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Saint Joseph's University

Mission Statement

Saint Joseph's University is a Catholic and Jesuit university that instills in each member of its academic
community: a love of learning and of the highest intellectual and professional achievement; moral
discernment reflecting Christian values; and a transforming commitment to social justice. Saint Joseph's is a

private Independent and Comprehensive university.

The defining element of Saint Joseph's intellectual tradition experienced by all of its undergraduate students
is its strong and integrative core curriculum in the liberal arts that informs their study of particular
disciplines. While remaining true to that humane and formative tradition, Saint Joseph's now embraces the
challenge of excellence in graduate education in both the arts and sciences and in business. Our
understanding of the centuries-old Jesuit educational vision of "concern for the individual student" (cura
personalis) establishes effective and rigorous teaching and learning as a primary value. Since teaching and
learning in the modern academic context require research at both the undergraduate and graduate level, the
University cultivates, in students and faculty, generative scholarship that embodies free and open inquiry,
and provokes imaginative thinking, aesthetic appreciation, and precise communication. As a necessary
complement to intellectual achievement, we seek to illuminate the affective and ethical dimension in learning

within the various disciplines at every level.

Cura personalis also calls for the fullest development of the individual student's potential both inside and

outside the classroom.

The Catholic character of Saint Joseph's University springs from its historical relationship with the Roman
Catholic Church, and from its current embodiment of the great traditions of Catholic life and culture. For this
University, Christ and the Church are sources of truth, guides and inspirations for life. Catholic values are
normative, including: full respect for the freedom of conscience of each person, freedom in research and
teaching according to one's discipline, and the continuous pursuit of truth, human rights, and the common
good. We foster a lived awareness of the challenging and mutually enriching interaction between Christian
faith and diverse contemporary culture; we seek to engage the full participation of the entire community in

the University's intellectual, cultural, and spiritual life.

The University's Ignatian identity derives from its founding by the Society of Jesus in 1851 and from the
subsequent shaping of the University's development by the evolving world view of the Society. In ways
consistent with its nature as a university, Saint Joseph's espouses the educational priorities of the Society of
Jesus which include: searching for God in all things, pursuit of the greater good, the service of faith together

with the promotion of justice, and effective compassion for the poor and those in need.

For the University's defining institutional ideals to matter at the regional, the national, or the international
level, they need to be realized and expressed within an inclusive environment marked by trust and enriched
by a diversity of ideas, cultures, and religious commitments. The contemporary Ignatian vision of educating

"men and women for others" assumes a Saint Joseph's University community--students, staff, and faculty--
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that exists as a vital cultural plurality, aware of and committed to its central identity, while yet open and

welcoming to all.

May, 1998

Office of Student Leadership & Activities

Mission Statement

The Office of Student Leadership & Activities supports, encourages and empowers students throughout their
collegiate lifespan. Through innovative programming that complements academic and personal
development, we nurture the mind, body and spirit of each individual student while enhancing the Jesuit

mission of the University.

Student Leadership & Activities Staff

Third Floor- Campion Student Center ~ Office: 610-660-1073 Fax: 610-660-1056

Beth Hagovsky, Ed. D. Jacqui Rossetter, M. A.

Director of Student Leadership & Activities Assistant Director of Greek Life and Special
Programs

Stacey Sottung, M. Ed. Mary Beth Mallowe, M. S.

Assistant Director of Campus Programs Coordinator for Campion Student Center

Denine Super Jocelyn Tutrani, B.A.

Administrative Assistant Graduate Assistant




Section 2: SJU Policies & Procedures

Academic requirements for student leaders

Saint Joseph’s University has established the following criteria in order for students to be eligible to hold
leadership positions in student organizations. The criteria must be met at the time of application to become a

student leader and must be upheld throughout a student leader’s entire term of office.

Students seeking to hold an Executive Board position in any of the SJU recognized student organizations

must at time of application:
e Have completed a minimum of twelve credits (four courses) at SJU and be fully matriculated.
e Have a minimum of a 2.0 cumulative GPA.

e Have served as a member of the respective organization for at least one year or have equivalent
experience as determined by the organization’s general member or faculty/staff advisor (exceptions
include: Orientation Leaders, RAs, Hawk Hosts)

e Bein good disciplinary standing at SJU.

Executive Board positions shall be defined as the President, Vice President(s), Secretary and Treasurer (or
equivalent titles), committee chairs and other officer positions as defined by each student organization’s

constitution. The Assistant Director of Campus Programs will monitor and enforce these requirements.

The aforementioned standards are the minimum requirements of the Office of Student Leadership and
Activities to hold a student leadership position. Organizational requirements which exceed these standards

shall remain in force.

Alcohol Guidelines

The following guidelines, consistent with the intent of the Alcohol Policy adopted by the University Council
and approved by the President, shall help guide members of the University community in the
implementation of this policy. Refer to the Student Handbook for complete guidelines regarding alcohol use

on campus.

All student, on-campus events where alcohol is to be served must be registered at least two weeks in advance
with the Director of Student Leadership and Activities and the Vice President for Student Life. The
registration of events shall entail the agreement by those registering the event to assume full responsibility for
monitoring and controlling the event within these guidelines. Failure to do so will result in disciplinary

sanctions.

