The Office of Student Life
The Office of Student Life (OSL) is a resource center to all students and faculty/staff at Community College of Philadelphia. We are committed to the belief that cultural, social, and recreational activities are a vital part of a college education.  OSL staff is available to assist in all aspects of club life.  It is important for all clubs to know how to utilize our office.

The Office of Student Life is also a resource center to all faculty and administrators at Community College of Philadelphia. Student Development programs/activities/events are a central feature of our office as one method to increase the direct educational and academic experiences of the student body. The mission of the Student Life Center is to cultivate a student success environment through diversity awareness, social activities, leadership experiences and service opportunities.    
************

Office of Student Life
Winnet Student Life Building  

DIRECTORY

Location:   

Student Leadership & Involvement Center, S1-12. Phone: 215-496-6196 Fax: 215-972-6324  

Student Life Center, S1-19. Phone: 215-751-8164 Fax: 215-972-6324  

Website: www.ccp.edu/vpst-aff/studentlife
Hours of Operation: Monday – Friday       8:30 am – 5:00 p.m. (academic year)



            Monday – Thursday   8:00 am – 5:30 p.m. (mid-May - mid-Aug.)

ADMINISTRATIVE



ROOM


PHONE

Ronald Jackson, Dean of Students

S1-10


                       751-8161

David Watters, Ass’t Dean of Students          S1-10


                       751-8880
David Greene, Director, 
                        S1-19


                       751-8882

Student Programming 
Jenavia Weaver, Student Leadership   
S1-12




751-8213


And Involvement Center, 


Coordinator  
Lori Dunningan, Student Life Marketing,  S1-10




751-8878

Coordinator

Dionne Easton, Student Life Coordinator, Regional Centers 


972-6369


Regional Center  

Piseitta Freeman, Technical Craft Specialist B,

Clubs & Organizations

 S1-12


                        751-8212

Ida Swindle, Office Administrative Associate, B 
 S1-12

                        751-8162
Bernadette McCottry, Office Administrative  



Associate


S1-10

                       751-8210

Kellie N. Brown, Office Administrative Associate 
S1-19

                       751-8214

Dawn Sanders Jordan, Administrative Assistant
S1-19


           751-8164


CLUBS & ORGANIZATIONS POLICIES AND PROCEDURES
Below is a list of clubs/organizations.  It is a sample of current and recent clubs, however check with the staff of  the Student Leadershiop and Involvement Center for any new club(s)/organization(s) that may be formed after publication or how to start a new club!

STUDENT CLUBS & ORGANIZATION

African Culture and Traditional Club

Alpha Beta Gamma

Anime

Anime and Gaming Club

(Northeast Campus)

Art Studio

Asian American Association

Business Entrepreneurship Club (Northeast Campus)

CCAEYC

(Community College of Philadelphia for the Education of Young Children)Business (Northeast Campus) Entrepreneurship Club

Christian Women Alliance

Computer Science Club

Dental Hygiene Graduates

Dental Hygiene Freshmen

Design & Construction Club (DACA)

Film Club

F.M.D.C. Fashion Lovers 

Gay Straight Alliance

Geospatial Student Club

Gospel Choir

Green Cycle

Haitian Student Organization AKA Club Creole

International Student Organization

LASO

(Latin American Student Organization)

Math Club

Music Appreciation Club

Muslim Student Association

Muslim Women League

National Society of Black Engineers (NSBE)

Paralegal Student Association

Photography Club

Plan B

Psychology Club

Ritmo Latino Club

Science Club

The Artist Coalition

Veterans

Women of Many Backgrounds (WOMB)

Zombie Survival Club

How We Can Help – For Club Activation and Re-activation applications  



www.ccp.edu/vpst-aff/studentlife 
Starting a New Club – Come to us to guide you through the process or you may go to the Student Government Association office, S1-11.
Program Planning/Advisement - We can help you explore new program and event ideas and advise you on the “how to’s” of programming.
Budget Advisement – We can explain to you how your club can get funding.
Policy Advisement – There are several College policies that apply to student clubs and organizations as well as Office procedures that must be followed.  Our staff can explain how they apply to your club.
Leadership Advisement – We can provide support, assistance and resources which will help you to be an effective leader for your club.  We can also offer advice on specific leadership questions, issues or concerns that you may have.
Space Reservation Issues – We will help you apply for cubicle space in S1-12 and to reserve space for your club meetings, activities, and special events.
On-Campus & Off-Campus Resources – We can provide information on how to order supplies and publicize your events.  We also have contacts throughout the College and the City.

Special Events – We also try to combine the skills, energies, and talents of student clubs to develop College-wide special events.  These include the Student Involvement Day, Club/Organization Open Houses, Leadership Training Retreat, and the International Festival. 
A.
ACCOUNTABILITY

As a general policy, all students involved in financial transactions with student club or organization accounts should keep in mind that they are acting as trustees for the entire student body, and guide their actions accordingly. All students and student organizations are responsible for adhering to all policies guiding student organization finances as stated below and in the Community College of Philadelphia Student Handbook. 
ACCIDENTS, INSURANCE AND LIABILITY

1. In the event of an accident:
A. Arrange as quickly as possible for first aid for any injured person.
B. Do not attempt to move any injured person.
C. Obtain names of all injured persons and any witnesses to the accident.
D. Note names of drivers and owners of any other vehicle involved in the accident,  as well as the license numbers.
E. Exhibit to any person in authority, or to the other driver, your driver's license and vehicle registration which is in the glove compartment.
F. Call local police to report the accident.
G. Call College Security at (215) 751-8111.
H. Report as soon as possible full details of the accident to the Purchasing Department located in the Mint Building, M1-4, 215/751-8904.  This office will handle all reports to the insurance company.
I. Report as soon as possible the full details of the accident to the Director of Student Life, S1-19, 215/751-8882.  Upon return to Campus, a meeting must take place so that the Director is fully appraised of the incident.
J. Stay calm!
ACCOUNTS

Student organizations receive organizational accounts with the Office of the Controller upon recognition by the Student Government Association (SGA) and registration with the Office of Student Life (OSL). Student clubs and organizations may NOT have external bank accounts. 

Student Clubs and Organizations have a five-digit account.  This account holds allocations from the General College Fee, or commonly referred to as the student activity fees.  All allocation funds and all fund-raised funds must be recorded in this account.  An annual “Request for Funding Allocation” must be submitted to the Student Government Association for allocated funds.

The Assistant Dean of Students / Director of Student Life is the College-designated “Organization Fund Manager” for all student club and organization accounts.  The Assistant Dean of Students / Director of Student Life must approve all financial transactions involving club or organization accounts.

The following are policies governing student club or organization accounts:

1.   As a general policy, account funds must be used for the benefit and welfare of the entire student body. Activities or expenditures providing benefits only to the members of a student organization cannot be funded with account funds. If benefits accrue only to the group, then the group itself is expected to finance them.

2.   As a general guideline, account funds may not be used to support off-campus events.

3.   Account funds may be used for food for (a) on-campus programs that are open to the college community, (b) contracted meals or hospitality for speakers or performers, and (c) meals for approved conferences or retreats and competition travel.

4.   Account funds may not be used to purchase alcohol or tobacco products.

5.   Account funds cannot be used for any type of partisan political endorsement or contributions to the campaign fund of any candidate for elective office.  No allocation shall be made to partisan political student organizations.

6.   Account funds cannot be used for solely and overtly religious purposes.  Any event with a religious atmosphere (e.g., Gospel Show), must be non-denominational in nature and must not promote proselytizing.  Such events must be open to the general College community.

7.   With prior approval from the Assistant Dean of Students / Director of Student Life and appropriate documentation, account funds may be used to support conference and competition travel where the benefit extends to overall organization and the College community.

8.   With prior approval, account funds may be used for gifts or awards.

9.   Account funds may be used for organizational membership in national or professional associations.  Account funds may not be used for personal or individual membership in national or professional associations.

10. Account funds may be used to pay honoraria, instruction, or service fees per contract between the College and the payee, as long as the payee is not a student or full-time employee of Community College of Philadelphia.  Exceptions to this are at the discretion of the Assistant Dean of Students / Director of Student Life.

11. Members of student organizations must avoid all conflicts of interest. This includes conducting business with, for, or under the name of a member or a member's business in which they either directly or indirectly financially gain.

12. College forms must be used for all financial transactions. Original documentation (i.e., invoices, contracts, receipts) and required signatures must accompany all forms. Financial transactions for student organizations are routed to the Office of the Controller by the Office of Student Life. Normal processing time for checks is five (5) business days – therefore, final approved requests must be submitted no later than 10:00am on Monday for a Friday dispersal.  Please note: checks are only available for distribution on Fridays (Thursdays in the summer). 

13. An advisor signature must be included on any form for financial transactions.

14. Revenue generated from an event must be deposited within one (1) working day following the event.  Cashier’s Office deposit forms are available from the Coordinator of Clubs and Organizations.

15. Neither students nor advisors are authorized to make binding oral agreements or to sign contracts where payment is via student activity fees or College funds. Student organizations should contact the Office of Student Life when entering into a contractual agreement (see also "CONTRACTS").

16. Organizations are recommended to use College resources whenever possible, such as: Sodexho Catering, the College Bookstore, and the Office of Communications or Photoduplicating.

17. Monthly account information is made available (upon request) to student organizations by the Office of Controller via the Office of Student Life. Student organizations can contact the Office of Student Life with questions related to their accounts.

18. The College reserves the right to freeze funding for any group who misrepresents or otherwise misspends funds to bypass any of these policies.  Please note: SGA may also impose additional criteria for access to allocated funds (e.g., attendance at General Assembly meetings).
19. All club or organization accounts operate on an academic-year basis.  Specifically, funds in accounts become available for use the first day of the Fall semester and all financial obligations must be on file with the Office of Student Life by April 30th of each year.  Spending may continue through the end of the fiscal year (June 30th) with approval by the Assistant Dean of Students / Director of Student Life.
20. All funds left over at the end of the fiscal year revert back to the student activities pool.
21. The only funds which may be carried over to the following fiscal year are specifically designated funds raised through fund raising activities for use the following year.  Specific approval must be granted, in advance, by the Director of Student Life for this to occur.
22. Not all monies raised through fund-raising are eligible to be carried into the next fiscal year.  Expenses incurred in order to raise additional funds may be deducted from allowable carry-over.     
ALCOHOL
Alcoholic beverages are not permitted at any student club or organization sponsored event.
Alcohol cannot be purchased/reimbursed with College allocated funds as distributed by the Student Government Assoicaiton.  

ANIMALS

Except with special permission (e.g., “seeing-eye dogs”), animals are not permitted on campus.

B.
BUDGETS SUBMITTING RECOMMENDATIONS
Procedures:

a)
Completion of Student Government Association’s budget request form

b)
Completed form to Coordinator of Clubs/Organizations and the Student Government Association.

Outlined below are the guidelines for allocation of student activities funds to organizations.  These guidelines also affect all future requests by chartered organizations for funds.

I.
Two Classifications of Organizations


A.
Class I: Organizations - Those organizations providing substantial benefits to the entire student body.



1)  Student Vanguard Newspaper



2)  Student Government Association



3)  Limited Editions



4)  Phi Theta Kappa


B.
Class II: Clubs - Those organization which appeal to special interests.  This group includes “co-curricular clubs” which are organized by a specific program or curriculum and may receive special allocations.  This classification includes, but is not limited to:

African Culture and Traditional Club
Alpha Beta Gamma
Anime
Anime and Gaming Club

(Northeast Campus)

Art Studio
Asian American Association
Business Entrepreneurship Club (Northeast Campus)

CCAEYC

(Community College of Philadelphia for the Education of Young Children)Business (Northeast Campus) Entrepreneurship Club
Christian Women Alliance
Computer Science Club
Dental Hygiene Graduates
Dental Hygiene Freshmen
Design & Construction Club (DACA)
Film Club
F.M.D.C. Fashion Lovers 
Gay Straight Alliance
Geospatial Student Club
Gospel Choir
Green Cycle
Haitian Student Organization AKA Club Creole
International Student Organization
LASO

(Latin American Student Organization)

Math Club
Music Appreciation Club
Muslim Student Association
Muslim Women League
National Society of Black Engineers (NSBE)

Paralegal Student Association
Photography Club
Plan B
Psychology Club
Ritmo Latino Club
Science Club
The Artist Coalition
Veterans
Women of Many Backgrounds (WOMB)
Zombie Survival Club
II.  
Funding Limitations

A.

