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Services Available from Student Activities 
 

Block Booking Resources 

Event Management Assistance 
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Facility Reservations 

Media Center Assistance 

Advertisement Assistance through 
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Contract Assistance 

Co-Sponsorship Assistance 

Club & Organization  
Manual 

Includes: 
• Role of the Advisor 

• Recruitment & Retention 

• Program Development 

• Funding Sources 

Resources for  

Student Organization Leaders 

and their Advisors. 
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Accounting Society Harold Frederic English Society 

Africa in Motion A.I.M. Herodotus History Club 

Aikido Club Honors Program 

Alpha Phi Sigma, National Criminal International Student Club 

Ampersand Literary Journal Investment Club 

Asa Gray Biological Society Jewish Student Union 

Asian Association Junior Class Council (Class of 2011) 

Association of Certified Fraud Exam- Kappa Delta Pi 

Association of Certified Fraud Exam- Knitters Anonymous 

Autism Awareness Lambda Pi Eta (Communication Honor 

Black Student Union Lambda Sigma Upsilon 

Brothers on a New Direction (BOND) Latin American Student Union (LASU) 

Charles Drew Pre-Medical Society Legacy (Yearbook) 

Chi Beta Sigma Military Supporters of Utica College 

Chi Upsilon Sigma Omega Phi Beta 

Circle K Open Moments 

Criminal Justice Student Association Phi Sigma Sigma 

ECISA (Economic Crime Invest. Stud. Physical Therapy Society 

French Club Pioneer Builders 

Freshman Class Council (Class of Prestige Step Team 

Gaming Club Programming Board 

Gamma Iota Sigma Psi Chi National Psychology Honor Soci-

Geology Club Psychology Society 

Gospel Choir Psychology/Child Life Society 

  

UC Recognized Clubs & Organizations 
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Starting a New Organization 
 

Establishing a new student organization on the Utica College campus is a 

relatively simple procedure. The organizers’ first stop should be a visit with 

the Vice President for Student Affairs and Dean of Students, who will interpret 

the information described below and help get the club started. Below is an 

outline for the constitution. 

 

Article I– Name of Organization 

Article II– Purpose of Organization 

Article III– Membership 

Article IV– Officers and Duties of Officers 

Article V– Meetings and Definition of Quorum 

Article VI– Removal from Office 

Public Relations Stud. Soc. of Am. 

(PRSSA) 

Student Teacher Education Program 

Residence Hall Association Students Taking on New Endeavors 

(STONE) 

Senior Class Council (Class of 2010) Tau Kappa Epsilon 

Sigma Tau Delta Therapeutic Recreation Society 

Society for Human Resource Mngmt. Theta Phi Alpha 

Society of Collegiate Journalists TV Club 

Sophomore Class Council (Class of 

2012) 

UC Pride 

STAND (Student Anti-Genocide Coali-

tion) 

V-Day at UC 

Stud. Occupational Therapy Assn. 

(SOTA) 

Women in a New Direction W.I.N.D. 

Student Affiliates of the American 

Chemical Society 

Womyn's Resource Center 

Student Gerontology Society WPNR Radio 

Student Nurses' Association Young Believers Christian Fellowship 

Student Senate Updated 2/17/10 
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Part II: One-on-One Officer Sharing 

Match outgoing and incoming officers by position. They should discuss: 

  Major responsibilities of the position/office 

  Goals accomplished during the past year 

  Ongoing projects and goals 

  Major challenges encountered and how to deal with them 

Officer Notebook 

Ideas for the future 

Part III: A Meeting Run by Outgoing and Incoming Officers 

Incoming officers conduct the meeting with outgoing officers pre-

sent to offer support 

  After the meeting, all officers evaluate the meeting, making 

notes  for improvement 

What Information & Skills Do You Need To Transfer? 
 

Think back to your first weeks. What could you have used to do your job bet-

ter? 

Some suggestions are... 

Effective leadership qualities and skills. 

Problems and helpful ideas, procedures and recommendations. 

