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Getting Started Checklist

The New Student Organization Recognition process takes approximately ninety days; however, you may complete the process more quickly if you wish.  Your campus Student Development Coordinator will assist you with any questions you may have.

This packet contains:

•
Getting Started Checklist

•
Application for New Student Organization Recognition

•
Member Roster and Grade Release Authorization

•
Advisor Roles and Responsibility Agreement

•
Sample Student Organization Constitution

•
Agency Account Application

•
Student Organizations Handbook

Step 1:  Organize and Recruit – 30 Days

You will have 30 days to organize your group, recruit members and find an advisor.  During this time, you will be allowed to reserve space for an information table and rooms for organizational meetings (all reservations must be approved by the Student Development Center).  You may also post signs and flyers with the approval of the Student Development Center.


Obtain a New Student Organization Application packet from your campus Student Development Center.


Review the policies and procedures regarding Student Organizations in the Student Organizations Handbook.


Find a Faculty/Staff Advisor.  The advisor must be a member of the Valencia faculty or staff.


Recruit at least 10 members and have them sign the Member Roster and Grade Release Authorization.


Complete Side 1 of the Application for New Student Organization Recognition.

Step 2:  Obtain Tentative Recognition – 30 Days

After you have completed Step 1, your application will be submitted to the campus Provost for approval for Tentative Recognition.  Once you have been granted Tenative Recognition, you will have another 30 days o complete your application.


Schedule a meeting for you, your advisor, and the Student Development Coordinator to discuss the organization


Submit your Application and Member Roster to the Student Development Center.  You will be notified when your organization is granted Tentative Recognition.


Write a Constitution for your organization (see Sample Student Organization Constitution).


Complete Side 2 of the Application for New Student Organization Recognition.


Elect officers for your organization and have them sign the “Organization Responsibility” on Side 2 of the Application.

Step 3:  Obtain Full Recognition – 30 Days

The final step is for the Student Government Association to review and approve your application and constitution.  This process may take up to 30 days; you will be notified if you need to make any changes in your application or constitution.  Once you have been granted Full Recognition, you are eligible to use resources provided by the Student Development Center and other college offices.  Please check with your Student Development Coordinator for details.  You will also be eligible to participate in the InterClub Council.


Submit your completed Application and Constitution to the Student Development Center.  These documents will be submitted to the SAG Vice-President who will notify you in writing of the next open meeting when your club will be considered for Full Recognition.


If asked to do so, make any necessary changes in your application and constitution.


Attend SGA meeting and answer any questions about your organization.


You will be notified in writing after the SGA has voted on your Full Recognition.  Decisions not to grant Full Recognition may be appealed to the campus Student Activities Committee (see the Student Development Coordinator)
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	Application for

New Student Organization Recognition


This form, when completed and approved by the Student Development Coordinator, shall serve as a binding agreement between the organization, its members and Valencia Community College.  This document is subject to review by college officials at any time.  Any violations of this agreement are subject to appropriate action by the college.

Organization Information

Full Name of Organization

Type of Organization (circle one only):      Career         Honorary         Service         Social         Special Interest

Purpose Statement (this will be used for lists and website publications)

Membership Qualifications

GPA Requirement

Dues

monthly / per session / annual (circle one)

Website URL

Faculty/Staff Advisor

Name

Department

Office Location

Mail Code

Telephone

Signature

Email

*Advisor must complete the Student Club and Organization Advisor Roles and Responsibilities Agreement (included in this Application Packet) before full recognition is granted.

Authorized Organizational Representative Release

Student Development requires the identification of an organization representative to speak on behalf of the organization.  Therefore I, the undersigned, authorize my name, phone number and email address to be released to the public in any publications/website produced by Student Development as an official representative for this organization.

Name

Office (if any)

Signature



Address

City

State

Zip

Telephone

Email

	OFFICE USE ONLY

Date Initiated

 Completed Application

Tentative Recognition Granted

 Advisor Roles and Responsibility Agreement

Full Recognition Granted

 Member Roster/Grade Release



 Constitution


Finances

Organizations which collect dues, conduct fundraisers or otherwise solicit funds should maintain either a regular bank account or an Agency Account with the college (see form in packet).  Maintaining an account helps to ensure continuity of funds when officers change.  The campus Student Development Coordinator can assist you in determining which type of account is best for your organization.

Name of Banking Institution

Phone Number

Bank Address

City, State, Zip

Names of Organizational Representatives with Check Signing Authority (two signature checks recommended)

(1)

(2)

Title

Title:

Member Roster and Grade Release Authorization

Please provide a list of all current members on the attached roster, preferably typed.  Include the following information:  NAME, SOCIAL SECURITY NUMBER, and SIGNATURE.  The Student Development Center uses the grade release authorization for statistical purposes and to verify eligibility for organization membership only.  Confidentiality is enforced when using demographic and academic information.

