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NEW CLUB CHECKLIST

· Talk with a Student Leadership Development representative or Student Leadership Association officer in room 8025.

· Pick up an application in the Student Leadership Development office.

· Ten (10) active Sinclair Community College students who are interested in being a member of the club.

· Find a faculty member or staff member to be an advisor.

· Typed answers to the enclosed (5) questions in the new club packet. Please submit these answers with the other required documentation.

· Bring the completed application and your constitution (please model your constitution after the sample version) to the Leadership Development office.

· Your application and constitution must be reviewed by SLA, Leadership Development Manager, and Vice President of Student Services and the President of Sinclair Community College for approval.

· If your application is accepted a club representative must attend all SLA Meetings.

Please answer these questions on a separate sheet of paper (TYPED).

1. Describe the purpose or mission of your club. (This description will be included on the Student Activities Web Site).
2. What kind of educational benefit will be created by your club/organization that will improve the learning and/or cultural environment for the students at Sinclair Community College?
3. What kind of activities will the club plan on doing in order to enrich the lives of your members? (Events, service projects, etc.)
4. What fundraising activities will you club have?
5. Have the members of your club/organization read your constitution as a group?  Have they provided input?
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Petition to Charter a Student

                              Club/Organization   
	Please Type or print clearly except for signatures                               Academic Year ______________

	Name of Organization: ______________________________________________________________________________
Affiliations, if any, with organizations outside of Sinclair Community College _________________________________

	

	FACULTY ADVISOR
Name: _________________________________________

Office Number: ___________  Ext.: ______________

Sinclair Email Address:  _________________________________

Signature: ______________________________________
Club President

Name: _____________________________________

Address: ___________________________________
City: ______________ State:_______   Zip:________

Tartan ID#: ________________________________

Phone Number: (_____)______________________

Sinclair Email address: ______________________________

Signature: ___________________________________

Club Vice President

Name: _____________________________________

Address: ___________________________________
City:________________  State: _______  Zip:_____
Tartan ID#: ________________________________

Phone Number: (_____)______________________

 Sinclair Email Address:  ______________________________

Signature: ___________________________________

Club Secretary

Name: _____________________________________

Address: ___________________________________

City:________________  State:________  Zip:______

Tartan ID#: ________________________________

Phone Number: (_____)______________________

Sinclair Email address:  _____________________________

Signature: ___________________________________

SLA Committee Representative

Name: _____________________________________

Address: ___________________________________
City:_______________  State:_______  Zip:_______

Tartan ID#: ________________________________

Phone Number: (_____)______________________

Sinclair Email address:  _____________________________

Signature: ___________________________________

CLUB TREASURER

Name: _____________________________________

Address: ___________________________________

City:_________________  State:_______  Zip:_____

Tartan ID#: ________________________________

Phone Number: (_____)______________________

Sinclair Email address:  _____________________________

Signature: ___________________________________

ALTERNATE SLA REPRESENTATIVE

Name: _____________________________________

Address: ___________________________________

City:______________  State:________  Zip:______

Tartan ID#: ________________________________

Phone Number: (_____)______________________

Sinclair Email address:  _____________________________

Signature: ___________________________________
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DUTIES OF THE CLUB OFFICERS

PRESIDENT (The following four items should be listed in the Constitution)

1. Shall preside at all general and executive council meetings.

2. Shall be an ex-officio member of all standing committees.

3. Shall perform all the duties customary to the office.

4. Shall appoint all chairpersons of the committees.

PARTICULAR DUTIES OF THE PRESIDENT

1. The president presides at all meetings and should enforce the Constitution of the organization.

2. It is his/her duty to:

a. Represent the organization at all meetings, workshops, and other events where representation is required.

b. Uphold the dignity of the organization and maintain it high ideals and purpose.

c. Remember the president represents the entire membership and not a fraction.

d. See that his/her actions and decisions extend justice and courtesy to all.

