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What it Means to be a Recognized Organization at CSUSM
University policy requires that all campus student organizations be registered with the Student Life and Leadership Office if they wish to use University facilities for meetings, events or wish to associate the organization with the name of California State University San Marcos.  
The name of the official office serving recognized student organizations is the Student Life and Leadership Office (SLL), located in Craven Hall. The SLL houses all registration documents of the student organization, such as the officer and membership list, constitution & by-laws and the faculty/staff advisor agreement.  In addition, event approval and program advising is handled in the SLL Office with the Coordinator of Leadership and Involvement.  
Recognition Process
*All student organizations must register with the SLL Office each year
Recognition Packet

Student organizations must register once every academic calendar year to acquire on-campus recognition by the University.  Usually beginning mid-March, the recognition packet is available in the SLL office.  This packet includes the following documents: Officers List, Student Officer Forms for the President and Treasurer, Role of the Student Organization Advisor Form, Invoice Payment Agreement Form, and Student Organization Agency Account Application and Agreement Form (with both sides completely filled out).  Additionally, if the Constitution and/or By-Laws have been revised, the most recent version has to be submitted. A template for the constitution is available in the Student Life and Leadership office. All previously recognized student organizations must submit this necessary paperwork for recognition for the following academic year. The completed recognition packet is due before attending the recognition training.

Recognition Training

The president and treasurer of the organization are required to attend Student Organization Recognition Training. The training is held four times a year, September, November, February, and April. As a recognized organization on campus, the president and treasurer must attend this training session. Attendance is REQUIRED AND MANDATORY to complete the recognition process. 

Once the recognition packet is submitted and the appropriate representatives have attended the recognition training, the student organization is then recognized for the following year. On-campus recognition status is good for one year only.
Maintaining Student Organization Recognition
Responsibilities of a Student Organization 

Recognized organizations and their members serve as representatives of the University.  As such, they have a responsibility to conduct themselves in a manner that provides a favorable impression of Cal State San Marcos to the public and to fellow students.  In exchange for the advantage of having the above-mentioned privileges, minimum standards must be met for all recognized organizations.
Student organization responsibilities include:

1.
Organization policies must be consistent with those of the university. This includes all policies, purposes, and regulations, including regulations involving non-discrimination and hazing.
2.
All members must be registered Cal State San Marcos students.  Insurance coverage may only be extended to Cal State San Marcos students.

3.
Select and maintain an authorized advisor from the Cal State San Marcos faculty or staff. 

4.
Schedule all social functions and meetings in accordance to the approved procedure for scheduling events.

5.
Advertise all functions and meetings according to the University posting guidelines.

6.
Maintain an active programming calendar (meetings, events, co-programming, community service projects) that reflects the purpose of the organization as stated in the constitution.

7.
Assume responsibility for all clean up after on campus and community events.

8.
Submit an accurate membership roster, list of officers and advisor to Student Life and Leadership at the beginning of each semester (and whenever changes are made).

9.
File one copy of the most recent version of the organization's constitution and bylaws with Student Life and Leadership (one copy of the national constitution must also be on file in the case of national affiliation).

10.
Regularly check and empty the student organization mailbox in the SLL office.
11.
Send appropriate representatives to the annual Student Officers and Organization Recognition Training.   
Privileges of a Student Organization
Recognized student organizations are afforded a variety of privileges, including the following but not limited to the:

1. Use of certain university facilities for meetings and events.

2. Ability to register fundraising activities on campus within established guidelines.

3. Ability to have voting membership on the Student Organizations Council (SOC).

4. An assigned mailbox in The Student Life and Leadership Office to receive mail and other notices.

5. Ability to receive full or partial funding for specific events through SOC.

6. Ability to use Cal State San Marcos' name in organization correspondence and publicity.

7. Use of designated bulletin boards for publicity.

8. Ability to recruit members on campus.

Loss or Denial of Recognition

If, at any point during the recognition process, it is determined that an organization will lose or be denied recognition, Student Life and Leadership guarantees the following due process:  

1. Possible reasons for the suspension or denial of organization recognition include:

a. Failure to submit officer and organization registration forms by SLL deadlines.

b. Violation of University policies and procedures.

c. Violation of financial responsibilities.

d. Failure to act in accordance with the organization constitution or stated objectives.

e. Violation of California Educational Code, Title 5.

2. Loss or suspension of recognition may be appealed to Student Life and Leadership for reconsideration.
Membership

Membership is the livelihood of a student organization.  A recognized organization must maintain at least 5 members.  All members must be registered Cal State San Marcos students.  Insurance coverage may only be extended to Cal State San Marcos students.
It is important to recruit new members who will invest their time and energy in the organization.  In order to do this, you must be able to clearly articulate the philosophy, purpose, goals, and requirements of your organization.  When goal setting, determine the number of new members you want to recruit in order to successfully continue the foundation of your organization.
Recruitment Tips

· Determine a marketing plan for the year (including, but not inclusive, to posters, brochures, flyers, t-shirts) to spark interest in your organization and maintain visibility.

· Select enthusiastic current members who will actively aid in recruitment.  These members must believe in the organization and be able to communicate effectively with prospective members.

· Determine motivations, needs, and interest of prospective members.  This will enable you to explain how your organization can meet their needs and interests.  

· Encourage groups or pairs of friends to join.  There is a feeing of security in trying something new with friends.

· Approach new students, both first year and transfer, who are usually eager to find a means of feeling as part of the University community.

· Explain expectations of members to portray a realistic picture of your organization.  Be clear about financial obligations and time commitments.

· Recruit new members throughout the year, not just at the beginning of a new semester.

Retaining Members

· Methods used to recruit members will reflect in the enthusiasm they bring to the organization.

· Remember that members are volunteers.  Offer a variety of responsibilities and opportunities.

· Open communication!  It is important for members to know they are appreciated and have the opportunity to make suggestions.

· Be aware of the needs and wishes of members and provide them with incentives and rewards to promote continued interest and motivation.

· Challenge members with new activities.  New members with fresh motivation often provide the best suggestions for a new direction.

Role of an Advisor

Purpose of Advisors 

The University requires that all campus-recognized student organizations have an official student organization advisor.  The advisor must be a Cal State San Marcos faculty or staff member who is willing to provide guidance and support to the organization – above and beyond their duties as a Cal State San Marcos professional.  The advisor serves in a voluntary capacity to the student organization and provides direction, advice and continuity to both the members and officers of the student organization.  

The selection of an advisor and the decided length of his/her term are negotiated by each individual organization.  It is crucial that SLL be informed of any changes regarding the selection of an advisor throughout the academic year.


SLL commends the extra time commitment and effort put forth by Advisors.  It is our hope that the relationships that form between the organization’s members and their advisor more than compensate fro the responsibilities taken on by the Advisor.  The opportunity to be part of the student’s development is something already valued by the professionals on this campus and we thank you for accepting this enhanced role in students’ lives.

Benefits of Being an Advisor

· The unique opportunity to interact with students outside structured classroom or office experience.

· The ability to share your interests with students whom share the same interests.

· The rewards of watching individual students develop their skills as well as watching a group develop to its fullest potential.

· The opportunity for new challenges – students differ from year to year.  Working on new challenges keeps you refreshed and motivated.

Advisor Responsibilities

It is important that Student Organization Advisors maintain close contact with officers and members of the organization, providing general support and leadership when necessary.  Specific responsibilities also include:

1.
Ensuring the proper supervision (self or pre-arranged substitute) of any meeting or activity staged by the group with which s/he is working.

2.
Playing an active role in helping students design meaningful programs that are consistent with the organization’s constitution and purpose.

3.
Periodically reviewing the financial status of the organization (e.g. overseeing the handling of organization funds and maintenance of financial records).  ASI oversees all organization accounts, contact the ASI Office for any financial questions or concerns.


* All organization expenditures must have the advisor’s signature

4.
Communicate organization news, concerns, or questions to SLL at (760) 750-4970.
5.
Become familiar with University policies and procedures relating to Student Organizations.  Advisors will need to report any violation of University policies to the SLL Office.

6.
Preserve records to enhance organizational continuity by maintaining copies of organization minutes, constitution/bylaws, membership list, and organization activities.