* The sponsors of an event are responsible to insure that all attendees obey state laws relative to alcohol. The

sponsor is also responsible to deny admission and/or refuse service to persons who appear to be intoxicated.

6



* Sponsoring organizations must provide an adequate amount of food, other than snacks which encourage
drinking such as pretzels, peanuts or potato chips, at all social events where alcoholic beverages are
consumed. Likewise, alternative non-alcoholic beverages (soft drinks) must be made available in sufficient

quantity and must be displayed as prominently as the alcohol.

* Those eligible to consume alcohol will have a band placed upon their wrist which must be worn during the
event and cannot be transferred to another person. All of age will be issued one; non-transferable ticket to be

rendered for one beverage for each hour of the event that alcohol will be made available.

* No advertising for a University social event can indicate that alcohol will be present or that students should
bring their own alcoholic beverages; alcohol cannot be the main focus of an event. University funds may not
be used to purchase alcohol for the event.

Individual groups are responsible for the implementation of these guidelines during the event. Failure to
abide by the above listed guidelines can result in group disciplinary action and may jeopardize the right to

use University facilities for social events.
Hazing Policy

The Fraternal Information Programming Group (FIPG) states hazing activities are defined as: "Any action
taken or situation created, intentionally, whether on or off fraternity premises, to produce mental or physical
discomfort, embarrassment, harassment, or ridicule. Such activities may include, but are not limited to the
following: use of alcohol; padding in any form; creation of excessive fatigue; physical and psychological
shocks; quests, treasure hunts, scavenger hunts, road trips or any other such activities carried on outside or
inside of the confines of the chapter house; wearing of public apparel which is conspicuous and not normally
in good taste; engaging in public stunts and buffoonery; morally degrading or humiliating games and
activities; and any other activities which are not consistent with academic achievement, fraternal law, ritual or

policy or the regulations and policies of the educational institution, or applicable state law."

The Anti-Hazing Law of Pennsylvania states that any person who causes or participates in hazing commits a
misdemeanor of the third degree. It also includes the willful destruction or removal of public or private

property in its definition of hazing.

Individuals found guilty of hazing may be fined, placed on probation, suspended or dismissed. Likewise,

organizations may be fined, placed on probation or disbanded.
Political Activities on Campus

This statement, originally entitled "Policy on Political Activities on Campus by Members of the University
Community", was approved by the College Council on October 12, 1972, and by the President provisionally
on October 24, 1972, and finally on November 10, 1972.

As an educational institution, Saint Joseph's University has an obligation to encourage open and free
discussion of political ideas. To accomplish this academic end and also to preserve its status as a tax-exempt



organization under Title 26, Section 501-c-3 of the U.S. Code, the University is required in all instances to

maintain a position of strict neutrality concerning political activities.

It is recommended, when University organizational co-sponsorship is undertaken, that event co-chairs be

appointed, one representing the outside organization. It follows therefore:

1. that, all members of the academic community, as citizens, are free to engage in political activities so long as
these activities do not interfere with their obligations as teachers, administrators, or students or infringe upon

the rights of other members of the University community;

2. that, although all members have a right to participate in the political processes, they do so only as
individuals or through organizations recognized by the University, but never as representatives of the
University. No contributions may be solicited in the name of or collected by Saint Joseph's University for
political purposes. Campus-based organizations seeking such contributions must include in such solicitations
a statement to the effect that these donations are not for the use of the University and are not tax deductible.
In addition, the seal of the University may not be used on literature or advertisements used for political

purposes of identification for members of the University;

3. that, all members of the community are free to support candidates or issues and to invite speakers to the
campus for these purposes. Any procedures required by the University before such speakers are invited will
be designed only so as to insure that facilities are properly scheduled, adequately prepared and that these
events are conducted in a manner appropriate to the academic setting. Institutional control of campus
facilities is not to be used as evidence of censorship. The Advisory Board of Student Life shall have

jurisdiction in the event of disagreement;

4. that, students are entitled to an atmosphere conducive to learning and to even-handed treatment in all
aspects of the teacher-student relationship. Faculty members may not refuse to enroll or teach students on the
grounds of the beliefs of the student or the possible uses to which they may put the knowledge to be gained
in a course. The student should not be forced by the authority inherent in the instructional to make particular
personal choices as to political action or his own part in society. Evaluation of students and the award of
credit must be based on academic performance professionally judged and not on matters irrelevant to that

performance, such as political activism or personal beliefs;

5. that, the University, as an institution, cannot authorize the use of its facilities, funds, or property for any
activities involving political figures or issues other than those required to provide a forum for discussion of
political ideas on campus. No candidates for public office or representatives of candidates are to receive any
funds appropriated by the University, nor shall any member of the University community use for political
purposes the University's mailing lists, bulk mailing privilege, inter-office mail system or printing facilities.

Use of class and lecture rooms shall be at the regular rate;

6. that, the University cannot provide office facilities to any political organization whose primary purpose is
either the election of candidates to public office or the influencing opinion beyond the limits of the campus.
Office space may only be granted to those political organizations composed entirely of members of the

University community;



7. that, any admission fees charged for political speakers in excess of the costs of University facilities be

turned over in their entirety to the University;

8. that, nothing in this statement is to be interpreted as amending or abrogating any policies earlier adopted
by the Council.

