calisthenics.

B Deprivation of food or sleep.

B Kidnapping

B Hazardous exgsure to the elements

B Any activity that would subject the individual to embarrassment or humiliation.
RSOs must also abide by all State of Florida hazing laws.

The following 6ur subsections aredapted from: StopHazing.org, Educating to Eliminate iHgz
Copyright StopHazing.org 1998001. www.stophazing.org

Chad Meredith Act
Chad Meredith Act (HB 193)
Florida House of Representatives
Law in effect July 1, 2005
Summary
Hazing is the subjection of ather to extreme physical or mental harassment, usually associated
with into a social organization. Under current law, hazing by a college student may subject that
student tauniversity or college discipline. Hazing incidents may lead to criminal prosecuti
under general criminddut there are impediments that make such prosecutions difficult.

This bill creates new criminal offenses specific to hazing at the high school or college level. This
bill providesthat it is a first degree misdemeanor to comamitact of hazing that creates a
substantial risk of physicalr death. The offense level increases to a third degree felony if the act
of hazing actually results in seriobsdily injury or death.

This bill also expands the definition of hazing, and pfes a limited exception for certain
legitimate activitiesThis act is named for Chad Meredith, a student at a Florida university who
died in a hazing incident.

Chad MeredithOs Story

In 2001, University of Miami student Chad Meredith returned from aaroaad began drinking

with two officers of Kappa Sigma, a fraternity he wished to join. After several hours of drinking,
the groupried to swim across Lake Osceola near campus. Meredith had a blood alcohol level of
0.13. Hedrowned 34 feet from shore s@ix feet nine inches of wateklthough, the fraternity

officers protestethat the incident was not a fraternggnctioned hazing event, a jury found
otherwise, and awarded tbeceased studentOs family a $12.6 million verdict in a negligence suit
basedn hazing.
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(Source House of Representatives Staff Analysis,
http://www.flsenate.gov/data/session/2005/House/bills/analysis/pdf/h0193.CRJIV. pdf

"Hazing"includes, but is not limitedt

! Pressuring or coercing tlstudent into violating state ocederal law;

! any brutality of gohysical nature, such as whipgi beating, branding, forced
calisthenics, exposure to thermlents, forced consumption afiy food,liquor, drug, or
othe substance, or other forcptlysical activity that which could adversely affect the
physcal health or safety of the student;

! Any activity that which would subject the studdo extreme mental stressich as
sleep deprivation, foed exlusion from social contadiprced conduct that which
could resit in extreme embarrassment;

! Other forced activity that whitcould adversely affect tmental health or dignity of
the stuent.

Hazing does not includeustomary athletic events ohet similar contestsr competitions or
any activity or condct that furthers a legal and legitimate objective.

In the State of Florida, Hazing is a Criminal Offense

A personcommits hazing, third degree felonywhen he oshe intentionally or recklessl
commits any act of hazingpon awther person who is a memberasfan applicant to any type
of student organization and thazing results in serious bodilyjury or death of such other
person.

A personcommits hazing, érst degree misdemeanpwhenhe orshe intentionally or
recklesslycommits any act of hazingpon anotbkr person who is a memberafan applicant to
any type of student organization ath@hazing creates a substantial riskpbiysical injury or
death to such other person.

It is not a defense to a charge of hazing that:

! The consent ote victim had been obtained:;

! The conduct or activityhat resulted in the death iojury of apersonwas not parto
an official organizationagévent or was not otherwisarsctioned or approved lige
organization; or

! The conduct or actity that resulted in death onjury of thepersonwas not donas a
condition of membership to an organization.

(Source Chad Meredith Act, HB 193)
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Myths

Facts

Hazing is primarily a proleim for fraternities and
sororities.

Hazing is a societal problem. Hazing incidents occt
in the military, athletic teams, marching bands,
religious cults, professional schools, and other type;
clubs and organizations.

Hazing is no more than foolishgmks that
sometimes go awry.

Hazing is an act of power and control over otNeitss
victimization. Hazing is prenediated and NOT
accidental. It is abusive, degrading, and often life
threatening.

As long as there is no malicious intent, a little
hazingshould be okay.

Even if there is no malicious Ointent,O safety may g
be a factor in traditional hazing activities that are
considered to be Oall in good fun.O Besides, what
purpose do such activities serve in promoting the
growth and development of@up members?

Hazing is an effective way to teach respect and
develop discipline.