Organization Responsibility

In regarding the role of a college in encouraging its students to assume responsibility for their social actions as members of an adult society, Valencia Community College will not assume legal responsibility for any non-college sanctioned events of student organizations.

IT IS EXPECTED THAT THE OFFICERS OF THE SPONSORING ORGANIZATION WILL ASSUME RESPONSIBILITY FOR THEIR GROUP’S ADHERENCE TO ALL COLLEGE POLICIES AND CITY, STATE AND FEDERAL LAWS.

As an officer of
 
,
I have read and understand the above statement of organization responsibility.  I have read and agree to comply with all written policies and procedures in the Valencia Student Handbook and Student Organizations Handbook.  I also certify that a copy of the Student Handbook and Student Organizations Handbook gas been provided to my organization with this registration packet.

PLEASE PRINT:

President
Student #
Signature
Date

Vice President
Student #
Signature
Date

Secretary
SS #
Signature
Date

Treasurer
SS #
Signature
Date

Advisor
SS #
Signature
Date
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	Student Organization Member Roster

and grade Release Authorization


Student Organizations must have a minimum of ten (10) members to obtain recognition.  Students must have a minimum 2.0 GPA in order to be eligible for membership of any Valencia student organization.  By signing below, members consent to grade verification by the Student Development Center.

Term

Year


Print Name
Student Number
Signature

	OFFICE USE ONLY

Grade Verification Date:

SDC Staff Initials:
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	Request for Agency Account

for a Student Organization


Student Organizations which collect dues, conduct fundraisers or otherwise solicit funds should maintain either a regular bank account or an Agency Account with the college.  The campus Student Development Coordinator can assist you in determining which type of account is best for your organization.  If an Agency Account, please complete the information below and submit it to your Student Development Coordinator for Processing.

DATE:


TO:
Vice President for Administrative Services

FROM


SUBJECT:
AGENCY ACCOUNT AUTHORIZATION

The following information is furnished to support this request for an agency account:

A.
PURPOSE

B.
SOURCE(S) OF FUNDS

C.
RESPONSIBLE INDIVIDUAL(S)

D.
NAME

E.
OTHER COMMENTS

Signature of Requesting Individual
Date

APPROVED
DISAPPROVED

Vice President for Administrative Services
Date

ACCOUNT NUMBER ASSIGNED
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	Student Club and Organization Advisor

Roles and Responsibility Agreement


The relationship of the advisor to the group will vary, not only from club to club, but from time to time within a specific group.  The role of the advisor can be divided into three components:  (1) responsibility to the group; (2) responsibility to the individual member; and (3) responsibility to Valencia Community College.

I.
Responsibility to the Group:


A.
The advisor should assist the group in setting realistic goals and objectives each academic year.


B.
The advisor should help the organization justify its expenditures of the members’ time, abilities, energy, and dues.


C.
The advisor must be well informed about all of the plans and activities of the group.


D.
The advisor is responsible for providing continuity within the group, and must be familiar with the group’s history including major changes to its program.


E.
The advisor must be aware of college policies and should insure compliance with the policies from the group.

II.
Responsibility to the Individual


A.
The advisor should seek to assist its members in maintaining a balance between the academic and co-curricular aspects of student life.


B.
The advisor should foster a spirit of inclusion in all group activities.


C.
The advisor should encourage members to accept responsibility for specific parts of programs and help them recognize the importance of their roles in relationship to the group.

III.
Responsibility to the College


A.
The advisor must work with students to help them plan programs that are beneficial to the students and consistent with the educational objectives of the college.


B.
The specific responsibilities the advisor has to the college are as follows:



1.
The advisor should attend the organization’s meetings.  When the club meets on campus facilities, the advisor should be present and accountable.



2.
The advisor must monitor the procedure followed by the organization in handling its funds and insure that all Valencia fiscal policies are followed.



3.
The advisor must know and understand all Valencia policies that relate to event and fiscal management of clubs and organizations at Valencia.

The role of the club advisor is pan important function of a club’s success at Valencia.  Being an advisor requires a time commitment on the part of the faculty or staff member.  It is important that the advisor communicate with their students and provide important information about programs to the Student Development Coordinator.

I have read the above statements and I understand the commitment it takes to serve as a club Advisor at 
Valencia Community College.

Advisor Signature:

Title:

Campus Address:


Phone:

As the club advisor’s dean or supervisor, I have read and understand the importance of the club advisor, and I am supportive of the faculty/staff member’s commitment to this position.

Dean/Supervisor:

Date:

