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What is a Student Organization?
It is defined as any group, consisting of at least 70% USCB
students, who desire to come together to support a particular
view, explore common interest or accomplish identified tasks,
which do not:
a)

Have illegal goals and objectives

b)

Advocate or support the overthrow of the US government

c)

Propose or participate in activities which would violate
regulations of the Board of Trustees, the University or
federal, state, or local laws and regulations or disrupte
activities and discipline of the University

d)

Advocate incitement of imminent lawlessness which may
produce such action referred to in ( c ) above; or

e)

Discriminate on the basis of sex, race, color, national origin
or handicaps unless otherwise exempt

New Organization Registration
If you wish to form a new organization, contact the Director of
Student Life and follow the following procedure:
A. Representative(s) of the proposed organization meet with the
Director of Student Life
B. A constitution (including appropriate membership clause) and
the Registration Form must be turned in and reviewed by the
Director of Student Life.
•

An Advisor Confirmation Form will also be required to be
submitted to indicate the advisor and their
supervisor/department chair support and willingness to
serve the organization.

New Organization Registration
c) Upon final approval, and when the registration form is
complete and returned to the Office of Student Life, the
organization will be considered a registered organization, an
account will be set up for them through the Business Office
and notification of the organization's registration status will
be set to the organization as well as specified
departments/service areas on campus
d) Should an organization be denied registration, the
representatives will be notified in writing no more than two
days after all criteria has been turned in and reviewed. The
organization may appeal to the Vice Chancellor for Student
Development.

Year-to-Year Re-registration
To remain in good standing, a student organization
must re-register each spring. This process requires
the completion of the registration form, uploading
the most up-to-date constitution and bylaws, update
membership lists, contact information, and the
Advisor Confirmation Form for the officers for the
organization.
Failure to complete the registration could result in
the organization not being in good standing for the
year.

Event Planning
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Event Planning
A common way to share your
organization with the campus
community is through hosting
events. The following slides will
show the steps that go into
planning a successful event.

Event Planning 101

Step 1

Step 2

As an organization,

Know what the purpose of

brainstorm and select ideas

the event is and know how it

for programs to host on

helps accomplish the goals of

campus.

the organization.

Step 3

Step 4

Submit all the necessary

Arrange an advertisement

paperwork to reserve spaces

plan that reaches your target

and equipment. This

audience.

helps create a guide to follow

Be sure it includes location, time, date,

in planning process.

and some type of eye-catching detail.

Event Planning 101

Step 5

Step 6

Within the week of your

Know the set up and take

event, make sure all speakers,

down times for your event

volunteers, and reservations

and who is to arrive for both.

are confirmed.

Also, have some type of final
push for advertisement.

Step 7
De-brief following the event
as an organization.
What went well? Could be changed?

Make sure any thanks is sent
to outside speakers or
volunteers.

Event Planning and Reservations
To reserve a space, you should
work with either your advisor or
the Director of Student
Life. They can reserve space
within the campus reservation
system of 25Live.
To advertise your event within
the campus, you will also need
to work with the Director of
Student Life to approve
advertisements and to craft the
statement for the campus
email.

Advisors Role
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Advisor
At the time an organization
forms, a full-time faculty/staff
member with the University
must be selected.
If the organization cannot find
an advisor, they can work with
the Director of Student Life to
find someone.

Advisor Role: Registration Process
When a new organization seeks to
register or to re-register for the
coming year, an advisor must sign
off to signify their willingness to
support the student organization.
An advisor should continue to
serve in this role until a
replacement can be found or will
work with the Director of Student
Life to find a replacement, if
necessary to step down from the
role.

Advisor Role: For the Organization
An advisor should serve many roles for the
organization:
1. Mentor: They should give time and
support for the organization.
2. Team Builder: They should serve as a
continuous thread to help the
organization to connect to each other
and to the history of the organization.
3. Communicator: They should help when
the organization finds conflict within
and with the university. They should
advocate for the organization and help
the members work through problems.

Advisor Role: For the Organization
4.

5.

6.

7.

Motivator: The advisor should help the
organization through encouraging it to persevere
and praise for the work that it is accomplishing.
Reflective Agent: They should help the
organization evaluate the work that it
is accomplishing and ensure that the
organization is achieving their goals.
Financial Supervisor: They should actively work
with the officers to help them stay in good
financial stead with the University.
Interpreter: They should serve as an interpreter
for the rules and constraints that are established
by the University and help to stay in good
standing.

Executive Committee

What is the Executive Committee?
The executive committee refers to the set of
officers that lead the organization. The
officers should be elected from within the
organization and serve to advocate for the
organization.
The next few slides will detail the main
positions what those positions should do
while serving the organization.