Respect must be EARNHEDnot taught. Victims of
hazing rarely report having respect for those who hg
hazed them. Just like other forms of victimization,
hazing breeds migist, apathy, and alienation.

If someone agrees to participate in an activity, it
cannot be considered hazing.

In states that have laws against hazing (such as FL
consent of the victim cannot be used as a defense i
civil suit. This is because, em if someone agrees to
participate in a potentially hazardous action it may 1
be true consent when considering the peer pressurg
desire to belong to the group.

It is difficult to dgtermine whether or not a certain
activity is hazing\ it is such a gay area sometimes

It is not difficult to decide if an activity is hazing if yo
use common sense and ask yourself some commor
guestions (see below).

Common Questions to Determine if an Activity is Hazing
Make the following inquires of each activity tetdrmine whether or not it is hazing:

Is alcohol involved?

3 33

university official?

Will active/current members of the group refuse to participate with the new members and
do exactly what they are being asked to do?

Does the activity risk emotional or physical abuse?

Is there risk of injury or a question of safety?

Do you have any reservation describing the activity to your parents, to a professor or

®» Would you object to the activity being photographed for the school newspaper or filmed

by the localTV news crew?

If the answer to any of these questions is YES, the activity is probably hazing.
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Alternatives to Hazing
Sometimes, organizations that haze new members are confused about how to change these
practices. There are many creative ways to ch&mogea hazing to a nehazing organization.
The following are some specific examples of ways to eliminate hazing and make membership a
challenging but positive experience:

In Greekletter organizations, the very term OpledgeO is often equated with praziices.

Many national organizations have sought to eliminate this term in order to foster more positive
attitudes toward the new members. Some substitute terms include Oassociate membersO and
Onew members.O

When organizations are challenged to elae hazing practices, some members may be

resistant to this change. In many cases, those who push to keep hazing around are those who are
bitter and angry about the hazing that they themselves endured (but they do not admit this
publicly) and expect thathers should be abused in order to gain OtrueO membership in the
organization. You will also find that some of these people are likely to be the bullies of the
organizatiofN people who enjoy a Opower tripO at the expense of someone else.

Of course, ifyou try to eliminate hazing in your group, you will likely encounter many elaborate
reasons for why this will be devastating for your organization. While there will be some staunch
supporters of the status quo, there will be many who can be convindedrefgative effects and
potential risks of hazing. Believers in the supposed ObenefitsO of hazing may be more likely to
change their opinion if they can envision some alternatives. The supposed ObenefitsO of hazing
are listed below with nehazing altematives to accomplish the same goal.
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Goal

Non-Hazing Method of Accomplishing the Goal

Foster Unity & Involve All Members in the
Community

Have the members of your organization work together on
community service project. Visit a ropes course to work ¢
group cohesiveness, commcation, and leadership skills.
Have members work together to plan a social or athletic
event with another organization.

Develop Problem Solving Abilities

Have new members solve case studies that relate to
organization issues/problems or discuss orgsditization
weaknesses such as poor recruitment, apathy, or poor
scholarship, and plan solutions t@them.

Develop Leadership Skills

Encourage participation in campus activities outside of th
organization. Encourage new members to get involved ir
organizationacommittees and/or leadership roles. Develg
a peer mentor program within your organization for
leadership roles.

Instill a Sense of Membership

Plan special events when the entire organization gets tog
to attend a movie, play, or religious serviddarP&an a

Omembership circleO where students participate in a
candlelight service in which eacknsersbasashaiznte to
express what membership means to them.

Promote Scholarship

Take advantage of your university academic and tutoring
services. Designateéusly hours for member of your

organization. Invite university and community experts to
discuss testaking skills, study methods, time managemer;
etc.

Build Awareness of OrganizationOs History

Invite an older member to talk about the organizationQs ¢
days, its founding, special traditions, and prominent formg
members.

Knowledge of the Greek System (for Grdeker
organizations)

Invite leaders of IFC, Panhellenic, NPHC, MGC, and/or
Greek Life staff to speak on Greek governance including
their goas and expectations of the Greek system.

Aid Career Goals

Use university resources for seminarsresuasuwie vwgitijodp,
interview skills, and for information on various careers.