3. The president refers to himself/herself in the third person and does not give his/her opinion on a subject while in this position.

4. If the president wishes to comment himself/herself or speak in a partisan manner, he/she must call the vice-president or some other member to the chair.

5. The president should confine his/her activities to his/her own duties and refrain from participating in the duties of all other officers.

6. A tap of the gavel should be used:

a. To call the meeting to order.

b. To mark the completion of every major transaction.

c. Following the announcement of the result of a vote.

d. To bring the meeting to order in case of an interruption.

MAJOR RESPONSIBILITIES OF THE PRESIDING OFFICERS

1. Initiate items or proposals for members to consider.

2. Facilitate discussion and action required while conducting business.

a. The main purpose is to keep the meetings moving.
b. Relinquish the chair in order to speak about an issue.

c. Have minute taker repeat motions (use a motion form).

d. Keep your eyes open.

e. Use your authority.

f. Use general consent to handle business when appropriate.

3. Orient and guide the group to conduct business.

4. Bring about free and open discussion of all items and to act as a mediator if needed.

a. Keep discussion balanced.

b. Give all members the chance to speak once before discussion continues.

c. Keep speakers on the subject.

d. Divide large meeting into smaller groups for discussion.

e. Suggest a motion to refer an item to committee when the topic is complex or if more information is needed.

5. Keep business orderly through us of parliamentary procedure.

VICE PRESIDENT (The following two items should be listed in the Constitution)

1. Shall preside in the absence of the president.

2. Shall be ex-officio of all special committees.

TREASURER (These three items should be listed in the Constitution)

1. Shall deposit and requisition all money to accordance with the regulations of Sinclair Community College through the office of Student Leadership Development.

SECRETARY (The following five items should be listed in the Constitution)

1. Shall keep accurate written records of all general and executive meetings.

2. Shall take roll at all meetings.

3. Shall keep record of all regular and honorary members.

4. Shall notify all regular and honorary members of general meetings when necessary.

5. Shall be responsible for receiving and answering all correspondence, and shall report the contents to the executive council.

PARTICULAR DUTIES OF THE SECRETARY

1. It is the duty of the secretary to be present at all meetings.  If he/she cannot attend a meeting another member should be assigned as secretary to take minutes and bring the minutes from the previous meeting with them.

2. Dates and times of club meetings should be submitted to Student Leadership Association no later than the second meeting of each term.

3. Minutes should be typed with one copy retained for the club records, one copy returned to the advisor, one copy to Student Leadership Development, and one copy to the Clarion.

4. Minutes should be uniform and include the following:

a. Number of meeting (start with one).

b. State the kind of meeting it is, regular or special.

c. Date.

d. Time.

e. Place.

f. Fact of the presence of the regular presiding officer with his/her name, or in his/her absence, that of the substitute.

g. Those members present and those absent.

h. Whether the minutes of the previous meeting were red and approved or their reading dispensed with and the reason.

i. If the minutes of the preceding meeting were amended, it should be stated.

j. If important letters were read, mention should be made and the letters included with the minutes in the club records.

k. Reports of committees.

l. Include all main motions except those withdrawn.  All points of order and appeals, whether sustained or lost, and all other types of motions that were not lost or withdrawn.  In general, the name of the members who introduced a motion should be recorded along with the name of the member seconding the motion.

m. The time of adjournment.

n. Sign and date all minutes.

THE SECRETARY RECORDS WHAT IS DONE – NOT WHAT IS SAID

1. When the minutes are approved, the word “approved” and the date of approval are written on the left side of the last page of the minutes.

2. The secretary shall call the roll when requested.

3. It is the duty of the secretary to notify officers, committees, and delegates of their appointments if they are absent.

4. The secretary is the custodian of all records and it is his/her duty to turn over to the committees such documents as are necessary for the performance of their duties.

STUDENT LEADERSHIP ASSOCIATION REPRESENTATIVE

Each club must choose a representative (and an alternate delegate for emergencies and substitutions) to attend Student Leadership Association meetings.  This representative need not hold another club office.  Student Leadership Association meetings are open to all students and all club members, however only one representative from each club receives voting privileges.

