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Millersville University’s
2009-2010
Organization Guidebook

Brought to you by 
The Student Programs Office 

and The Student Senate
Millersville University Organization Presidents:

We are excited that you have decided to take on the role of leading a Millersville University organization.  The University, and in particular the Student Programs Office, has a long-standing tradition of encouraging student participation in independent organizations. Involvement in student organizations is very important to your social and academic experiences and challenges you to develop and apply organization and leadership skills that are useful beyond college. Student organizations are an ideal way to get involved on campus. Through direct involvement in organization activities, students have the opportunity to acquire skills in leading groups, organizing and promoting programs, budgeting, working within a system, and functioning in society. With over 120 organizations on campus ranging in focus from recreation to academic to student government, there is something for everyone at Millersville University.  

This Organization Guidebook is designed to inform and assist students in various matters that pertain to student organizations. It answers the most basic questions students might have about how to use the wide and varied resources available, as well as how to create and register a new organization. Additionally, this document informs students and organizations about the responsibilities associated with being a recognized and registered student organization on the Millersville campus.

In conjunction with the Guidebook, you and your organization are also encouraged to use the Student Programs Office as a resource throughout the year. Please direct questions or comments to:

The Student Programs Office

128 Student Memorial Center

Phone: 717-872-3506

E-Mail: kelly.duncan@millersville.edu

http://www.millersville.edu/sprogram/index.php

Adapted from University of Connecticut:  http://www.studentactivities.uconn.edu/docs/Blueprints.pdf
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Part I:  Student Organizations
What Constitutes a Student Organization at Millersville?

Recognized vs. Registered

There are 2 stages to becoming and remaining a Student Organization at Millersville University.  First, an organization must be recognized by Student Senate.  Once Senate has recognized a student group, they then must register with the Student Programs Office.  This annual Student Programs Registration allows for Student Programs and Student Senate to have an updated file of organization officers, contact information as well as the organizations constitutions. Each organization must remain Recognized AND Registered every academic year. Failure to remain Recognized AND Registered will result in the organization being placed on a Probationary Status. 

Forming a New Organization:

Process of Forming a New Club or Organization at Millersville
This is the process that a prospective organization must go through before it is officially recognized by the Student Senate.

1. Fill out the Petition and Advisor Letter – The petition, signatures and letter of recommendation from advisor is necessary to approve an organization for temporary status.

2. Approval of Petition by the Constitution Committee-The Constitution Committee is the committee within the Senate which handles organizations. 

3. Create/Submit a Constitution- The club or organization must submit to the Committee a Constitution for review and approval within 6 weeks of petition approval.

4. Approval by the Constitution Committee-The Constitution Committee will proof read the Constitution, make any needed changes, and approve the Constitution.

5. Approval by the full Senate-The Constitution Committee Chairperson, after approval by the Committee, recommends to the Senate that the organization be approved for temporary status. Temporary status lasts for one calendar year.

6. Register Online with the Student Programs Office- After approval for Temporary Status from the full Senate, the organization must register with the Student Programs Office. This registers your organization. (MU homepage> Current Students > Student Programs > Organization Registration.)  In order to register, the organization must complete the online registration form and provide contact information for both the president of the organization as well as the organization advisor.  (Note: you must also register the organization at the beginning of every academic year)

After completing items 1-6 the organization is officially on Temporary Status, which means the organization can: 1) have an account with Student Services, Inc., 2) have a mailbox and 3) use campus facilities for meeting and functions. 

*Organizations may apply for emergency allocations after spending a minimum of six months on Temporary Status.

After One Year on Temporary Status: 

1. One Year Review Hearing-After one calendar year of temporary status, the organization will meet with the Constitution Committee for review. (Note: Senate advises that organizations forward this date to the next year’s incoming officers.)  This hearing process entails questions from committee members on the organization’s activities, meetings, and status over the past year.

 

2. Approval for Permanent Status-The Constitution Committee Chairperson will recommend to the Senate for the organization to receive permanent status.  If approved by the Student Senate, organizations must also hold an account with Student Services in order to receive funds, may have a mailbox in the SMC, and may use campus facilities. The organization may now apply for annual allocations.

3. Changes/Registration- The organization must annually register with the Student Programs office.  Registration takes place during the first month of the fall semester. All changes to the Constitution must be reviewed and approved by the Constitution Committee and Student Senate.  Any changes in officers, contact information as well as an electronic copy of the organizations constitution must also be submitted to Student Programs (new for Fall 2010). 

Petition 1/2

Petition to Form a Campus Organization
 

            We, the undersigned, hereby request to form a new organization at Millersville University. We agree to submit a Constitution and list of Offices within 6 weeks of approval, and also to follow all policies of the Senate and the University.

 

1. Date of request:___________

 

2. Name of Organization: _______________________________________________________

 

3. Purpose of Organization: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 

4. Student making this request:

            A. Name: _______________________________ (print)

            B. Address ______________________________

                                ______________________________

            C. Phone: _______________________________

            D. E-mail: ________________________________

5. Another student who will be involved in this organization

            A. Name: _______________________________(print)

            B. Address ______________________________

                                ______________________________

            C. Phone: _______________________________

            D. E-mail: ________________________________

6. Advisor (be sure to include letter of support)

            A. Name: _______________________________(print)

            B. Department: __________________________

            C. Phone: _______________________________

            D. E-mail: ________________________________

7. Names (in person’s own print handwriting), addresses, phone numbers and mails of 25 students who are interested in this organization
Student Senate Guidelines for creating a Constitution

· All revisions of an organization’s constitution must be passed by the Constitution Committee and the Senate before they become valid

· An organization must follow its Constitution, all Student Senate Policies, and all University Policies

· Failure to do any one of the above requirements results in the organization being placed on probation by the Constitution Committee. If placed on probation, an organization’s bank account is frozen, and the organization may not use any campus facilities without the written permission of the Constitution Committee Chairman.

            

 When creating a constitution, it is highly recommended to include:

            -  The Name the organization will be called

            - The Purpose of the organization, i.e. what it should do and why

- A list of Officers and their duties. There should at least a President, Treasurer, and Secretary. Others can be added though.

            - Membership information, such as who can join and any required dues

            - Elections information, i.e. how officers are elected

            - Committee information, if any is required

 

However, the following clauses MUST be included in the final constitution:

            • All amendments to this Constitution shall not be valid until approved by the Constitution Committee and the Student Senate. Any changes in the Constitution must include explanations for the changes.

            • If this organization is dissolved, any money remaining in its account shall be forfeited to the Student Senate, after any outstanding bills are paid.

Sample Constitution/By-Laws:

Constitution of the _________________
 
Article I. Name and Purpose
 

       Section 1. Name. The name of this organization shall be ______________

 

       Section 2. Purpose. The purpose of this organization shall be to _________

 

Article II. Members
 

       Section 1. Eligibility.  Any current student of Millersville is eligible to join this   

       organization.

 

       Section 2. Dismissal. Any member shall be dismissed by a vote of two-thirds of the total 

       membership.

 

       Section 3. Advisor. The Advisor shall be appointed by the President with approval of a 

       majority of the organization. The Advisor must be a current faculty or staff member at 

       Millersville University.

 

Article III. Officers
 

       Section 1. President.
 

              A. The President shall preside at all meetings.

              B. The President shall speak for the organization at events and public occasions.

 

       Section 2. Vice President.
 

              A. The Vice President shall succeed the President in the event a vacancy occurs

              B. The Vice President shall be judge of all elections, unless running. In this case…

              C. The Vice President shall preside at meetings when the President is absence.

              D. The Vice President shall speak for the organization when the President cannot. 

 

       Section 3. Treasurer.
 

              A. The Treasurer shall be responsible for handling the funds of the organization.

              B. The Treasurer shall keep a report of all transactions of the organization.

              C. The Treasurer shall handle the allocation process of Student Senate.

 

       Section 4. Secretary.
 

A.   The Secretary shall record and distribute minutes of the meetings.

B. The Secretary shall handle sending and receiving correspondence and mail

Article IV. Meetings.
 
       Section 1. Place and Time. The place and time of the meetings shall be designated by the   

       Executive Board       

       Section 2. Procedure. The Business of the organization shall be conducted in accordance      

       with the current edition of Robert’s Rules of Order, except where it conflicts with this 

       Constitution.

 

       Section 3. Quorum. Two-thirds of members shall constitute a quorum.

 
Article V. Committees.

       Section 1. Executive Board.
 
A. The Executive Board shall be composed of all officers and two members, one elected   

                    by the membership and one appointed by the President.

              B. The Executive Board shall create the Agenda.

C. The Executive Board shall exercise any other powers delegated to it by the  

      membership.

 

       Section 2. Committees. The organization shall create any committees to carry out its  

       business.

 
Article VI. Elections.
 

       Section 1. Members. Members shall be elected into the organization by a majority vote of the  

       current membership.

 

       Section 2. Officers. Officers shall be elected at a day in April designated by the Executive 

       Board, and must be current members of the organization in good standing.

 

       Section 3. Vacancy. An Officer position which has been vacated shall be filled with an in-

       house election at the next meeting.

 
Article VII. Amendments. 
 
       Section 1. Proposed Amendments. Proposed Amendments shall be distributed to the 

      membership one meeting prior to voting.

 

       Section 2.  Valid Amendments. All amendments to this Constitution shall not be  

       valid until approved by a two-thirds vote of the membership, the Constitution 

       Committee, and the Student Senate.

Article VIII. Dissolution. 

       Section 1. If this organization is dissolved, any money remaining in its account 

       shall be forfeited to the Student Senate, after any outstanding bills are paid.

Student Programs Office Registration

At the start of each academic year or when organization information changes, ALL organizations (both previously existing and new) must complete the online registration process with the Student Programs Office.  To be eligible for registration, organizations must meet the following criteria:

· Must be recognized by Student Senate 

· Must have a member designated to serve as treasurer and one to serve as President of the organization

· Must have an advisor who is a current Millersville University faculty or staff member
· Must submit a new copy of your constitution every time it changes

Steps to Registering:

Step One: 

The registration form can be filled out online at the student programs website http://www.millersville.edu/sprogram/
Step Two: 
Click on the link to Organization Registration
Step Three:

Fill out the Registration Form

Step Three: 
Submit the Information.
Notes when filling out the registration:

1. COMPLETE ALL FIELDS! There are some listed as required to be able to submit but we need for you to answer every field to be completely registered! The only exception to this rule would be if you have positions that are vacant. 

2. It is critical that you put your advisor(s)' correct email address. In lieu of their signature, as in years past, he/she will need to reply to an email confirming that everything listed is true to the best of his/her knowledge. 

3. If you have any questions, visit the Student Programs Office, room 128 in the Student Memorial Center. 

What happens after you submit the information:
The Student Programs Office will review your registration form to ensure that all criteria are met.  Once approved, the student organization will be eligible for the following benefits:

· Eligible to apply for funding through Student Senate’s allocation process

· Permitted to conduct fundraisers on campus (abiding by the lottery rules found in subsequent pages)

· Permitted to host and receive funding for a ‘Ville After Dark event

· Permitted to have an account with Student Services Inc.