Improve Relations with Other Organizations

Encourage new members to plan sbaraservice projects
with other organizations; work together to plan joint socia
service activities.
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Oglesby Union Board Policy
The Union Board was established to develop policy and guidelines for activities, programs, and
services in the Agsby Union. The Union Board represents the university community so that
facilities, services, and amenities of the highest standard are offered to meet the needs and
interests of this community. Specific responsibilities of the Oglesby Union Boardentie
following:

Develop the Union Board Policy Manual

Administer space assignments in union facilities through the Space Committee

Participate in the budgetary process for the overall union budget

Offer input on long range planning issues for tinén

Govern and allocate A & S Funds through the Student Allocation Committee
For more information on the Oglesby Union, including contact information, forms and a current
Union Board Policy Manual, please visit our websitatat://union.fsu.edu/unionboardrhe
Union Board welcomes any feedback, comments, questions, or concerns you may have regarding
union facilities, programs, and services.

The Union Board can be reached4#-5322 oruboard@admin.fsu.eduYou can also visit the
Union Board in room A305 in the Student Activities Center.

University Posting Policy

It is important that the campus environment remains aesthetically pleasing and welcoming for
faculty, staff, students, alumni, community members, and visitors. The campus should be free
from excessive and abusive postings, chalking and the distribution of commercial and
promotional materials, which deface, and depreciate the value of our grtaailises, and
campuses. To ensure proper posting, FSU has a posting policy that applies to all entities that
post, including student organizations. The University Posting Policy can be found online at
http://posting.fsu.edu

Dance Policy

Open Dances at FSU are sponsored and organized by the Division of Student Affairs for student
organizations on campus. The Student Organization Services AssistamoDofeStudent

Activities is responsible for scheduling dance dates each Fall and Spring semester and making
those dates available to student organizations for reservation. You can contact the Dance
Coordinator, Kelly McDowell, byymailat Kmcdowell@admin.fsu.edwr by phone at 644

6673.

To view the Dance Policy, which outlines the entire Open Dance process, please refer to
www.union.fsu.edu/sac/dandafo.html.

Market Wednesdays Policy
To participate in Union Market Wednesdays, RSOs must follow the guidelines below. For more
information on Market Wednesdays, please visit us onlimenat.union.fsu.eduharket
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F Only a Recognized Student Organization and/or an organization recognized by FSU may
table during Market Wednesdays. If you are not sure whether or not your organization is
recognized, please contact the SAC at 644 6673 for a list of foragpbdaganizations.

E All tables will be distributed on a first come first served basis. Organizations must sign
up for a table by registering the day of at &0 Sign Up table located in the courtyard near
the ticket office beginning & 30am

F Any member of the organization may register for a table on behalf of the organization on
Wednesday morning.

F Once your table is set up, there must be a representative from your organization at the
table atall times. If a representative from your orgatia is not at the tablbey 10:30 am

(after registering for a tablgpur table may be at risk for-géstribution if there other
organizations waiting for a tabl€ables will bere-distributedandassigned through the SAC
tableby the SAC staff Only SAC staff and appointed representatives may remove other
organizations items from a table. ltems may be reclaimed at the SAC table until 1 pm.

F  Onlythe person sitting at tHRSO Sign up tablevill be allowed to ask the Union facility
workers to bring morehairs and tables.

E Only one table per organization and sponsorship. However, an organization may
sponsor/host another organization, activity, or event (i.e., WomenOs Center hosts Breast
Cancer Awareness Month activities).

F Only baked goods andgpackaged food may be sold at your table during Market
WednesdaysTo sell baked goodspy must submit a Food Permit and receive approval
(request may be submitted in the SAC). If your organization is selling ornaments, tickets for
drawings, or otherlgects you must have special approval fidemi Su Armstrongn the

Union, room A305K, or contact her @armstrong@admin.fsu.edw 6446673.

F Please make sure all trash is discarded into trash cans during Wednesdays and especially
before leaving youtable for the day. Consistent violators will be asked not distribute flyers
to promote their organization, event, activity, etc.

How to register for a table Wednesday morning:

1) Register for a table betwe®r80-10:30 am on Wednesdays by visiting thedent
Activities Center staff member at tRecognized Student OrganizatiSign Up table
located near the Union Ticket Office.

2) Once you have provided your contact informatiom@l address, phone number,
etc.) and signed your name agreeing to abydénése policies and procedures, the
staff member will give you a card that says, ORegistered Table.O This card must
remainvisible at all timesat the table,and not with thg@ersornwho registered for
the table. Tape will be provided at tR&EO Sign Uptable if you chose to tape the
card to your table.

3) On Wednesday morning, please make surepresentative is at the table 10:30 am
or the table you chose will be redistributed to other organizations.
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**If you are interested in reserving the -Ibm lour on the Moore Porch and Union Courtyard
or if you wish to reserve the amphitheater or the Union Green, please contact Student
Organization Services at 644 6673 or by visiting the Union, room A305.