DUTIES OF CLUB ADVISORS
The advisor actively advises, counsels, and serves as a resource person for the club/organization.  Their role is to assist the organization in achieving its goals and in planning activities.  Students appreciate guidance, and advisors who care, are concerned, and respect them and give them responsibility in the planning and operation of all events.

The responsibilities of the club advisor include:

1. Assist the organization in setting and meeting its objectives.

2. Attend the organization’s meetings and meet with the executive officers as needed.

3. Serve as the organization’s liaison with the Director of Student Leadership Development.  This includes notification of any problems or discussion of any needed assistance or information.

4. Advise the organization to abide by the organization’s constitution, by-laws, and the policies of Sinclair Community College and recommend changes to the by-laws.

5. Attend or designate an alternate advisor to supervise every activity sponsored by the organization.

6. Relate the organization’s purpose, objective, and activities to the philosophy and purpose of Sinclair Community College.

7. Encourage other faculty members to participate in Student Activity programs whenever possible and convenient.

8. Guarantee that a plurality of club members approves any allocation request submitted to Student Leadership Development.

Club advisors are selected by students who want to start a club and/or may be appointed by the Manager of Student Leadership Development.  Recommendations are welcome by other college officials.  No student club/organization may exist without an advisor.  The advisor must be a faculty or full or part time professional staff employed at Sinclair Community College.  Support staff may serve as an advisor with a written statement from his/her supervisor giving permission to do so.  This is volunteer service only.  It is expected that the student club will select an advisor.  No advisor should advise more than one club or student organization at a time.  There may be cases when the department selects an advisor having some interest in the activity of the student club.  There is no co-advising to a club except with special circumstances that must be reviewed and approved by the director of Student Leadership Development.

REGULATIONS GOVERNING ORGANIZATIONAL CHARTERS

Sinclair Community College will maintain overall authority in approving the activities and expenditures of all student organizations.  Any statement in a constitution, which gives such authority to an outside organization, will result in the petitioning organization being denied recognition.  A statement saying that the organization will abide by all Sinclair Community College policies and procedures must be included in the constitution.

As previously mentioned, the purpose, objectives, and activities of the club must relate to the philosophy and purposes of Sinclair Community College, which are included in this section.

Since Sinclair is an educational institution, it encourages the creation of clubs designed to enhance classroom learning, broaden the college experience, develop leadership potential and provide a forum in which to interact with people of similar interests.  The organizations must be co-curricular in nature and not created to replace an academic experience.  Clubs that promote one political point of view or endorse a specific political issue or candidate may not use college funding to support the issue or candidate.

FUNDING

Once an organization has been chartered, the Student Leadership Development Advisory Board provides an annual appropriation of $400 for each organization.  This funding may be used for two purposes.  The first is for internal services such as duplicating, postage, and supplies from the bookstore.  To request these services, come to the Student Leadership Development office in Room 8025.

The second purpose is for recruitment and enrichment activities, which represent a wide variety of activities.  The Manager of Student Leadership Development, Director of Student Success Services, and the accounting office must approve these expenditures.  

REMAINING ACTIVE

In order for a chartered organization to remain chartered, a Student Organization Continuance of Status form (see example) containing the signatures of at least ten (10) currently enrolled students must be submitted to the office of Student Leadership Development by the 30th of November.  Once this form has been received the organization is eligible to receive funds and sponsor activities.

POLICIES FOR CLUBS

1. Failure to attend more than two Student Leadership Association meetings without an excused absence shall result in a suspension of any request for money from the Student Leadership Development Advisory Board for an entire quarter.

2. An elected officer of the Student Leadership Association Executive Committee may not serve as an officer of another student organization.

3. New organizations will be eligible for funding on a prorated basis according to the academic term during which the club becomes active.