· Permitted to have a mailbox at the SMC Front Desk (space permitting)

· Permitted to apply to host a SMC Party

Student Organization Responsibility and Liability
Clubs and organizations at MU are responsible for their events and activities, as well as the actions or negligence of the organization membership. Take a moment to thoroughly read the liability information detailed below. Be sure to review the information with your organization at the beginning of each semester, and discuss how these issues might affect your group’s activities. 

In consideration of the participants of the organization and its members in the stated activities of the organization and others that may occur during the academic school year, the organization’s officers and individual members have both an organizational and personal legal responsibility to adhere to all local, state, and federal laws, and all Millersville University policies and procedures. It is understood that neither the State of Pennsylvania, Pennsylvania State System of Higher Education, Millersville University, or the Millersville University Council of Trustees can defend the activities of the organization under its present insurance coverage or defray the costs, including attorneys’ fees, of defending any lawsuit or claim against the organization, its officers or members. The organization agrees to indemnify and hold harmless the State of Pennsylvania, Pennsylvania State System of Higher Education, Millersville University, or the Millersville University Council of Trustees and their officers and employees for and against any claims caused by the activities of the organization, its officers, and members. The organization may be held fully liable for its activities and any claims that may result will be against the organization, its officers and members.

Acknowledgement of Responsibility and Liability

The chief officer (e.g. organization president) shall declare by submitting the online application for student organization registration and the advisor shall acknowledge receipt of the information by responding to the student organization registration email that: The members of the student organization fully understand and acknowledge our reliance wholly upon our own judgment, belief, and conscious appreciation of the particular activities and dangers involved in the organization’s events, programs, and functions. Further, we acknowledge and understand that the State of Pennsylvania, Pennsylvania State System of Higher Education, Millersville University, or the Millersville University Council of Trustees disclaim liability for any and all damage, injury, or loss of life that may occur with respect to the activities, functions, and programs of the organizations. The student organization president and student organization advisor further acknowledge their responsibility to notify all members of the organization of these terms and conditions, and any and all university provisions and policies that apply to student organizations, which include but are not limited to policies in The Student Handbook and The Student Code of Conduct.  

Insurance Clarification

Millersville University has no insurance covering the activities of student clubs and organizations. Completing the recognition process with Student Senate and the registration process with the Student Programs Office as a student club or organization does not establish the State of Pennsylvania, Pennsylvania State System of Higher Education, Millersville University, or the Millersville University Council of Trustees liability coverage for any student club/organization or activity. (Please see *note to student organization advisors)

Your organization should consider purchasing general liability or accident medical coverage to cover your members and/or high-risk events.  In contemplating insurance for your organization, you should consider what events your organization sponsors, the composition of your members, and any past incidents.  You may also be able to purchase insurance for specific events, such as camps or enrichment programs.  If your organization is affiliated with a local, national, or international organization, your chapter may have coverage under the overarching insurance policy.  Consult with your representative to find more information about your options.

When planning an event that involves a third-party service, you should find out details about the insurance covering that event.  Some companies should provide insurance coverage for events hosted by the student organization on campus property (such as inflatables or moonwalk companies), while others should provide insurance for events at facilities owned by the third party (such as hotels renting ballrooms for big events).

*Note to Student Organization Advisors

Generally speaking, if you are a State System employee who is acting within the scope of your employment (which includes being a student organization advisor) and in good faith, or if you are a duly registered and authorized volunteer in compliance with Board of Governors Policy No. 1991-04, and are named as a defendant in a civil claim or lawsuit arising out of your acts or omissions, you will be legally defended by the Commonwealth and indemnified from any resulting monetary judgment against you.  For more information see the Advisor Guidebook or visit  http://www.passhe.edu/executive/counsel/areas/pages/questions.aspx#no1
Using the Name of the University

Millersville University recognizes and supports the development of all student organizations. However, student organizations are not departments or administrative units of Millersville University.  Therefore student organizations that wish to use the university’s name as part of their organization’s name may do so as long as sponsorship or endorsement by the university is not implied or stated. If used, organizations must clearly indicate in their organizational title, constitution, and paraphernalia that they are “at Millersville University” (i.e. Student Organization at Millersville University).

The purpose of this distinction is to ensure that outside organizations that do interact with student organizations are aware that their dealings are with the club or group and not with the University itself.
Student Organizations and Hazing

Commonwealth of Pennsylvania Anti-Hazing Law

Act 175 of 1986 (Anti-Hazing Law) of the Commonwealth of Pennsylvania prohibits students and student organizations from hazing applicants for membership and from hazing persons who are already members to maintain their memberships in organizations. Act 175 provides that no student can consent to being hazed. Any activity falling within the definition of hazing activities is considered to be a forced activity, subjecting the organization and its members to the full range of penalties.
Millersville University Student Code of Conduct

Hazing is a violation of the Millersville University Student Code of Conduct and is strictly prohibited.  Specifically, the Millersville University Student Code of Conduct states that hazing or harassing another person for the purpose of initiation or maintaining group affiliation is a violation of the Student Code of Conduct. The Millersville University Student Code of Conduct defines hazing as any action which endangers the mental or physical health or safety of a student, with or without his/her consent.   Additionally, violations of the code include conduct which may also be in violation of federal, state or local law including violations of Millersville Borough ordinances.

Hazing Definitions

Hazing is defined by Pennsylvania Statute as “Any action or a situation which recklessly or intentionally endangers the mental or physical health or safety of a student or which willfully destroys or removes public or private property for the purpose of initiation or admission into or affiliation with, or as a condition for continued membership in any organization operating under the sanction of, or recognized as, an organization by an institution of higher education. The term shall include, but not be limited to, any brutality of a physical nature, such as whipping, beating, branding, forced calisthenics, exposure to the elements, forced consumption of any food, liquor, drug or other substance, or any other forced physical activity which could adversely affect the physical health and safety of the individual, and shall include any activity which would subject the individual to extreme mental stress, such as sleep deprivation, forced exclusion from social contact, forced conduct which could result in extreme embarrassment, or any other forced activity which could adversely affect the mental health or dignity of the individual, or any willful destruction or removal of public or private property. For purposes of this definition, any activity as described in this definition upon which the initiation or admission into or affiliation with or continued membership in an organization is directly or indirectly conditioned shall be presumed to be “forced” activity, the willingness of an individual to participate in such activity notwithstanding. (24 P.S.§ 5352)

Additionally, the FIPG (Fraternal Information & Programming Group) Risk Management Policy defines hazing as "Any action taken or situation created, intentionally, whether on or off fraternity premises, to produce mental or physical discomfort, embarrassment, harassment, or ridicule. Such activities may include but are not limited to the following: use of alcohol, paddling in any form, creation of excessive fatigue, physical and psychological shocks, quests, treasure hunts, scavenger hunts, road trips or any other such activities carried on outside or inside of the confines of the chapter house; wearing of public apparel which is conspicuous and not normally in good taste, engaging in public stunts and buffoonery, morally degrading or humiliating games and activities, and any other activities which are not consistent with academic achievement, fraternal law, ritual or policy or the regulations and policies of the educational institution or applicable state law."

Violations and Sanctions

The Code of Conduct applies to all students of Millersville University. The Code also applies to any group of students who have complied with the University requirements for recognition as a student organization. Members of a student organization may be individually held responsible or charged as a group for infractions and violations to the Code.

Should there be allegations of hazing, the Judicial Affairs Director will determine whether there are sufficient grounds to charge a student or student organization with violating Section B. of the Student Code of Conduct.  Hazing violations will result in sanctions.  The following sanctions are general University sanctions which may be imposed. This list is not intended to be exhaustive, and the University and its agents reserve the right to impose additional sanctions to ensure the highest standards of conduct.

The University may impose any of the following sanctions listed below on student organizations found in violation of the Student Code of Conduct.

A. Reprimand-Student organization executive leadership shall be warned in writing to refrain from continuing the conduct in question. Continuation of the conduct may result in more serious consequences.

B. Deactivation – Temporary loss of University recognition and campus privileges for a designated period of time. A student organization deactivation shall not exceed five years.

C. Termination of University Recognition - The organization is not eligible for reinstatement for a minimum of five (5) years. Reinstatement of an organization's charter can only be granted by the Vice President for Student Affairs. Consideration for reinstatement must be accompanied by a written proposal developed under the guidance of the Director of Student Programs. The proposal for reinstatement must also include the following criteria: a letter of endorsement/support from a proposed faculty/staff advisor, a letter of support from the Executive Board of Student Senate, and a cover letter outlining the steps that have been taken to avoid a repeat of the earlier misconduct.

D. Additional sanctions including but not limited to items cited in Section G.2

1. Educational Sanction - A student may be required to attend an educational program, participate in a community service project or produce an educational project.

2. Loss of Privileges - A student/student organization may be denied specific privileges for a designated period of time. These privileges include but are not limited to access to specific buildings, facilities, residence hall assignment, and participation in extracurricular activities.

3. Restitution - Payment for property loss or damage, or other losses such as medical bills.

Sanctions imposed against student organizations do not also apply to the individual members of the organizations, unless otherwise specified.

All students and student organizations are responsible for abiding by the terms and conditions of the Student Code of Conduct. Students will be held responsible regardless of their place of residence or whether their acts are on or off campus.  For more information, please refer to the Student Code of Conduct http://www.millersville.edu/services/judicialaffairs/files/StudentCodeConduct0910.pdf 

Part II: Position Descriptions
Each student organization writes its own constitution and bylaws, which should outline the basic role of each organization officer. It is up to the members of the organization to assign responsibilities to a specific officer.  Below are some possible position responsibilities that many organizations tend to use.  Although a student organization’s constitution lists some specific position responsibilities, each officer should have the freedom to personalize his or her office.  Individual interest areas and skills often dictate the amount of time an officer spends on a particular responsibility.  However, a good officer learns to incorporate the basic responsibilities of the position.  

Role of the President

· Preside over all meetings

· Call special meetings if needed

· Schedule all practices, classes, and other activities

· Prepare files and reports

· Appoint committee chair people

· Complete annual club registration with Student Programs Office

· Attend yearly President Meetings

· Represent the organization at official functions and University events

· Maintain contact with organization and advisor

· Coordinate organization elections
Role of the Vice President

· Assume the duties of the President as needed
· Plan organization retreats if necessary
· Coordinate organization recruitment
· Represent organization at official events
· Help coordinate officer elections
Role of the Secretary

· Keep a record of all members of the organization
· Keep a record of all organization activities
· Keep and distribute minutes at meetings
· Create and distribute agendas 
· Notify members of meetings
· Prepare a calendar of events
· Obtain facilities of organization activities
· Collect mail from advisor or from mailbox (unless President is appointed to do so)
Role of the Treasurer

· Keep all financial records of the organization
· Pay bills and collects dues
· Prepare financial reports
· Prepare annual budget and present to the Student Senate Allocation committee
· Be familiar with accounting procedures and policies
Recruiting New Members

· Remember that a personal contact is always better than many flyers and newspaper advertisements.  People join organizations because they like the people they find there or want to be a part of the group.  Nothing can replace the simple act of getting to know someone and asking them to join the organization.

· Co-sponsor events on campus to get your organization’s name out there more.  Be sure to have information on your organization at all events you sponsor.

· Feed potential members.  College students are attracted to free food.

· Make sure the group signs up for a table at Organizational Outbreak—this event occurs at the beginning of both the fall and spring semester.