Use of Campus Facilities

The FSU Student Handbooktis guidelines for the use of campus facilities. Please review these
guidelines ahttp://registrar.fsu.edu/student_handboibkbu plan to use space on campus for
your events.
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Risk Management:

Student Organization Travel

The University is not liable for any student who travels (other than the SGA President).
However, the Student Activities Center realizes that some RSOs may travel to conferences,
competitions, or other eventspioomote their organization or to convene with other chapters of
the large state or national organization. All members of RSOs are expected to conduct
themselves in an appropriate manner when they travel and within the Florida State University
Student Codef Conductand in a manner that does not detract from the reputation of the
university (www.srr.fsu.edu/conduct/conduct.htm).

* Please notéhat FSU does NOT provide insurance coverage for personal vehicles as well as all
individuals in the vehicle.

Suggested Practices for Safe Travel:

Have in possession legal driver license, registration, and up to date auto insurance
Obey all traffic lawincluding all passengers waay seat belts
Prepare for your trip including:
Directions for safest route
Contact info of destination
Contact info for emergency contacts
Check for safe weather conditions
v' Operate vehicle in safe conditions:
Drivers should be wellested and healthy
Do not overload vehicle with people, equipment, or extra baggage
Do not use déphone or play loud music
Do not drive for extensive periods or late hours
v" Make sure vehicle is in proper working condition
See websit®www.samarins.com/longtrip.index.html
v' Create travel rost. Travel roster should include:
Names of those traveling with emergency contacts with phone numbers
for each traveler
Contact information of destination
Dates of the trip
Phone number where RSO can be reached at anytime

ANANEN
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Questions or concerns regamlimavel should be directed to the SAGat@admin.fsu.edor
644 6673

Waivers

Waivers should be used for RSO travel, activities that have liability concerns (5Ks, bringing
children on campus, inflatables, etahd any other events deemed neces3ény.Student

Activities Center has worked withSU Legal Counsel to prepare several different types of
waivers for student organizations. Please visit the Student Activities Center to obtain copies of
sample waiversroemail Billy Dahlgrenwdahlgren@admin.fsu.edtor copies. Please contact
the SAC at 6446673 for additional information about waivers.

Crisis Response

While RSOs are advised to plan their activitied aments in such a way as to avert crisis, it is
important to proactively plan how to respond in the event one should occur. Intentional
development of a crisis response plan prior to an event or activity will empower the organization
to effectively respond. Educating members prior to a crisis is crucial. All organization members
must know who is in charge and be prepared to follow the plan. The following information is
intended to assist students in the development of a crisis response plan, bunshbeld

considered a complete plan, rather a guide for designing a protocol that fits the organizationOs
needs.

As a student leader, it is important to understand that crisis can happen to you and your
organization. If this happens, know that you areatate. Call on the resources of Victim
Advocate, FSUPD, First Responders, the University Counseling Center, or any other pertinent
office to assist you. It is important to be aware of your own feelings, perceptions, and issues so
that you can monitor yo ability to cope with the difficult situation.

General Crisis Response Plan

Develop a crisis response strategy for your organization prior to your event or program.

Create a step by step process for what to do in case of a crisis.

Designate organizatial officers and crisis team who can take charge of a crisis

situation.

® Review your crisis response plan on a regular basis and update your plan as needed.

% If medical attention is needed, attend to those needs before doing anything else. You can
call 911or the FSU First Responders at 61349.

® For assistance with event statements and/or reporting events contact FSUPD 284644

% For assistance with crisis management, call FSUQOs Victim Advocate offize74t61 or
644-2277 The Victim Advocate ppgramprovidessupportto victims of crime. An
advocate is on catlentyfour hours a dayo respond to FSU students who are
victimized, or any othgpersonwho is victimized on our campas in our community
Services offered include emotional support, ingtrunotification, referrals, and
educational programming for our campus community.

% Contact the Student Activities Center at @B¥%3 to inform them of the situation.

XXX

RSO Handbooks(0



FSU Student Organization Handbook

Sample Emergency Contact Card

RSOs should create emergency contact cards fordiggnization. Contact cards should be
kept in a permanent visible location, as well as brought to organization events and/or when
traveling. These contact cards will enable organization members to react quickly in an
emergency and reach pertinent people.