** Politically related speakers must be sponsored by the College Democrats or the College Republicans and

must work collaboratively with the Office of External Affairs **

Contractual Agreements
Approved by College Council, February, 1994

Individual members and officers of student organizations are not authorized to bind Saint Joseph's University
in a purchase agreement or any other contractual agreement. Officers of the recognized student organizations

may enter into purchase or other contractual agreements in the name of that student organization only.

Student groups choosing to enter into contractual agreements must first submit copies of the contract to the
Assistant Director of Campus Programs in the Office of Student Leadership & Activities for review. These
contracts will then be forwarded to the Vice President for Student Life.

Personal or other contractual agreements made contrary to these guidelines may result in personal liability

for the individuals involved.

In the case of purchases of goods or services where University funds are to be expanded, the normal
purchasing procedures apply. That is, a purchase order must be obtained or a request for funds submitted to

the Treasurer's Office via the Office of Student Leadership and Activities.

Establishing a new student organization

Should you want to start a new student organization, please contact the Assistant Director of Campus
Programs in the Office of Student Leadership and Activities to discuss your ideas and to pick up a New

Student Organization packet. The information below outlines the procedures.

Recognition Process

Recognition of a student organization entitles the group to the following:

e Request budget funding from the Student Budget Allocation Committee (SBAC)
e Request potential office space.

e Reserve campus facilities.

e Obtain a student organization mailbox

e Participate in student activities programs



e Adopt the University seal and name as part of its identification.

To apply for recognition, an organization must submit all of the materials:

e Completion of a petition with 100 signatures (ten of which must be full time undergraduate students and
active members of the organization). The petition shall read, "We, the undersigned, do hereby petition
Saint Joseph's University for recognition of (name of proposed organization)."

e A current copy of the constitution

e Asigned faculty, staff, administrator, or alumni advisor agreement form

e A current listing of all officers and active members to include name, student ID, position, email address
and phone number.

A new organization may not be accepted and/or approved by the Office of Student Leadership & Activities

because the proposed organization:

e Duplicates the purposes of an existing organization.
e Represents a controversial purpose not in line with the mission of a Jesuit, Catholic University.

Reactivation: An existing organization that has been inactive in excess of one year must reactivate the

group's status.
To apply for reactivation, an organization must submit the following materials:

e Completion of a petition with 25 signatures (all of which must be full time undergraduate students and
active members of the organization). The petition shall read, "We the undersigned, do hereby petition
Saint Joseph's University for registration of (name of the proposed organization)."

e A current copy of the constitution A signed faculty, staff, administrator, or alumni advisor agreement
form

e A current listing of all officers and active members to include name, student ID, position, email address
and phone number.

Registering an existing student organization

In the beginning of each academic year, all student organizations must complete a Club Registration Packet.
Failure to do so will result in the organization budget to be frozen until all registration steps are completed.

To be considered registered for the school year, organizations must submit the following;:

e Current Officer Form
e Advisor Form
e Anupdated Constitution (if required by the Assistant Director of Campus Programs)

e Any training materials required by the Assistant Director of Campus Programs
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Expectations of student organizations

e Groups wishing to conduct sustained activity or to utilize campus facilities and services on a regular
basis or to be eligible to apply for University budgetary funding must seek organizational recognition.
Groups granted recognition may adopt the University name and seal as part of their identification as
well as being listed in University publications such as the Catalog and Student Handbook.

e The status of registration or recognition does not necessarily imply University approval or
endorsement of the particular point of view of the group with respect to a given issue. All campus
groups are obligated to make this relationship clear in all public expression of viewpoint.

e Organizations must abide by all applicable federal, state, and local laws as well as University policies
and procedures.

e  Within limits of its stated purposes and University policies in effect, each registered student group or
recognized organization has freedom to determine its policies and programs, the presumption being
that such matters have been submitted to its membership for discussion and vote. The activities of
these groups and organizations should be limited to the aims and objectives stated in their
constitution. Ultimately, all programs need to be approved by the Assistant Director of Campus
Programs.

e Organizations must ensure continuity from year to year by training new leadership and keeping good
records of all organizational endeavors.

e Organizations must maintain open and honest communication channels with members, advisors, and
University officials, and report any improper or illegal actions to the appropriate officials.

e Organizations must accurately represent the organization and its mission, goals, and objectives to the
University.

e Organizations must respect the dignity of all persons, and not physically or sexually abuse or haze
anyone.