No funds are to be allocated to any Club/Organization for:




1.  Personal Items
2.  Partisan Political Activities

      
3.  Activities whose sole purpose is religious

4. Conferences


Each conference must be itemized and submitted individually for funding.  
This request may be granted based upon location, number of attending,


educational value of conference, and funding source(s).

B. All funds not used revert back to Student Life fund surplus with the expection of the   club’s fundraised money.  
C. Any deviation of expenditures from a Club or Organization budget must have prior

approval of the Director of Student Life.

D. Purchasing procedures of the College must be followed for all expenditures.

E. All Clubs must complete all financial transactions by May 31st of each year to        

      ensure College regulations concerning end of fiscal year closing.

F.The budget lines (accounts) for each club or organization become active the first

   day of the Fall semester (but only after official registration with SGA and OSL).

C.  

CONTRACTS

Students are not authorized to request or sign contracts where payment is via student activity fees or College funds. All contracts for student clubs and organization events must be processed in accordance with College procedures.

The Office of Student Life will assist student organizations that wish to negotiate fees and enter into contractual agreements. The Assistant Dean of Students / Director of Student Life is the College official who is authorized to sign contracts on behalf of student organizations. Requests for a College Contract should be made with the Office of Student Life a minimum of 15 working days before the desired event. The Office of Student Life will ensure that the offer is acceptable, the contracts are prepared in proper College formats, and are routed to the correct signatories.

When a fully executed original contract is received back from the agent/performer, a copy will be forwarded to the student organization. 
Items needed for contract processing – Invoice, Biography/Vita/Resume/Public Relations kit  of speaker/performer/person(s) or company completing the job (contractors) , a completed signed College issued contract must have original contractors signature.  The College WILL NOT accept nor sign any contract issued from the  speaker/performer/person(s) or company completing the job, IRS W-9 must be completed by  speaker/performer/person(s) or company completing the job and a copy of the Philadelphia Business Income and Receipts Tax warning must be issued with each contract   
D. 

DEBT

Student members of student organizations are responsible for adhering to the terms of recognition as established by the Office of Student Life and for adhering to College policy as stated in the Community College of Philadelphia Student Handbook. This includes insuring that student organizational account(s) are managed in a fiscally responsible manner. 

DEPOSITS

As a general guideline, all recognized student clubs and organizations are required to keep all organizational income and funds in an on-campus account with the Office of the Controller.

Student organizations must deposit income generated from events within one (1) working day after the date of the event. Events generate income when admission fees, tickets, concessions, or other services are sold. Any student activity fees used for the event must be reimbursed before a profit can be realized.  This affects funds that may, with prior approval, be carried over to the following fiscal year.

Student club and organization deposits are to be made at the Cashier’s Window.   Deposit forms, which are available in the Office of Student Life, can be used for any type of student organization deposit.  A copy of the deposit form must be provided to the Coordinator of Clubs and Organizations.
DUPLICATING
There are two options – College central duplicating services and Off-campus duplicating services – Kinkos. 

College central duplicating - Black and White copies are free. Color copies are charge out of the Club account.   

Off-campus duplicating services – Kinkos. Regualar fees apply. 

CENTRAL DUPLICATING OPERATING & REPRODUCTION SERVICES

Central Duplicating is located on the ground floor of the Mint Building, MG-28.  It is a section of Purchasing & Services and reports to the Purchasing Manager. PLEASE NOTE: UNDER NO CIRCUMSTANCES MAY STUDENTS GO DIRECTLY TO CENTRAL DUPLICATING – CLUBS/ORGANIZATIONS MUST GO THROUGH THE OFFICE OF STUDENT LIFE. 

CENTRAL DUPLICATING HOURS



Fall & Spring Semesters

Summer Sessions 

Monday - Thursday
8:00 a.m. - 7:00 p.m.


10:00 a.m. - 7:00 p.m.

Friday


8:00 a.m. - 4:30 p.m.


C L O S E D

Saturday (Copying
8:00 a.m. - 12:00 noon

C L O S E D


Services Only)

DUPLICATING SERVICES
Central Duplicating provides the following services: offset printing, duplicating, photocopying, collating, stapling, and other finishing services.  Central Duplicating makes transparencies to be used on its equipment.  Other types of transparencies may not be compatible with Central Duplicating equipment.

All work for process by Central Duplicating must be accompanied by a Request For Duplicating Service form.  Forms are available from the Duplicating Center.  The canary yellow form is to be used for general request.  The pink form is to be used for examinations and quiz request.  All work with multiple pages will be printed/copied on both sides.
Work submitted will be reviewed for compliance with procedure and clarity of original.  Non-compliant works will be returned to the requester.  Emergency or Rush requests must have the approval of the Duplicating Supervisor before work can be processed.

Central Duplicating is required to adhere to the Copyright Law of 1976 which became effective January 1, 1978.  Should any questions arise concerning copyrighted information, direct them to the Duplicating Supervisor.

Work is processed by the due date according to first work in - first work out.  Rush jobs will be handled on an individual basis.  Should special processing be needed to complete certain types of material, the work will be completed based on staff and equipment availability.

No student will be allowed to use Central Duplicating services, unless on a work-study assignment for a department, with a note authorizing the individual.

GENERAL GUIDELINES:
Allow two working days to process most duplicating request.  Refer to the lead times listed below for additional information.  Part-time faculty who teach on a once-a-week schedule are encouraged to submit requests one week in advance.  All work must be submitted with a due date.  ASAP is not acceptable;  work is scheduled by date.


LEAD TIMES: General requests (copy service 1 original, 1-500 copies)


Although there are times when the work may be generated more quickly, allow for the turnaround time listed below.


Material submitted by 4:00 P.M.
Ready on:

Monday



Wednesday


Tuesday



Thursday


Wednesday



Friday


Thursday



Tuesday


Friday




Tuesday


Saturday (Copier Service ONLY)
Saturday (window work ONLY)

WINDOW SERVICES
Copying up to 100 copies of a single sheet or multiple pages totaling 100 copies while the customer waits at the service window.  NO printing (press work) will be done while the customer waits.

PRINTING SERVICES
Printing services are more complicated and require more time than duplicating.  For that reason, printing jobs may take anywhere from

5 - 20 working days.  If a specific completion date is essential, consult with the Central Duplicating supervisor or the staff assigned to printing.

Printing presses will not operate after 3:00 P.M. on Friday to allow necessary time for the cleaning and maintaining of equipment.  During the summer sessions the presses will not operate after 3:00 P.M. on Thursday.  Work submitted on Fridays (Thursdays in summer) cannot be ready until Tuesdays.

Posters, binding, collating, punching take additional time, so users must plan accordingly.
SATELLITE COPIERS
Satellite copiers are to be used for small quantity usage, generally less than 20 single pages or 20 copies of one page.  All other copying should be submitted to Central Duplicating.

GRAPHICS SERVICES
Graphics services are not provided by Central Duplicating.  

DUPLICATING WILL NOT
A) Accept work of any private or commercial nature.  All clubs, organizations, enterprises and activities must be under the auspices of the President and President's Cabinet, or specifically authorized by the Student Activities Director, as an endorsed student activity.

B) Release examinations to student workers.

C) Process work without a properly executed duplicating request 



authorization form.

D) Remove work in progress for an emergency request. The emergency/rush will be the next up.

E) Violate copyright laws.

F) Keep originals on file for later use.  This is the responsibility of the requester.

G) Duplicate books on sale in the Bookstore.  Duplication can occur only if the book is temporarily out of stock and written permission is issued to the Bookstore Manager and forwarded to Duplication.  Then, only one chapter may be copied, anticipating immediate delivery of supply.

More detailed information and instructions are provided in the Central Duplicating Guide available from Central Duplicating. 

E. 

EQUIPMENT

All equipment purchased with student activity fees becomes the property of Community College of Philadelphia. Equipment includes items such as computers, printers, books (reference or other), sports equipment, office furniture, or other items. Student clubs and organizations are responsible for all College equipment in its possession and should keep their equipment in a reasonable state of repair. The advisor shall periodically account for all equipment in the care of the student club or organization.

Equipment purchases should be for official organizational use only. Purchases must be made through the Purchasing Office via the Office of Student Life (see "FORMS"). Equipment over $100 is considered a “Capital Budget Item” and requires special permission.  Property of the College may not be sold or transferred to other parties without prior consent of the Office of Student Life and the student club or organization Advisor.

F.
FACILITIES USAGE FORM

Room Reservations:

The Coffeehouse (S1-22), S2-08 table space in Pavillion Lobby are scheduled by the Technical Craft Specialist B, Clubs/Organizations.  See Falities REQUEST FORM FOR FULL LISTING OF ROOMS ON CAMPUS. While phone reservations will be taken, groups are required to complete a written reservation form.  Room reservations are not confirmed until the appropriate document is on file with the Technical Craft Specialist B, Clubs/Organizations and requesting group has written confirmation.
Technical Craft Specialist B, Clubs/Organizations will also make reservations for other campus facilities (Large Auditorium, classrooms, etc.) for student clubs/organizations with the proper scheduler.  NOTE:  student clubs/organizations may not reserve space directly.

I.  Polices


A.
All campus organizations must fill out a reservation form.


B.
Rooms are scheduled on a space available basis.


C.
Room Rental - Overtime Charges

Organizations are responsible for all overtime charges incurred during their program.  This may include, but is not limited to: food service, custodial maintenance and security services.

II.  Procedures


A. 
Room reservation forms can be picked up from the Technical Craft Specialist B, Clubs/Organizations, S1-12.


B.
Reservation forms are to be completed in full, listing the name of the organization, time of event, number attending, contract person, including both business and home phone numbers.


C.
All student organizations who reserve space require the signature of the faculty/staff advisor.

D. List on the lower portion of the form any supplies needed. Example:  blackboards, tables or audio/visual equipment, which requires a MMS Request form to be completed and mailed to Audio Visual Services located in the Bonnell Building.

E. While “block booking” a specific room will be allowed, repeated failure to use the space will cancel future bookings.  

Please make sure that certain rooms, because of their size, are limited to a permanent conference style. (See Student Life website for forms.)
F. 

FOOD AND BEVERAGES

Food and beverages are prohibited from the following areas:


Student Club and Organization suite: S1-12

Student clubs or organizations that wish to have food (e.g., lunch time meeting), should make arrangements through the Technical Craft Specialist B, Clubs/Organizations, S1-12 for additional rooms. 
FOOD RESERVATION REQUEST

1.
Obtain Expenditure Request Form on- line from the Student Life Center website and fill out completely including:

2.
Budget code to be charged – if known.

3.
Name of organization.

4.
Signatures of authorized representatives. (President of Club and Advisor)

5.
Date of event.

6.
Location of event.

7.
List menu requested and include price per person.

8.
After Steps 1-7 are completed submit form to the Technical Craft Specialist B, Clubs/Organizations. 
Please be reminded that confirmation of food service does not guarantee a room reservation. 

FORMS

Find all forms on www.ccp.edu/vpst-aff/studentlife
Student organization accounts can be accessed if funds are available, if the transaction complies with College policies, and if the appropriate forms are used.

The following is required for all forms for financial transactions:
· Documentation in the form of original invoices or receipts must accompany all forms for financial transactions.

· Advisor signature for all transactions.