· Go out of your way to make new members feel equal and immersed right away.

· Hold meetings and events in comfortable, visible, easy-to-come-to places.

· Always take photos at meetings and events—these can be displayed in a variety of ways.

· When working to recruit members, always try to think in terms of “what’s in it for them.”

· Have an informational meeting

The Advisor

Guidelines for Effective Advising

I. General Functions

a. Assist the group in negotiating all group members’ roles.

b. A group advisor must express sincere enthusiasm and interest in the group and its activities. Advisors must be open to criticisms by the group. Work with them to reevaluate your role. Be willing to be wrong.

c. At times it is wise to allow the group to be on its own. You can demonstrate your trust in them by stepping back for a short time; however, do not pull back too far because they may feel you have lost interest. If you never step back, they may feel you are a “parent.”

d. Act as a positive critic to the group. Give them feedback on how they are doing.

e. Serve as a resource for alternative ideas or solutions.

f. Be aware of any and all procedures and regulations affecting the group. Assist them in adhering to them.

g. Encourage the group to keep records and evaluations in files.

h. Try to encourage the assignment of tasks to all members. If a member merely comes to meetings and listens, he/she will readily lose interest.

i. Use the tools you have to assist the group - discussion methods, goal setting, role negotiating, small sub-groups, group representatives, role playing, etc.

II. Group Building

a. It is important for group members to know each other well enough to be able to share thoughts freely and join in the group.

b. Get to know members and help them identify the contributions they can make to the group.

c. Work with group leaders to develop and implement procedures for building group feeling and purpose.

III. Group Goal Setting

a. Early in the year raise questions about the group goals. What is their purpose?

b. What do they want to accomplish? Try the consensus method for group goal formation.

c. Keep a record of goals and encourage the group to periodically evaluate its progress in relation to those goals.
IV. Group Meetings

a. Meet with the officers at least one day prior to the meeting to develop an agenda.

b. This allows time to gather any materials and information needed. In planning an agenda for a meeting, help the officer consider what has to be done and what should be done in light of their goals.

c. Discuss ideas with the officers on possible methods of running the meeting.

d. Following the meeting, discuss with the officers any problems encountered during the meeting and offer suggestions for improvement.

e. In a supportive manner, try to hold the officers accountable for follow-up on any assignments made at the meeting.

V. Suggestions for Faculty Advisors

· Determine whether or not the organization is achieving the goals set forth by the executive board at the beginning of each semester.

· Represent the group to the administration and help create a better understanding of the system and its operations.

· Attend as many meetings as possible.

· Advise and evaluate the officers on the performance of their duties.

· Help the group institute and maintain a well organized recruitment plan
· Help new members feel welcome—encourage the group to integrate new people by providing orientation and training programs.

· Advise the organization’s financial and legal matters.

· Provide continuity for the group. Guide the action of the organization to prevent harmful decisions or acts.

· Be aware of university standards and regulations as they apply to the organization.

· Work closely with the people in the Student Programs Office.

· Professional advisors can help, especially if you keep them informed about your organization’s activities, plans and problems.

· Know as many students as you possibly can and know them well.

· Treat each student with the dignity and respect that you want for yourself.

· Deal with the important and relevant aspects of your position. Avoid getting burned out in dealing with petty differences.

· Be honest with yourself and others. It does no good to tell students what you think they want to hear.

· Never underestimate the power of your influence on a student. Your conduct and conversations are what you are—a model for others.
From: http://www.wagner.edu/campus_life/filestore2/download/529/role%20of%20advisor.pdf 

Sample Advisor Contract

Please read and review the following criteria.  The Millersville University Student Senate and The Student Programs Office are asking that all items be met in order to establish a closer communication link between the club and the advisor and with the club and Student Senate/Student Programs Office.  Therefore, we can have a productive year for everyone. 
If you are not planning on being the advisor for the upcoming year, please notify the officers of the appropriate club and the Student Programs Office by calling x4727.  
Failure to register online with the Student Programs Office and to notify the Student Senate of any changes will result in the club or organization’s budget being frozen. When clubs and organizations register online, an email is automatically generated to the named Advisor.  Advisors are asked to respond to this email, and in doing so may either accept or decline the advisor position to which they have been named.  
**Please note: Advisors must be current faculty or staff members at Millersville University.
I, ____________________________________, agree to the following terms as I am a beneficial 
Advisor for _____________________________________________________.  




    (Fill in Organization Name)

1. Meet with officers on a regular basis. 
2. Establish a relationship with the Student Programs Office and the Student Senate by: 

a) Making sure the Student Programs Office is aware of the current membership and officers
b) Ensuring the officers register the organization online via the Student Programs website by the required deadline 

c) Notifying the Student Programs Office and the club/organization officers if any information changes
Part III:  Obtaining and Using Funds
Student Senate Allocations

Student Senate gives over $1 million dollars each year to campus organizations. The money comes from the Student Activity fee each student pays for each semester they attend Millersville. They, Senate, with major help from its Allocations Committee, determine which organizations get money, and how much they get. 

There are two types of allocation requests: General and Emergency. General allocations are for an entire year. An organization submits an allocation form, which is handed out early in the spring semester, with a budget of what and how much they want. Emergency allocations are for a specific purpose. They can only be for expenses that were not anticipated when the General allocation request was submitted. Student Senate does not fund deficit spending however. 

Allocations may be requested for any reason except purchasing food, alcohol, donations to off campus organizations(except for dues for national or state ones), or political or religious activities or contributions. 

Organizations may get a bank account with Student Services in the SMC. If organizations want to receive money from Student Senate, they MUST have an account there. Organizations are eligible to receive money after having been operational for one semester prior to the request for money. 

Hearing Process Information

In order for the Allocations Committee to fully understand your interest and need for allocation funds, a hearing session is held to meet with your organization and the Allocations Committee. Listed below is valuable information about the hearing process for your organization. Please read and understand the information below so that your hearing process runs smoothly and successfully. 

1. In order to be considered for allocations, organization must be recognized by Student Senate as well as registered with the Student Programs Office.  Organizations that have been granted temporary status may apply for allocations IF they are within six months of eligibility to apply for permanent status.  No organization may apply for allocated funds if they are on probationary status.

2. In order to be considered for allocations, an organization must have attended an Allocation Information Session in the fall semester.  At this time, organization will receive an Allocations Packet as well as information about the hearing process, which occurs in the spring semester. 

3. Organizations that were allocated $10,000 or more the previous fiscal year or are requesting $10,000 for the upcoming fiscal year MUST schedule a hearing with the Allocations Committee.
4. Organizations asking for less than $10,000 may request a hearing with the Allocations Committee if they so choose.

5. The hearing sessions usually last 15-20 minutes and are used for the Allocations Committee to ask questions on the organization's status, future goals, and request of allocations. Hearings will be scheduled at the time that Allocations Packets are turned in.
6. Scheduling a hearing is based on a first come, first serve basis
7. For your hearing process, it would be best for the President and Treasurer of your organization to be present. Since these two positions hold the most information about the organization and its funds, the hearing process will run more smoothly because specific and detailed questions can be answered. 
Below are listed some basic questions that will be asked by the Committee during the hearing. We highly advise you to be prepared to answer these questions. The more information you know about the organization, the better. Listed below are standard questions, however, the Committee holds the power of what questions to or not to ask the organization. Also, more questions than what are listed below can and will be asked. 

1. Does your organization collect dues? How much per member? 

2. How many members did you have last year, and how many are there this year? 

3. What improvements has the organization made since last year? 

4. What fundraising has the organization done over the year? 

5. How successful has your fundraising been? 

6. How will these funds better the students and community of Millersville University? 

7. What plans do you have in mind for your organization for next year? 

8. When are your meetings, how long are they, how many members attend? 

9. How has your balance record changed in the last three-five years? 

10. Are you planning on being the President/Treasurer/member of the organization next year? 

11. How long have you been affiliated with the organization? 

12. Why are you applying for allocation funds? 

We hope that you look into these questions and come prepared to the allocations hearing. As stated above, the more information about the organization that is available for the hearing, the more productive the hearing will be. 


Below is a list of Allocation Guidelines that the allocations committee will use when reviewing packets: 

Travel

Student Activity Fee funds may be used for travel. The reimbursement rate is assessed at 55 cents per mile by motor vehicle in accordance with the Millersville University Purchasing website. All travel must be associated with the purpose of the organization.

· Conferences

Student Senate will fund for an organization to attend up to one regional and one national conference per academic fiscal year for a maximum of eight students. Student Senate does not fund for non-students to attend conferences with the organization. Funds that can be requested include transportation to and from the conference, registration fees, and hotel accommodations (maximum hotel rates will be determined based on the Maximum Rates of Reimbursement on the MU Purchasing website [http://www.millersville.edu/~purchase/current_max_rates.php]). When requesting funds for a conference, the allocations committee requests multiple quotes for airfare and hotel to ensure that organizations are trying to keep the cost as minimal as possible.  

· Trips

Student Activity Fee funds may be used for trips.  All trips must be associated with the purpose of the organization.  All trips must be open to entire campus.  Examples: (UAB Broadway trip, Ski trip, BSU Six flags, etc.)

Alcohol

In accordance with University policy, Student Senate will not fund for alcohol.

Community Outreach & Charitable Events

Student Senate will fund events on a case by case basis that benefit the community outside of MU and/or improve MU’s reputation. However, Student Senate funds cannot be used as direct donations to a charitable organization. 

Deficit Spending

Student Senate will not fund deficit spending from any previous academic year.

Equipment

If a group requires permanent equipment, or other supplies, a secure storage facility must first be found before we can approve funding. Funding will not be approved without proof of secure storage.  Student Senate does not fund for repairing equipment. (Ex: computers, table tennis tables, etc.)

Exclusivity Policy
Student Senate will not fund any organization that is exclusive in their membership selection.  This includes organizations which do not accept all applicable members and do not accept members based on gender, race, etc.  Student Senate will fund organizations who accept members based on GPA/QPA requirements as stated in their constitutions.  Student Senate will fund organizations in which the purpose is to govern exclusive organizations.

Food

Funding for food will be limited to events that are open to the entire campus. These events must have cultural significance to your organization or promote student interaction. For example, Student Senate will not allocate funds for food for individual organizations (Ex. food at meetings).


Fundraising Activities

Student Senate does not fund for fundraising activities. Essentially, organizations can not use allocated monies to make a profit.


Honorariums

Student Senate does not fund for honorariums for any lecturer/performer/speaker. Funding may be awarded for the travel and lodging expenses for a lecturer/performer/speaker to come to the University if they are not faculty, staff, or administration. (Definition of an Honorarium: Cash payment given to a professional person for services for which fees are not legally or traditionally required.)  

Lectures/Performers/Speakers

Student Senate requires that any lecturer, performer, or speaker who receives Student Activity Fee funds must be open to any member of the University community and have an established cost. 

Materials Already in University Libraries

Student Senate will not fund for materials obtainable in the University Libraries, unless proven it will provide greater benefit to the organization.

Membership Dues

Student Senate will fund for mandatory National or Regional organizational dues.  However, proof must be provided that organizations must pay the dues. For example, Student Senate must pay dues to be a part of the Board of Student Government Presidents. Student Senate does not fund for individual membership dues. 

Office Supplies/Expenses

Student Senate will fund for up to $150.00 for office supplies/expenses to organizations depending on the need of the organization. This $150.00 does not include advertising supplies and copies.

Political Events

Student Activity Fee Funds may be used by political groups on campus. Student Activity Fee funds may not be used to financially contribute to a political campaign.

Publications

Organizations that produce publications may request funds for the costs of printing and supplies. Groups are encouraged to solicit bids from various printing companies. Due to the large expense of printing, Student Senate asks that organizations be conservative in the length of their publications as well as their distribution amount. 

Religious Activities

Student Senate will not fund for any distribution of religious materials/supplies that are intended to spread a religious viewpoint. Student Senate will fund for trips as long as they are intended for members’ education, not the intentions of spreading a religious viewpoint.

Scholarship/Financial Aid

No Student Activity Fee funds may be used for scholarship or financial aid of any kind. 

General Notes

· All conferences and travel/field trips taken by an organization must stay within the Continental United States.  

· The allocations committee will allow requests for exceptions to the conference maximum of eight (8) persons, if a team or group must attend or present.
All guidelines set forth in this document are up for interpretation by the Allocations Committee, on a case-by-case basis.

Emergency Allocations

Emergency allocation request forms are reviewed throughout the year on an as needed basis. To better help you understand the process of emergency allocations; the following are guidelines, approved by the Student Senate on November 1, 2001, that the allocations committee shall follow: 

Purpose 

1. The purpose of an emergency allocation is to support a student organization's activity that could not have been anticipated when the organization made its regular spring semester allocation request. 

2. Inadequate organizational management or planning is not a valid reason for requesting an emergency allocation. The Student Senate does not permit and will not fund deficit spending. 

Eligibility 

Student organizations which meet either of the two criteria listed below may request emergency allocations from the Student Senate at any time during the fall or spring semesters in accordance with the purposes listed below: 

a. Student organizations which are officially recognized by the Student Senate 

-OR- 

b. Student organizations which meet the eligibility requirement of functioning for at least one semester in which they were granted temporary status and which are in a position to be granted permanent status. 

If the request of your organization follows the above guidelines, you may submit an application for emergency allocations. Once we have received your application, a hearing will be set up to provide your organization the opportunity to explain your request. If you have any questions about the application, or the procedure, please leave the Treasurer a message by calling the Student Senate office at 872-3513.

 The Role of the Banking Center 
STUDENT SERVICES, INC.
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STUDENT SERVICES, INC.
MILLERSVILLE UNIVERSITY
MILLERSVILLE, PA 17551

Please issue a check in the amount of $

To:

Address:

Description: .

Organization:

Date:

Treasurer /President Signature:

For Office Use Only:

Advisor Signature:

General Ledger Code:

Mail to Above Address: Pick Up Check:

or

Mail to:

Form #1 must be completed and attached to invoices and/or receipts before check

will be issued.





To:
Student Organization Presidents, Treasurers, and Advisors

From:
LaTisha B. Brian, Accounting Manager


Student Services, Inc.

Date:
February 26, 2010
SUBJ:
Student Organization Account Information

The following guidelines explain the process of depositing and receiving money from your organization account with Student Services, Inc.  
1. All student organizations are required to have a signature sheet on file.  This must be completed each academic year.  The signature sheet for the 2009-2010 academic year must be on file by September 9, 2009.  Failure to complete the sheet will result in your organization’s account being frozen.
2. Money may be deposited into your organization account at the Student Memorial Center Banking Area, Monday through Friday 8:00a.m. – 4:30p.m.  You will receive a receipt for all monies deposited.

3. To have checks written from your organization account, a form #1 (see attached) must be completed. You may request a check for payment or reimbursement.
a. Request for Payment:

· An invoice must be attached Form #1

· All invoices must include a full mailing address
b. Request for Reimbursement:

· All receipts must show amount, date and place of business
· In case of travel reimbursements, you must show proof of payment.  For example, an airline/hotel itinerary or estimates from a car rental dealer are not proof of payment.  The proof of payment should show that payment was made by cash, check or credit card.
· If receipts are lost or incomplete, i.e. name of business not on register receipts, date incomplete or not on receipt, etc., a letter must accompany the Form #1 clearly stating the reasons for discrepancy.  Again, this documentation will require two signatures.  The President/Treasurer and the Advisor must sign the attachment.  
Directions for completing a Form #1:

· To: 

The Payee (who the check should be made out to)

· Address: 

The full address of the Payee

· Description: 
A full explanation for the request

· Organization:
Your organization name

· Date:

Date of request

· Signature Lines: Each Form #1 must have two signatures, the Treasurer and/or President and the Advisor. These signatures should match the signature sheet that was turned in at the beginning of the semester.

· General Ledger Code is for our office use

· You may choose how the check is distributed – Any form #1 that does not have a preference will be mailed.  Checks that are marked for pick –up will be held for two weeks from issue date.  They will be mailed after the two week time period.
4. Checks are available for pick on Tuesdays and Fridays after 3:00p.m.  Form #1’s received on Fridays and Mondays 8:00a.m. – 4:30p.m. will be available on Tuesdays.  Form #1’s received on Tuesday, Wednesday and Thursday 8:00a.m. – 4:30p.m. will be available on Fridays. 

5. Petty Cash may be withdrawn from Student Services, Inc. for miscellaneous purchases totaling $50.00 or less.  The signature of the president/treasurer and advisor are required on the petty cash request form. The money will be deducted from your account at this time.  You will receive a petty cash receipt and a petty cash voucher when receiving petty cash.  The petty cash voucher must be used to keep track of petty cash expenses.  All receipts and/or sales slips and unused funds are required to be returned with the petty cash voucher to the Student Services, Inc. banking center to clear the petty cash slip.  One petty cash slip must be cleared before another will be issued.  

6. If your organization has depleted all the funds deposited with Student Services, Inc., the president/treasurer and advisor to your organization will be notified.  No Form #1s, or petty cash requests will be processed and no funds released until a balance is available in the organization’s account.

7. A detailed statement of all financial transactions will be provided on a monthly basis.  The advisor and president or treasurer should review the statement for accuracy and report any discrepancies to the Banking Area at the Student Memorial Center.

Contact Tish Brian at extension 3262 if you have any questions.

Your cooperation is greatly appreciated.
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Organization Information:

Organization address for
sending monthly statement

President Information:

President Name (print):

President Address:

President Phone Number:

TREASURER
INFORMATION:

Treasurer Name (print):
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Advisor Name (print):

Advisor Campus Address:

Advisor Campus Extension:

Student Organization Information 2007-2008

Signature:
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Campus e-mail address
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Would you like a copy of the monthly
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Banking Center Forms

Form #1:
Student Organization Information Sheet

Petty Cash Form

[image: image1.jpg]Student Services, Inc. GL Code: 2500.6800
Millersville University
Millersville, PA
PETTY CASH REQUEST

The organization indicated below is requesting petty cash from Student Services, Inc. in the

amount of Dollars $

for purchase and payment of small items of supply/services.

The organization understands that this cash transaction will be deducted from their account with
Student Services, Inc. & no other petty cash will be received until a completed

form #3 (petty cash voucher) is returned to the banking area.

Date:

Organization:

President/Treasurer Signature:

Advisor Signature:

Teller:





Part IV:  Resources
Student Memorial Center
Much of the social life on campus centers on the Student Memorial Center (SMC) located across from Gordinier Dining Hall on South George Street . The recently expanded/renovated facility has much to offer students and the entire Millersville University community.  

The University Store is located in the north wing. Textbooks, Millersville University clothing, gift items and various sundries are available in the University Store. On the lower level, a Copy Shop provides copying services, lamination, laser printouts, FAX and binding services, picture restoration & UPS shipping.  

The MU Galley, a spacious dining area, is located in the SMC and provides students, faculty, staff and visitors with an extensive menu including pizza, subs, salads, and breakfast.  The Club de ‘Ville is located in the lower level and is equipped with billiard tables, an entertainment stage, a video projection system, TV's, and computers with wireless internet access. In addition, a “Starbucks” coffee shop is available.  

The business office of Student Services, Inc., and a student banking area are also located in the Student Memorial Center . Students with a valid Millersville University I.D. may cash personal checks up to $50.00. Tickets for campus functions may also be obtained at the same location.  

The south wing contains the information/reception desk. Room reservations for the eight meeting rooms and the multipurpose room may be made there or at the Information Desk’s website:  www.roomrequests.com. Campus information, ticket information and various reading materials are available. The south wing also boasts a fitness center, two racquetball courts an open recreation area, and a recently added state-of-the-art cardiovascular room.  

Many student organizations have offices in the Student Memorial Center. Currently, the Black Student Union, International Relations Club, MU Allies, The Snapper (campus newspaper), SOLA, Student Senate, Touchstone (campus yearbook), University Activities Board and WIXQ (campus radio station), are located in the Student Memorial Center.  
	HOURS OF OPERATION: 

	BUILDING 
	GALLEY 

	Monday - Friday 
	8 a.m. - 11 p.m. 
	Monday - Thursday 
	7 a.m. - 10 p.m. 

	Saturday 
	8 a.m. - 11 p.m. 
	Friday 
	7 a.m. - 7 p.m. 

	Sunday 
	11 a.m. - 11 p.m. 
	Saturday 
	1 p.m. - 7 p.m.  

	COPY SHOP 
	Sunday 
	2 p.m. - 10 p.m. 

	Monday - Thursday 
	8:30 a.m. - 7 p.m.  
	GAME ROOM & CLUB de'VILLE 

	Friday 
	8:30 a.m. - 5 p.m.  
	Monday - Friday 
	9 a.m. - 11 p.m. 

	Saturday 
	12 p.m. - 4 p.m.  
	Saturday 
	11 a.m. - 11 p.m. 

	Sunday 
	CLOSED 
	Sunday 
	11 a.m. - 11 p.m. 

	FITNESS CENTER 
	STUDENT BANKING AREA 

	Monday - Thursday  
	6 a.m. - 11:00 p.m. 
	Monday - Friday 
	8 a.m. - 4:30 p.m. 

	Friday 
	6 a.m. - 7 p.m. 
	UNIVERSITY STORE 

	Saturday 
	10 a.m. - 7 p.m. 
	Monday - Thursday  
	8:30 a.m. - 7 p.m.  

	Sunday  
	11 a.m. - 11 p.m. 
	Friday  
	8:30 a.m. - 5 p.m.  

	 
	 
	Saturday  
	12 p.m. - 4 p.m.  


Reserving different places around campus

Any organization need to schedule a program or event utilizing a campus facility must complete all the necessary paperwork for that facility and go through the designated scheduler for that facility. The following list should be helpful in determining to whom you should go when scheduling an event

	Location
	Who to talk to
	Phone Number 
	Building

	SMC Rooms
	SMC Info Desk
	872-3510
	SMC

	Classrooms
	Registrar’s Office
	871-5567
	Lyle Hall

	Gymnasiums
	Intramurals & Recreation
	872-3705
	Pucillo Gym

	Outdoor Space (Quad)
	Student Programs
	872-3506
	SMC 128

	Bolger Conference Center
	University Dining
	872-3443
	Gordinier Hall



Part V: Planning & Implementing Successful Events
Event Planning Checklist
______ Contact performer for pricing and availability

· Record contact name

· Record phone number

· Record availability

· Record price (please do not negotiate any payment figures without first consulting with your advisor and treasurer)  
______ Check proposed event date 

· Reserve venue

· Check campus calendar for major events

______ Contact advisor for approval to request contract

· Review contract with advisor or Student Programs Office

· Review technical rider with Technical Operations

______ Develop program budget with advisor and treasurer

· Review contract for cost of performer, food, lodging, tech fees, etc.