Organization’s Responsibilities to the Advisor

It is expected that student organizations will inform their advisors about the plans and activities of the group.  Officers and the organization’s leadership are responsible for the following:

1. Notifying the advisors of all meetings and events.

2. Consulting the advisor in the planning of activities before major events are undertaken.

3. Consulting the advisor before any changes in the structure of the group or in the policies of the organization.

4. Allowing the advisor speaking privileges although he/she is not allowed a vote.

5. Discuss concerns and issues with the advisor.

6. Acknowledge that the advisor’s time, support and energy are voluntary and that student organizations express their appreciation.

7. Be clear and open about expectations of the advisor and periodically evaluate the advisor.
Event Planning and Considerations


Student organizations provide a wide variety of programs and activities for both their members and members of the campus community.  Advisors can make a difference in the quality of program the student organization puts together.  By offering advice, direction and support, advisors can help the group function very efficiently.
Programming Basics
Establish Goals

Planning and preparation of an event will have more purpose and direction if you set goals for your efforts.  Determine the audience you wish to target and the particular needs or desires of your audience which must be met.

Budget

You must decide whether or not your group can afford to undertake the proposed activity/event.  If additional funding is required, brainstorm possible sources for co-sponsorship.  Discuss with members whether the program is worth the funds and effort needed to coordinate the event.

Date and Time

Schedule your event at a time when your target audience is most likely to attend.  For greater attendance, plan well in advance and select dates that do not conflict with other activities on campus.

Facility/Space 

Once you have chosen a location appropriate for your event, complete a Request for Facilities Usage (RFU) form to reserve the location.  The completed form must be submitted in a minimum of three (3) weeks prior to the event.  Students can obtain an RFU from SLL, complete it, and then submit it to SLL. Once the room has been reserved a confirmation will be placed in your club’s mailbox in SLL. A confirmation email will also be sent to the contact person listed on the RFU.  

*Program Advising Checklist

You will be given a Program Advising Checklist in conjunction with the RFU for any event other than a general student organization meeting.  The student coordinator will complete and submit this form to SLL with the completed RFU.  This checklist will prompt SLL to review your event and follow-up if necessary prior to approval of your event and the RFU.  Advisors are required to sign this form and by signing the programming advising checklist, the advisor is indicating his/her approval of the organization’s activity.

*Contracted Services

If your event involves outside entertainment or services, obtain the proper contract including date, time and services rendered.  SLL can supply you with a contract developed for student organizations.  The advisor is also required to sign the contract as a review process. 

Off-campus speakers/performers
Any event with an off-campus speaker or performer requires an indemnification form. This form is available at the SLL office.
Courtesy

Evaluate the location and noise level of your event and any other inconvenience to non-participating individuals.  While the university does not have a formal policy in regards to noise, be considerate of classes in session at the time and near the area of your event.

Policies and Procedures

Familiarize yourself with the University policies and procedures that might affect or limit your event.  Remember policies such as posting, facility usage, security, safety, and liability.  All policies can be found at: http://lynx.csusm.edu/policies.

Marketing

Marketing your event must motivate people to attend rather than simply create awareness, unless that is your sole goal.  Banners, flyers, chalking, etc. can bring poor response unless they are joined with new ideas or new ways to implement old ideas.  Groups should brainstorm unique marketing campaigns.

Delegation

When forming programming committees, look for members with experience and enthusiasm toward a specific project.  Assign specific duties and dates of completion to assure the task is fulfilled.  Agree on procedures and discuss consequences to the event if plans are not completed. 

Follow-up and Evaluation

Leave the room/space clean following the event.  Send thank you letters to all appropriate people.  To better understand the reasons for success or failure of an event, evaluate both the event and the work of the group responsible for the planning and implementation.


On-going evaluation

· On-going evaluation allows the organization to watch for problems.  By watching for programs it encourages the group to be responsive when a change is needed.  On-going evaluation is done primarily by the members of the programming committee and secondly done by the other members of the organization. 


Post-evaluation

· Post evaluation takes place after event and should be done by participants and organization members.  To encourage participants to give comments about the event, provide a short evaluation form.  Participants can hopefully give an unbiased opinion and offer some constructive criticism.  Evaluation by organization members can provide feedback about planning the event as well as the event itself.  There are a variety of forms you can use, develop the form that will be most useful to your organization.       

Risk Management

It is University policy to provide a safe and secure learning environment.  The campus’ risk management program has been established to preserve the health, safety and financial well-being of the campus community by identifying and analyzing risks.  