· Organization Manager ( Director of Student Life/ Assistant Dean of Students/Coordinator of Student Leadership and Involvement Center ) signature.  The Office of the Controller will not process the transaction without this signature.

FUNDING

Funding from the student activity fees is allocated to student clubs and organizations by the Student Government Association (SGA). Eligible student organizations can receive an Annual Allocation by submitting an “Allocation Request.” 

1. Annual Allocations

Annual Allocations are the budgets that eligible student clubs and organizations receive to help them fund their planned activities. Eligibility is determined by fulfilling all of the following criteria:

(Be a recognized and registered student club or organization with the Office of Student Life,

(Have a membership that is open to all students registered in credit-bearing course(s),

(Be neither solely partisan political nor religious in nature,

(Adhere to all applicable College policies and procedures, and

(Submit an audit or budget summary of expenses when requested.

SGA allocates funding to student clubs and organizations on the basis of their planned activities as presented in the Annual Allocation Request Form. Annual Allocation Request Forms are available and are submitted to the Student Government Association. Generally, allocated funds are made available to student organizations after the first day of classes in the Fall semester.

Student organizations can receive funding for:

1. Programs and events that are open to Community College of Philadelphia students for the benefit of the College community.

2. Operational expenditures (office supplies, etc.).

3. Funding for attendance at one (1) conference per year.

4. Expenditures for gifts and awards if detailed explanations are included.

As a general rule, student clubs and organizations will not receive funding for "miscellaneous" items, inclusive of but not limited to the following examples - alcohol,  individual memberships in professional organizations, partisan political activities, religious activities, stipends or payments to Community College of Philadelphia students or employees, or expenditures or activities providing benefits only to members of a particular club or organization.

Please note:  it is acceptable and permissable for the Student Government Association to require additional criteria for any allocation to a club or organization so long as those additional criteria or conditions do not conflict with SGA, College, or Office of Student Life policy.

2. Pool Funds

SGA sets aside a Pool of funds which are available to recognized student clubs and organizations for "special needs" as they arise. SGA defines "special needs" as:

Program funding for Conference travel above and beyond travel approved for funded groups during the Annual Allocation process,

Events that could not have been anticipated when a funded organization's annual budget was requested  (e.g., Chess Club that qualifies for post-season tournaments).

Note: Programs, events, or purchases that were not funded in the Annual Allocation process are not necessarily eligible for Pool Funds. In addition, organizations that spend all of their Annual Allocation may not qualify as having a "special need."

Student clubs and organizations can apply for Pool Funds on an event-to-event basis and must do so at least 4 weeks in advance.  A special request is sent directly by the student club or organization to the Student Government Association.

FUNDRAISING

Bake Sales (and other fundraisers)
One of the most popular club and organization fund raisers is the Bake Sale.  Please note however that there are policies and procedures that must be followed.  Competition for space to hold a bake sale is sometimes fierce – advance planning is important.

Handling the Money
In order to get the greatest benefit from a bake sale fundraiser, consider having individual club members donate their items for the benefit of the organization.  Whether an individual bakes cookies at home or purchases doughnuts, most of the money from the sale can be lost reimbursing members.  If reimbursements are going to be sought – remember to get prior approval from the Coordinator of SL&IC/ Director of Student Life and the Assistant Dean of Students
All monies generated from the bake sale must be deposited into the club’s account.  Deposit slips are available from the  Technical Craft Specialist B, Clubs/Organizations  (see section on deposits).  Deposits should be made the day of the event, or the following day at the latest.  If a bake sale runs past the closing time of the Cashier’s Window, a late afternoon deposit should be made and any additional monies may be deposited the following day.  Money may also be locked in the safe in S1-19.   
DO NOT keep cash from one fundraiser to purchase supplies for the next one!

DO NOT EXPECT THE CASHIER’S WINDOW TO COUNT YOUR DEPOSIT.  This is not a bank – you must completely fill out a deposit slip – including the total.

Reserve the Space
Pick up a Facilities Request Form from the Technical Craft Specialist B, Clubs/Organizations in Room S1-12.  Bake sales most often are held in the Bonnell Lobby although the Winnet Lobby and 2nd Floor West Building Lobby are also used.  This form must be signed by your Advisor and the space must be reserved so plan on at least two weeks lead-time.

Only one bake sale may take place in any building on any given day.  Student Life will not schedule competing bake sales.

Selling Food on Campus
Registered student clubs and organizations are allowed to sell food on-campus, but within certain limitations:


1.
Organizations cannot sell foods that are in violation of the College’s vending contract(s).  Prohibited are foods that would be considered a meal, such as, but not limited to: pizza, sandwiches, casseroles, salads, soups, hamburgers, hotdogs, etc.  Can or bottle soda or other beverages (e.g., coffee and tea) are also prohibited.


2.
Organizations cannot sell food that might pose a health hazard for the public.  High protein foods such as meat, fish, poultry, cheeses, eggs, or milk are very difficult to serve safely without refrigerators and/or a stove and therefore cannot be served.  


3.
Proper sanitary distribution / food handling procedures must be observed.
Raffles
Prohibited activities are : NO 50/50 RAFFLES.  DEFINITION: A GAME OF CHANCE TO WIN 50% OF THE  CURRENCY/MONEY/CASH AS A PRIZE TO ANY STUDENT THAT PURCHASES TICKETS FROM A SPONSORING COLLEGE CLUB/ORGANIZATION IN ORDER TO WIN.  THIS IS A FORM OF GAMBLING.   

Barring cash in place of it clubs and organizastkons may raffle gift cards and other PRE-APPROVED prizes. 

All prizes must be advertised and approved.    
G. 

GAMBLING    Gambling is not permitted anywhere on campus.
GUIDELINES for an ORGANIZED ORGANIZATION

Parliamentary Procedure - A Basic Approach
How to Prepare for a Meeting

If a club is going to function properly, it has to have meetings at regular intervals.  Before a meeting, the president or other officer should prepare an agenda so that there will be a direction to the discussions that will take place.  Below is a model of an agenda that could be used.

Agenda:

1.  Call to order

2.  Roll call

3.  Motion to approve minutes of the last regular meting

4.  Payment of bills

5.  Committee reports 

6.  Motions 

7.  Unfinished business

8.  New business

9.  Adjournment

Suggested Rules:

No meeting should be a "free for all", however, don't get so technical that the meeting becomes mainly concerned with correct procedure. Orderliness and effectiveness are primarily important.

The basic reason for having any standard procedure is to dispose of the business before the assembly as quickly, efficiently, and justly as possible.  The five basic thesis of parliamentary procedure are:

1.  Only one subject may be discussed at a time.

2.  Every member of the assembly has equal rights. 

3.  Each issue presented is entitled to free debate.

4.  The rights of the minority must be protected.

5.  The will of the majority must rule.

Definitions:

1.
Motion:  A formal proposal that the assembly take a certain motion.  The method whereby the business is presented to the entire assembly.  There are four types of motions:

Main Motion:  One made to bring a particular item of business before the assembly.  No main motion may be made while another is pending.

Subsidiary Motion:  One which may be applied to a main motion in order to modify, delay or dispose of the main motion.

Privileged Motion:  One which, although it need not have any relation to the pending motion, is of such importance and urgency that it is entitled to immediate consideration.

Incidental Motion:  One which arises accidentally from the business at hand and which must be decided upon before the pending question can be further considered.

2.
Pending:  A question is pending when it has been stated by the Chair, but has not been disposed of as yet.  If it is the one last stated by the Chair, it is called the immediately pending question since it must be the first disposed of.

3.
Previous Question:  A motion made to close a debate upon a matter of business and to have a vote taken at once upon the immediately pending question.  Requires a two-thirds vote.

4.
Put the Question:  Chair asks for a vote on the question.

Method of Conducting Business

The Chairperson (i.e., president) runs the meeting, unless he/she appoints someone else.  Duties include:


a.  Call the meeting to order


b.  Announce business according to agenda


c.  State and put to a vote all motions/resolutions


d.  Restrain members within rules of order

Stick to your agenda.  Set time limit for discussion of each item.  If you exceed time limit, either vote to extend time by majority vote, table until the next meeting, or set up a subcommittee to formulate recommendations.

Specific Item:


a.
Chairperson presents the agenda items, sets discussion for approximately five minutes.  Chair recognizes one person at a time based on order chair recognizes them--it is helpful for the secretary to keep track of order.


b.
When a motion is made, it should be opened to further discussion of new points related to Motion A.  Vote then takes place.  Normally, a majority vote passes the motion unless it is for a charter revision or impeachment.


c.
Key to smooth decision making is realizing the discussions serve to bring out all the relevant points related to an agenda item.  The voting decides the issue.  There is no need to continue a discussion which repeats the same points over and over.  Call the motion, which means the discussion is ended and voting takes place.


d.
When motion passes, which implies further action to be taken, the responsibilities for action should be delegated to individuals with a timetable for completion of those responsibilities.
(NOTE: THERE ARE NO LISTING FOR H, I, J, K ND L) 
M. 

MAILING GUIDELINES
Rationale - In order to assure, to the greatest extent possible, correct and accurate information and to insure a proper expenditure of the student fee, communications from student organizations are required to meet the following:


1.
Items to be reviewed may or shall include any item which is being disseminated 


under the auspices of a student organization.


2.
The Student Life staff shall review the content in conjunction with the organization's advisor.  This review will include but is not limited to:




a)  accuracy of information




b)  method of statement




c)  method of obtaining information


3.
The Coordinator of Student Leadership and Involvement Center will review the budgetary impact as it 



pertains to allocation and future programs.


4.
Proper forms to use the campus mailing/duplicating facilities are to be prepared 


and submitted along with the item to be reviewed.


5.
Where applicable, the Coordinator of Student Leadership and Involvement Center  may seek advise from proper campus offices as their expertise relates to the item being reviewed.


6.
The Coordinator of Student Leadership and Involvement Center must approve any mailing, duplicating or other such activity requested by a student organization before such service may commence.  Please submit all requests for mailing to the Coordinator of Clubs/Organizations.
MAINTENANCE OVERTIME FEES

1.
Maintenance overtime supervision of college facilities is required when the College is operating during non-scheduled hours or as required by the Assistant Dean of Students - Director of Student Life.

2.
Members of organizations are not permitted to set up rooms, move tables or other college equipment.  This is viewed as a violation of the union contract between the union and the College. All movement of equipment/room set ups must be completed by College personnel.

3.
Student groups or campus departments are responsible for maintenance overtime fees incurred from usage of college facilities during the time of non-scheduled operation.  Specifically on Saturdays, after hours during the week, or as required by the Director of Student Life.  This may include charges for such items as: housekeeping, facilities (set up), engineering (heat/air conditioning), or space usage.

N.

NEW STUDENT ORGANIZATIONS
Registration forms are available on line at Website: www.ccp.edu/vpst-aff/studentlife

Students interested in beginning a new organization can do so by completing an Annual Registration Form, which is available in the Office of Student Life, and by fulfilling the following criteria:

1. Submit a constitution to the Student Leadership and Involvement Center Office describing the organization's purpose, membership criteria, privileges, roles, responsibilities, and election procedures. Where College policies or regulations conflict with the student organization constitution or by-laws, the College’s policies or regulations will take precedence.
2.If a student organization is affiliated with other off-campus organizations or chapters, the student organization must submit a copy of the constitution, articles of incorporation, or other governance document of the external organization for College approval. Should conflict arise, College policies and regulations will supersede those of the external organization.
3. There is a total of 14 students needed to register a student club.  General membership of at least ten (10) currently enrolled Community College of Philadelphia students. This specifically means that ten (10) students must be in enrolled in at least one (1) credit-bearing course. In addition, (4) four members must be officers (i.e., President, Treasurer, Secretary).  If the club or organization wishes to operate on a consensus basis, there must still be at least four designated “spokesmen or spokeswomen.”