______ Reserve transportation if necessary

· School Bus/ Charter Bus

______ Become familiar with the signed contract

· Event date, payment plan, arrival time, set-up needs, lodging, meals, etc.) 

_____ Contact ticket sales if necessary

· Determine number of tickets, ticket or list, sale dates, & cost

_____ Develop and distribute PR 

· At least 3 weeks in advance 

_____ Confirm all assignments

· Contact everyone involved in the program a week in advance(load in/load out crew etc.) 

· Send directions to performer, hotel confirmation if needed, and make sure the performer has a second contact person in case of emergency.  

____ Pick up check day of performance & all other resources for the program.  

· No check no performance, Only after performance should performer receive payment.  

_____ Evaluate program

· Attendance count and record suggestions for changes/improvements for future programs.  

_____ Thank you

· Be sure to thank those who assisted with the program

_____ Turn in all receipts with your name and purpose of purchase to the SMC Banking Window

Contracts for Events 

Contracts are official legal documents and therefore must ALWAYS be signed by an advisor or the Director of Student Programs (or a designee). Never sign a contract yourself—you could be responsible for paying the entire fee on your own! Your advisor or the Director of Student Programs (or a designee) has to verify that you have the appropriate funds in your SSI Banking Center Account.  If you are not using an SSI Banking Center account you must provide verification that you have the appropriate funds in your off campus account.

For Student Organizations Using Student Senate Allocations

1. All contracts and/or agreements with outside agencies must be approved and signed by the Director of Student Programs or a designee.

2. Under no circumstances can a student sign a contract or agreement with an outside agency.

For Student Organizations Using Fundraising Money or an Off Campus Account

1. All contracts and/or agreements with outside agencies must be approved and signed by the Director of Student Programs or a designee if the amount is over $250.

2. All contracts and/or agreements with outside agencies must be approved and signed by the student organization’s official faculty/staff adviser if the amount is $250 or under.

3. Under no circumstances can a student sign a contract or agreement with an outside agency.

When talking with a speaker or artist (or agent), never verbally commit to paying a certain fee or bringing the artist on a certain date. Verbal agreements can be legally binding. Use language such as:

· Is the act/program touring through/near Millersville University? If so, when?

· Is the artist available on a certain date, if we are also available?

· What is the act/program's "asking fee?" What does this fee include?

· What are the technical requirements for this act/program? You can ask the agent/artist/company to mail or fax a technical requirements sheet for you and your advisor to look over.

· What promotional support is there for this act/program? (For example, does the agency provide free posters, flyers, tapes, etc.) Can you send us a press packet? Promotional tape? Slides?

· What other colleges/universities have booked this act/program in the past?

· Will this act do teasers, residencies, interviews, classes?

· Do we need to pay for transportation and lodging or is that included?

· Will you provide a contract or do we have to supply one?

· Are there special meal requirements?

· I will pass this information on to the planning committee and respond back to you shortly.

· Please send me a contract with the quoted fees and I will seek the necessary approvals.

· Please send me an artist rider with the quoted fees and I will seek the necessary approvals.

Policies and Procedures for Student Organization Use of University Facilities For Dances/Parties and Special Events

1. WHAT EVENTS MUST BE REGISTERED?

· Dances, parties and special events including concerts/step shows if such events are scheduled in Lyte Auditorium, the Quad, Brooks Gym, or Pucillo Gym, OR scheduled in the Student Memorial Center MPR or Club de’Ville after 11:00 p.m. OR  are open to people who are not Millersville University employees, students or alumni.

2. WHO CAN RESERVE UNIVERSITY FACILITIES?

· Officially registered student organizations having no delinquent balances with either Millersville University or Student Services, Inc. (SSI).  Those with delinquent balances will not be permitted to register events until their balances are cleared.
· Student organizations are not permitted to reserve University facilities on behalf of any other student or University organization or any off campus groups.
· Organizations wishing to hold dances/parties in the SMC must contact the Director of Student Programs.  Dates will be reserved on a first come basis.  No reservations will be made before SMC dates are released by the SMC Building Manager.  Organizations that had a dance/party the previous semester will not be granted a dance/party the following semester.
3. HOW DO ORGANIZATIONS REGISTER EVENTS?

· Meet with the Student Programs Office before beginning the event registration process.
· Call the person in charge of making reservations to determine if your requested date is available.  Ask the facility manager to hold the date.  If the space is available this does not mean the event is approved.  Events are not approved until you complete all paperwork and receive an approval email from the Student Programs Office.
· Complete and return the “Agreement for the Use of University Facilities” form to the Student Programs Office.  If you will need University Police and/or outside security at your event, you must complete and return the form no later than thirty-five (35) days before the date of the event.  If you return the form after the deadline and it is determined that the University Police must be present at your event, you event will not be approved. 
· After completing the form, the Event Coordinator must schedule a meeting with the Director of Student Programs to talk about the basic information and the event specifics.
· After the meeting, the Director of Student Programs or a designee will email a copy of the Agreement for the Use of University Facilities to the following people or offices for approval:  Facility Manager, University Police, Technical Operations, and University Dining (if necessary).

A final email will be sent to everyone, including the Event Coordinator, confirming the events approval.  Your 
event it not approved until you receive the final email.  DO NOT sign any contracts before event approval.
4. WHERE CAN EVENTS BE HELD?

· Dances/parties are held in the SMC Multi-purpose room (capacity 400).
· Events such as concerts, step shows, etc. that are expected to draw more than 400 people may be held at other University sites that can accommodate larger crowds (based on availability). Does this include dances?
· Final authority on determining location of events rests with the Facility Manager, the Director of Student Programs, and the University Police.
5. WHEN CAN EVENTS BE HELD?

· Dances/parties are normally scheduled on Friday nights.
· Only a limited number of events can be scheduled on Saturday and other nights of the week.
· The University (Facility Manager, the Director of Student Programs, and the University Police) has final authority in determining the days of the week when events can be scheduled.
6. WHAT ARE THE DEADLINES FOR REGISTERING EVENTS?

· The Agreement for the Use of University Facilities must be submitted to the Student Programs Office no later than 35 days prior to the event.
7. WHAT SECURITY PROCEDURES MUST BE FOLLOWED AT EVENTS 

      AND WHO IS RESPONSIBLE FOR THE COSTS?

· The University will normally require the presence of both University Police and outside security personnel at dances/parties/concerts/step shows.
· University Police will be responsible for scheduling outside security personnel to assist at the event.  All security agencies will be bonded, licensed and insured.
· Security will sign in before the function begins, and they will sign out at the conclusion of the function.  All time sheets will be reviewed by the officer in charge.
· Sponsoring organizations must identify by name on the Student Security Registration Form the names of at least six of its members who will assist with event security.
· The sponsoring organization will be assessed  I think this is $250 now, but I’m not sure per event to assist in defraying the cost of University Police coverage for events when anticipated attendance is 400 people or less.  Additional fees for University Police coverage may be assessed for events expected to attract more than 400 people.
· Sponsoring organizations will be responsible for the full cost of hiring outside security personnel.
8. WHO IS RESPONSIBLE FOR PROVIDING WHICH SECURITY 

      MEASURES?

· University Police will be responsible for monitoring attendee passage through metal detectors; crowd control; checking ID’s; and security of cash collected at entrance.
· University Police will have final authority on all security measures at the event and supervise the work of outside security personnel and members of the sponsoring organization who assists with security.
· Outside security personnel will assist Police with checking ID’s of those entering event and collecting ID’s when necessary; maintain a count of the number of people admitted; deny entrance to anyone appearing to be under the influence of alcohol/drugs; monitor all entrances/exits to event; and perform other duties assigned by the University Police Officer in charge.
· Organization members assisting with security will identify themselves to University Police at the start of the event; remain present during the entire event; report to police all disorderly or illegal behavior (attempts to enter the event without paying or providing appropriate identification); and assist with the orderly evacuation from the building and parking lot at the conclusion of the event.
· Organizations are requested to have at least one of their faculty/staff advisors attend the event.
· The University reserves the right to cancel or postpone events if it is determined that appropriate security measures/personnel cannot be secured in advance of the date of the event/
9. WHO WILL ASSIST THE SPONSORING ORGANIZATION WITH 

      TECHNICAL OPERATION NEEDS?

· The Technical Operations Office in room 40 of the SMC (ext. 3507) will provide such assistance.
10. WHAT IS THE ORGANIZATION PERMITTED TO DO TO ADVERTISE 

       IT’S EVENT?

· Off-campus advertising of events is limited to flyers/posters displayed on other college/university campuses.  All flyers/posters must be approved by the Student Programs Office.
· “College ID Required” must be printed on all advertisements/flyers.
· Advertising of events on radio stations other than WIXQ and other college/university radio stations is prohibited.
· The University may permit advertising on a case-by-case basis via the internet or other public sites for concerts and other special events.  Copy for such advertisements must be approved in advance by the Student Programs Office.
11. WHAT PLANNING MEETINGS ARE REQUIRED BEFORE THE 

       EVENT?

· At least 3 days prior to the event, the Director of Student Programs will hold a meeting to review all event arrangements.  The meeting will include at least one representative of the sponsoring organization; a University Police representative; the SMC Operations Manager if the event is to be held in the SMC; the Director of Campus Recreation, if the event is to be held in Pucillo or Brooks Gymnasium; a representative of any other University venue at which the event is to be held; the Technical Operations Manager, if technical services are required for the event.  The presence of the student organization’s advisor is also requested at this meeting.
· 30 minutes prior to the start of the event, or earlier if determined necessary; University Police will conduct a meeting that will include outside security personnel and the six members of the sponsoring organization that will be assisting with security.  The student organization’s faculty/staff advisor is also requested to attend.
12. WHO CAN ATTEND EVENTS?

The following individuals may attend dances/parties and according to the    
 policies listed below:

· Millersville University students and alumni.

· Individuals at least 18 years of age having photo ID cards that verify they are students at other colleges and universities.

· Millersville University faculty and staff.

· Individuals who are not Millersville students or alumni, employees or students at any other colleges/universities may attend only if their names appear on the guest list submitted by the sponsoring organization to the Director of Student Programs 3 days in advance of the event.  The number of names appearing on the guest list may not exceed 25.

· Everyone, including Millersville University students, will be required to show photo identification in order to be admitted to the event.  Individuals whose names appear on the guest list will be required to surrender their ID’s during the time they are in attendance.

    Members of the general public may also attend concerts/step shows under 

    the following conditions:

· They may be required to show photo identification. They don’t always have to show ID at a concert

· No one under the age of 18 will be admitted to a concert/step show 

      scheduled to end after 10 P.M. Sunday through Thursday and 11 P.M. on Fridays and Saturdays unless accompanied by a parent or legal 

      guardian.

13. WHAT REGULATIONS/PROCEDURES ARE IN EFFECT DURING THE  

       EVENT?