An emergency contact card can be created in a variety of ways. The following is one example:

NAME HOME PHONE CELL PHONE
Organization President 850-000-0000 000-000-000
Organization Advisor 850-000-0000 000-000-000
Student Activities Center 8506446673
FSUPD 8506441234
FSU First Responders 8506443349
FSU Victim Advocate 8506447167 or

850-644-2277
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Organizing your RSO:

A Consultation: the Student Activities Center

The Student Activities Center is available to provide consultéigour organization. We can
assist you with leadership skills training, understanding group dynamics, and conflict mediation.
Contact the SAC staff at 648673 to make an appointment for a consultation session or skills
workshop.

What It Means to Be aMember
Being in a group can offer many advantages if you are willing to put something of yourself into
the experience. You have an opportunity to make friends, to work with students from various
backgrounds and in different fields of study, to gain expee in leadership and in community
activity, and to serve your university. A group memberQOs responsibility to the group can be best
summed up in the memberOs Code of Conduct:
As a member of a group | will:
@ Accept membership only when | feel | have tinee and energy to do the job well.
@ Attend meetings regularly, and when this is impossible, strive to catch up on what | have
missed.
@ Seek to understand the job assignment of the group, interpret it to others, and work to
complete it in the allocatedne.
@ Participate in the deliberations with preparedness and objectivity.
@ Share the time of discussion with other members and stick with the topic at hand.
@ Listen and seek to understand and utilize the ideas of other group members.
@ Evaluate my contribution to the group and encourage the group as a whole to evaluate its
work.

Leader Guidelines

Being the leader of an organization is not an easy task. You will have to provide direction for
the group and, depending upon your personal capadjlthis could be a very natural role, or it
could produce minor chaos. Most new leaders of organizations have some of misconceptions
and fears:

IOm the President and | should know all the answers.

| must do everything right.

Can | really do thgob?

Do | have the skills?

What if | donOt meet the groupOs expectations?

What are they expecting of me?

000000
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If you are having these thoughts or fears, donOt let them take over. President or leader does not
mean, Ol have to know all the answers.O ®ttie resources around you. DonOt be afraid to ask
question8l ignorance is NOT bliss. Find out explicitly what your job is, then plot a course of
action towards meeting your responsibilities. Have confidence in your skills and abilities. If you
have aras that need some improvement, take advantage of the opportunities that will assist in
enhancing/developing the necessary skills.

Before plunging into the position of President/Leader, take some time to think and get organized.
Here are some necessaryeqtions to ask yourself:

@ Have | thought of my responsibilities as President/Leader of a RSO?

@ What is the purpose of the organization?

@ How do | go about plotting a course of action, (i.e. goals and strategies) to make sure we

are fulfilling the orgardationOs purpose?

@ Have | read the organizationOs constitution ardvay?

@ Have | discussed my role as President/Leader with my advisor?

@ Am | asking questions when necessary and am | utilizing campus resources?

Characteristics of Leadership

The Lealer:

Has faith in people and wants to work with them

Has poise and confidence. .

Carefully preplans meetings to make sure they run smoothly.

Shows interest and alertness by his/her own attitude, mind, body, and expression.

Is democratic in déiamg with members.

Is fair and impartidil doesnOt take sides when he/she is presiding.

Is patient, optimistic, and gives credit for work done.

Is sensitive to the individual and recognizes individual differences.

Acts as a helper, umpire, and moderao that all members are encouraged to share in
the work of the organization.

@ Shows a sense of humor to relieve the tension of a serious meeting.

@ Realizes that it is their responsibility to serve their organization as a leader and to let
others shar group responsibility.

@ Believes in the organization and has a sincere desire to do the best of his/her abilities.
Wants to be a team member.

0000000060

Delegation: Things to Consider
You should ask yourself the following questions before you delegate any s#s|iyn
Who has the skills, interests, and/or abilities to successfully complete this assignment?
Have | carefully defined the responsibilities associated with this assignment? Does the
person have an adequate understanding of the job to be done?
Does the assignment create a challenge for the individual and does it provide an
opportunity for some decision making on his/her part?
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Is the responsibility delegated in at atmosphere of mutual trust and respect? Can the
person be counted on for youmpgwrt? Can you count on the person to carry out the task at
hand?

Has everyone in the group been delegated some degree of responsibility?

Also, keep in mind this statement: ODelegation increases involvementElnvolvement
increases loyaltyELoyalty increas Commitment.O

Running an Effective Meeting

Careful planning is the secret to running an effective meeting. Poorly planned or unplanned
meetings are typically viewed as boring, unproductive, and a waste of time. However, with

proper planning any meag can be productive and fun. The following steps will guide you in

planning a meeting that is informative and enjoyable to all members.