General Members must have a cumulative grade point average (G.P.A.) of at least 2.0.  Officers must have a cumulative grade point average of at least 2.5.  The exception to this is first-semester students who do not have any earned grades.  Officers who have at least a 2.0 gpa but less than a 2.5 gpa may continue to serve as an officer upon petition to the Assistant Dean of Students / Director of Student Life.

4. The 10 members must sign the recognition form and agree to follow all applicable College, local, state and federal rules and regulations.

5. Have an advisor who is an affiliated administrative, faculty, or professional staff member of the College.

6. Agree to a membership that is open to all students who meet the organization's prescribed membership criteria without regard to race, religion, national origin, gender, sexual orientation, or physical disability.

Once the Annual Registration Form is submitted, the Coordinator of Student Leadership and Involvement Center will review the application and determine if all basic criteria are met.  Once basic criteria have been met, the Form is forwarded to the Student Government Association.  SGA will review and determine if recognition should be granted to the new group. Recognition will be denied to any group not satisfactorily meeting the above qualifications, any group that duplicates the purpose and mission of an existing organization, or any group whose purpose is not consistent with the educational mission of the College.

Recognition and registration may be withdrawn by the organization itself, by the Office of Student Life, or by the Dean of Students for any violation of College regulations and policies governing students, student organizations, or their actions.
O. 
P. 
PUBLICITY

If student organization events are funded by student activity fees, then appropriate publicity of the Student Activity Fee should be included in all advance press releases, advertisements, printed tickets, and programs. All publicity must be approved by the Coordinator of Student Leadership and Involvement Center in advance: it is advisable to seek approval prior to having copies printed.  It is such publicity that helps students of Community College of Philadelphia see where their activity fee money is being spent on their behalf. Examples of statements that might be used are: "This program is made possible by support from the Student Government Association," or "Your student activity fees made this program possible."   Also, the sponsoring club’s or organization’s name must be included on all copies of the publicity.

All approved posters, displays, and flyers may be posted on appropriate sign stands or designated bulletin boards.  Authorization to post any information must be obtained from the Coordinator of Clubs and Organizations and/or the Office of Student Life.  Under no circumstances may any postings be applied to any painted surface nor to any glass on College property.  This includes: walls, windows, painted doors, glass display cases, lockers, etc.  Sanctions may be imposed, at the discretion of the Assistant Dean of Students / Director of Student Life, for repeated or egregious violation of this policy, including but not limited to: written warnings, fines levied via debiting the club’s account, loss of recognition status, and/or filing College disciplinary charges.  

PUBLICITY – POSTING

Posting Policy for Student Clubs and Organizations
Campus Posting Policy –  “ Public boards” – no authorization is needed and non-College related material may be freely posted.  All material will be cleared off by Housekeeping staff on the 15th and the 30th of each month ( or the Monday following).

“ College Boards” – must be clearly sponsored by a College Office or Student Club 

(reviewed/approved by OSL).  All material will be cleared off by Housekeeping on the 30th of each month. 

Implications:

-ABSOLUTELY NO POSING ON WALLS,CEMENT COLUMNS, ETC. WILL NOT BE ALLOWED.  

· If posting flyers for events at or near the beginning of the month ( 1st, 2nd, 3rd, etc) know that flyers will be cleared on the 30th- will need to reposted on the first of the month.  

The posting of flyers in inappropriate places by Student Clubs will result in a $5/flyer penalty  to the student club—the funds will be debited from their club organization and transferred back to the SGA pool.  Repeated violations may result in withdrawal of registrated status – thus making the club ineligible to meet or hold events.    

Display of Non-instructional Materials
Posters, advertisements, banners, etc., may be displayed on campus only if they are clearly associated with a recognized Community College of Philadelphia student club or organization or department, and then only under the following conditions:

Approval of Club/Organization Promotional Materials
Approval of any poster, flyer, ticket, or other promotional item must be obtained before the item is printed or copied or posted.  Approved promotional items will be stamped as approved for posting. 

Displays within Buildings

Posters, flyers, advertisements or other visual display materials may be affixed only on permanent building bulletin boards.  Posters may be affixed to easels or stanchions (large poles designed for posters) and placed in approved locations (see Student Life).

The new College-wide Posting Policy outlines how and when postings on campus is permitted.  Recognized student clubs and organizations may post on “College Only” Boards only with an “approved for posting” stamp (see above).  

Other bulletin boards or posting strips are located around campus.  If the board is “owned” or “controlled” by an office/department (it should be posted on the board), seek approval from that office before posting.  Some bathrooms also have bulletin boards inside them.  

NEVER POST ANY MATERIAL ON GLASS OR PAINTED SURFACES.  This includes: doors, windows, walls, and lockers.   Never post (tape or glue) anything onto the brick walls in the Bonnell and West Buildings and marble surfaces in the Mint Building. Violation of this restriction may result in loss of official club recognition.  

Displays outside Buildings 
There are no College-approved external posting sites.  Specific approval from the Assistant Dean of Students / Director of Student Life must be secured prior to any special circumstances such as using balloons tied to external stairs to indicate an event or posting a special sign indicating a specific entrance.  In any special circumstance, removal at the first possible opportunity, but under no circumstances more than one hour after the event, must take place.
PUBLICITY IDEAS
QUESTIONS TO ANSWER BEFORE CONSIDERING PUBLICITY TECHNIQUES:
1.
Why are you planning this event?

2. 
Who is responsible for the program, event or series in planning stages?

3.
Who will be responsible for carrying out the publicity?

4.
To whom are you directing the program?

5.
Is your information accurate and complete?  Who, what, where, when, etc.

SOME SUGGESTIONS

Logos



            Develop a logo for your organization and use it on all publicity.  A logo is a trademark or symbol that is constantly associated with a product, event, etc.

Teasers



 Especially useful for a film series.

Buttons



 To advertise upcoming events or your organization.

Pens, Key Rings, etc.


 To advertise upcoming events or your organization.

T-shirts



 Buy inexpensive T-shirts and sell or wear them to  advertise upcoming programs or your organization.

Bookmarks


  
Print up colorful bookmarks with advertising about an event or organization information.

Table Tents



Make use of tent cards in the cafeteria.

Balloons


           Use printed balloons, filled with helium, to advertise events.

Posters



 Make your own or have them printed.

Tickets




Give free tickets; attach them to potato chips, soda, etc. in vending machines. Check with food service.

Sandwich Boards


Dress someone in a sandwich board and walk around campus with advertisement of your event.

Dress up in Costume


Use your own creativity on this one!
DIFFERENT VENUES FOR PUBLICIZING YOUR EVENT
· Posting flyers throughout the College using bulletin boards, large posters at entrances, etc.REMEMBER: NO POSTING ON ANY PAINTED SURFACE (WALLS, DOORS, ETC.) NOR ON ANY GLASS (WINDOWS, ETC.)
· Student Vanguard Newspaper 



· Plasma System 

· Word of Mouth

· College-wide E-mail Lists and Student Life Center Facebook and Web-Page Announcements

THE IMPORTANT THING IS TO BE A CREATIVE AS POSSIBLE WITH YOUR PUBLICITY.
PURCHASING PROCEDURES
1.
Obtain an Expenditure Request Form download from the website: www.ccp.edu/vpst-aff/studentlife
PLEASE NOTE:  UNDER NO CIRCUMSTANCES SHALL CLUBS/ ORGANIZATIONS SPEND ANY MONEY WITHOUT PRIOR APPROVAL BY THE COORDINATOR OF STUDENT LEADERSHIP AND INVOLVEMENT CENTER, ASSISTANT DEAN OF STUDENTS - DIRECTOR OF STUDENT LIFE.

It is important to understand that the College operates on either a “purchase order” or “reimbursement” basis:  Cash Advances are rare and are not the normal practice.  Under certain circumstances, the Director of Student Life will authorize cash to be released with receipts to follow.

2.
Submit the Expenditures Request to the Technical Craft Specialist B,  Clubs/Organizations with all items listed and signed by the president of the organization and faculty advisor.  The name of the store/individual and the cost of the items are needed. All food orders for the contracted food vendor of recommended vendor (s) muct be processed thkough Studnet Life -  Technical craft Specialist B upon approval by Coordinato and Director of Student Life.  
METHOD 1

A.
This office will initiate a purchase requisition which is processed through the Purchasing Office.

B.
The items will either be ordered by Purchasing or a check will be made out to the company and sent to the Office of Student Life for the organization's use in purchasing the items i.e., paying a speaker, etc.

C.
All bills and invoices are to be given to the Technical craft Specialist B,  Clubs/Organizations, if the organization does the purchasing.

D.
This method will take a minimum of three weeks for processing.  If an emergency situation arises which cannot be covered, contact the Technical craft Specialist B,  Clubs/Organizations for an alternative procedure.

METHOD 2
A.
After approval by the Coordinator for an alternative procedure, Assistant Dean of Students - Director of Student Life, the items may be purchased by club members with receipts to follow.

B.
Reimbursement will be made by Student Life from the organization's funds when receipts are submitted.

NOTE:
For reimbursement, the purchase or rental must have been approved by the Coordinator of Student Leadership and Involvement at least one (1) week prior to purchase.

C.
Method 1 is the preferred way of purchasing and is to be used except when a number of small items have to be obtained from several stores or when time is limited.

* Failure to fill out an Expenditure Request Form prior to any monies being spent and having approval  will result in nonpayment, there will be no exceptions to this rule.
R.  

RADIOS (Including CD players, or other music producing devices)

Radios are not permitted to operate in any campus building at any time with the exception of radios (or other devices, e.g., iPods, walkmans) having built-in head phones.  Exceptions to this policy are at the discretion of the Director of Student Life, but at no time will radios (or other devices) interfere with the normal operation of the College.  This includes the Club and Organization suite (S1-12).

RECOGNITION

Student organizations must apply for recognition each year. Annual Recognition Forms are available in the Student Leadership and Involvement Center, S1-12 or on-line at www.ccp.edu/vpst-aff/studentlife 
Through the Coordinator of Clubs and Organizations and student organizations must submit this form each year. If any information about the organization changes throughout the year, the Annual Recognition Form must be updated.  Recognition is the process of receiving official status as a student organization from the College. The Director of Student Life, Coordinator of Student Leadership and Technical Craft Specialist reviews all applications and determines recognition for all student organizations. Recognition will be denied to any group that duplicates the purpose and mission of an existing organization or any group whose purpose is not consistent with the educational mission of the College. Recognition may be withdrawn by the organization itself, by the Office of Student Life, or by recommendation of the College Judicial Officer for any violation of College regulations and policies governing students, student organizations, or their actions.
Student organizations receive the following benefits and privileges with recognition:

1. Increased visibility and accessibility,

2. Access to available services and equipment on the College's campus,

3. Permission to use the College name and logo in identifying the organization,

4. Access to funds from student activity fees in accordance with established policies and procedures (see also "FUNDING"),

5. Access to an organizational mailbox in the Student Leadership and Involvement Center, S1-12. 

5. Leadership materials, educational resources, and mailings from the Student Leadership and Involvement Center, S1-12. 
7. Access to cubicle space in S1-12 for organizational meeting space,

8. Access to filing cabinet space in S1-12 for organizational record keeping,

9. Access to College services (e.g., audio visual, room reservation, duplicating).  NOTE: neither students nor student clubs or organizations may request College services directly; all requests for College services must be made by the Coordinator of Clubs and Organizations.

Student Clubs and Organizations are responsible for upholding the following upon recognition:

1. Supervision of all programs and events sponsored by the organization,

2. Safe operation of all programs and events sponsored by the organization,

3. Reimbursement to Community College of Philadelphia for damage to College-owned property or facilities, including items such as cleanup costs, damaged property, or other contingencies related to the utilization of College-owned property or facilities,

4. Assure that all promotion and advertisement of events involving the use of College-owned property or facilities shall identify the group sponsoring the event,

5. Maintain active and updated files in the Student Leadership and Involvement Center, S1-12 (membership information, consultation, change in officers, etc.),

6. Maintain the nonprofit volunteer status of student organizations, and,

7. Comply with all College policies and procedures as defined in the Community College of Philadelphia Student Handbook, as well as local, state, and national laws.
S. 