¢ Organizations must strive to promote intellectual and academic achievement and integrity.

e Registered and recognized student organizations may include members of the University community
other than students either through consultative roles or forms of direct participation. University
community is defined as students, faculty, staff and alumni. Membership must be open to all who
meet prescribed criteria for eligibility without respect to race, color, age, religion, ethnic origin, sexual
orientation, disability, or national origin. Membership to student organizations may not be extended
to any person who is not a bona fide member of the University community with the exception of
members of recognized honor societies.

e Organizations must conduct all actions in an ethical manner and practice sound fiscal management

e Organizations must plan ahead and allow adequate lead time when services of University
departments are needed.

e All registered and recognized student groups are required to have an advisor. The appointed advisor
will be chosen by the group annually from among the University faculty, administration or alumni.
The advisor should possess interest and expertise in the area of the group's functioning. While the
advisor does not have direct responsibility for fiscal management, it is expected that the advisor and

student officers will engage in regular and frequent consultations concerning the vitality of the group,
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that the advisor will be invited and he/ she will attend meetings and activities, and that the advisor
will participate in the regular evaluation of the activities of the group.

e Respect the existence and rights of other student organizations and strive to establish a sense of
community among student organizations.

e Each student group is responsible for conducting its activities in accordance with University
regulations. It is accountable for the behavior of its members and guests attending its activities, and it

may be subject to censure, including termination of status, if University regulations are violated.

During the college experience, students develop a variety of interests and concerns that find expression
through a diversity of volunteer student associations on campus. While the University aims to provide
student associations with the freedom to operate independently, the University does work to insure the
orderly conduct of student organizational affairs, and to provide that its personnel, physical and
budgetary resources are allocated in support of those extracurricular student endeavors which extend

opportunities for wider intellectual and social development.

Section 3: Creating a successful organization

Effective meetings

Meetings are an essential part of a successful organization. Student organizations should plan a meeting

schedule in the beginning of the academic year and be consistent. Whether the group meets weekly or

monthly, it is important that the group take advantage of their time and be as effective as possible. Not all

groups require a meeting agenda, but it is often helpful to keep your group on track. Organizations should

decide what format they are going to conduct their meeting in (follow Robert’s Rules of Order or have a

casual meeting) and be consistent with that decision. If groups need help with running their meetings, they
should consult their advisor or the Assistant Director of Campus Programs.

Set up a working agenda.
The agenda should include a review of correspondence from past minutes, committee and officer reports,

old business, and new business. Check with officers and committee chairpersons before placing their
report on the agenda. A meeting that has many "no reports" or poorly prepared reports will weaken the
effectiveness of the meeting. An agenda can be either very simple or very complex, depending on the

needs of the organization.

A simple meeting agenda would typically cover the following topics:
1. Call to order by President (start of meeting)

2. Roll Call (which members are present)

3. Review of the minutes from last meeting

4. President's Report (announcements concerning the entire group)
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5. Reports from Vice-President, Secretary, and Treasurer
6. Committee Reports

7. Old Business

8. New Business

9. Comments for the good of the order

10. Close of meeting

Make sure that you have a meeting place that can be easily found by new members; try to use the same
location for all of your meetings. When planning your meeting, you must reserve space through Special
Events. It is helpful to place a sign outside the room with your group's name. It will make the meeting
location visible and will serve as a welcome for new members to join your organization. Have officers
and regular members greet new members at the door and give them a nametag. Ask everyone to fill out a
pre-designed card so you will have a record of everyone's name, address, phone number, interests,
talents, etc. Be sure that you have enough chairs for everyone.

Start the meeting on time. Waiting too long for the latecomers will show that you don't care about those
who arrived on time.

Keep your group focused on the topics listed on the agenda. Don't let the discussion stray from the goals
of the meeting. Rather, encourage group "bonding" through organized icebreakers before the meeting,
during an appropriate break, or plan social time after the meeting. The purpose of the meeting is
organizational business, not socializing. Don't let side conversations prevent or disrupt the business of
the group.

Facilitate the discussion so topics are moving forward. Keep the meeting from becoming repetitive and
boring. When dealing with an issue identify the issue(s) and promote positive discussion towards
resolution of the issue. Before moving on to the next agenda item, summarize the points discussed and
action to be taken. Identify the person(s) to take action or reach a solution.

Close the meeting with a summary of tasks to be done. Make sure a summary of the tasks is documented
in the meeting minutes. Be sure to include who is assigned to the task, deadlines to meet, and give a
general overview of items or results to be discussed at the next meeting.

Be sure to tell your members where and when the next project or meeting time will begin. If possible, forecast

the length of your next meeting well in advance. Members will appreciate advance warnings on very short or

very long meetings.

Event Planning

There are 8 main components in planning a successful event. They are listed below. To be successful in
planning an event, it is crucial that each of these components be thought through and planned in advance. Not
being prepared is one of the major reasons events are not successful. You should plan on using Plan B or
even possibly Plan C the day of your event.

e Budget
e Date
e Space
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e Availability of vendor/artist

e Publicity
e Support
e Forms/Paperwork
e Food
Preparing a Budget

In the beginning of each semester, the executive board of each organization should sit down and plan their
spending. It is wise to create a tracking system within your organization so that you are spending effectively.
Organizations are recommended to check in monthly with the Office of Student Leadership and Activities to
make sure that their records match the records of the University. Itis important to work within your budget
limits and plan carefully. If you do not have enough funding, you should go through the Supplemental
Funding Process through the SBAC. Co-Sponsoring with other organizations is a great way to pool your
resources to create a bigger and better event.