4. Each chartered club or organization at Sinclair Community College shall send one representative to each Student Leadership Association meeting.  The continued good status of the club is dependent upon attendance.

5. The following reasons shall be accepted for excused absences from Student Leadership Association meetings for student clubs and organizations.  1) Personal illness; 2) illness, injury, or death of a family member; 3) classes scheduled during the time of the meeting; or 4) work scheduled during the time of the meeting.

FUND RAISING AND SPACE USE

Chartered student organizations are encouraged to increase their membership and treasuries through whatever means are appropriate.  Before any item(s) may be sold or distributed on the Sinclair campus, the organization must first obtain permission from the Director of Student Leadership Development.  The Application/Agreement for Use of Student Leadership Development Center form must be completed and submitted for approval at least two to three weeks in advance.  All information that is requested on the request must be completed in full.  Some sales and/or distribution of materials will be permitted in the cafeteria, however no food sales will be allowed.  Student organizations are not permitted to bring outside vendors on campus without special approval.  

SCHEDULING EVENTS

Because the activities of student organizations reflect on Sinclair in many respects, it is mandatory that all events and activities be scheduled through Student Leadership Development.  Off-campus events create a special situation for Sinclair and must receive advance approval from the Manager of Student Leadership Development.  This approval process could take up to three weeks, depending on the nature of the event.  Therefore, the club must submit their request to have the activity to the Manager of Student Leadership Development at least three weeks prior to the day of the activity.

SCHEDULING SPEAKERS

The Manager of Student Leadership Development must give approval for a speaker before the activity may be held or the speaker is engaged.  All speakers must sign a Personal Services Agreement (see example), whether or not he/she is to receive an honorarium.

PROCEDURES FOR BOOKING ROOMS

All recognized student organizations or a student organization petitioning for charter may make arrangements for the use of rooms in the Student Leadership Development Center, game room and the two conference rooms 8036B and 8037A, contact the Student Leadership Development office.  There is no charge for the use of the leadership development center, conference room and the game room.  There will be charges if you use building 12 and charges for Campus Police and HVAC personnel will be billed to the organization if the event warrants such service.  Charges for Campus Police and HVAC services are required if the event takes place when events are during the hours that campus is closed.

Arrangements for food service should also be coordinated through Student Leadership Development by submitting an allocation request and food service request.   Please have these forms submitted two to three weeks in advance.   Student organizations will be held responsible for making certain the room is tidy and orderly when the meeting concludes.

PRINTED MATERIALS

All printed materials must be approved in advance by the Publications office, prior to being printed.  Please confer with Student Leadership Development staff before meeting with the Publications office staff.  

If you want to post any item on the Leadership Development’s boards, please bring posters and flyers to Building 8, Room 8025.

THE BUSINESS MEETING

The order of business for clubs/organizations is:

AGENDAS

1. Call to order

2. Minutes

3. Agenda

4. President’s Report

5. Officer’s Reports

6. Committee Reports (standing)

7. Committee Reports (special)

8. Unfinished Business

9. New Business

10. Announcements

11. Adjournment

SOURCES FOR THE AGENDA

1. Secretary’s minutes show unfinished business.

2. Treasurer’s report indicates financial problems.

3. Officer and committee reports suggest action is needed.

4. Members submit new business in writing prior to the meeting.

5. Officers or committees announce plans for the next meeting.

DISTRIBUTE A PRINTED AGENDA TO ALL MEMBERS

1. Provides framework and structure for orderly progress.

2. Indicates the amount of business to address.

3. Provides an order of business.

4. Allows time for all business to be handled.

WHY BUSINESS MEETINGS FAIL

1. No plan to the meeting.

2. Members do not follow an organized procedure.

3. Chairperson is weak and allows the group to wander aimlessly.

4. Too much business so all items is not covered.

5. Too much parliamentary procedure!  Too many amendments, etc.

6. Too many minor points haggled over in the meeting.

7. Main objective of the meeting is ignored.

8. Too many reports prevent time for discussion.

FIRST MEETING DON’TS

1. Don’t talk too much.

2. Don’t start late (It sets a pattern).

3. Don’t feature any outside program.

4. Don’t ask for volunteers.

BEFORE THE MEETING STARTS

1. Have a team plan and be sure that everyone is prepared for his/her part.

2. Make sure the room is easily identified from the outside.

3. Be sure the agenda is ready with enough copies for everyone.

4. Provide nametags.

5. Make sure everyone can see and hear what is going on.

6. Bring handouts for everyone that identifies the purpose of the organization, the leadership team, and information about contacting the leaders and the advisor.  

7. Provide a list of opportunities for involvement.

WAYS TO SHORTEN MEETINGS

1. Begin on time.

2. Don’t talk too much.

3. Don’t call for committee reports when no one is there to report or if a report is not ready.

4. Prior to the meeting ask each person on the agenda how much time they will need, stick to the timeline (appoint a timekeeper).

5. Thank people who minimize unnecessary repetition or irrelevancy.

6. Interrupt speakers if necessary to get the discussion back on track.  Summarize the major pros and cons made so far.

7. Put motions or topics on chalkboard, newsprint, or overhead; to make sure all items are clear.

8. Require officers to set examples with concise reports, visual aids, and handouts.

9. Distribute minutes prior to the meeting in order for members to review.  In the meeting ask for corrections.

10. Require motions to be presented in writing to the secretary as soon as they are proposed.

AS PEOPLE ENTER THE ROOM

1. Make newcomers feel welcome.  Have an experienced member meet and greet people.

2. Have everyone complete a member information form.

3. Hand out the organization information sheet (#6 previous pages).

4. Invite each person to become an active, involved member (be friendly, not pushy).

STARTING THE MEETING

1. Call the meeting to order.

2. Introduce yourself and provide some information about yourself.

3.  Welcome everyone and recognize returning members and new members.  Have each person introduce him or herself.

PRESENTING THE ORGANIZATION

1. Have each officer participate in a major way.

2. Explain the purpose of the organization.

3. Briefly talk about some of the committees which allow members to be active.

4. Highlight some past successes.

5. Review projects that will continue this year.

6. Describe upcoming events and emphasize how all members can be involved.

7. Explain important decisions that may need to be made.

8. Announce committee chair appointments that need to be made.

9. Announce the time and date of the next meeting.

10. Finish on time.

AFTER THE MEETING

1. Leaders, committee chairs and the advisor should make themselves available to talk with members.

2. Returning members should seek out new members and answer their questions.

3. The minutes should be prepared immediately following the meeting.

4. Leaders should evaluate the meeting, share feedback, and plan for the next meeting.

MEETING PURPOSES

1. Informative/instructional

2. Problem solving/decision making

3. Brainstorming

4. Maintenance

5. Most meetings are a combination of all the above

ATTENDANCE

1. General

2. Executive committee

3. Committee

CONDUCTING THE MEETING

DEALING WITH THE SUBJECT

1. State the intent of the meeting.

2. Explain issues so all will understand.

3. Maintain control.

4. Know when to close the discussion.

DEALING WITH PEOPLE

1. Start on time.

2. Control the talkative.

3. Draw out the silent.

4. Consider the reticent.

5. Encourage the exchange of ideas.

6. Watch out for the squashing reflex.

7. Recognize most senior members last.

8. Close on a note of achievement.

LEADERSHIP STYLES IN CONDUCTING THE MEETING

1. Tells

2. Sells

3. Tests

4. Consults

5. Joins

GROUP LEADERSHIP BEHAVIOR

DISRUPTIVE BEHAVIOR

1. Blocking

2. Aggression

3. Seeking recognition

4. Special pleading

5. Withdrawing

6. Dominating

ACTIONS THAT MOVE TOWARD TASK COMPLETION

1. Initiating 

2. Clarifying and elaborating

3. Seeking information or opinions

4. Giving information or opinions

5. Evaluating

6. Coordinating

7. Testing consensus

ACTIONS THAT MAINTAIN GROUP COHESIVENESS

	1. Encouraging

2. Expressing feelings

3. Harmonizing 
	5. Compromising

6. Gate keeping

7. Standard setting

	4. Relieving tension
	8. Following


PURPOSES AND OBJECTIVES FOR CLUBS TO EXIST:
· The major purpose and objectives of the student club/organization are placed into four general categories: Academic, Special Interest, Club Sports, and Honor, Leadership & Recognition.