SANCTIONS

For every sign, flyer, poster, etc., that is found on an non-approved location (e.g., glass, painted surface), the offending club’s budget will be debited $5 by the Assistant Dean of Students / Director of Student Life and such funds will be transferred back to the general pool of funds for Student Government Association dispersal.  Repeated offenses, at the discretion of the Assistant Dean, will result in loss of recognition (and therefore active status) for the offending student club.

SOLICITING / SELLING

Soliciting and selling on campus are prohibited unless prior arrangements are made with the Director of Student Life through the Coordinator of Student Leadership and Involvement Center.
SOCIAL EVENTS  (Dances, Parties, Etc.)
The following policies and procedures are written for the Fall and Spring semesters in mind.  If any events are scheduled during the Summer sessions (and the four-day schedule of the College), special and individual permission must be granted by the Office of Student Life.

A.
DAY SOCIAL EVENTS


All social events (parties, dances, fashion shows, lunches, etc.) must conform with all stated College and Office of Student Life policies and procedures. Events scheduled during the regular College workweek (Monday – Friday, 8:30am – 5:00pm) must have all the approved paperwork on file with the Office of Student Activities at least 10 working days (two weeks) prior to the event.  THERE WILL BE NO EXCEPTIONS.


Student Clubs and Organizations need to have the following paperwork on file: Request for Facilities Use (Room Reservation); Catering Request (if applicable); Request for Housekeeping Services; Request for Security (if a large number of non-Community College of Philadelphia guests will be attending or if in the discretion of the Office of Student Life security is needed); Expenditure Request with appropriate budget for event.   

B.
EVENING / WEEKEND SOCIAL EVENTS


1. Evening (Monday – Thursday, 5:00pm – 10:00pm)* Student Club Advisor or Staff must be present.



All social events (parties, dances, fashion shows, lunches, etc.) must conform with all stated College and Office of Student Life policies and procedures. 



Events scheduled during the regular College workweek (Monday – Thursday, 5:00pm – 10:00pm) must have all the approved paperwork on file with the Office of Student Life at least 15 working days (three weeks) prior to the event.  THERE WILL BE NO EXCEPTIONS.



Student Clubs and Organizations need to have the following paperwork on file: Request for Facilities Use (Room Reservation) – including the Evening/Weekend Social Event Form; Catering Request (if applicable); Request for Security (if a large number of non-Community College of Philadelphia guests will be attending or if in the discretion of the Office of Student Activities security is needed); Expenditure Request with appropriate budget for event.



2. Weekend Social Events (Friday Evening or Saturday)



All social events (parties, dances, fashion shows, lunches, etc.) must conform with all stated College and Office of Student Life policies and procedures. 



Events scheduled during the weekend (Friday after 5:00pm or anytime on Saturday) must have all the approved paperwork on file with the Office of Student Life at least 15 working days prior to the event.  THERE WILL BE NO EXCEPTIONS.



Student Clubs and Organizations need to have the following paperwork on file: Request for Facilities Use (Room Reservation) – including the Evening/Weekend Social Event Form; Catering Request (if applicable); Request for Housekeeping services (if applicable); Request for Security (REQUIRED FOR ALL WEEKEND EVENTS); Expenditure Request with appropriate budget for event; Advisor notice of attendance.
For all social events, the sponsoring student club or organization must indicate who will be in attendance.  Specifically, if non-Community College of Philadelphia students will be in attendance, campus security will be required for evening or weekend events and may, upon recommendation by the Office of Student Life, be required for social events scheduled during the day.
The sponsoring student club or organization will be responsible for staffing a sign-in sheet for all persons attending the social event.  For evening or weekend events, this will occur in the presence of security.  

SOCIAL EVENTS GUIDELINDES
I.
Policies

A.
Social events are not held when Community College of Philadelphia is not in session.  Community College of Philadelphia is in session from the first day of class to the last day of class, excluding vacation periods, examination periods, and the summer vacation.  (Exceptions under discretion of Director of Student Life.)  This includes the four-day Summer schedule.


B.
All social events will close by 1:00 a.m. and termination will be enforced by appropriate campus authorities.  Music, other forms of entertainment, and the dispensing of beverages and food will cease by 12:30 a.m.  Facility should be left in a reasonably clean manner.


C.
All evening or weekend social events require one faculty/staff advisor, one organization officer, as well as several additional responsible members of the organization, to be in attendance and responsible for executing every effort to ensure compliance with College regulations and policies pertaining to the event.


D.
The president/treasurer or designated member along with the advisor and/or OSL staff member shall handle all funds, admission, and general decorum.  All monies from events should be given to advisor or OSL staff member to be deposited at the Cashier’s office into the club/organization’s designated budget line immediately following event or the next business day.


E.
All functions will primarily be directed toward college students, other members of the College community, and their guests.


F.
All functions must be confined within the scheduled area or building.


G.
Publicity for such events must comply with procedures established by the Office of Student Life.

II.
Procedures


A.
Special Events



1.
Scheduling




a) 
Fill out Reservation Request Form




b)
Obtain advisor approval and signature




c)
Check facility availability with theTechincal Craft Specialist




d)
Submit form to the theTechincal Craft Specialist of Clubs/Organizations at least 15 days prior to event.




e)  
Meet with theTechincal Craft Specialist to resolve calendar or program conflicts.



2.
Student Services




a)
Indicate on the Room Reservation Form necessary services at least 15 days prior to event.




b)
Attach appropriate supplemental forms:





1)
Security





2)
Room Reservation





3) 
Media equipment (P.A. system, projectors, phone, etc.)





4)
Food Service





5)
Charter Transportation Service





6)
Central Duplication, Mailing





7)
Any requests for Contracts such as for disc jockey
SOCIAL MEDIA GUIDELINES

1. Guidelines for Using Social Media as an Individual: Personal Social Media Expectations in Interests Related to the College

You may choose to maintain a personal web presence on social media sites such as Facebook, LinkedIn, Twitter and others. If your online presence indicates your affiliation with the College, please keep the following guidelines in mind.

Don’t use the College logo or make endorsements. Do not use the College logo, athletic logo or any other College marks or images on your personal online sites. Do not use Community College of Philadelphia’s name to promote or endorse any product, cause or political party or candidate.

Be honest about your identity. In personal posts, you may identify yourself as a faculty or staff member. However, in keeping with the College’s media relations practices, please be clear that you are sharing your views as a member of the higher education community, not as a formal representative of the College. If you discuss higher education on your own social media site, we suggest you include a sentence similar to this: “The views expressed on this [blog, website] are mine alone and do not necessarily reflect the views of Community College of Philadelphia.”
Don’t be a mole. Never pretend to be someone else and post about the College. Tracking tools enable supposedly anonymous posts to be traced back to their authors. There have been several high profile and embarrassing cases of company executives anonymously posting about their own organizations. Such activity reflects poorly on both the employee and the organization.

Take the high ground. If you identify your affiliation with the College in your comments, readers will associate you with the College, even with the disclaimer that your views are your own. Remember that you are most likely to build a high quality following if you discuss ideas and situations civilly. Consider you words carefully. If what you say would not be appropriate in face-to-face or telephone conversations, or to be attributed to you in a newspaper, then it should not be posted in social media.

Safeguard your Privacy. While you should make every effort to maintain transparency in your social media interactions, you should take care to not reveal confidential information about you or your family that may be used to compromise your identity or safety. Such information includes your home address, home phone numbers, passwords, etc. 

Many social media sites allow location tagging and “check-in” options that reveal your real-time locations. You can decide for yourself if and when you use these features; however be aware that many social media sites can “opt-in” users as a default. Review your privacy settings on any social media service regularly to ensure that you are not revealing more information than you choose. (See the Resources section of the document for links to online guides about managing your privacy.)

Be aware of liability. You are legally liable for what you post on your own site and on the sites of others. Individual bloggers have been held liable for commentary deemed to be proprietary, copyrighted, defamatory, libelous or obscene (as defined by the courts). Employers are increasingly conducting Web searches on job candidates before extending offers. Be sure that what you post today is what you want associated with your name tomorrow and beyond.

Monitor comments. Most people who maintain social media sites welcome comments—it builds credibility and community. However, you can set your site so that you can review and approve comments before they appear. This allows you to respond in a timely way to comments. It also allows you to delete spam comments and to block any individuals who repeatedly post offensive or frivolous comments.

About Personal Blogs

Personal blogs should have clear disclaimers that the views expressed by the author in the blog is the author’s alone and do not represent the views of the College. You may make this point in the “About Me” or “Biography” sections of your blog. In any case, such a statement should be readily accessible to the readers. As with other social media, be aware of how much personal information you reveal to your readers and keep the tone civil and respectful. 
2.Guidelines for Using Social Media on Behalf of the College
Approval for New College-Related Social Media Accounts

Social media accounts associated with the College are official College publications and therefore administrative access must be given to the Division of Marketing and Government Relations. All employees seeking to create a social media account associated with the College must receive approval from their supervisor/manager and the Division of Marketing and Government Relations. Please contact the Director of Marketing with your request after receiving approval from your supervisor/manager.
Reviewing Existing College Social Media Accounts

The College reserves the right to review employee use of social media in the workplace in accordance with the College’s Acceptable Use for Interactive Systems Policy. (See the Resources section of this document for a link to this document.)

In addition, the Division of Marketing and Government Relations may periodically review all accounts including, but not limited to Twitter accounts, Facebook pages, YouTube channels, etc., created in the College’s name to ensure compliance with College policies. Administrators with College related accounts or that is not incompliance will be contacted by the Division of Marketing and Government Relations to discuss any necessary changes.

Requesting Photos, Logos and Other Content Support

Marketing and Government Relations can assist you in choosing/creating images and file formats that will work well for your social media needs. Please do not pull logos off of the College website to use in social media. They are generally not the correct size or resolution for your needs. Please send all requests to the Marketing Coordinator.
3.Use of Facebook on Behalf of the College

Reviewing Existing Pages

The College reserves the right to review employee use of social media in the workplace in accordance with the College’s Acceptable Use for Interactive Systems Policy. (See the Resources section of this document for a link to this document.) In addition, the Division of Marketing and Government Relations may periodically review all Facebook pages created in the College’s name to ensure compliance with College policies. Administrators with pages that are not in compliance will be contacted by the eMarketing Coordinator to discuss any necessary changes.

Shared Administration of New and Existing Pages
All employees seeking to create a Facebook page associated with the College must receive approval from their supervisor/manager and the Division of Marketing and Government Relations. Please contact the Director of Marketing with your request. For all new pages and some existing pages, it may be expedient for an employee from the Division of Marketing and Government Relations to act as an additional administrator on the page to facilitate updates, graphics and photo management, etc. Marketing and Government Relations does not intend to manage these pages, only to assist and to help maintain branding.
Pages vs. Groups

Whether you choose to set up a Facebook Group or a Facebook page will largely be a function of how public you wish your subject matter to be and how much control you want over how many people can view your content.
If, for example, you only wish to reach a finite list of people — the current members of a student club, the current members of a faculty committee, etc. — you likely wish to form a Group. With a Group, you can set the privacy controls to require your approval before members are added. As long as your group is less than 5,000 people, you will be able to send messages to the members which will appear in the users’ Facebook inboxes. You can also send invitations to individual Facebook members to join your Group.
Groups do have some drawbacks: they are not indexed by search engines; therefore, if your goal is to attract new members who are not yet connected to you or to attract maximum visibility to your organization, a Group is not your best choice. Moreover, Groups require a certain level of engagement from the members. Updates are not sent to the members’ newsfeeds so if the member wishes to see what’s going on in the Group, they need to remember to visit the Group itself.
Creating and Naming Facebook Pages

All employees seeking to create a Facebook page associated with the College must receive approval from their supervisor/manager and the Division of Marketing and Government Relations. Please contact the Director of Marketing with your request. Once approved, the eMarketing Coordinator will assist in choosing a name for the page that, whenever possible, incorporates the full College name (not just “CCP”), reflects the club or organization and the College in a positive way, and can be easily located in Facebook and search engine queries.