Advisors should be well informed about organizational activities.  An important issue for officers and organization advisors is risk management.  If an event is planned in which there is some risk, then your group should take steps to ensure that the risk is minimized.

The Risk Management and Safety Office (RMS) are consultants to our student organizations and their advisors.  Staff members provide advice and information by identifying and assessing risks and develop methods for prevention and/or reduction of a loss.  The following are typical events that involve RMS:

Off-Campus Speakers or Performers 

Indemnification forms and/or service contracts are to be signed by speakers or performers.  These documents are worded in such a way as to absolve the organization, its leaders and the university from any responsibility for injury that may result from participating in the activity.  The assumption is that by having participants waive their right to hold any one responsible for their injuries, the institution will be held harmless from whatever occurs.

Food and/or Beverages

Food and beverages must be approved by the CSUSM Foundation.  A listing of “approved caterers” can be found at www.csusm.edu/foundation.  Food coming from vendors who are not on this list still requires approval from the CSUSM Foundation at 750-4700. 

Pre-packaged foods are usually okay, but foods that are prepared, cooked and served on campus (i.e. BBQ) require at least one student to have a food handler’s card on site at all times during the event.  

Special Event Insurance

Special event insurance may be required depending on the type of event and is available for purchase to provide liability coverage for events held on campus.  Risk Management and Safety will assess the potential for risk for the event and advise the student organization if special event insurance is required.

If there are any questions, please contact Risk Management and Safety:

Telephone: 
(760) 750-4502

Email:

riskmanagement@csusm.edu

Visit:

www.csusm.edu/rms
Financial Considerations

A very important area where advisors can lend expertise and advice to student organizations is in the area of finances.  It is the responsibility of the president and treasurer of the student organization to keep accurate records of the group’s finances.  However, advisors should try to remain involved and up-to-date on the financial status of the group and assist the student organization in achieving sound financial goals.  

Student Organization Account

The Associated Students, Incorporated (ASI) houses the financial account of the student organization.  An account is established and maintained with ASI when the student organization has completed the recognition process.  All student organization’s financial transactions (check requests, deposits and balance requests) must be approved and signed by the authorized officers (president and treasurer) and/or the advisor.

Fundraising

Fundraising is one activity many student organizations undertake.  Because there is money involved, advisors need to make sure student officers go through the proper channels in getting their activity approved.  You can also assist in the planning of these types of activities. 

Fundraising on campus:  One week of each month, ASI provides tables and chairs for student organizations to fundraise on Library Plaza.  Student organizations must sell something and cannot reserve the table for any other purposes.  Fundraising forms are available in the SLL office. The dates available for fundraising are listed on the fundraising form. This form needs to be completed and submitted to SLL by 3pm on the Wednesday before the fundraising week.

Fundraising off campus / Gift Solicitations:  In the interest of effectively coordinating donations on behalf of the university, University Advancement is responsible for approving all solicitations in advance of any planned contact with individuals, businesses, foundations, corporations or other agencies and organizations.  Because University Advancement is responsible for posting and acknowledging gifts and formally recognizing donors to the University, it is important that University Advancement be able to track all solicitations.  For further information on gift solicitations, please contact University Advancement at 750-4400.

Student Organizations Council (SOC) Funding Board

Student organizations can apply for funding for their programs from ASI through the SOC Funding Board.  Individual student organizations cannot exceed $650 for an event and $1300 per semester.  Requests for funding will be considered by the Funding Board until all designated funds have been depleted.  Funding Board application procedures, guidelines and due dates are available in the ASI Business Office, Commons 207.

Resources

Student Life and Leadership



            tel: (760) 750-4970

www.csusm.edu/sll                                                                   fax: (760) 750-3156
The programs and services of Student Life and Leadership are provided for the purpose of assisting students in their co-curricular needs and interests on campus.  The staff serves as a resource for students, student organizations, faculty and staff on areas of leadership development, campus activities, fraternities and sororities, community service, multicultural programming and new student orientation.

Associated Students, Incorporated



 tel: (760) 750-4990

Commons 207






fax: (760) 750-3149

www.csusm.edu/asi
The mission of ASI is to provide an official voice to express student opinions, to foster awareness of student issues, to protect the rights and interest of the students and to create programs that encourage a campus climate that meets the educational, social and cultural well-being of the students.  ASI is governed by a student Board of Directors.