Written reports containing information on: 

Traditions, ideas or completed projects; continuing projects and 

concerns; or ideas never carried out 

Personal notes and organizational files 

Office procedures 

Instructions on use of equipment, computers or other supplies 

Introduction to personnel (advisors, administrators, contacts, etc.). 

 A complete record of the organization's structure, goals and accomplish-

ments (through complete and organized files): 

Constitution and by-laws 

Organization purpose or mission statement 

Organizational goals and objectives for previous years 

Officer descriptions/role clarification 

Status reports on ongoing projects 

Evaluations of previous projects and programs 

Minutes for previous 3 years 

Resources/contacts lists with addresses, email and phone 

numbers 

Financial records for previous 5 years 

Mailing lists 
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Minimizes the confusion of leadership changeover. 

Gives outgoing leaders a sense of closure. 

Utilizes the valuable contributions of experienced leaders, usually  

the most neglected members in your group. 

Helps incoming leadership absorb the special expertise of the out-

going leadership. 

Increases the knowledge and confidence of the new leadership. 

Minimizes the loss of momentum and accomplishments for the 

group. 

When Do You Start?  

Begin early in the year to identify emerging leaders. 

Encourage these potential leaders through personal contact, help in 

developing skills, delegating responsibility to them, sharing with 

them the personal benefits of leadership, clarifying job responsibili-

ties, letting them know that transition will be orderly and thorough, 

and last, modeling an open, encouraging leadership style. 

When new officers have been elected, orient them together as a 

group with all of the outgoing officers. This process provides the 

new leaders with an opportunity to understand each other's roles 

and to start building their leadership team. 

Prior to transitioning, outgoing officers need to: 

Revise officer position description 

Clean out/organize officer notebook 

Write a year-end report including a summary of major projects, pro-

grams and events, challenges faced, outcomes and suggestions for 

future planning.  Make sure all records, reports and bills are filed 

and up-to-date. 

Officer Transition Workshop Outline 
 

Time: approximately 3 hours 

Supplies:   flip chart/newsprint, markers, copies of group goals 

Attendance:   all incoming and outgoing officers, advisor 

 

Part I: Group Information Sharing 

Assess the success of the group in the following areas: 

  Goals 

  Membership 

  Meetings 

  Organizational Operations 

  Outreach Activities 

  Public Image 

  Programs and Activities 
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Utica College believes strongly in the concept that a great deal of what 

students learn in college takes place outside of the classroom.  Therefore, at 

UC, students, faculty, and staff members work side by side to provide a rich 

variety of social, cultural, and recreational activities.  A student who 

participates fully in campus life can expect to be exposed to various ideas 

and issues, music and art forms, and styles of life.  This is, of course, in 

addition to simply having a good time.   

 

UC employs professional staff members to advise students in these matters, 

but the College faculty and staff members know that active student 

participation in the planning of extracurricular activities adds a vibrant quality 

to UC’s activities program and helps students develop and practice 

leadership, decision-making, and related skills. 

 

According to the Utica College Student Senate Constitution, Article V, Section 

9:  Student Clubs and Organizations, each club and organization on campus 

is required to have at least five student members and one Faculty/Staff 

Advisor.  They must have a constitution on file and they must submit a revised 

constitution to the Senate at least once every four years.  Clubs and 

organizations are required to submit an updated list of their officers and 

advisor to the Dean of Students Office at the beginning of each fall semester 

to retain recognition status and to be eligible for funding. 

Article VII– Amendment 

Article VIII– Ratification 

Article IX– Student Senate Constitution 

 

Organizers must identify five (5) interested student members from the entire 

college community and a faculty/staff advisor. The organizers must present 

two copies of their constitution to the Dean of Students. The Dean of Stu-

dents will review the constitution with the Senate Vice President. The Senate 

Vice President will then present the student to the Student Senate for ap-

proval. Upon approval, the Senate Vice President shall notify the Dean of 

Students as to the Senate vote. The Dean of Students will then issue a formal 

letter of College recognition. 