Facebook Profile Photos and other Graphics

Use a professionally produced profile image at a resolution that will be clear when resized. Bear in mind that your profile image not only appears on your page, it is resized to appear as a thumbnail next to your status updates on the content feeds of your members/followers. Facebook clips a 12 pixel border off of your profile image when resizing your profile picture. Your profile photo should be recognizable after this clipping and should be easily associated with your department or organization.
Marketing and Government Relations can assist you in choosing/creating images and file formats that will work well for your page. Please do not pull logos off of the College website to use on your page. They are not the correct size or resolution for your Facebook needs. Please send all requests to the eMarketing Coordinator.
Best Practices for Facebook Pages
· Maintain branding. All social networking activities must uphold the College brand and be consistent with current College messaging. If you have been authorized by your supervisor to create an official Community College of Philadelphia social media site or a video for posting in locations such as YouTube, please contact the Director of Marketing for an approved logo and other images and to ensure coordination with other College sites and content.
· Be an ambassador. Assume at all times that you are representing the College, and act accordingly. Be mindful that all posted content is subject to review in accordance with the College’s employee policies. If you participate in or maintain a social media page on behalf of the College, clearly state your role and goals. Discuss with your supervisor when you are empowered to respond directly to users and when you may need approval. If you have any questions about whether it is appropriate to write about certain kinds of material in your role as a College employee, ask your supervisor before you post.
· Be timely. It’s important to remember that social networking happens in real time, and people expect timely responses to their online posts. Social media pages should be checked daily and all comments responded to quickly and courteously. Content should be updated regularly; this may be daily or weekly, depending on the office, department, organization or club.
· Manage the tone. Be clear from the onset that foul or threatening language will not be tolerated. Have a clear policy statement to this effect displayed somewhere on your page (suggested areas: Info page or a custom tab) before deletion of offensive posts. Do not simply delete postings that are in disagreement with your views. Respond civilly and rationally. If you need to delete a post or posts, make it clear to your other followers of the reasons why and which of your posted policies the posts violated.
Sample Policy Statement: The administrators of this page reserve the right to delete postings or block users that they deem to be defamatory, obscene, soliciting or threatening. Please be aware that this is a public forum and any information you share will be viewed by others.
· Respect Your Followers’ Time. The easiest way to lose followers and members is to flood their feed with useless information, jokes or trivia. Make sure that your postings are relevant, well-written (no typos) and direct. Most experts recommend updates every other day or up to three times per week for most educational institutions. You may post more if responding to direct questions. During busy periods, such as after major event, you may need to post more frequently.

Most social media experts also advise against “crowding your content”, which is to say, avoid posting updates, links and events in bulk. Five postings made over a one hour period can be more easily missed in your followers’ timelines, than if you spaced those updates out over several hours or days. Social media tools such as TweetDeck and Hootsuite allow you to preload updates to be posted later. Such tools can be useful if you are managing several social media accounts. Though such tools can help with posting, nothing replaces first-hand, real-time monitoring of your page. Do not leave your page unattended for several weeks between updates.
· Use Links Wisely. If your status update directs your followers to take an action (complete an online application, attend an event, read a blog entry, etc.), don’t forget to do the obvious and include a link they can follow to help them complete the action. Link back to the College website,http://www.ccp.edu, preferably with direct links to your organization’s page, blog or event description. When linking to outside sites, only link to trusted, reputable websites that reflect well upon your organization and the College.

· Watch for Spam. If you have set your page to allow posts by followers, you need to monitor the page closely for spam postings from marketers. For example, nothing ruins the credibility of an organization’s page than two dozen back-to-back postings about something like the health benefits of acai berry juice. Be aware that some members may wish to promote their own businesses or agendas on your page to reach your followers. If you plan to make a practice of deleting such posts, make that clear in your page’s policy statement.

4. Use of Twitter on Behalf of the College
Account Approval

All employees seeking to create a Twitter account associated with the College must receive approval from their supervisor/manager and the Division of Marketing and Government Relations. Please contact the Director of Marketing with your request.

Twitter Account Naming

· Choose wisely. Twitter names must be no longer than 15 characters, which can make it difficult to choose a name that will be identifiable with both your organization and the College. The Division of Marketing and Government Relations maintains a list of active College related Twitter accounts. Please contact the eMarketing Coordinator for assistance in choosing an account name.

· Use a descriptive biography. Twitter allows 160 characters to describe the organization. Use “keywords” that emphasize who we are, including the full College name. Include the college URL in the profile. If the Twitter account is a purpose specific account, rather than a general account, link to the page that pertains to that area, e.g. the Alumni Twitter account links to the College alumni page, etc.
Minimize abbreviations, when possible, in the Twitter account name, bio and real name field. Exceptions to this when the organization is better known by its abbreviation or the full name is too long. If the abbreviated name is well-known, make it a hashtag.

Identify the staff member or department responsible for maintaining the Twitter account and include an email address, if possible. Reinforce the idea that real humans are responsible for the account.
Twitter Profile Photos
As with Facebook profile photos, use a professionally produced profile image at a resolution that will be clear when resized on Twitter. Bear in mind that your profile image not only appears on your page, it is resized to appear as a thumbnail next to your status updates on the content feeds of your followers. The resolution used for your Twitter page is 73 pixels x 73 pixels. The image is then sized down to 48 pixels x 48 pixels for the feed. Your profile photo should be recognizable after this resizing and should be easily identifiable with your department or organization. Avoid images containing small type. You might be able to read small type on your computer screen but someone following you on their cell phone or other device may not.
You do not need to change your Twitter profile photo frequently. In fact, most experts advise that you do not, in order to maintain consistency with your message and the College’s branding. Many Twitter users follow dozens, if not hundreds of different accounts. Having a consistent image can enhance your credibility and recognition.
The Division of Marketing and Government Relations can assist you in choosing/creating images and file formats that will work well for your account. Please do not pull logos off of the College website to use on your page. They are not the correct size or resolution for your Twitter needs. Please send all requests to the eMarketing Coordinator.
Best Practices for Twitter Accounts
· Think before you post. Then think again. More than any other platform, Twitter posts or “tweets” that are deemed to be harassing, defamatory or otherwise inappropriate can spread very quickly. Re-tweets can multiply exponentially, getting magnified by Twitter posters with large followers and even picked up by online news outlets. There are countless examples of prominent people losing their jobs and seriously damaging their reputations due to ill-advised Twitter postings. Before you post, have someone else (or several other people) read your statements to make sure they meet your intent. If you are posting in reaction to something someone else has said, make sure you are calm and rational before you post. Are you comfortable with what you are posting ending up on the Huffington Post or The New York Times? If the answer is no, don’t post it.
If you choose to retweet something someone else has posted, consider that the statement is something that will then be associated with the College, not just the original poster. Search engines such as Google index Twitter postings in real time. Even if you delete a Twitter post, it may still show up in a search.
· Be timely. Twitter users expect prompt responses. When you receive inquiries or direct messages over Twitter, make every possible effort to reply within 24 hours. If you cannot address the issue fully on Twitter, provide your College contact information via direct message and urge the poster to contact you so you can address it personally.
· Manage the tone. With only 140 characters in each posting, using humor or sarcasm on Twitter can be tricky at best and disastrous at worst. Be aware that what you type may not be what people read. Again, have others in your workgroup or organization read over your statements before you post.
When responding to followers who are angry, resist the urge to match their anger or become defensive. Also, since all tweets are public, use Twitter’s direct messaging to send your contact information and take conversations offline whenever possible. Do not debate or discuss personal information on Twitter.
· Respect Your Followers’ Time. As with Facebook, do not flood your followers’ feeds with irrelevant retweets, jokes or trivia. People who follow you do so to receive useful information about the College and your organization. Do not waste their time or yours. You can be fun, conversational and witty (with care) as long as you stay on topic the majority of the time.
· Use Links Wisely. Because of the 140character limit, posting lengthy links on Twitter can be problematic. Most Twitter users use link shortening tools such as http://bit.ly/ to shorten URLs, making them more appropriate for Twitter. Bit.ly also allows registered users to track multiple posted URLs so you can see how many users have clicked through on your posted links.
5.General Social Media Guidelines
The keys to success in social media are being honest about who you are, being thoughtful before you post and respecting the purpose of the community where you are posting. Whether you are posting as an individual or on behalf of the College, keep the following in mind at all times:

Be transparent. Be honest about your identity. If you are authorized by your supervisor to represent the College in social media, say so. We recommend that you keep your personal social media postings separate from your professional social media postings. If you choose to post about the College on your personal social media accounts, please be careful about what you post. Never hide your identity for the purpose of promoting the College through social media. (See the Resources section of this document for online guides to maintaining transparency.)
Be accurate. Make sure that you have all the facts before you post. It’s better to verify information with a source first than to have to post a correction or retraction later. Cite and link to your sources whenever possible; after all, that’s how you build community. If you make an error, correct it quickly and visibly. This will earn you respect in the online community.
Be responsible. Recognize that you are legally liable for anything you write or present online. Supervisors and managers should not communicate with subordinates about College business over social media. Please use College provided resources such as email, MyCCP, College phones and face-to-face interaction when discussing College-related work.
Be respectful. You are more likely to achieve your goals or sway others to your beliefs if you are constructive and respectful while discussing a bad experience or disagreeing with a concept or person.

Be a valued member. If you join a social network like a Facebook group or comment on someone’s blog, make sure you are contributing valuable insights. Don’t post information about topics like College events or a book you’ve authored unless you are sure it will be of interest to readers. Solicitous comments can be viewed negatively and groups and individuals can ban you from commenting on a social media account should they not find you to be a valued member.

Think before you post. There’s no such thing as a “private” social media site. Search engines can turn up posts years after the publication date. Comments can be forwarded or copied. Archival systems save information even if you delete a post. If you feel angry or passionate about a subject, it’s wise to delay posting until you are calm and clearheaded.

Maintain confidentiality. Do not post confidential or proprietary information about the College, its students, its alumni or your fellow employees. Use good ethical judgment and follow College policies and federal requirements, such as FERPA and the ADA. If you discuss a situation involving individuals on a social media site, be sure that they cannot be identified. As a guideline, don’t post anything that you would not present at a conference. If you have any questions about whether information is considered proprietary or confidential, speak to you manager or department head before posting it. (See the Resources section of this document for links to College policies and guides to maintaining confidentiality.)

Give credit where credit is due. At all times comply with the law in regard to copyright/plagiarism. Posting of someone else’s work without permission is not allowed (other than short quotes that comply with the “fair use” exceptions). If you cannot cite accurately or give proper credit to something you wish to post, wait until you can or do not post it at all. (See the Resources section of this document for links to accepted “fair use”guidelines.)
Uphold the terms of service. You are responsible for knowing and complying with the terms of service for any social media site on which you or your office, department, club or organization maintains a presence. Social media sites such as Twitter and Facebook may update their terms of service and privacy policies several times per year. Often, continued use is considered acceptance of any policy changes. It is up to you, the user, to review policies periodically and decide whether to continue using the service.
REMINDER: All media inquiries about the College and our current and potential students, alumni, employees and partners should be referred for coordination and guidance to the Division of Marketing and Government Relations.
6.Resources

Use of Electronic Systems

Acceptable Use of Interactive Systems

http://www.ccp.edu/vpfinpl/policies/307.HTM
Confidentiality

Privacy of Student Records and Social Security Numbers

http://www.ccp.edu/site/academic/catalog/college_policies.php#H125
Fair Use

Electronic Frontier Foundation’s “FAQ’s about Fair Use”

http://w2.eff.org/IP/eff_fair_use_faq.php
Stanford University’s “Copyright and Fair Overview”

http://fairuse.stanford.edu/Copyright_and_Fair_Use_Overview/chapter9/
Privacy

Electronic Frontier Foundation’s “Top 12 Ways to Protect your Privacy Online”

http://www.eff.org/wp/effstop12waysprotectyouronlineprivacy
Transparency

A good resource about transparency in online communities is the Blog Council’s “Disclosure Best Practices Toolkit”
http://blogcouncil.org/disclosure/
T. 