· The University will reserve the right to use metal detectors at the entrances to events through which everyone wishing to attend must pass.  If a detector sounds, University Police will identify and examine the item(s) that activated the detector.  Anyone refusing to pass through the metal detector or failing to cooperate with University Police or other security staff will be refused entry.
· University Police will reserve the right to end the event immediately if they determine doing so is necessary to prevent attendee activity which is illegal or in violation of University policy of they determine it is necessary to end the event in order to protect safety and security of those in attendance and the campus.
· Anyone failing to abide by reasonable requests of University Police, event staff or other University employees will be denied entrance or be directed to leave the event.  Anyone manifestly under the influence of alcohol or other drugs will be denied admission to the event.  University Police will exercise their authority in appropriate manner with anyone who violates any law.
· Members of the sponsoring organization will not inform any non-MU students at the event of “after parties” planned on or off campus at the conclusion of the event.
· Events will end no later than 2 a.m. (exception: concerts/step shows must be concluded by 10 P.M. Sunday through Thursday and 11 P.M. on Fridays and Saturdays
· Entrance doors will normally be locked at 12:30 a.m. and anyone not in line at that point will normally be denied entry.
· Music will stop and lights will be turned on not later than 15 minutes before the scheduled end of the event.
· Those attending the event will exit by doors identified by University Police and other security staff.
· University Police reserve the right to initiate for security reasons a “no reentry” policy for people who leave during the event.
· All those persons leaving and reentering during the event will be required to pass through the metal detectors.
· University Police will approve starting and ending times for events in accordance with Millersville Borough curfew laws, noise ordinances and other applicable University/Borough regulations and laws.
Organizations that fail to abide by the policies outlined in this document will be denied the privilege of holding parties/dances or other events on University property for a period of not less than 6 and not more than 12 months.  Organizations are also required to adhere to policies outlined in the Student Code of Conduct.

November, 2008
Agreement for the Use of University Facilities Checklist

Procedures for completing the Agreement for the Use of University Facilities

· Call the person in charge of making reservations to determine if your requested date is available.  Ask the facility manager to hold the date.  If the space is available this does not mean the event is approved.  Events are not approved until you complete all paperwork and receive an approval email from the Student Programs Office.
· Complete and return the “Agreement for the Use of University Facilities” form to the Student Programs Office.  If you will need University Police and/or outside security at your event, you must complete and return the form no later than thirty-five (35) days before the date of the event.  If you return the form after the deadline and it is determined that the University Police must be present at your event, you event will not be approved. 
· After completing the form, the Event Coordinator must schedule a meeting with the Director of Student Programs to talk about the basic information and the event specifics.
· After the meeting, the Director of Student Programs or a designee will email a copy of the Agreement for the Use of University Facilities to the following people or offices for approval:  Facility Manager, University Police, Student Organization Advisor, Technical Operations, and University Dining (if necessary).
· A final email will be sent to everyone, including the Event Coordinator, confirming the events approval.  Your event it not approved until you receive the final email.  DO NOT sign any contracts and start promoting the event before final approval.

Policies and Procedures for Student Organization Use of University Facilities for Dance/Parties and Special Events Overview (please see Student Programs Office for entire policy)
· Once you have completed the necessary paperwork and your event has been approved, you must adhere to all rules and regulations stated in the policy.  Including, but not limited to:

· Dances/parties are normally scheduled on Friday nights

· If security is needed groups will be charged a fee to help defray the cost of police and outside security coverage.

· Groups with an outstanding delinquent balance with the University or Student Services, Inc. will not be permitted to host an event until the balance is cleared.

· The organization must complete the security form with the name of at least six students responsible for assisting with the event.

· Organizations are strongly encouraged to have at least one faculty or staff advisor attend the scheduled event.

· There is a fee for technical assistance.

· Off campus advertising is limited to the distribution of flyers/posters on other college/university campuses only. “College ID Required” must be printed on all advertisement/flyers. 

· Depending on the size of the event, metal detectors may be used.

· Capacity for the MPR is 400 people.

· University Police and Building Staff will determine the appropriate lighting level.  

· Only college students, university students, their guests, faculty/staff and MU alumni will be allowed to attend dances or parties.  Those in attendance must show a college or university ID in order to be admitted.  

· Individuals who are not Millersville students or alumni, employees or students at any other colleges/universities may attend only if they are at least 18 years of age and  their names appear on a guest list submitted by the sponsoring organization to the Director of Student Programs 3 days in advance of the event.  The number of names appearing on the guest list may not exceed 25.

· Everyone, including Millersville University students, will be required to show a college ID in order to be admitted to the event.  Individuals whose names appear on the guest list will be required to show a photo ID and surrender their ID’s during the time they are in attendance.

· All events will end not later than 2:00am.  Entrance doors will normally be locked at 12:30am (midnight if the event will end at 2:00am).

· If additional security is required, a representative from the student organization is required to meet with the Director of Student Programs, SMC Operations Manager or Director of Campus Recreation, and Chief of the University Police at least 3 days prior to the event and 30 minutes prior to the start of the event.

Agreement for the Use of University Facilities--Registered Student Organizations
Time Line:  Please follow the procedure listed below 
*Only complete this form if you can answer yes to one or more of the following questions (please circle):


-  We are using Lyte Auditorium, the Gordinier Quad, Brooks Gym, or Pucillo Gym for our event
YES
NO


-  We will be in the SMC MPR or Club de‘Ville after 11:00pm



YES
NO


-  Our event is open to the community (any non-MU students)



YES
NO

*Call the person in charge of making reservations to determine if your requested date is available (SMC – Building Manager at 872-3510; Pucillo or Brooks – Director of Intramurals & Recreation at 872-3705; Lyte Auditorium – Music Department at 872-3115; Quad – Student Programs Secretary at 872-3506).   Ask the Facility Manager to hold the date.  If the space is available this does not mean the event is approved. Events are not approved until you complete all paperwork and receive an approval email from the Student Programs Office.

* If you will need University Police and/or outside security at your event, the Event Coordinator must complete and return this form no later than thirty-five (35) days before the date of the event.  If you return the form after the deadline and it is determined that University Police must be present at your event, your event will not be approved.   After completing the form, the Event Coordinator must schedule a meeting with the Director of Student Programs to talk about the basic information and the event specifics.

*After the meeting, the Director of Student Programs or a designee will email a copy of the completed Agreement for the Use of University Facilities to the following people or offices for approval:  Facility Manger, University Police, Student Organization Advisor, Technical Operations, and University Dining (if necessary).

*A final email will be sent to everyone, including the Event Coordinator, confirming the events approval.  Your event is not approved until you receive the final email. DO NOT sign any contracts before event approval.

Basic Information
Today’s Date
__________________________


Date of Event
___________________________
Organization
__________________________


Event Coordinator ___________________________


Location of Event
__________________________


Phone # of Coordinator _________________________




Time of Event 
__________________________


Email address of Coordinator _______________________________

Expected Attendance ________________________


Type of Event:






Is the event advertised off-campus?
YES     NO



____
Concert






____
Comedy Show 





____
Dance/ Party


____
Ball/Formal


____
Other ____________________________________
Will Advisor Attend Event?
YES
NO
Advisor’s Name ______________________________  Advisor’s email ______________________
Specifics

1. Facility is available on the date requested:    YES        NO

*You must talk to a Facilities Manager in order to reserve space.
*The sponsoring organization will be charged $15.50 per hour for a student manager in the SMC.

*If using the gym for athletic events, will you need equipment?
YES
NO

*Do you need extra time for set-up?  YES    NO  *What time will set-up begin?  _____________________
2. Do you need the University Police at your event?  YES        NO








*The student organization planning the event will be responsible for the additional charge of added security 
(Approx. $20 -  $25 per person/per hour)
3. Will you need Tech Operations Manager?   YES
     NO

*Some examples of equipment you would get from Tech Operations:  Audio, Video, and Stage
4. Will food be served at your event?    YES    NO
5. Is additional housekeeping required?  YES    NO

The Director of Student Programs covered the protocols and procedures for hosting an event on Campus? 
YES
NO
   Directors Initial’s _______
Student Initial’s _______

Date:   _______

Travel Guidelines
The following plan has been designed to offer Millersville University student organizations a guide to follow when planning, organizing, and implementing programs or other activities that involve travel requirements (i.e., conferences, competitions, retreats, etc.). This plan provides information and procedures which will assist you in planning off campus functions in a safe manner. Participants in activities involving student travel are responsible for their own behavior and any resulting consequences. The University shall not be liable for any loss, damage, injury or other consequence resulting from participation in student organization travel. 
Without limiting the foregoing, all trip participants are required to (a) comply with the standards set forth in the Millersville University Student Code of Conduct and with applicable University policies, procedures, rules and regulations, understanding that such compliance is important to the success of the trip (not sure if the University can limit student travel when student activity funds or other sources are used); and (b) conform their conduct to the standards surrounding the trip and assume responsibility for their own actions, understanding the circumstances of an off-campus activity may require a standard of decorum which may differ from that applicable on campus. Violations of the foregoing requirements may subject participants and sponsoring organizations to disciplinary action pursuant to the Millersville University Judicial Affairs Office.
I. The following additional guidelines also apply to all travel activities:

A. Pre-trip Meeting: The faculty/staff advisor and/or recognized student organization in charge of the trip should hold a pre-trip planning meeting with all participants to discuss the planned itinerary, behavioral expectations, and transportation details. 

1. Transportation: The organization should be prepared to arrange for transportation by rental vehicle(s), chartered service, regularly scheduled transportation service, or, if necessary, personal vehicles. *Personal Vehicles should only be used on a voluntary basis. The owners/drivers must provide their own insurance coverage. All student participants choosing to ride in a private automobile do so voluntarily and at their own risk. The University shall not insure or accept liability for any damage, loss or injury resulting from the use of a private vehicle. The University does not provide comprehensive or collision (physical damage) insurance for private vehicles driven on University business, and the owner is responsible for primary liability insurance. 

B. Accident and Medical Insurance 

The University does not provide medical insurance for any student's participation in trips. All student participants shall be responsible for any medical costs they incur during and/or as a result of the trip. 

C. Participation 

Except with the permission of the appropriate administrator, friends and family of students are not eligible to participate in travel opportunities, all participants are required to engage in the planned activities of the trip. Unstructured time should be kept to a minimum to reduce the risks inherent in unsupervised activity. The sponsoring department or organization should keep a list of all participants involved in the trip. 

I. All student and recognized student organization travel falling within this Policy must meet the following requirements: 

A. Recognized student organization travel must be consistent with the organization's mission statement and constitution on file with the Student Senate and the Office of Student Programs. Travel must be planned so as not to create an undue interference with academic responsibilities. 

An individual student or recognized student organization must complete and submit the Conference Agreement Form, Release, Waiver, and Indemnification form, and an Emergency Contact Form, to the organization Advisor no later than five (5) business days before the scheduled trip.
Adapted from Florida State University Organization Handbook:   http://union.fsu.edu/sac/sos/wp-content/themes/student_organizations/pdfs/RSO_Handbook_v9.pdf
Conference Agreement Form:

Below is a sample Agreement Form that some advisor have used to set some guidelines before embarking on a conference trip.