 

All recognized organizations must submit a revised Constitution to the Senate 

at least once every four years from the date of their recognition. All recog-

nized organizations must identify one representative in order to receive fund-

ing. Each representative can only represent one organization. (For more infor-

mation please refer to the Utica College Student Senate Constitution Article V 

Clubs & Organizations at Utica College 
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      The Role of the Advisor 
Clearly, as explained in the Student Senate Constitution, advisors are re-

quired in order to receive funding.  But what do they do?  The role of the advi-

sor may or mat not be spelled out in the organization’s constitution, and it 

does vary from organization to organization.  But there are some traits and 

practices which we can identify that assist a faculty or staff member to suc-

cessfully act as a group’s advisor. 

 

The advisor first and foremost is an educator who acts in accordance with the 

goals, values and mission of the College.  Advisors must have knowledge and 

skills which enable them to empower students within the group they advise.  

Advisors must also role model ethical behavior and, when appropriate, pro-

vide direction to organizations which is consistent with College policy. 

 

Advising a student organization can be a rewarding experience, but can also 

be nerve-wracking.  Enthusiastic new advisors can easily fall into the trap of 

over-advising, or micromanaging, a student group.  Conversely, well-meaning 

advisors can adopt a “hands-off” attitude which can significantly lower the 

morale and productivity of a student group.  As advisors, we often search for 

balance:  we struggle to balance the demands of our “job” with the demands 

of this “outside” influence.  It is our hope that this manual will help advisors 

in this quest for balance and will be a useful resource for all advisors and the 

clubs and organizations that they advise. 

 

The Basic Roles of an Advisor are to: 

Provide leadership development and skills training. 

Serve as a resource on policies, procedure, contacts, etc. 

Serve as troubleshooters. 

Provide access to internal and external networks. 

Ask questions that will better prepare students. 

Channel information. 

Monitor expenditures, policies, and goals. 

Provide continuity from year to year. 

Provide a sense of organizational history. 

Provide for smoother leadership transition. 
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Membership 
Evaluate the number of members and their level of involvement. 

Do we currently have just enough, too few, or too many members (in 

light of the group's goals)? 

How effective are our membership recruitment efforts? 

Are the members actively involved in the operation of the club (including 

decision making, planning, implementing, and evaluation)? 

Are members enthusiastic about the group's activities and motivated to 

work towards the group's goals? 

Were there adequate opportunities for members to get involved in re-

sponsible, meaningful ways? 

Meetings 
Reflect on the nature of the meetings (both executive board and general 

body). 

Were they well attended? 

Did they run too short or too long? 

Were meetings run effectively and efficiently? 

Was the frequency of meetings appropriate? 

How can they be improved? 

   

  Organizational Operations 

Evaluate the finances, structure, scheduling, etc. 

Were the finances adequate for the group's activities? 

Was the budget managed properly? 

Do we have a committee structure? If yes, did it work? If no, is it 

needed? 

Do we experience scheduling conflicts with other groups or activities? 

 

Outreach Activities 
Evaluate the quantity and quality of other members' participation in the or-

ganization and/or its activities. 

Was our advisor involved just enough, too much, or too little? 

 

Transition 
Your year as an officer is coming to an end and new officers are being se-

lected. How do you leave your position gracefully? How do you ensure that the 

new officers are ready to continue to provide your organization with strong 

leadership? 

 

Thorough leadership transition has several benefits: 

Provides for transfer of significant organizational knowledge. 
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about this program?). 

 

2) Program Planner Evaluation (subjective) 

 

Getting all of your own thoughts down about the difficulties and things that 

went well will help the next person planning a similar program and will help 

you evaluate your own skills. 

Questions to consider: 

 

What were the goals and the purpose of this program? Were the goals 

        met? 

Was there a current need or interest in the program area? 

Who was your target audience? Did you reach them? 

Was the expense of the program and the planned publicity 

        proportional to the amount of student interest and expected audience? 

Was the publicity effective? 

Were the committee members sufficiently enthusiastic about the pro-

gram to be eager to work and promote it? 

Was the timing of the program advantageous to its success? 

Was there enough time to sufficiently publicize the program? 

What were the financial risks? How did the program compare to the 

        budget (over, even, under)? 

What could have been done differently? 