TICKET SALES FOR SOCIAL EVENTS

When a student club or organization wishes to sell tickets to raise money to offset the cost of any event or to raise club funds, the entire ticket sale process must be monitored by the Office of Student Life.  In order to ensure fiscal responsibility, accountability, and to maintain proper controls, the following procedure must be followed.

1.
Club Officers must meet with the theTechincal Craft Specialist B, Clubs and Organizations early in the event planning process.  The Advisor’s presence is strongly recommended.  

2.
Tickets must be approved prior to printing.  (Submit artwork.)

3.
Only the agreed-upon number of tickets may be printed.  As legal capacity of facilities must be maintained at all times, this is vital.  Depending on set-up of space (either Great Hall or Coffee House), the number of tickets may vary.

4.
Printed tickets must be numbered in a sequential numbering pattern.

5.
A log of all printed tickets must be maintained by a designated club member and a copy of which must be on file with the theTechincal Craft Specialist B, Clubs and Organizations.    This log will list the total number of tickets; tickets “set aside” as complimentary for club members, advisors, invited guests, etc.; and the name of who is responsible for selling which tickets.  Remember: tickets that are set aside as complimentary will be included in the total number of tickets available so as not to exceed the legal capacity of the event space or the number of attendees agreed to between the club and Student Life.


Every effort should be made to sell all tickets prior to the event.  Should ticket sales be requested – additional, specific approval must be obtained from the Coordinator of SL&IC/ Director of Student Life/ Assist. Dean of Students.  
6.
Proceeds for ticket sales will be deposited into the club account on a regular basis coordinated by the theTechincal Craft Specialist B, Clubs and Organizations.  At a minimum, weekly deposits will be required along with updates on the ticket log.

7.
After the event, a final report will be required to be submitted to  theTechincal Craft Specialist B, Clubs and Organizations.  Unsold tickets must be turned in and the total of funds raised and deposited must match.  This report must be turned in no later than five (5) working days after the event.  


No Club financial transactions (including reimbursement of event-related expenses) will be accepted or processed until this report is submitted and reviewed as acceptable. 

8.
Violations of any policy or procedure (e.g., misappropriation of funds, ticket monies, printing more tickets than agreed) may result in College Disciplinary action against the individual student(s) and subject the Club or Organization to sanctions.

TRAVEL

REQURIED DOCUMENTS TO REQUEST STUDENT CLUB/ORGANIZATION TRAVEL:

The Student Club/Organization must complete a “ Student Travel Request” form.  

Student Travel Request form MUST be submitted 30 days in advance  to Techinical Craft Specialist for Clubs and Organizations B, in the Student Leadership and Involvement Center, S1-12, in order to be approved and processed.  

Student organizations are required to provide registration materials, brochures, or other types of original documentation, including prices and dates, for conferences, competitions, or other types of travel. Travel paid for with student activity fees must be approved before the trip takes place.

If Student Club/Oranization requests travel assistance ( Bus/train tickets/plane tickets/car/van rental) – the COLLEGE will provide and process the request.  Students are NOT allowed to reserve these items on their own.

It is strongly recommended that travel expenses be paid for ahead of time. Check, Cash, or Travel Requests will be processed for reimbursement of expenses where prepayment is not possible.

All travel receipts from a check received in advance for a trip must be turned in within 72 hours after the participants return. 
All travel expenses must be reconciled before any additional club or organizational expenses will be authorized.  

It should be noted that when students travel as “official College representatives” they must be accompanied by a faculty or staff member.  The Club or Organization Advisor usually serves this function; however, if this is not possible, specific arrangements must be approved by the Assistant Dean of Students / Director of Student Life in advance.  

When traveling as “official College representative,” students are considered to be “on College time” and therefore all sections of the Student Code of Conduct and Student Life policies are to be followed. ANY AND ALL OFF-CAMPUS TRAVELERS MUST COMPLETE AN INDEMNIFICATION AND RELEASE FORM,  STUDENT PLEGE OF PROFESSIONAL CONDUCT FOR TRAVEL.  THE THREE (3) FORMS MUST BE SUBMITTED TO THE STUDENT LEADERSHIP AND INVOLVEMENT CENTER, S1-12.  
NOTE: Park properly, return the van to the location at which the van was picked up.  Return keys to the proper location immediately or at the earliest the office is open.

Abuse of the vans by any group will result in suspension of the organization's future use.

When possible, the vehicle should be gassed to avoid extra charges.

***Please refer to the Appendix of Sample forms for required Indemnification and Release Form and Student Life Center Off- Campus Travel practices ***    
TREASURER

All organizations must have a Treasurer. The duties include the following:

Approval, on the organizational level, of all financial transactions as defined by the group's constitution and by-laws;

Monitoring and record keeping of financial transactions;

Development of any organizational financial rules and regulations;

Compliance with all applicable College financial policies, procedures, and practices;

Provide financial information for auditing purposes to the Dean of Students, the  Dean of Students or the Student Government Association upon request;

Maintain current inventory of all equipment.

TYPES OF STUDENT ORGANIZATIONS

There are three basic “types” of student clubs and organizations.  As a general rule, the terms “clubs” and “organizations” are used interchangeably, but officially there are differences. 

There are two main classifications:  Class I and Class II.  Class I are Organizations and are defined as “providing substantial benefits to the entire student body.”  There are currently four Organizations: Student Government Association, Student Vanguard (College student newspaper), Phi Theta Kappa – Rho Upsilon Chapter, and Limited Editions (College literary magazine).  These four organizations have separate budgets and the faculty advisors receive compensation for their services.  While open to the general student body, these clubs may have special criteria (e.g., grade point average, College-wide election, writing samples).

The second main classification is Class II and are defined as Clubs.  These organizations are those that appeal to special interests.  There are two types of Class II Clubs: general interests and co-curricular clubs.  General interest clubs are those clubs that are of a more general nature (e.g., Latin American Student Organization, African Student Congress, Chess Club) and are open to the general student body at large.  Co-curricular clubs are those clubs that are generally curriculum-based (e.g., Dental Assisting Hygiene Club, Nurses Club).  These clubs may be restricted to majors-only or interest-specified students.  

U. 

USE OF SPACE IN ROOM S1-12
As you are all aware, Room S1-12 is designed to serve as the nucleus and hub of activity for student clubs and organizations.  In addition to the private office space for the student Vanguard, cubicles are available to all recognized and registered student clubs and organizations for the purpose of conducting business pertaining to the group.

The Office of Student Life (OSL) is responsible to the student body of the College, as well as being formally charged by the College, to ensure the proper use of facilities, enforce College policies as they relate to student activities, and to promote the positive benefits of being involved in extra-curricular activities.  

To promote these responsibilities, OSL is now serving notice of this Condition of Use of Space.  Every formally recognized (by SGA) and registered (with OSL) student club or organization has the right to request cubicle space in Room S1-12 for the purpose of conducting business.  Additionally, in order to support the activities of clubs, mailboxes and filing cabinets are available.

As the level of activity in all clubs and organizations fluctuates from semester to semester, assignment of cubicle space may change each semester.  Large and active groups may continue to have sole use of a cubicle or as needs and traffic patterns change the need to share space with other groups may occur.  

Likewise, if a formerly small and relatively inactive group who shared cubicle space with one or two other groups becomes large and active, it may merit a move to a space of its own.  With only twelve (12) cubicles and over 30 clubs and organizations consistently registered, the monitoring of space usage by OSL staff is ongoing.                       

With many different clubs sharing a relatively small space, the need for standards of community behavior is very real.  The following are guidelines for the appropriate use by members of student clubs while in S1-12.

( This area is to be considered as office space.  All space is for the purpose of conducting meetings, holding drop-in hours, or otherwise attending to club or organization business.  No lounging, playing cards, etc., will be tolerated.

(Conversations between members must be in tone and sound-level appropriate to an office setting.  

(There is to be no eating or drinking in Room S1-12.  Period.  If your group wishes to have a lunchtime meeting or even provide snacks at a meeting, you may use other spaces.  See Facilities Usage form on-line.  

(All student clubs and organizations must have the following on file with the theTechincal Craft Specialist B, Clubs and Organizations in Room S1-12:



(  Meeting times



(  Scheduled “drop-in” times when a member of the club or organization is 



     available to speak to prospective members 



(  Current list of Executive Officers and Advisor


Failure to provide this information may result in the loss of cubicle space or the denial of the use of OSL equipment (e.g., phones).  Additionally, failure to follow any of the guidelines or disrespecting the rights of other clubs may jeopardize the right to use of this space. 

As common space, available and open to all, S1-12 can be an environment of excitement and enthusiasm.  Only by respecting the rights of others can everyone share the responsibility of providing and promoting an area that supports the efforts of so many students.

The Office of Student Life is committed to providing an appropriate environment that is conducive to the many different clubs and organizations at Community College of Philadelphia.  We welcome the suggestions and comments you may have concerning this policy or any other as it affects student activities.
V. 

VEHICLES
The following policies will apply to any requests for use of a rented van:

1.
The purpose must be for travel related to authorized student activities.

2.
The authorized driver(s) must have a current operator's license and must be a permanent employee of the College (full or part-time) and be on the approved Driver's List.

3.
The distance to be traveled in a one-day period must not exceed 500 miles.  For longer distances, an overnight stop and accommodations must be scheduled.

4.
The total distance for a single trip must not exceed 1,000 miles one way.

5.
The distance traveled must be done during daylight hours, to the maximum extent possible.

6.
Travel arrangements must be made one month in advance to allow sufficient time for vehicle arrangements.

7.
Please Note:  Students may not drive themselves or other students when attending an off-campus event in their role as ‘official College representatives.’  Under no circumstances is it allowable or permissible for any student to drive a personal automobile while on College business.
Y. 

YEAR—ADVISOR OF THE YEAR
At the Spring Student Leadership Awards ceremony, the Office of Student Life also names an “Advisor of the Year.”  Many of the same criteria used in the naming of the “Club of the Year” are also used for this award.  

The name of the “Advisor of the Year” is inscribed on a permanent plaque that hangs in the Student Life Center, S1-19.

YEAR AWARD—STUDENT CLUB
At the annual Student Leadership Award Ceremony each Spring, the Office of Student Life names one student club as the “Club of the Year.”  All student clubs are eligible for the “Student Club of the Year” award which is awarded annually by the Office of Student Life.  The four  student Organizations (Student Government Association, Phi Theta Kappa National Honor Society, the Student Vanguard and Limited Editions) enjoy a different status and are not eligible.  

Student clubs are evaluated on a number of criteria to win this award, including: 

- number of events sponsored or co-sponsored throughout the year

- the level of interaction with other student clubs 

- level of activity as a club 

- the variety of programs or events sponsored

- adherence to College policies and procedures, and 

- serving the needs of the students being represented by the club

The criteria are viewed as a whole.  Many clubs may excel in one or two of the criteria – that alone is not enough to be named as the “Club of the Year.”  

The name of each club is inscribed on a permanent plaque that hangs in the Student Leadershp and Involvement Center, S1-12.
ADDITIONAL SERVICES
I.
Policies

A.
Only recognized student organizations* with financial accounts in the Community College of Philadelphia Student Activities Fund may request services.

B.
All necessary forms must be submitted to the theTechincal Craft Specialist B, Clubs/Organizations in compliance with deadlines specified.

C.
Faculty/Staff advisors must approve request and sign request form.

D. All requests are subject to approval by the Coordinator of Student Leadership and Involvement Center and the Director of Student Life.