The Office of the Dean of Students



 tel: (760) 750-4935


Craven Hall 5306

www.csusm.edu/student_affairs
The Office of the Dean of Students provides general information concerning campus policies, procedures and regulations and offers help to students seeking to resolve campus problems.  

Policies and Procedures

  

      

The following policies and procedures related to student organizations can be found on the CSUSM website at http://lynx.csusm.edu/policies.

· Alcoholic Beverage on Campus 

· Communications and Marketing

· Gift Solicitation

· Posting Informational Material

· Public Assembly

· Request for Facility Use

· Risk Management

· Student Crisis Management

· Student Domestic Travel

HELPFUL EXERCISES FOR ADVISORS/OFFICERS

ROLE CLARIFICATION

Listed below are some expectations student leaders and their advisors may have of each other.  This form is designed to help advisors and student leaders arrive at a clear and mutually agreed upon role of the advisor in organizational affairs.

Directions:  The advisor and each student leader should respond to the following items, and meet to compare answers and "iron out" any differences.  For items which are determined not to be the responsibility of the advisor, it would be valuable to clarify which student leader will assume that responsibility.  

For each of the following statements, respond on a scale of 1-5 how important this function is:

1-  Essential for the advisor to do 




2 - Helpful for the advisor to do


3 - Nice but advisor does not have to do



4 - Would prefer advisor does not do


5 - Absolutely not in advisor's role

_____ 1. 
Attend all general meetings.

_____
 2.
Attend all executive committee meetings

_____  3.
Call meetings of the executive committee when he/she believes it is necessary

_____
 4.
Explain University policy when relevant to discussion

​​​​​_____  5.
Explain University policy to the executive committee and depend upon officers to carry them out through their leadership.

_____  6.
Explain University policy to the entire membership at a general meeting once a year.

______7.
Have a meeting with the President (Chairperson) before each meeting.

_____  8.
Help the President (Chairperson) prepare an agenda before each meeting.

_____  9.
Speak up during discussion when he/she has relevant information.


 10.
Serve as parliamentarian for the group.

_____ 11.
Speak up during discussion when he/she believes the group is likely to make a poor decision.

_____ 12.
Be quiet during general meetings unless called upon.

_____ 13.
Exert his/her influence with officers between meetings.

_____ 14.
Take an active part in formulating the goals of the group.

_____ 15.
Initiate ideas for discussion when he/she believes they help the group.

_____ 16.
Be one of the group, except for voting and holding office.

_____ 17.
Attend all group activities.

_____ 18.
Require the treasurer to clear all expenditures with her/him before financial commitments are made.

_____ 19.
Request to see the treasurer's books at the end of the semester.

_____  20.
Check the secretary's minutes before they are written in final form.

_____  21.
Check all official correspondence before it is sent.

_____  22.
Get a carbon copy of all official correspondence.

​​​​​_____  23.
Be custodian of all group paraphernalia, records, etc. during the summer and between the changeover of officers.

_____  24.
Keep the official files in his/her office.

_____  25.
Inform the group of infractions of their bylaws, codes, and standing rules. 

_____  26.
Keep the group aware of its stated objective when planning events.

_____  27.
Veto a decision when it violates a stated objective, the bylaws, codes, standing rules or University policy.

_____  28.
Mediate interpersonal conflicts that arise.

_____  29.
Be responsible for planning leadership skills workshop.

_____  30.
State what his/her advisor responsibilities are, as he/she sees them, at the first of the year.

_____  31.
Let the group workout its problems, including making mistakes and "doing it the hard way".

_____  32.
Insist on an evaluation of each activity by the students responsible for planning it.

_____  33.
Take the initiative in creating teamwork and cooperation among the group's officers.

_____  34.
Let the group thrive or decline on its merits; do not interfere unless requested to do so.

_____  35.
Represent the group in any conflict with members of the University staff.

_____  36.
Be familiar with university facilities, services, and procedures which affect group activities.


 37.
Recommend programs (i.e. speakers, workshops, bands, etc.)

_____  38.
Take an active part in the orderly transition of responsibilities between old and new officers at the end of the year.

_____  39.
Approve all candidates for office in terms of scholastic standing (GPA), and check periodically to ensure that officers are maintaining the required grade point average.

_____  40.
Cancel any activities when he/she believes they have been inadequately planned.
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