 

3) Factual Evaluation (objective) 

 

Find out how many people attended your program and how much money you 

actually spent.  Compare these figures with your original program plan. 

 

Program Evaluation Forms and data from other programs are available in the 

Student Activities Office. 

 

Organizational Assessment 

Organizational evaluation is an important part of the officer transition or goal 

setting process. Use the following outline to reflect on the performance of the 

organization as a whole over the past year. 

 

Goals 
Review the group's goals for the previous year. 

What did we hope to accomplish? 

How well did we meet each goal? 

Which goals should be continued? 

Which goals should be dropped? 
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The Student Leader/Advisor Relationship 
 

In any advisee/advisor relationship, expectations will flow two ways.  Advisors 

and student leaders must articulate their expectations of each other.  Under-

standing and respect are necessary if they are to build a solid base for com-

municating with each other and work together as a team.  Here are some 

basic assumptions that exist universally in student organizations. 

What a student leader expects of an advisor: 

The advisor assists the leader/organization in formulating long-range 

goals and in planning and initiating short term projects. 

The advisor is a resource person, and evaluates projects, performance 

and progress. 

The advisor offers guidance by reviewing goals, objectives, and the pro-

gress of the organization. 

The advisor assists the student leader with college procedural matters. 

The advisor suggests ways in which the organization may be strength-

ened or improved. 

The advisor may have access to internal and external networks and infor-

mation which may be helpful to student groups. 

The advisor represents the organization and its interests in staff and 

other College meetings. 

The advisor is able to make suggestions that will permit the student 

leader to improve his or her leadership skills. 

The advisor is accessible, and is available whenever emergency situa-

tions/problems arise. 

The advisor should be willing to be wrong and be open to criticism and 

evaluation. 

The advisor will be willing to allow the group to act on its own and to 

make mistakes. 

The advisor will encourage the group to maintain records. 

The advisor will encourage the division of labor among group members 

to sustain member interest. 

The advisor will be willing to assist in role negotiation for each group   

member. 
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What an advisor may expect of a student leader: 

The leader keeps the advisor informed as to all organizational activities, 

meetings, agendas and topics under discussion within committees or the 

organization at large. 

The student leader meets regularly with the advisor and discusses plans 

and problems. 

The student leader acts in the best interests of the organization at all 

times. 

The student leader represents the organization and its interests both to 

other students and to the College in meetings and at events. 

The student leader assists other students in the organization to develop 

skills and to provide activities which will significantly enhance the College 

environment. 

The student leader will be willing to share responsibility with other group 

members. 

The student leader (or someone assigned by the leader) will document 

group activities. 

The student leader will help create the group identity. 

Obviously, the advisor role is varied and complex.  However, there are 

several tips that are helpful in establishing a good working relationship 

with the group: 

Learn as much about the group as you can.  Get to know the organiza-

tion’s purpose, how it was formed, and the organization’s place in the 

campus culture. 

Get to know the leader and let the leader get to know you.  Help that 

person understand both your roles as an advisor and their roles as a 

leader.  Develop his/her confidence in you. 

Meet with the leader before group meetings begin and discuss the agen-

das and any current issues or concerns. 

In early meetings, encourage the leader to help the group define its mis-

sion and its working procedures.  It is important for the group to see the 

big picture of what it is trying to accomplish. 

Observe the leader with the group. How does he/she function in the 

group?  What type of personality problems does the group have?  What 

are the strengths and weaknesses of its various members as well as its 

leader?  Find out what the leader has observed about this area, com-

ment on strengths you have seen, and offer suggestions on weaknesses 

you may have noticed. 
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Academic or Administrative Departments – Most departments or divisions 

have either no or only very limited funding for programming.  Depending upon 

the nature of a proposed program and its target audience, however, they may 

be very interested in co-sponsoring an event or activity either by assisting with 

the planning, identifying potential speakers at reasonable costs, identifying 

other funding sources, and/or helping with the marketing for the program. 

  

A final caution - Funding for a program should be secured before making a 

commitment to sponsor an event.  Funding sources may include applying for 

Student Senate funds, exploring co-sponsorship with another group, fund-

raising, or payment from the existing treasury of the student organization.  