Before the Meeting

Define the purpose of the meeting. A meeting without a purpose is like a class without
an instuctor. The purpose is the reason why people come to the meetings. Without a
purpose, members may feel that their time was wasted and it could discourage their return to
the organization.

Develop an agenda.

Choose an appropriate meeting time. Seh#é and stick to it.

Distribute the agenda and any other materials before the meeting so that members can be
prepared.

The location of the meeting is very important. Choose a location that is easy for
members to find. Keep in mind that many studeld not have their own means of
transportation, so it is a good idea to stay on or close to campus. Be sure to select a location
that will accommodate the size of your organization. Take time to check out the room prior
to your meeting to ensure thaethpace is appropriate.

Be sure that everyone knows where and when the meeting will be held. If possible, hold
meetings at the same time and place every week.

During the Meeting

Greet members to make them feel welcome and be sure to introduceramgemders.

If possible, serve light refreshments.

Start on time. End on time.

Follow the agenda.

Encourage discussion so that you get different ideas and viewpoints. Remember that the
organization belongs to all of the members. When membethaa®eir ideas have an
impact on the decisiemaking process, their commitment to the organization is increased.

Keep the discussion on topic and moving towards an eventual decision.

Keep minutes of the meeting for future reference in case a quesiiwablem arises.

The leader or facilitator should model leadership skills such as staying on task, listening,
valuing members, and appreciating diverse points of view.

Set a date and time for the next meeting.
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After the Meeting

Write up andlistribute the minutes within-2 days. Quick action reinforces the
importance of the meeting.

Discuss any problems that may have surfaced during the meeting with officers so that
improvements can be made.

Follow up on delegated tasks. Make sure thambers understand and carry out their
responsibilities.

Put unfinished business on the agenda for the next meeting.

Most importantly, give recognition and appreciation to the members for excellent and
timely progress!

From the University of Texasustent Organization Manual (2004).
http://deanofstudents.utexas.edu/sald/downloads/stu_org_manual.pdf

Benefits of Keeping Minutes
Meeting minutes are beneficial becauseytprovide:
m the official records of an organization, the processes utilized in democratic decision
making, and the results of an organization effort.
m a valuable review of the activities of the past, and aid in report writing and formulation of
futureactivities and programs.
m credibility and accountability for an organization program effort.
members who could not attend a meeting with information regarding the organization.
help with follow-up on organization actions and committee assignments.
help in formulating the agenda for the next meeting.
continuity between organization committees and organization activities.

Recruitment

People are the most important ingredient of any organization. Recruiting quality people is a
difficult task at best.Yet, it is an orgoing responsibility that should be done throughout the year
and not restricted to a designated time period. The continued existence of your organization
depends on the recruitment of quality people.

Convincing potential members thaiwr organization will fulfill their needs and wants requires

that all members of the group understand thoroughly the groupOs goals and objectives. It
requires that each member take the time to become acquainted with recruits and try to become a
friend tothem.

Students stay with organized, dynamic groups that meet their personal goals for membership.
Prospective members want to know that the organization is moving forward and will be
successful in achieving its goals. Identifying the needs of the dudivmembers is the key to
having a strong organization with enthusiastic members
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Why People Join Organizations

For affiliation, achievement, and power
For growth and experience

To have fun

Make friends

Guidance, leadership, and scholarship
Practical experience

A sense of belonging

Fulfill their needs

33333338

Why People Decline to Join Organizations
®» Do not present an opportunity for further advancement, development, or
achievement

Do not fulfill time needs

Unaware of the organizationOsstnce

Not asked to join

Organization has a bad image

Think they are too busy

Fear of failure

Leadership of organization is unorganized

The organization is not productive

33333338

Suggestions to aid organization recruiting efforts
®» Publicize open meimgs
®» Plan events and make people aware of them. People will join a group that is
active.
®» Invite potential members to see the organization at Mdmksiness meetings,
social functions, etc. Let them see the real you!
®» Send letters to individuaia personal invitation to a meeting or social
function can go a long way in making someone feel important. Besides, everyone
loves to receive mail!
®» Know your organization inside and out so that you may be able to answer
any questions that a potential membey ask.
®» Maintain a good image. If your present image is bad, work hard to clean it

up.