Sample Delegate Contract for Conference Participation

I, ______________________________, hereby agree to fulfill all of the terms listed below as a delegate to the  ______________________ Conference.

1. I understand that as a representative of Millersville University I will stay with the delegation at the hotel and return with it, via transportation provided by the college/university.

2. I will attend all pre-conference, on-site and post-conference delegation meetings.

3. I will attend and participate in all those aspects of the Conference which are required by my school.

4. I realize that I am a representative of Millersville University and that I have been chosen by my organization to represent it and its interests. As such a representative, I understand that any actions I take at the ____________________ Conference will positively or negatively affect people’s opinions about my organization and my college/university.

5. As a delegate, I will engage in behaviors which are responsible and mature. Intoxication, use of illegal substances, and abusive or inappropriate behavior may result in breaking of conference, hotel or college/university rules and may result in dismissal from the delegation and conference. If I am asked to leave, I understand that I must reimburse the organization and my college/university for any expenses they incurred for my participation in the conference.

6. I will submit a conference evaluation to the program board and the office of student activities.

7. I agree to appear before the program board following the conference to explain my participation in the conference and to share the information I obtained.

8. I hereby certify that I am a duly enrolled student in good academic standing at Millersville University, and I release my cumulative grade point average to the office of Student Programs for verification of academic standing.

Delegate ________________________________________ 

By ________________________________________

Date __________________________________________ 

Professional Staff Witness _______________________

By ____________________________________________ 

Title ______________________________________

Date ______________________________________

Sample Emergency Contact Form
Emergency Contact Form

Each student participant must turn in an emergency contact form.  These emergency contact forms should be returned with the registration packet. Please note that the information on this form will remain confidential and will only be viewed in case of an emergency. 

FULL NAME ______________________________________________________

DATE OF BIRTH __________________________________________________ 

M# (On your ID Card) ______________________________________________

In case of emergency, please contact: 

NAME  __________________________________________________________

RELATIONSHIP ___________________________________________________
DAYTIME/CELL PHONE NUMBER ____________________________________

EVENING PHONE NUMBER ________________________________________

PHYSICIAN NAME & PHONE________________________________________

Please list:

MEDICATIONS YOU ARE CURRENTLY TAKING:

________________________________________________________________

FOODS AND MEDICATIONS YOU ARE ALLERGIC TO:
________________________________________________________________

ACCESSIBILITY NEEDS:

________________________________________________________________

ANY RELEVANT MEDICAL HISTORY OR SPECIAL NEEDS:

________________________________________________________________
________________________________________________________________

S:\alumprog\MUSA Information\Emergency Form.doc
Release, Waiver, and Indemnification form

I,______________________________________ wish to join and to participate on an activity sponsored by the Millersville University ________________________ (Organization). 

In consideration of being permitted by Millersville University to participate in the Activity, I hereby release, waive and discharge the University  and the state of Pennsylvania, including their officers, administrators, agents, employees and volunteers (collectively, the “Releasees”), from any and all liability and responsibility whatsoever, however caused, for any and all damages, claims, or causes of action that I, my estate, heirs, administrators, executors, or assigns may have for any loss, illness, personal injury, death, or property damage arising out of, connected with, or in any manner pertaining to the activity, WHETHER CAUSED BY THE NEGLIGENCE OF RELEASEES or otherwise. 

I fully understand that there are potential risks and hazards associated with the Activity and its related travel, including, but not limited to, possible injury or loss of life. I further understand that the Activity will be conducted at locations that are not associated with or under the control or supervision of the Releasees. I acknowledge that the Activity is a purely optional event in which I am freely and voluntarily participating; that I will receive no academic or other credit for participating, and no penalty for not participating; and that I am in no way required to participate in the Activity. Despite the potential risks and hazards associated with the Activity and its related travel, I wish to proceed, and freely accept and assume all risks and hazards that may arise from my participation in the Activity and that could result in loss, illness, personal injury, death, or property damage to me or to my property, WHETHER CAUSED BY THE NEGLIGENCE OF RELEASEES or otherwise. 

I further hereby agree to indemnify and hold harmless the Releasees from any judgment, settlement, loss, liability, damage, or costs, including court costs and attorney fees for both the trial and appellate levels, that Releasees may incur as a proximate result of any negligent or deliberate act or omission on my part during my participation in the Activity. I expressly agree that if any portion of this release, waiver, and indemnity agreement is held invalid, the balance shall, notwithstanding, continue in full legal force and effect. 

In signing this, I acknowledge and represent that I have read this release, waiver and indemnification, and that I understand the significance of the release, waiver and indemnification, and that I am signing the release, waiver and indemnification voluntarily, as my own free act and deed. I further acknowledge and represent that no oral representation, statements, or inducements, apart from the forgoing written release, waiver and indemnification have been made. I am at least 18 years of age, and am fully competent. I am executing this release, waiver and indemnification for the full, adequate, and complete consideration of being allowed to participate in the Activity described herein, and I fully intend this release, waiver and indemnification to be binding on myself and my legal/personal representatives. 

Signature:_______________________
      
Date:______________

Witnesses: 
Signature: ________________________
    
Signature:_____________________

Name (Print) _____________________

Name (Print)___________________ 

Date _____________



Date:______________

Adapted from Florida State University Organization Handbook:   http://union.fsu.edu/sac/sos/wp-content/themes/student_organizations/pdfs/RSO_Handbook_v9.pdf

CATERED FOOD SERVICES on CAMPUS 

Approved: August 16, 2005 

President’s Executive Cabinet 

Revised: December 1, 2009, President’s Cabinet 

This policy outlines the provision of catered services to campus departments for 

University business. This policy applies to all faculty, staff and/or students who wish to purchase catered services to be funded by a University cost center or a student activities account. It will provide consistent procedure for the planning and use of catered services for University business. 

Procedures 

 The Catering Division of the University’s Dining and Conference Services Department 

has the exclusive rights to all catering activities to be held on campus or to be funded by 

a University cost center or a student activities account. This policy excludes small 

personal and individually planned functions held in office areas where food is prepared 

by those attending. 

 The PASSHE Policy 1983-23 authorizes University Presidents to approve expenditures 

for meal services provided at University expense. The President of Millersville University 

has delegated this approval authority to Vice Presidents and others designated by Vice 

Presidents. 

The use of University funds is appropriate: 

· If the University is contractually bound to provide meal services, 

· In connection with workshops, seminars, official receptions, and other similar 

events, which include University students, representatives of other PASSHE universities, or other outside guests 

· When entertaining official guests of the University 

· In connection with meetings or events serving the business purpose of the 

University which include University students, representatives of other PASSHE 

universities, or other outside guests. 

Dining and Conference Services and the Purchasing Office will not accept requests for 

the use of University funds: 

· In connection with office parties, even if such events involve individuals outside of the office 

· In connection with departmental events for individual retirement recognition 

· For reimbursement of expense for food items/ingredients used in lieu of catered 

services 

· For the purchase of alcoholic beverages. (See Alcoholic Beverages policy 

http://www.millersville.edu/about/administration/policies/index.php) 

Responsibilities 

Dining and Conference Services accepts reservations of all campus catering activities which meet the required guest attendance criteria maintains facilities and services of the William Bolger Conference Center insures compliance with University policies and procedures initiates all invoicing for services 

Purchasing Office insures compliance with University policies and procedures 

Accounting Office implements payments to Dining and Conference Services 

Small Games of Chance

Procedure for Applying for a Local Option Small Games of Chance License 
General Information: 
The Pennsylvania Crimes Code provides that all forms of gambling are illegal unless the Pennsylvania Legislature specifically authorizes the activity. The elements of gambling are: 1) the payment of a consideration or fee, 2) for the chance to win a prize, 3) the winner of which is determined by chance. If these three elements are present the activity is “gambling” and is illegal unless legislatively sanctioned. 

The Local Option Small Games of Chance Act permits only those forms of gambling specifically sanctioned by 10 P.S. §§311-327 conducted by certain non-profit organizations known as “eligible organizations”. The Act declares that it is the policy of the General Assembly that all phases of licensing, operation and regulation of small games of chance be strictly controlled, and that all laws and regulations with respect thereto as well as all gambling laws should be strictly construed and rigidly enforced. Further, the General Assembly recognizes the possibility of association between commercial gambling and organized crime, and wishes to discourage commercialization of small games of chance, prevent participation by organized crime and prevent the diversion of funds from the purposes authorized by the Act. 

The Pennsylvania Department of Revenue has prepared a Small Games of Chance Primer that provides an explanation of the types of gambling permitted by the Local Option Small Games of Chance Act, and what constitutes an eligible organization as well as an explanation of other provisions of the Act. The Primer can be viewed or downloaded from this site. 

Eligible organizations may only be licensed and games played in those municipalities that by voter referendum have approved the issuance of licenses to conduct small games of chance within their municipality. A list of municipalities that have approved the issuance of small games of chance licenses as well as those that have not is available for viewing or downloading from this site. 
There are limitations on prizes, how proceeds may be used, specific regulations as to locations where games are played, how games are played, how games are advertised and other rules and regulations that licensees must be familiar with. Licensees should become familiar with the Local Option Small Games of Chance Act, 10 P.S. §§311-327, and review the Small Games of Chance Primer prepared by the Pennsylvania Department of Revenue. Both documents can be viewed or downloaded from this site. 

Chalking/Flyers

Student Organizations may publicize events by chalking ONLY on exposed sidewalks (i.e. NOT areas such as WALLS of BUILDINGS, PILLARS, SIDEWALKS COVERED by OVERHANGS, etc.) All chalking should be done with chalk labeled as Sidewalk Chalk.

This serves as a warning. Individuals or organizations that deface and vandalize University property through the use of chalking will face judicial actions.

Also, please note all the posted publicity on campus must be stamped and approved by the Information Desk in the Student Memorial Center and posted ONLY in areas/bulletin boards designated for random poster hanging or Campus Information. Posted materials must be in compliance with the policies of Millersville University.  Approval for postings is not an endorsement or sponsorship by Millersville University. Posters for the residence halls should be stamped by the Student Memorial Center then given to the main Housing Office, located in Harbold Hall. The publicity will be distributed and hung by the residence hall staff. If you would like a poster or flyer hung in each hall of every residence hall and one for each lobby, provide the Housing Office with approximately 82 posters or flyers.
Millersville University Posting Policy

1.    In accordance with the University’s drug and alcohol policy, the marketing, advertising or promotion of alcohol or 

        referring to alcohol or other illicit drug use, abuse, sale or distribution is prohibited.

2.    Sexist and discriminatory materials are strictly prohibited.

3.    No more than one flyer will be allowed to be posted per bulletin board.

4.    Approved signs may be hung on bulletin boards.  All signs placed on glass doors/windows, painted/finished surfaces, 

       or the building exterior will be removed.  In addition, no posters, flyers or announcements may be attached to 

       unapproved areas such as: trees, sidewalks, benches, walkways, stairs, trashcans, newspaper boxes or recycling bins.