Officers and members of student organizations should know that they may be 

held personally liable for any actions taken by the organization.  For example, 

if performers or vendors are not paid for services rendered, the group is liable 

for the debt.  Student organizations not honoring their debt could find that 

their organization and/or its officers are prosecuted, depending upon the 

amount of money involved and the circumstances surrounding the situation.  

So plan ahead, and do not make commitments until you are certain that you 

can honor them. 

Assessment 

Event Assessment 

** An important last part of any event ** 

Discover if what was originally planned for event was carried out. 

Determine if you met the goals you originally set for your program. 

Gather valuable information to help others decide if the program should 

be repeated and provide help in planning similar programs in the future. 

 

Three Types of Evaluation 

 

1 ) Audience Evaluation (subjective) 

 

Programs are planned for audiences so it is important to learn what they 

thought.  This can be done through leaving cards on seats, having a table 

with evaluation forms, etc. 

 

Questions to consider: (provide some sort of scale for audience to use) 

  How would you rate the event? 

  How would you rate the facility? 

  How would you rate the publicity for this program? 

  How would you rate the event overall? 

 

You may also wish to learn about the demographics of the audience (class, 

major, residence) and inquire about your marketing plan (How did you hear 



Campus-wide events encompassing the whole student body. 

Cultural or educational events of exceptional merit. 

Student travel that benefits the College community. 

 

Some standing precedents for funding set by the Student Senate Finance 

Committee are: 

There is a $70.00 per room, per night  for hotel expenses 

There is a $500 maximum for honorariums 

Travel expenses up to $50 per person may be funded 

There is no funding for club/organization t-shirts 

No funding for prizes/ gifts 

 

*Please refer to the Utica College Student Senate Finance Committee Consti-

tutional Supplement for more information funding. 

Co-sponsorship - Student organizations are encouraged to consider co-

sponsoring programs with other organizations or offices.  Program co-

sponsorship can make the program more affordable, increase attendance, 

attract multiple audiences, and increase collaboration with other organiza-

tions.  As you consider possible programs, think about what other groups or 

offices might be logical co-sponsors for particular programs. 

Other sources of possible funding or co-sponsorship are: 

 

Programming Board – The purposes of the Programming Board are to estab-

lish a social calendar and publicize it, prepare and present programming that 

will appeal to the entire student body, provide regularly scheduled program-

ming, and acquaint students with a diverse programming schedule.  While the 

Programming Board does not fund student organizations, it may consider co-

sponsoring (including paying for part of) an event or program with one or 

more other student groups.  Contact  the Programming Board Director or their 

advisor, the Director of Student Activities. 

 

Social/Cultural Committee – The mission of this committee is to contribute to 

the cultural and intellectual enrichment of the campus community by intro-

ducing new ideas and art forms, and through its programming, bring the cam-

pus community closer together.  Funding priorities include traditional College 

programs, programs of cultural/intellectual significance, and co-sponsorship 

of programs with other groups.  Contact the Director of Student Activities for 

copies of their policies and procedures, funding criteria and priorities and 

committee details. 

 

Diversity Committee – Its functions are to increase awareness and apprecia-

tion of diversity on campus and in society at large and to implement programs 

and activities that build a sense of unity within and across groups.  Contact 

the Associate Dean of Students for more information.  

 

T O CO NT ACT  ST U DE NT  A CT IVIT IE S:  X  30 37  PAGE 24 U T ICA C OL LE G E  PAGE 9 

Meet regularly with the leader and be available for consultation when 

something occurs that she/he might need help with outside the regularly 

scheduled meetings. 

 

Recruitment & Retention of Members 

Recruitment and retention are not the same thing.  The trick is not just in 

finding new members but in keeping them.  An organization needs to evalu-

ate its development and create a plan unique to its membership.  There are 

about eighty clubs and organizations at UC, each vying for the same student 

body to become its members.  What will make your group different from the 

others?  To be successful, an organization needs to have a clear purpose 

followed by a well conceived and executed recruitment and retention plan. 
 

Recruitment: 

Know and understand your organization.  Have a meeting to discuss your 

purpose and goals and to make sure that the current activities and pro-

grams support the purpose. 

Set recruitment goals– include the number of new members, character-

istics of members who will help the group succeed and how you will re-

cruit them.  Some questions you might ask are: 

What type of time commitment should be expected? 

What talents are missing that the organization currently needs? 

Are there students from specific majors who will benefit from or 

add to the organization? 

Know what attracts new members.  In today’s “react fast or get left behind” 

society, organizations need to update their approach.  Posters and flyers just 

won’t get it done.  New members are easier to attract if: 

The past leaders reflect a positive attitude toward the organiza-

tion and have a general good feeling about their position. 

The group appears organized and knows what it is doing. 

They feel welcomed and see that support and encouragement 

are provided. 

There is opportunity for them to learn and to get involved 

quickly. 
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Retention: 

It takes six times more energy and expense to recruit a new member than it 

does to retain one.  This expense can be the financial cost of publicizing re-

cruiting efforts or it can be the total member time needed to recruit new 

members instead of working on projects.  Most people will stay motivated 

when they can take ownership for projects.   Retention strategies include: 

Have contact within one week of initial interest/sign up. 

Hold a special welcoming event.  Plan a social event with food, a special 

introduction or establish a ritual or tradition for new members. 

Make the first meeting fun so they will want to come back!   Recognize 

that some won’t come back because they will find other ways to become 

involved. 

Orient your new members.  Encourage old and new members to form 

bonds by using icebreakers and teambuilding activities; maybe hold a 

retreat. 

Remember the new members’ names. 

Get email addresses and phone numbers that are accurate and that the 

students use. Do not rely on a directory. 

Follow through with emails, post goals, summarize meeting outcomes.  

Provide reminders of responsibilities. Answer the question, “what’s 

next?” 

Show appreciation for your members both publicly and in private. 

Have fun together!  Know when it is time to work and time to play. No 

one wants to feel like involvement in an organization is a burden. 

 
Meetings 
Attending meetings is something most students dread. Is this because meet-

ings are often dull, unproductive, disorganized, and too long? The burden of 

successfully running a meeting falls into the hands of those student leaders 

who have been elected. Unfortunately, students are often elected to positions 

without proper knowledge or experience, and figuring out what to do is a mat-

ter of trial and error. With proper planning and preparation, any meeting can 

be effective and enjoyable. 

 

Meetings have several functions. They give members a chance to discuss 

and evaluate goals and objectives, keep updated on current events, provide 

a chance to communicate and keep the group cohesive. Most of all, meetings 

allow groups to pull resources together for decision making. If the facilitator 

the student handbook and on the College’s website. 

 

Recognized student organizations are also required to submit an updated list 

of their officers and their faculty/staff advisor to the Student Senate Vice 

President and the Dean of Students Office at the beginning of each fall se-

mester in order to retain recognition status and be eligible to receive funding 

for events. 

 

Funding from the Student Senate: 

 

The Student Senate Finance Committee administers the club funding proc-

ess, as outlined in the accompanying flow chart.  In the case of allocations of 

$100 or less, the Finance Committee is the only approving body.  All other 

allocations must also come before the full Student Senate for approval.  Con-

tact the Comptroller in the Student Senate office (ext. 3200)  well in advance 

of your event to pick up the funding request packet, which includes criteria for 

proposal writing, the funding request form and related information.  Forms 

are also available from the Dean of Students Office.  The Finance Committee 

generally meets Wednesday afternoons in the Student Senate complex in 

Strebel Student Center to hear presentations of club funding requests. 

The Student Senate Constitution (Article VIII) outlines the following funding 

criteria. The Constitution and all funding related forms are available online 

at : http://www.utica.edu/student/activities/organizations/senate/   Funding 

for organizations will only be given for: (see next page) 
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Student Senate Funding Flow Chart 

http://www.utica.edu/student/activities/organizations/senate/
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advertisements may, of course, include the name of the establishment 

where the event is being held and may also note the fact that drink spe-

cials will be in effect. 