Selecting an Advisor
All Recognized Student Organizations are required to have an advisor. Your advisor MUST be a
full-time faculty or staff employee at Floridate University

When selecting an advisor, you may want to find someone who can easily take a personal
interest in your group and whom you feel can work well with the organization. If your
organization has alumni who are ftilhe FSU employees, cadsr asking one of them to serve

as your advisor. If your group is focused around a particular interest or discipline, try asking a
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faculty member in that department. Be sure to have a conversation with your advisor to establish
expectations of the advigos role with your organization.

Evaluation is Key
Following are some general questions you should consider in helping you evaluate the progress
of your organization.

Did your organization establish goals for the year or semester?

Did you accomplishray of them? If not, why? Evaluate. Did you accomplish
something other than what was established? If the goals were accomplished, what were
they and were they worthwhile? Are you satisfied with the accomplishments? Why or
why not?

Should you resetosne of your goals or should you find different methods to accomplish
your original goals?

What are the groupOs strengths and weaknesses?

How are you utilizing its strengths and what are you doing to improve weak areas?
What are some of the groupQsbpems?

How do the officers work together?

Evaluate the strengths and weaknesses of the officers.

What roles have the officers accepted in the past and what roles shall they accept in the
future?

As President of the organization, are you leadirgaottganization in the direction you
want it to go?

Is the existing structure of your organization effective? If yes, why? If not, why not?
Are tasks delegated and followed through appropriately?

Are different responsibilities being completed? df Bow? If not, why?

Are members helpful in assisting each other in completing tasks?

Are group members offering constructive criticism, giving praise and offering
appropriate suggestions?

Quick Review

Review goals periodically.

Adjust goals or appaxrhes as needed.

Use membership surveys (written and oral) to assess concerns and needs.
Setup an evaluation task force as angming evaluation of groupOs effectiveness.
Use the group advisor as a feedback source.

agbrwndE

Officer Training and Transition

The ley to a successful transition is new officer orientation. Outgoing officers and advisors
should plan either several orientation workshops or an organizational training retreat to provide
information to the incoming officers to continue the success ajrtjenization.

Topic to Discuss at Transition Meetings
Historical perspectives of the organization
Constitution and byaws
Policies and procedures
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Officers job descriptionsO / background information

Meeting minutes, historical records

PreviousyearsO goals, projects, and activities

Preview yearsO budget

Financial records

Suggested changes

Roles and responsibilities

Resources of contact lists of important people

Roles and expectations of officers and advisor for the coming year
Leadership and skHbuilding sessions (these can be facilitated by
advisors, outgoing officers, or outside resources. Topics may include
delegation, recruitment ideas, communication, etc).

Closure

Always ask for feedback and questions

Passwords, Copy Codes, email address information, etc.

NERNNNNNAE

Other Helpful Hints:

$$ Money Money Money $$

Treasurers and presidents will need to meet up with the new officers to change over bank
information- especially permission for the new signers if yorganization has an off campus

bank account at the local banks, PIN numbers, records of budget and finances, and checks. Be
sure to lookout for funding board dates and deadlines early Fall.

Officer Duties

New officers sometimes donOt know where to b&gionourage your officers to create a quick to

do list for the new officers, including advice and suggestions. See attached handout for sample
form. It is also a good idea to pass along manuals, folders, and documents that were used, both
electronic and hardopy.

Create a contact sheet
Collect names, email addresses, and phone numbers of new and old officers so the executive
board can continue to communicate over the summer to help with forwarding of information.

Important Dates
Be sure to let your newfficers know of important dates and deadlines.
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Officer Transition Worksheet Bto be completed by each officer position
Complete this form, attach it to any documents and/or folderghat you may have and passit along
to the new officer.

Tasksyou did in your position:

What you would not do again and why:

*

Events, programs, meetingsthat went well and why:
*

Advice you have for thispersonin his/her new position:
*First and foremost, get to know Student Activities Center, located on the third floor of the
Union, above the SGA offices. You can also call at 644 6673 for help.

Describe other important areas new officers would to continue (traditions, partnerships,
co-sponsorships, fundraisers,litemed weeks, etc)
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*

This document was created to help organizations with transition of its officers. If your organization and/or
new officers would like help in any capacity, please contact Student Activities Center at 850 644 6673.
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Advisors:

An advisor is a full timdaculty and/or staff membef FSUthat agrees to be an educational
resource and consultant for an organization and its members. The advisor should be a caring
individual with a genuine interest for students, the organization, and their programs and
activties.