Constitution and Bylaws

Each student organization should maintain an up-to-date constitution with the Office of Student Leadership
& Activities. The purpose of the Constitution is to keep the organization moving in an organized fashion.
The Constitution should contain information specific to the organization, such as how the executive board
should be elected, what the purpose or mission of the organization is, and requirements for members. The
Constitution should be reviewed on a yearly basis and updated when necessary. For assistance with
Constitutions or to pick up an example Constitution, please see the Assistant Director for Campus Programs
in the Office of Student Leadership & Activities.

Record Keeping

It is important to keep good records within your organization to stay consistent as the years go on. Itis
helpful for officers to be able to look back and say what events were successful, what didn’t turn out so well
and how much money was spent throughout the year. A binder or electronic storage device that gets
transitioned through the Presidents with that information is sufficient.

Leadership Transition

When new officers are elected, you want make sure that they are trained with the full knowledge of the
previous leadership. It is suggested that a meeting be set aside for new and old officers to gather together
and run a joint meeting. Afterward, set aside some time for people to meet and exchange ideas, thoughts and
any materials that need to be handed over. Be thorough with this process, as it is very important to the
organization. The process of transitioning new leadership is already slightly bumpy, so it is important for the
leadership to stay as consistent as possible.
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Section 4: Advertising
The Office of Student Leadership & Activities is responsible for the following;:

e Approving/stamping original fliers to be posted

e Duplicates should be made after the original is stamped.

e Removing notices not approved and /or posted in unspecified locations
e Monitoring and enforcing the posting guidelines

e Notices must clearly state the organization or sponsor and any other pertinent information including date,
time, location and cost.

e The Office of Student Leadership & Activities reserves the right to refuse the posting of notices found to
be inappropriate for the Saint Joseph's University campus. Approval for posting will not be granted for
those flyers that promote anything in violation of SJU policies and procedures.

e Flyers making any reference to alcohol (either written word or pictorial) will not be approved.

e Campus groups will be responsible for posting their approved notices. It is also the responsibility of the
sponsoring organization to have all notices removed by the date stamped.

e Flyers are to be posted only in approved areas. Notices are not to be posted on windows, walls, doors,
lampposts, trash cans, etc. Placing flyers on cars is not permitted.

e Banners may be suspended from the Campion Student Center balconies with advanced approval.

e Students are welcome to put fliers in the Student Organization Mailboxes in the Office of Student
Leadership & Activities.

e Posting in the residence halls requires prior approval from the appropriate Area Coordinator

Requesting Web Space

All University-sponsored student organizations and clubs are entitled to free Web space, web editing rights
and limited support by SJU professional staff. Those organizations and clubs who choose to take advantage of
this Web space must keep in compliance with the Guidelines for the Use of Saint Joseph's University

Computing and Network Resources. Ownership of the Web space will be limited to a single user account.

By using University Web space, student clubs and organizations agree to use the branded graphic template
and to develop the site within SJU’s content management system. Those students responsible for the upkeep
of the organization's site will be trained to use the CMS by SJU professional staff. Clubs and organizations
should also understand that the University reserves the right to remove or request the removal of content that

does not promote the University and its mission in an acceptable manner.

To request web space, please contact the Assistant Director of Campus Programs in the Office of Student

Leadership & Activities.
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Section 5: Events and Activities

Event Reservations

To reserve facilities for your organization's use, you will need to be aware of the different policies and
procedures that govern the use of each area. Listed below are the various facilities on campus, and the
contact person who handles that area. Make reservations well in advance of your event to ensure availability

of campus facilities.

When requesting a room, please provide as much information as possible regarding your event including
expected attendance, times needed, room set-up, nature of the event, and any special arrangements that need
to be made.

Campion Student Center

Forum Theatre: Contact Student Leadership & Activities, Room 230, x1066
Presidents” Lounge, North Lounge, Campion Foyer, Cafeterias, Hawk’s Nest:
Contact: Special Events Office, Moore (formerly Overbrook) Hall, x1053

Gest Lawn/Campion Lawn/St, Mary's Lawn

Confirm special arrangements for set-up, tents, and electric at least two weeks in advance. Always have a

back up rain site location and/or date for outdoor events.
Contact: Special Events Office, Moore (formerly Overbrook) Hall, x1053
Classrooms

The scheduling of classrooms is dependent upon the academic schedule. Refer all questions regarding size,

set-up, etc. to the Registrar's office.
Contact: Registrar, x1016

Fieldhouse/Recreation Complexes

Individual areas or the entire building (s) may be rented by groups for their exclusive use. Restrictions do
exist regarding the time that the facility is available. Rates have been established, and are relative to the

area(s) and time(s) requested.
Contact: Recreation Complex, x1722

Equipment - tables, chairs, technology, trash, other

When requesting a room, please be specific about how many chairs, tables, trash cans, etc you might need.
Do not assume that the room will be set up to your specifications unless you request that it be done a certain
way. If your event requires the use of a TV, DVD, VCR, slide projector, video camera, or other audiovisual
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equipment, contact the Instructional Technology and Distributed Learning Office (ITDL) at least two weeks in

advance.
Contact: ITDL x1770

Food

All food for events must be ordered through the Catering Office of Aramark, located in the bottom level of the
Campion Student Center. If refreshments or catering is needed for an event, first discuss your needs with the
Assistant Director of Campus Programs. Specific needs and menus will be handled through Aramark

catering. Aramark will not book an event unless you have funds budgeted for that purpose.

Outside Food

Groups may not bring outside food on to campus unless Aramark gives them permission to do so. The only
exception to this rule is pizza. Pizza can be ordered through the student organization budget by filling out a
pizza form and turning it in to the Office of Student Leadership & Activities 24 hours before the event. The
receipt must then be turned in to the 3 floor of Campion so that the vendor can be paid. Student
organizations that do not follow this policy will be subject to penalty and the potential loss of this privilege.

Contact: Aramark Catering Office, x1174 or cater@sju.edu

Security

The Department of Public Safety and Security is located at the rear of the Barbelin/Lonergan Building. This
office is always willing to assist students 24 hours a day, 7 days a week, in meeting their needs, but there are

two distinct areas that are important for student organizations:

Guest Parking: If your event will need guest parking, please inform the Dept. of Public Safety and Security in

writing, at least one week prior to the event.

Security Officers: When your group holds a social or large event or an event requiring the exchange of money

or when off-campus guests are expected, it is required that Security Officers be present. It is the responsibility
of the group to contact the Office of Student Leadership & Activities as part of the Program Request Form at
least two weeks prior to the event. The ratio of officer(s) per people in attendance at your event is 1:100.
Please try to be as realistic as possible when requesting Security for your anticipated attendance. If the
number at your event exceeds the capacity according to the number of guards present, additional guards will
be called, and your group will be charged. Fees for Security officers must be paid in advance to the Security

Dept. Failure to follow these guidelines could result in the cancellation of your organization's event.
Contact: Security, x1111
Travel Services

If your event requires transportation and/or guest accommodations, first discuss needs with the Assistant

Director of Campus Programs. Have all the specific information before you request a reservation. Also make
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sure funds are allocated for these services. A vehicle, room, or bus request must be filled out with the Office

of Student Leadership & Activities at least two weeks prior to the scheduled event.
Contact: Travel office, x1316

If your event requires use of a University van, a request form (located on the Student Leadership & Activities
Website) must be filed with Public Safety & Security. The driver must be van trained through security and a

valid driver's license must be submitted 10 working days before use of the van.

Contact: Security, x 1111

Housekeeping

For large and late night events, you may require additional housekeeping. Please contact the Special Events
Office to confirm your housekeeping needs.

Contact: Special Events Office, Moore (formerly Overbrook) Hall, x1053

Program Request Form

A program request form is required to be submitted to the Assistant Director of Campus Programs two weeks
prior to the event. The form must be filled out in its entirety, and the group will receive confirmation that the
event is approved. No publicity may be done for the event until the organization receives event approval.

Guest Speaker Policy

A speaker form is required to be submitted to the Assistant Director of Campus Programs two weeks prior to
the event. A summary of what the speaker will be presenting on as well as a biography of that speakers
credentials must also be submitted. At that time, an Authorized University Representative will review the
form and the group will receive approval via email. No publicity may be done until the organization receives
approval on their speaker.

Film Policy

To show a film on campus, student organizations must obtain the rights to the film and submit that
permission in writing when submitting their Program Request Form to the Assistant Director of Campus
Programs. If the film is on hand in the University Library, it is not necessary to purchase the rights. No

exceptions will be made to this policy.

Section 6: Funding Essentials

Responsibilities of Student Organization Funds

The funds allocated by the Student Budget Advisory Committee (SBAC) may be spent on items that benefit
the student organization only. Funds should be spent in line with the budget proposal that was submitted in

March of the previous year. The fiscal year for SJU runs from June 1-May 31. The SBAC is a board of three
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elected USS members, three members of SUB, the USS Vice-President for Financial Affairs and advised by the
Assistant Director of Campus Programs. This committee is charged with the responsibility of allocating the

student activities money among the recognized groups of Saint Joseph's University.

Bookkeeping: Student groups are expected to keep track of their spending accordingly, and are encouraged to
keep in close contact with the Office of Student Leadership & Activities.

Deposits: Funds that student groups take in due to fundraising, tickets sales or other avenues of revenue will
be deposited into the group’s 2410 (revenue) line. Revenue carries over from year to year. If a group plans to
spend money out of their revenue line, they should first go over that with the Assistant Director of Campus
Programs to make sure that the process of transferring funds goes smoothly. Both cash and checks can be
deposited into the revenue fund for student organizations. Checks should be made out to “Saint Joseph's
University”.

Spending University Funds: Student groups may access their budgets in one of three ways. First, student

groups may order supplies via the computers in the Office of Student Leadership and one of the SLA staff
members will assist you by purchasing the items with a SJU credit card. The funds will then automatically be
drawn from the organization’s budget. The second way to spend allocated funds is to first spend personal
funds and then bring the receipt to the Office of Student Leadership & Activities to submit for
reimbursement. This process takes approximately 5 business days. The last option is to have a check printed
by the University to pay a vendor or make a purchase. Student groups will need to bring a contract or an
invoice to the Office of Student Leadership & Activities to submit a request to Financial Affairs. This process
takes approximately 5 business days.

Annual Budget Process

The annual budget allocation process begins in the spring semester when students complete their budget
request packets. The budget requests outline all the activities of the organization and the finances needed for
the upcoming fiscal year. These requests are submitted to the Office of Student Leadership & Activities and
at that time one representative of the group schedules an appointment to speak with the members of the
SBAC.

All the student organizations have the opportunity to meet with the members of the SBAC before the
distribution of the money begins. The board evaluates each group and each budget line individually. The
SBAC prioritizes requests on the basis of the request's ability to fulfill the student organization's purpose as

stated in the constitution.

Annual Budget Proposal Guidelines

Several factors are weighed when making funding decisions (not necessarily listed in order of importance):

e How funds have been used/misused in the past.

e Overall feasibility of the request.

¢ Financial feasibility of the request.

e Number of people and who will benefit from the activity.

e All students must be welcome to attend on-campus events.
e Co-sponsorship support provided for the activity.

e Have tentative or definite plans been made for the event?
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e Is more information about the event needed?
e Participation in the Organization President’s Association (OPA)

In addition to evaluating the activities and programs, the organization itself is evaluated. The SBAC looks at

such items as:

e Number of active members of the group.

e Isup to date paperwork on file with the Office of Student Leadership and Activities?
e Membership fees or dues charged to the club members.

e Number of new members.

e Group status (if a registered/recognized organization).

Annual Budget Approval Process

The student organizations will receive a copy of their approved budget with explanations. A representative
from each organization must pick up their budget from the Student Leadership & Activities Office and
provide written documentation that the organization has received its budget. From the time the proposed
budgets are made available to the student groups, a representative of the group has five (5) academic days to
make a written appeal providing additional information that could be of assistance in reaching the appeal
decision. The SBAC will decide whether the appeal is valid within two weeks of the appeal deadline. The
Chair of the SBAC to the student organization will give the appeal decision in writing. That decision of the
SBAC will be final.

Annual Budget Request Rules and Guidelines

e All requests to the SBAC must be filled out completely and legibly.

e Incomplete forms, illegible writing or returning the forms after the deadline will be considered when
allocating money.

e Failure to arrive on time for the scheduled meeting will also be considered.

Supplemental funding requests

The SBAC continues to allocate additional funds throughout the academic year until all funds are distributed.
During the academic year student groups may request additional funds from the SBAC by completing the
Supplemental Funds Request Form located on the Student Leadership & Activities website. The SBAC meets
weekly to review all requests and will reply to the student group within twenty-four hours of the meeting.
Requests of this nature will only be reviewed if submitted at least two weeks prior to the event or activity.
The requested amount is subject to reduction due to exceeding SBAC guidelines or the general availability of
funds.
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Fundraising

If the funds supplied to your organization are less than adequate for the needs of the organization,
fundraising is the best way to overcome your financial barriers. Fundraising is a necessary challenge for
almost every student group: not only is the organization in need of money, but the leader must motivate the
group to actively raise money. Events such as car washes, bake sales, candygrams, and holiday flower sales

can be used to build team spirit within the organization and raise money for the cause.

1. Before the fundraising begins, identify those organizational expenses that must be covered by the collected
monies. Set a realistic goal for your fundraiser that is reasonably higher than your expenses, yet still possible

to attain.
2. Determine what your fundraising strategy will be.

e How will you raise the necessary money for your group?

e Can you realistically raise the designated amount of money by following your strategy?

e Be sure that your ideas are consistent with the policies, ethics, and values of SJU, and any other affiliations
that the group may have.

3. If the plan is likely to be a success, then begin to organize the logistics of the fundraiser. Consider and plan
all details of the event well in advance- anticipate any problems that may arise, and plan for the worst. Be
sure to involve many members in the project- in this way they will begin to take ownership of the fundraiser

and start to encourage their own friends to participate or to make a donation to the cause.

4. Corporate sponsorship may be a source of revenue, however, do not enter into or sign any contractual
agreements. Defer the corporate representative to Student Leadership & Activities so that a mutually
agreeable situation may arise. Often, corporations may have a conflicting interest with the ideals of SJU- if so,

sponsorship is not likely to occur.

5. At the close of the fundraiser, offer praise to the volunteers and members who helped to make the event a
success; formally thank those individuals and or businesses that made significant contributions to help your

cause.

Fundraising Ideas

For a fundraiser that is sure to be a success, design a creative and effective money-making project that will
gain notoriety for your organization, and will help the group to reach your financial goals. Be creative and

innovative!

e To raise funds for a Habitat for Humanity house, students built a paper model of the house and sold
paper bricks for each donation. Larger gifts would buy a window, piece of roof, etc. Visual displays help
potential donors see the value of their gift in the context of the fundraising project.

e Have a penny collection; loose pennies are an annoyance for many people, and often are glad to be rid of
them. Furthermore, organizations have raised up to $70,000 from long-term penny collections.
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e Raffle ticket sales are determined by name recognition and reputation of the organization, appeal of the
prizes, and effectiveness of the ticket sales. With effective ticket sellers and desirable prizes, the raffle
should be a success.