5.    Staple guns are not permitted.

6.    All printed advertisements, announcements and signs must be identified with the name of the person responsible.

7.    Flyers and postings must not exceed 11”x17” in size.

8.   All flyers and postings will be stamped with a date three weeks from posting.  Upon this date, the posting will be  

      removed.  In the case of time sensitive postings, the flyer will be stamped with a date one day after the event 

      advertised.         
Tickets & Club de’Ville
Manager: Lydia Yeager
CLUB DE ‘VILLE

Billiard Rentals:

Rentals are open to all University students and the public for nominal fees.  Groups and student organizations can also reserved the billiard tables for private use.  All reservations for the Club de ‘Ville must go through the SMC Information Desk first*.  Billiard rentals should be made separately with the Gameroom Manager. 

Nintendo Wii Rentals:

Rentals are open to all University students and the public for nominal fees.  Groups and student organizations can also reserved the Wii system for private use. All reservations for the Club de ‘Ville must go through the SMC Information Desk first*.  Wii system rentals should be made separately with the Gameroom Manager. 

*No student organization with an outstanding balance with the Club de ‘Ville will be permitted to reserve the Club de ‘Ville until all balances are paid off.  

UNIVERSITY TICKET OFFICE

Selling Tickets:

All student organizations on campus can sell tickets through the University Ticket Office for their events.  The student organization is required to have a bank account set up at the SMC Banking Center.  All proceeds from the event are deposited directly into the student organization sponsor’s account.  The student organization sponsoring the event will receive 100% of the proceeds from ticket sales.  A meeting must be held with the Ticket Sales Manager at least two weeks prior to the start date of ticket sales.  Charges do apply for set-up cost and ticket printing.  The student organization president or treasurer must be in communication with the Ticket Sales Manager throughout the planning process.  Each student organization selling tickets through the University Ticket Office must fill out a Ticket Sales Event Information Form found in this handbook.  No student organization with an outstanding balance with the University Ticket Office will be permitted to sell tickets until all balances are paid off.  

Using Event Staff at your event:

All student organizations selling tickets through the University Ticket Office can hire the University Event Staff to work at their event.  Event Staff may not be used unless the University Ticket Office is selling tickets for the event.  The student organization is required to have a bank account set up at the SMC Banking Center.  Event staff wages will be paid by the student organization sponsoring the event.  Positions available include ticket sellers, ushers, ticket takers, student security personnel, and student managers.  The student organization president or treasurer must be in communication with the Ticket Sales & Event Manager throughout the planning process.  No student organization with an outstanding balance with the University Ticket Office or Event Staff will be permitted to sell tickets until all balances are paid off.  

Student Discounts on Non-Athletic Event Tickets:

Millersville University students are permitted to receive discounted tickets to various campus events with a valid Marauder ID card, if the event sponsor offers a discount.  If not discount if offered for an event, one will not be provided to the student.  Discounted tickets are available for purchase Monday thru Friday from 8:00 a.m. – 4:00 p.m. at the SMC Box Office.  

Student Tickets for Athletic Events:

Millersville University students are permitted to receive free admission to all University Athletic events that are ticketed.  Football, basketball, and wrestling are all ticketed sports.  Marauder ID cards will be swiped at each event to confirm validity of enrollment.  Students who are not active, you have graduated, or not enrolled in classes will not be permitted free admission to athletic events.  Marauder ID cards must be present at time of admission.  
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TICKET SALES EVENT INFORMATION FORM
1. NAME OF EVENT









2. EVENT SPONSOR









3. CONTACT PERSON









PHONE/EMAIL











4. EVENT INFORMATION:
A. LOCATION








B. DATE







C. TIME







D. LENGTH OF EVENT







E. TICKET PRICES:

[image: image3.emf]TICKET TYPE/DISCOUNT TICKET LIMIT ADVANCE PRICES DOOR PRICES

MU Student

MU Faculty/Staff

MU ID

Visiting Student/Senior Citizen

Children

Public

All

Other:



F. BACK PRINT:

Y   /
 N
To read:________________________
Available on custom designed tickets only!
5. TICKET RELEASE DATE: 
START DATE


END DATE




6. SSI ACCOUNT FOR DEPOSITS



 PAY BY CHECK


7. TICKET ORDER INFORMATION:

A. Generic Ticket:
$20 set-up fee + $.07 per ticket printed.
B. Custom tickets: 
300   500   1000  1500   2000   2200   2500   3000
C. Sign-up sheet:
No tickets required
D. Supply own tickets
8. DOOR SALES:

Y   /   N
9. EVENT STAFF:  # Needed
 Positions required






10. ONLINE SALES:
Y   /   N




$6 processing fee per order and $2 per ticket fee online.
Tech Ops

The Technical Operations Staff specializes in audio, video, lighting, and other electronic support for all campus functions including meetings, conferences, lectures, cultural affairs, and concerts.

The staff, while maintaining audio/visual systems housed in several of the University's buildings, also keeps a stock of portable audio/visual equipment. This equipment can be rented by University organizations for dances, movies, and other social events. 

A partial list of equipment includes:

· DJ systems 

· Full concert systems 

· Lighting equipment 

· VCRs Televisions 

· Large Screen Projectors for VCR or computer image 

· Overhead Projectors 

· Slide Projectors 

· Movie Projectors. 

You can request equipment by going to http://www.studentservicesinc.com/technical-operations/ and filling out all of the information there, or by calling 872-3507. 
MOVIES & COPYRIGHTED MATERIALS 
This policy is intended for individuals or organizations wishing to show a DVD or VHS publicly (outside the home to more than family and friends.) When you want to show a film on campus, you will be asked to provide proof that you have obtained permission (the “rights”) to show the material. 

Why does my organization need to get permission to show this film? Copyright infringement is a serious offense under the law, and is the equivalent of stealing from a film distributor. While it is important to abide by the law, it is also important that your organization represents itself well by doing the right thing—getting permission to show the film. The University counts on you and your organization to behave in a manner consistent with University policies, and state, local, and federal law. Should you or your organization be caught breaking copyright law, the University would not provide any kind of protection from your group’s liability under the law. 

When do you need permission, and when do you not need permission… 

PERMISSION NEEDED

• Any time you show a film in any public University space (this is any classroom, lounge, or common area at the University). These spaces are considered “public” spaces, and showing the movie in these areas is the equivalent to showing them in a theater. 
• If you have used publicity to invite your audience to the showing (this includes but is not limited to mass e-mails, letters, flyers, and web postings). Because movie rentals are intended for private use, renting them does not provide you with the permission you need to have a public showing in which an audience is invited. 
• If you are charging admission for the showing or an event in conjunction with the showing (charging for a lecture that will accompany the film, for example). This would be true even if you showed the film at your house, or at another venue off campus. 
• You need permission even if the film showing is for educational purposes. If the distributor has special permission for films shown for educational purposes, they will still need to give you the written confirmation you need to protect your event under the law. 
PERMISSION MAY NOT BE NEEDED

• You do not necessarily need permission if you are showing brief parts of a film. There are not set rules for what “brief” means in this context, but a general rule is that these snippets are OK when the event is free, when the snippet does not reveal key plot items to the film, when the length of the showing is not substantial, and when it doesn’t affect people’s likelihood of seeing the entire film. 

• Your department may already have permission to show the film. If you are showing the film in conjunction with an academic department (especially the film department), that department may already have permission. Check with your department to be sure. If permission is already granted, they will be able to show you written proof of the fact. 

• Viewing a movie in the privacy of your own home, or in the privacy of a residential room within a residence hall would not require a special license. 

How do we get permission? 
Getting permission for showing most films is fairly simple. For some rare or international films, it may prove to be a bit trickier. However, there are resources on campus to help you if you should have problems. Most “mainstream” films that are distributed for non-commercial use (which is what most campus showings would be) come from one of two main distributors, or you can search for the proper source: 

• SWANK Motion Pictures, Incorporated – www.swank.com; phone number is 1-800-876-5577. The list of films they distribute is on their web page, but they add new films every day. 

• Criterion – www.criterionpic.com; phone number is 1-800-890-9494. 

• Conduct a web search – a good place to start is www.imdb.com, the Internet Movie Database. Simply go to the site, type your film in the search area on the left, and choose the correct film out of the results. Once you choose your film, go to the “Company Credits” and look up “distribution.” 

• If you STILL can’t find out who distributes the film, you can call (310) 247-3020, to the Reference Library of the Motion Picture Academy. 

What is a film distributor going to ask me? 
• Your name, and the name of the organization with whom you are working. 

• How you intend to show the film (advertise all over campus vs. to a small group, whether you are charging, what kind of venue you are showing the film in.) 

• If there is a charge, how your organization will pay the rights to show the movie. 

• Contact information for you organization. 

• Whether or not you need them to send you a copy of the film. 

Is this going to cost money? 
It might. The only way for you to determine this is to call the distributor, explain under what context the film will be shown, and see what they can do for you. If there is a fee, it will matter whether or not you are charging for the showing, how many people you expect, whether or not you need a copy of the film sent to you, and how often you show films. Have all the information handy about your event when you speak with the film’s distributor. Often (not always) the fee is less than $1,000 for older movies. Newer movies, or foreign films tend to cost more than an older, domestic films. 
After I have obtained permission, what “proof” does the University need to see? Once you have obtained the rights, you will receive a written record of your permission to show the film. This is commonly called a “confirmation.” If you are being charged, an invoice will follow this confirmation once you show the film. Confirmations can come via the mail, or via e-mail, and will have the film, the date(s) you have permission to show the film, the contact information of your representative from the distribution company, and the format you requested the film in (if the film is being sent to you), and other pertinent information. If a distribution company is unable to provide a confirmation, they should send you a letter or via e-mail that certifies that you have legally obtained the rights to show the film. This should be on letterhead with all contact information of the distributor available. 
This is so complicated! Why don’t I just not tell the University that I am showing a film? Even though it sounds complicated, it really is not difficult to obtain the proper permission to show films on campus. It will definitely take less time and money than defending yourself or your organization in court if you are caught! Intellectual copyright infringement is being prosecuted more and more on college campuses. It is just not worth the risk. 

NOTE: Music copyright infringement falls under the jurisdiction of ASCAP or BMI. For helpful web sites, see www.bmi.com or www.ascap.com . To contact ASCAP’s Atlanta office: Tel: (404) 351-1224 Fax: (404) 351-1252.
Gen Mgr/CEO	872-3511


Banking Center	872-3262


University Store	872-3268


Text Book Dept.	872-3716


Copy Shop	871-2679


Technical Operations	872-3507











Room Rentals – Bolger Conference Center


The Bolger Conference Center is managed by Catering and Conference Services. Room rental fees listed below are based on the costs to provide maintenance and upkeep and charged only in the instance where there is no meal served for an event. No fees will


be incurred for events that utilize a served or buffet breakfast, lunch or dinner. For meetings, breaks, or light receptions, the following room rentals will apply:





Audubon and Matisse are $80.00


Kline is $60.00


Old Main and University are $125.00


Lehr is $275.00





For more information about reserving rooms, menus and other miscellaneous information reference their website: http://www.millersville.edu/~dining/catering_services.php











Important Phone Numbers  Quick List


Banking Center – x3263


Campus Recreation – x3960


Catering – x3865


Fitness Center – x3898


Housekeeping – x3199


Information Desk (SMC) – x 3510


Information Desk (University) – x3024


Residence Life – x3162


Security – x2252


Student Programs – x3506


Student Senate – x3513


Tech Ops – x3507


Ticketing – x5522


Wellness & Women’s Center – x3841
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