Advisor Guidelines:

* To serve as a mentor for the student organization and serve as a liaison between the University
andorganization

* To be familiar with the Florida State University Student Code of Conduct
(http://wwwe.srr.fsu.edu/conduct/conduct.htemd other institutional guidelines that
establishexpectations for student behavior and activities

* To attend executive officer meetings, general meetings, and organization eventgagkible

Principles & Practices of an Effective Advisor:

* Develop leaders by challenging the students to strive for excellence

* Encourage and assist the student organization in setting & reaching goals

* Promote diversity within the organization aca@mpus involvement

* Establish a consistent working relationship with leaders and members

* Coach officers in principles of good organizational and administrative skills

* Provide continuity to the organizationOs polices, programs, and traditions

* Encouage organization to participate in Leadership Awards Night

* Advise organizationOs officers on finances and review financial statements periodically
* Facilitate officer transition and orientation of new members

Advisor Resources:

* The Student Activitis Center (SAC) will continue to host Advisor Roundtables monthly
during the fall and spring semesters that will provide enhanced resources and guidance for
advisors.

* In addition, the SAC will also provide advisors with relevant articles, newslettacs, a
professional development opportunities throughout the year as they become available through
the advisors listserv.

Semantics of Liability
Liability, legally defined, is the failure to perform a responsibility in a certain situation that a
Oprudent ahreasonable personO would do in a similar circumstance. Liability can occur as a
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result of omission, wherein the individual fails to carry out a legal duty, or from an act of
commission, wherein the individual commits an act that is not legally hig®tdperform.

There are two types of liability for discussion:
1. Product Liability: occurs as a result of negligence of product design that causes injury.
2. Tort Liability: a wrong against an individual that causes injury to an individual

Negligence is défied as the omission to do something which a Oprudent and reasonable person,0
guided by considerations which ordinarily regulate human affairs, would do; or, the doing of
something which a prudent and responsible person would not do.

In dealing with legahegligence, there are three things to keep in mind:

1. Forseeability the ability to predict what is going to happen before it happens. Liability
may be found if the person knew or reasonably could have known that the action taken by
the person in chargeithin their official responsibility would violate the rights of the
individual and cause an injury.

2. Duty: denotes legal responsibility and a relationship to provide a safe environment for
participants.

3. Standard of Care this concept supports that thetpapants in your program have the
right to expect that they will not be subjected to unreasonable risk or injury while
participating in your program. There are usually three areas of care that are applicable,

a. Adequate supervision

b. Appropriate conduct ohe activity

c. Safe environment
These are not the only kinds of things that can be observed in a group. What is important to
observe will vary with what the group is doing, the needs of the observer and his/her purposes
and many other factors. The mainmphowever, is that improving oneOs skill in observing
what is going on in the group will provide advisors with important data for understanding groups
and increasing their effectiveness.

When Leaving the Advisor Role
When leaving the advisor role,guiding good transition is critical. Try to do the following
before you depart:
®» Inform the organization President of your intentions and explain his/her options.
®» Assist the President in identifying possible new advisors. It would be helpful for you to
recruit colleagues who may be willing to work with the organization.
®» Meet with the new advisor and pass on valuable information about the organization. You
are the best person to train a new advisor and orient him/her to the organization.
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Campus Departments

Name Phone # Website

Student Activities Center 6446673 union.fsu.edu/sac
Guest Services 6446083 guestreservations.fsu.edu
Student Government Associatic 644-8882 sga.fsu.edu

SGA Accounting 644-0940 http://sga.fsu.edu/sgaacct/
Caeer Center 644-6431 career.fsu.edu

Center forLeadership and Civic Ed. 6443342 thecenter.fsu.edu
Challenge Course 6446124 fsu.campusrec.com

Dean of Students (DOS) 644-2428 http://deanofstudents.fsu.edu/
FSU Police 6441234 police.fsu.edu

Greek Lfe 6442428 greeklife.fsu.edu
International Center 6441702 http://www.internationalcenter.fsu.ed
Intramural Sports 644-2430 fsu.campusrec.com
Outdoor Pursuits 644-2449 fsu.campusrec.com

Sports Clubs 6447902 fsu.campusrec.com
Student Disability Reource Center 6449566 http://www.disabilitycenter.fsu.edu/
Thagard Health Center 644-6230 tshc.fsu.edu/

The Reservation 6446892 fsu.campusrec.com

Victim Advocate Program

6447167 (MF)

http://lwww.fsu.edu/~vicadv/index.htn
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