· Each student club/organization must first identify its primary priorities and goals based on the mission itself and the needs of membership; a wide range of possible action is available thereafter.

Many clubs express a specific academic or professional interest and are, therefore, directly related to the purpose of the college.  Other organizations function to relate the student body and the college to the larger community of which the college is a part, the community. Those would include, for example, religious organizations and service clubs.  There are also organizations which promote recreational activities and athletics.  Leadership development of club members in a particular profession or interest area can also be a primary focus.

Definition

· Academic:  Activities and membership center on a particular academic area, college course of study or curriculum.  


· Special Interest:  Activities and membership center on a particular special interest such as a culture, a social issue or concern, political or philosophical ideas.


· Club Sports:  Sports-related clubs that emphasize some type of physical activity in which the members compete.


· Leadership and Professional Development:  Activities and service focus on leadership and professional development of members, and may be related to a particular profession or interest area.

CLUB FUNCTIONS

1. To provide special learning experiences and opportunities for students through speakers, films, debates, discussions, seminars, etc.

2. To complement classroom learning by making known available opportunities for study within a given major outside the classroom.

3. Research and make known vocational opportunities to majors, and providing information about postgraduate and professional schools and programs. 

4. Acquaint the student fully with college procedures, requirements, problems and developments.

5. Engage members in Leadership Sinclair presentations and institutes to promote Student Leadership Development and Parliamentarian Training.

6. Provide student input into college-wide decision-making processes through input to administrators and placement of students on college committees.

7. Provide meaningful interactions between faculty staff and students.

8. Make the College a more meaningful connection for all students.

Suggested Activities and Projects

· Student clubs are encouraged to co-sponsor with other student clubs or organizations to provide events and programs that enhance cultural awareness, improve personal and academic skills, leadership skills, and learn team skills regardless of achievement level.

· Student clubs/organizations are encouraged to participate in vocational-career programs pertinent to a given major, including career placement information and a listing of current job opportunities.

· Student clubs/organizations are strongly encouraged to organize and participate in activities and programs outside the classroom containing opportunities for special learning related to their academic pursuits.  These could include films, speakers, debaters, discussion forums, slide shows, poetry readings, plays, seminars, etc.

· Develop a composition of student club/organization member’s biographies describing leadership skills and educational background to introduce the members of the club.

· Student club/organizations are required to sponsor at least one community outreach project on/off campus.

Guidelines for Recognition of Student Clubs/Organizations:

Definitions

Student Organization – the organization consists of 100 percent student membership and all leadership positions must be filled by students.  Student members must meet eligibility requirements as outlined in the Student Organization Handbook.

Campus Club – the organization consists of membership that may include faculty, administrators, staff members or members of the surrounding community.  Responsibility for and leadership of these organizations may rest with a faculty advisor and does not solely rest with students.  Leadership roles within the club, President, Vice-President, etc. must be filled by students.  Only student members are eligible to vote.

Recognition – The one time chartering of a campus club/organization at Sinclair Community College this permits the club/organization to use campus facilities, resources and privileges.

Continuance of Status – the annual notification from a campus organization to the College that the organization intends to be active during the current year.

Intent

In order to establish a new club or organization at Sinclair Community College, the following conditions must be met:

· The proposed club/organization must have a clear educational purpose or value, intending to make positive contributions to the College and its mission.


· The mission, purpose, and ideals of the organization must be consistent with those of the College.


· The members of the proposed organization must agree to abide by all policies, procedures, practices, rules, and regulations of the College and the Student Leadership Development office.


Budget Guidelines:

Allocations:

Every approved club/organization is allotted $400 per year.  All allocations are granted on the provision that club or organization fundraisers would be held to support club activities that exceed the allocated amount.  Clubs must not exceed the allocated amount and the amount in their fundraiser budget 

Restrictions/Maximum Allowances on Budget Allocations:

Prohibited Expenditures: 

Described below are expenditures that are either prohibited by law or college policy.  This list is not intended to be complete or exhaustive.  If you have any questions regarding expenditures feel free to contact the Student Leadership Development office.  Prior to commitment of the expenditure you must complete a budget allocation form and get approval to spend funds.  Please be advised that any unauthorized or prohibited expenditure will not be permitted from budgeted funds and will be the sole responsibility of the club and/or individual involved.

· Monetary compensation or payment in kind in support of a political candidate, issues in any state, local, or national election.


· Donations to charitable organizations, profit or non-profit, and/or person(s).


· T-shirts, buttons, hats, or any forms of identify.  These may be purchased when the intent of the expenditure is to provide items for sale to members or as a fundraiser.  At no time should items of apparel be given as a reward or gift.


· Plaques, trophies, jewelry, or other awards.  These items are not allowed unless they are part of an established award.


· Flowers may not be purchased for gifts or personal displays of appreciation or sorrow.


· Alcohol – is prohibited at all times at any university sponsored function or event.


· Promotion or emphasis of a specific religious belief is prohibited. 


· Any other questionable expense.

Note:  Reimbursement is not guaranteed!

Conferences:

· If a student organization is planning to attend a conference, they must meet with the Student Leadership Development manager two months prior to the conference date to request approval (using the appropriate forms that are available in the Student Leadership Development office).

· Student organization must demonstrate the educational, leadership, and/or educational nature of the conference.

· Organizations must present the Student Leadership Development manager with conference registration, forms, agendas, and itineraries as well as a list of attendees prior to the conference.

· There must be a minimum contribution of $100 per student.  Waivers for financial hardships are possible.

· The club officer who is organizing the trip is responsible for writing a summary evaluation of the trip, complete with conference materials, upon return to Sinclair.  The summary must be submitted to the Student Leadership Development manager before check requisitions for reimbursements can be signed and processed.  

Retreats:

· If a student organization is planning to attend a retreat, they must meet with the Student Leadership Development advisor two months prior to the retreat date to require approval.  

· Student organization must demonstrate the educational, leadership, and/or educational nature of the conference.

· Organizations must present the Manager with the retreat agendas and itineraries as well as a list of attendees prior to the retreat.

Deadlines:

The paperwork process does not happen overnight.  There are deadlines that must be met.  If you are having a fund raising event, an event where food is involved, or any event that requires prior approval from the Manager of Student Leadership and Development/Student Judicial Affairs, Vice President for Student Services, Business Services, etc., the paperwork process must be completed and approved prior to the event.

Annual Club Report
All approved clubs are required to submit annually a Continuance of Status forms showing the name, advisor and officers of the organization.  These forms are due in the Student Leadership Development office by the end of Fall Quarter.  Failure to file these forms your club will automatically be place the club on ‘inactive’ status for the year.  

Leadership Training

In order for recognized student clubs to maintain their approved status, at least one representative of each currently recognized group must attend each of the leadership training sessions sponsored by the Student Leadership Development department and Student Leadership Association.  Failure to have a representative attend each of the sessions may suspend the group’s right to request funding.

We understand that a constitution for the club/ organization must accompany this form.  In order to remain active, a Continuance of Status form must be turned in November 30th to the Student Leadership Development office, Room 8025.  Also, in order to remain active, a minimum membership of ten (10) currently enrolled students must be maintained, and the SLA representative or alternate representative must attend bi-weekly SLA meetings.