E. Students are not authorized to reqeuest College services or functions: this is the duty of the Student Life Staff
II.
Procedures

A. Campus Security
1. Fill out security request form.

2.
Submit to theTechincal Craft Specialist, B Clubs/Organizations, two weeks prior to event.


3.
Request will be forwarded to Director of Security.

B.
Instructional Media Equipment (projectors, screen, tape recorders, etc.)

1.
Fill out media equipment request.


2.
Submit to theTechincal Craft Specialist two weeks prior to event.


3.
Pick up or check on delivery on day of event depending on nature of request.


4.
Return or leave for pick up depending on nature of request.

C.
Central Duplicating, Mailing, Supplies


1.
Fill out Central Duplicating Office services form.


2.
Submit to theTechincal Craft Specialist B, Clubs/Organizations, three week's prior to event.


3.
Signature of Office of Student life Personnel.

*Recognized by Student Government and the Office of Student Life as an official organization.

4. COLLEGE SERVICES

AMC /UNITED ARTISTS TICKETS/REGAL/ THE BRIDGE MOVIE TICKETS

General admission movie tickets are available at reduced rates for Community College of Philadelphia students only.  Tickets are available at the Student Life Center, S1-19, during Fall and Spring Semesters.  Community College of Philadelphia valid student ID is required.  

Cashier’s hours:          Monday - Tuesday
9:00 am - 6:00 pm



            Wednesday through Friday
9:00 am - 4:00 pm

Summer hours:           Monday, 9:00 am – 6:00 pm; 

                                   Tuesday-Thursday, 9:00 am – 4:00 pm

AREA MUSEUMS

General admission tickets to area museums/cultural attractions are also available to students at a reduced rate.  Tickets are available at the Office of Student Life on an on-going basis.  Currently, tickets are available to: African American Museum, the Philadelphia Zoo, the Please Touch Museum, the Franklin Institute, and the Adventure Aquarium in Camden, NJ.

BOOK LOCKERS

Lockers (for semester assignment) are available through the Facilities Management Office, MG-17.  

Bookstore hours
Monday - Tuesday
9:00 am - 6:00 pm




Wednesday through Friday
9:00 am - 5:00 pm

CAMPUS ORGANIZATION MAILBOXES
Mailboxes are available for all campus organizations.  These mailboxes are located in the Clubs & Organizations area, S1.12

DAMAGE AND DESTRUCTION
Destroying, damaging or defacing property at the College, College vendors (bookstore, food service, parking service) or any others is prohibited.

Student are liable for all damages they cause, whether by intended or unintentional means, unless the damage is the result of a defect or wear and tear of the object damaged.  Possible sanctions beyond restitution will be based on the facts associated with the incident.

DOCUMENTS, TELEPHONES, KEYS:  MISUSE OF
Forging, altering or transferring any I.D. card, registration form, admission application, financial aid application or other College document is prohibited.

Duplicating keys to College facilities without authorization is prohibited.  The unauthorized possession of keys, use of keys, or the lending of keys that are used for an illegal or unauthorized purpose is prohibited.  Tampering with or changing locks to College facilities without authorization is also prohibited.

Charging telephone or fax tolls to College phones without authorization is prohibited.
EMERGENCY PROCEDURES

Block Entrances -DO NOT block entrances: clear the area completely.  When given the signal to return, you may re-enter the building.

Emergency Medical Problems-For all severe and acute medical problems - an accident or illness, etc. contact the Campus Security immediately by using a RED PHONE or by dialing x5555.

Fire Alarm - When the fire alarm sounds, please move out of the building as quickly as possible.  DO NOT RUN walk quickly.  DO NOT use the elevator, use the stairs.  If you are in your office when you hear the bell, make sure you close the office door behind you when you leave.

Medical Injury (Off-Campus Event)-If an accident occurs while a student club/organization is off campus, the first thing to do is secure medical attention immediately for the injured participant.  Participant's parents or significant other should be notified if telephone number is known to Director of Student Life should be contacted at the earliest available time.

Routine Medical Problems-  Campus Security at x8111.

FACILITIES:  AFTER HOURS
All unauthorized persons must leave College buildings at the time they are closed.  Any student found in buildings after hours will be considered a trespasser.

Written permission must be obtained from the Dean of Student Life or Director of Student Life for a student to be in a given area of the College and its facilities after regular business hours.  A copy of the written permission must be submitted to the Security Office, and a copy should be carried by the student after hours.  If a Security Officer request it, students must identify themselves and surrender the written permission.  Failure to do so results in the student being told to leave the premises.  Students must also sign in on a sign-in sheet.

Propping open exterior or interior doors which allow access to a locked facility is prohibited.

Forcible entry into any building or facility is prohibited and violators will be prosecuted.

FIRE
Tampering with fire safety equipment on Campus is prohibited.  Violators are subject to disciplinary action.

Intentionally, carelessly or recklessly causing a false report of a fire alarm, either personally or by activating the fire alarm system is prohibited.

Intentionally, carelessly or recklessly causing a fire to be ignited in any College building or on the grounds of the campus without a legitimate purpose is prohibited.

Intentionally interfering with or failing to follow emergency procedures, including fire drills, is prohibited.

I.D. CARDS

Every staff member and registered student, whether part-time or full-time is required to have a photo I.D. card.  The I.D. card entitles the staff and student to certain privileges in the use of the facilities and services of the College.  I.D. cards and the pictures taken for the cards are also used for security purposes and they should be carried at all times.  The student to whom the I.D. card is issued is entirely responsible for its use or misuse.  Student must not lend their I.D. cards to any other person.

I.D. cards should be shown upon entering any College building.  From time to time, students may be asked by Security officers or other College personnel to show their I.D. cards.  When such requests are made by authorized personnel, students are expected to cooperate by producing their I.D. cards.  This helps assure that only persons with legitimate interests use campus facilities.  Failure to produce an I.D. card when requested to do so may lead to College disciplinary action.  The I.D. card is also useful identification off campus and is necessary on campus to use various services (check cashing, health services, gymnasium, library, etc.).  Any person not producing an I.D. card when requested is assumed not to be a member of the campus community and, if the situation warrants, may be asked to leave campus or be charged with trespassing.

Misuse or alterations of I.D. cards is prohibited.

LEWD OR INDECENT BEHAVIOR
Lewd or indecent behavior, or behavior which endangers the health and welfare of another is prohibited.

LOITERING, TRESPASSING
As determined by the College, unauthorized persons are forbidden to loiter or trespass in College buildings or on campus grounds.  In terms of enforcement, it should be noted that students are required to present identification on request to College personnel.

While all College personnel are expected to be aware of this regulation and to assist in its enforcement, it is customary to ask the Security personnel to question a suspected loiterer or trespasser.

LOST AND FOUND

Lost items may be claimed at the Main Security Office located in room M1-23. 
LOUNGES
Throughout the Winnet Student Life Building lounges are available for use by the college community and guests as a place to relax, converse or read.  On occasion, lounges are used for special events.

ROTUNDA GALLERY

Located on the 2nd level of the Mint Building, the Rotunda is used to display various art exhibits sponsored by the various campus departments, as well as for clubs/organizations use.  Reservations for exhibit space may be made through the Office of Communications.

REPORTING  INCIDENTS
All incidents should be promptly reported to Security Staff.  If warranted, local police are 

contacted for assistance.

Any student or employee who observes an incident such as theft, alcohol abuse, physical abuse 

or suspicious behavior, etc. should report the activity to the Security Office by calling x8111 

or x5555 from a Campus phone or directly at 215/751-8111 from an outside phone.

ROBBERIES
All robberies of either college or personal property are to be reported to the Security Office at x8111.

* At no time should any student/staff employed or enrolled at Community College of Philadelphia place themselves in jeopardy.  The campus security are equipped to handle any and all matters of this nature.

SAFETY
Reckless actions which could endanger the safety of others or which results in harm to others and/or damage to property are prohibited.

Activities which could endanger the safety of people and/or damage property are prohibited.  Examples of such activities include but are not limited to:

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Using baseball bats and softball bats on the grounds of the College not designated for that purpose.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Throwing or removing objects from windows.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Entering or exiting buildings from windows.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Climbing on the roof of any buildings.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Playing or throwing footballs on the grounds of the College not designated for that purpose.

SECURITY

The Office of Campus Safety and Security would like to take this opportunity to welcome you to Community College of Philadelphia.   We sincerely hope that your experience with us will be both enjoyable and rewarding.  The primary concern of The Department of Campus Safety and Security is to maintain a safe and secure environment for students, employees and visitors while on campus.  The following information will help you understand the operations of the Campus Safety and Security Department as well as the Rules and Regulations established by the College.

SMOKING REGULATIONS
The Community College of Philadelphia Board of Trustees formally approved a non-smoking

policy for the Campus work place effective September 1, 1990.  Smoking is not permitted

inside any of the buildings.

THEFT
Theft, attempted theft or knowingly possessing stolen property of the College, College vendors (e.g. bookstore, food service, parking service, vending) or any other is prohibited.

Removal of property of the College, College vendors or any others from one area of the College to another without authorization from the person responsible for such property is considered theft.

Unauthorized use of computer equipment, time, account numbers and output is also theft.

TICKET SALES POLICY

The Student Center, S1-19 regularly sponsors cultural and fun outings.  Theatre in Philadelphia (the Merriam and the Forrest Theatres are popular), as well as bus trips to museums or theatre in New York City, Baltimore, or Washington, DC.  

Two weeks prior to event, tickets will be placed on sale to students only, at the Cashier's Window

Regulations
SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Two tickets may be purchased by a Community College of Philadelphia student with their valid I.D. card.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
All I.D. Cards must be validated for the current term.  Students participating in the events must have paid the Student Activities Fee.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Tickets must be USED BY THE STUDENT WHO PURCHASED THEM and his/her guest.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Where applicable, tickets are distributed on the bus upon presentation of the I.D. card.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
No refunds will be made.  All sales are final. 

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Any tickets not sold two days before the event may be purchased by the faculty/staff.  Unless otherwise noted, all of the above regulations apply to the purchase.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
If this is a bus trip (outside of Philadelphia), the bus will depart from the SW corner of 17th and Spring Garden Streets.  The bus will leave the event no later than 15 minutes after the monitor returns.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Students/Faculty/Staff must purchase tickets in person.  Purchase by person not affiliated with Community College of Philadelphia as such will be denied.

SYMBOL 183 \f "Symbol" \s 10 \h \* MERGEFORMAT 
Payment must be cash or money order (some events credit card purchases will be accepted).

VANDALISM

Any damage to the OSA/Clubs/Organizations or its property should be reported to the Director of Life.  In cases when vandalism occurs (and a person is caught), a call should immediately go through the Director of Security at x8119 and reported to the Director of Student Life at x8880.

VISITORS

Anyone not registered as a student or employed by the College is considered a visitor.

Visitors to the campus are expected to abide by the College rules and regulations, and by all State, Local, Federal Laws and Ordinances.  Visitors failing to do so may be asked to leave campus and may be declared "persona no grata" (unwelcome) and/or subject to arrest.

WEAPONS, FIREWORKS, NOXIOUS MATERIALS
Possession or keeping of a deadly weapon or dangerous instrument on campus (including in any vehicle) or use of any object with intent to harm another is prohibited.  Deadly weapons or dangerous instruments include, but are not limited to, firearms (except as below), explosive devices, knives, blackjacks and chukka-sticks.

Possession or use of fireworks, firecrackers, etc. is also prohibited.

Possession of noxious materials (any container with any drug or other substance capable of generating offensive, noxious or suffocating fumes, gases or vapors, or capable of immobilizing a person) is also prohibited.

All firearms brought on campus including air and pellet guns, must be registered with the Safety & Security office and must be stored in that office.

Any police officer who is not on official business must leave his weapon off campus or the weapon is to be stored in the Safety & Security office.
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