Section 7: Advisors

All recognized and registered student clubs and organizations at Saint Joseph's University are required to
have an advisor who is a full-time faculty, staff or administrator of SJU or an alumnus of SJU. A student
organization advisor's primary responsibility is to assist in the development of SJU students. It is a chance for
students to apply the knowledge they obtain in class to real world situations and an opportunity to develop
leadership skills, ethical decision-making skills, and creativity. The level of involvement of the advisor is an

individual decision. Different organizations require different levels of commitment.

How to get an advisor

If your organization is looking for a new advisor, look for a staff or faculty member who is interested in the
mission of your organization. Keep in mind that advising a student organization is a volunteer position, so it
is important to find someone who had adequate time to commit to your student organization. For ideas on
staff or faculty members who would make good advisors, please see the Office of Student Leadership &
Activities.

Role of the advisor

e The role of advisor is a volunteer position. The advisor will uphold the best interests of the university
and organization.

e The advisor will work with the organization to ensure the organization takes reasonable precaution in its
activities in order that policies and laws not be violated, and the welfare of individuals are not
endangered.

e Participation in the organization to the fullest extent without actually making decisions or setting policies
for the organization.

e Attendance at advisor meetings to stay informed of current issues facing student organizations

e The advisor is expected to be present during activities of the student organization as a resource for the
students and to act in the event of an incident. If the advisor is the "advisor in attendance" of an event,
he/she is expected to be present for the entire event.

Role of organization to advisor

e Keep the advisor informed about all organizational activities, meeting times, locations, and agendas.

e Regular meetings with the advisor and discussions of plans and problems.

e Good records and sound financial procedures.

e Minutes of meetings, as well as, any other materials that are sent to members.

e No commitments will be made for the advisor without his/her consent.

e Do not assume the advisor will continue to serve as advisor for the succeeding year unless the advisor has
agreed to this.
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The level of involvement of an advisor may depend upon the organization and its leaders. Attendance at
every meeting may not be necessary, but is the best way to stay informed of the activities of the organization.
An advisor should facilitate discussion, offer objective points of view, present alternative solutions to

problems, and encourage the organization and its leaders. The advisor should not run the meeting.

Attendance at events should not be viewed as supervising, but as an opportunity to show support and

encouragement to the organization. An advisor may be called upon to handle a crisis situation at an event.

Section 8: SJU Student Organization Basics At-A-Glance

Organization Presidents Association (OPA) meeting

All registered and recognized student organizations are expected to attend monthly Organization Presidents
Association (OPA) meetings. This is an opportunity for the students and staff to discuss upcoming events

and issues within the campus. The meeting dates are posted in the Office of Student Leadership & Activities
at the beginning of each semester. These meetings are mandatory, and lack of participation could result in a

budget reduction during the Annual Budget Process.
Student Organization File

All student organizations are expected maintain updated organization files with the Office of Student
Leadership & Activities. An updated Executive Officer list must be submitted immediately following
elections or if there has been a change. An advisor form must be completed at the beginning of each academic
year. If the organization has a change of advisor, please submit a new advisor form. Organization
constitutions should be reviewed by the group before each election to discuss revision needs. Should the
organization make revisions to the constitution, please submit a current version to the Office of Student

Leadership & Activities.
Student Activities Fair

All student organizations are encouraged to participate in Activities Fair held each semester. The date will be
communicated via email to all club presidents as well as a flier being put in all student organization

mailboxes.
Leadership Awards

In the spring semester, all student organizations are invited to submit candidates for leadership awards

sponsored by the Office of Student Leadership & Activities.

Guidelines for email use

All student organizations are permitted to use student organization email addresses for purposes of student

organization business only. A list of email addresses is available through the Office of Student Leadership &
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Activities. Please check your email frequently and respond if requested. The Office of Student Leadership &
Activities will maintain contact with organizations via the student organization email address. The SLA

office will also use these addresses to inform the students on campus news and issues of interest.

Motivating Members

e Make the members in the organization want to do things.

e Study members and determine what makes each one tick.

e Beagood listener.

e C(riticize constructively and in private.

e Praise in public.

e Delegate responsibilities for details to members.

e Give credit where it is due.

e Avoid domination or forcefulness.

e Show interest and appreciation of the other person.

e Make wishes known by suggestions or requests.

e  When making a request or suggestion, be sure to tell the reasons for it.

e Let members in on plans and programs even when they are in an early stage.

e Never forget that the leader sets the style for his/her members.

e Play up the positive.

e Be consistent.

e Show members you have confidence in them and that expect them to do their best.
e Ask members for their counsel and assistance.

e When you are wrong or make a mistake, admit it.

e If anidea is not adopted, tell the originator why.

e Give weight to the fact that people carry out best their own ideas.

e Be careful what you say and how you say it.

e Use every opportunity to build up a sense of the importance of the members' work.
e Give members goals, a sense of direction, something to strive for.

e Keep members informed on matters affecting them.

e Give members a chance to take part in decisions, particularly those affecting them.
e Provide feedback in a constructive, productive, and sensitive manner.

e Take positive and negative feedback as well.
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