President
•

Presides over meetings of the
organization

•

Calls special meetings of the
organization

•
•

Facilitates executive board meetings
Prepares and files any report

•

required
Appoints committee chair people

•

Maintains contact with organization
advisor, alumni, affiliated university
department or community partner,
and (inter)national organization

•

Represents the organization to the
University

• Serves as a spokesperson for the
organization
• Assists all executive officers
• Provides follow-up to organization tasks
• Organizes executive board retreats or
meetings
• Coordinates executive board officer
transitions
• Represents organization at official
functions
• Remains fair and impartial during
organization decision-making processes
• Provides encouragement and motivation
to fellow officers and organization
members

Vice President
•

Assumes the duties of the President
in his or her absence

• Serves as Parliamentarian
• Organizes an end-of-year celebration

•

Serves as an ex-officio member of
standing committees

• Represents organizations at official
functions

•

Directs Constitutional updating and
revisions

• Remains fair and impartial during
organizational decision-making processes

•
•

Facilitates election of officers
Recruits new members

• Performs other duties as directed by the
President

Secretary
Obtains appropriate facilities for organization

•

Maintains attendance at all meetings

activities

•

Maintains organizational records, storage, and office

•

Keeps a record of all members of the organization

•

Prepares and files any report required

•

Keeps a record of all activities of the organization

•

Handles all official correspondence of the organization

•

Prepares an agenda with the president of all

•

Collects organization mail from the adviser or wherever

•

meetings

mail is received

•

Notifies all members of meetings

•

Represents organization at official functions

•

Prepares organization's calendar of events

•

Remains fair and impartial during organization decision-

•

Keeps the organization informed of both
organizational and university business

•

Keeps and distributes minutes of each meeting
of the organization

•

Creates and distributes agendas for each
meeting of the organization

making process
•

Performs other duties as directed by the President

Treasurer
•

Is familiar with accounting procedures and

•

policies
•

Serves as chair of the finance committee (if the

Provides advisor with summary of financial records at
the end of the academic year or at any point requested

•

organization has one)

Advises members on financial matters (I.e. vendors,
ticket selling procedures)

•

Pays organization bills

•

Collect organization dues

•

Keeps all financial records of the organization

•

Coordinates fundraising drives and solicitations

•

Prepares an annual budget

•

Files reports on all stolen or lost equipment and

•

Prepares all budget requests for funds

maintains the inventory of all equipment and its

•

Prepares and submits financial reports to the

condition

•

•

Prepares purchase orders, requisition forms, or supply
requests with the advisor or Director of Student Life

members

•

Represents organization at official functions

Maintains a financial history of the organization

•

Remains fair and impartial during organization decisionmaking processes

•

Performs other duties as directed by the President

Other Possible Positions
Sometimes an organization has need for
other officer positions. It will be up to the
organization what responsibilities these roles
will have. The organization will need to
include these officers within the registration
process.
Some possible positions are:
• Parliamentarian
• Programming
• Recruitment/Retention Director
• Marketing/Public Relations
• Community Service Director
• Historian

Running a Meeting

Running an Effective Meeting
•
•
•
•
•
•
•

•

Have concrete goals at each meeting (follow an
agenda)
Make sure all members know in advance the
date, time, and location of the meeting
Always start on time
Prepare the agenda (see example)
Have a process for group decision-making that
is consistently used (refer to your constitution)
Keep the meeting on track
The secretary should be taking detailed
minutes about the meeting discussion and
decisions
Do not hesitate to have a guest speaker or host
an icebreaker within your meeting

Roberts Rule's of Order

Certificated

Roberts Rule's of Order

Certificated

Roberts Rule's of Order

Certificated

Minutes
•

Why take minutes?
• To provide a record of what was decided at
meetings and why.
• For clarification and shared understanding
among members
• To provide an action plan to ensure the
decision are acted upon

Minutes
• Minutes should include:
• Date, time, place
• Who attended and their role (I.e. President, Advisor)
• Agenda items with a summary of what was covered,
who presented, and who was assigned tasks
• Motions and what the outcome of the motion was,
including who made the motion and who seconded
it.
• Any amendment to the motions should be included.
• What decisions were made during the
meeting. Include what the problem was, the
alternative presented, and the agreed solution
• Action items, include who was assigned to what the
timeframe for completion is.

Sample Agenda

Certificated

Recruiting and Retaining Members

Recruiting
An organization can only succeed if it continues to have
members. In order to recruit new members, we recommend
the following:
• Recruit at Sharkapalooza at Welcome Week
• Set up informational tables outside of the cafeteria or
library
• Advertise your organization through bulletin boards and
weekly email
• Use your current members to conduct a social media blast
• Create some type of bring a friend incentive program for
your current members
Doing these and other activities will allow new students to
find your organization and join.

Retaining
Once an organization recruits members, it begins the work retain. In
order to retain members, we recommend the following:

•

Stay positive and upbeat

•

Be consistent

•

When mistakes are made, admit it

•

Have confidence and trust in your members

•

When an idea will not work, talk about why

•

Give members responsibility and ownership within the organization

•

Appreciate and recognize the work your members are doing

•

Hold people accountable to assigned tasks

Doing these and other activities will keep your current members
engaged and active in the organization.

Questions?
Contact the Director of Student Life
with any further questions at
uscblife@uscb.edu.
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