2. Advertisements, flyers, banners, etc. for events where alcohol will be 

served must prominently display a message promoting safe driving prac-

tices, such as "Don't Drink and Drive." It is also recommended that such 

advertising contain a reminder that those who wish to consume alcoholic 

beverages must be 21 and be able to provide proof of age. The phrase 

"I.D. a must" or similar language is acceptable for this. 

3. Advertisements, flyers, banners, etc. that do not conform to the above 

mentioned regulations will be removed from College property. Persons or 

organizations will be held accountable for the violation. Moreover, such 

advertisements in the residence halls must only be displayed on desig-

nated bulletin boards, and larger publicity items (e.g. banners) are limited 

to one per lobby. 

4. It is expected that organizations advertising in campus buildings will be 

guided by common sense and good taste. The College reserves the right 

to remove advertising which can be construed as racist, sexist, or other-

wise offensive to members of the College community. 

 

Daysheet and Web site Advertising 
Entries must be submitted to the Office of Student Activities by 

4:00 pm, 48-hours prior to publication day to insure printing in the 

next DaySheet  They must be submitted on line. 

The DaySheet staff reserves the right to limit an entry to five days 

of publication. 

Entries of a personal nature will not be printed. 

Entries promoting the use and/or sale of alcohol will not be printed. 

Entries in contradiction with College policy will not be printed. 

The DaySheet staff reserves the right not to print entries deemed 

contrary to the purpose of the daily DaySheet. 

The DaySheet staff reserves the right not to print or to edit entries 

due to space and layout limitations. 
Entries for the Campus Events Calendar on line will be chosen 

solely by the Student Activities staff. 
 

Funding Sources for Student Organizations 
 

The Student Senate Constitution (Article V, Section 9) outlines the criteria and 

procedure for a club/organization to be recognized and receive funding.  The 

Student Senate must approve new student organizations.  After the Student 

Senate recognizes a new student group, the Dean of Students issues a formal 

letter of College recognition.  Recognized student organizations are listed in 

starts with a careful plan and finishes with a thorough follow-up, the meeting 

will run smoothly. The following are some tips to help you make your next 

meeting successful, productive and even fun. 

 

Where To Begin? 
Student leaders should familiarize themselves with the organization's history, 

traditions, and operating procedures before even announcing a meeting. 

Start with the organization's constitution, bylaws, or other documents which 

describe the rules of the group. Look at old minutes or talk to senior mem-

bers about how meetings ran in the past. If you are organizing a new group, 

talk to several active organizations on campus to see how they operate. Be-

come familiar with campus resources, facilities, and personnel so you 

can know where and who to go to for help. 

 

The work of most organizations is accomplished between meetings, not in 

them. Meetings are generally for planning, reporting, and decision making. 

Anyone who is scheduled to speak at a meeting should prepare presentations 

well in advance. If leaders spend some time before the meeting to plan each 

detail, a lot of headaches will be alleviated, For example: 

 

1.   Define the purpose of the meeting. 

2.   Develop an agenda. Below is a sample agenda: 

A.   Call to Order 

B. Approval of Agenda 

C. Correction and Approval of Previous Minutes 

D. Reports 

E. Old Business 

F. New Business 

G. Announcements 

3. Distribute the agenda and circulate background material, lengthy docu-

ments or articles prior to the meeting so members will be prepared and 

feel involved. 

 
Making the Arrangements 
Choose an appropriate meeting time. Set a time limit and stick to it, if possi-

ble. Remember, members have other commitments. They will be more likely 

to attend meetings if you make them productive, predictable and as short as 

possible. If possible, arrange the room so that members face each other, e.g., 

a circle or semicircle. For large groups, try U-shaped rows. Choose a location 

suitable to your group's size.  Small rooms with too many people get stuffy 

and create tension. A larger room is more comfortable and encourages indi-

vidual expression. A room too large may encourage members to daydream or 

become isolated from discussion. 

 

Let all members know about the meeting. Don't rely on only one method of 
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contact. Use the phone, mail, computer, word-of-mouth and public posting to 

notify members. If you have an office with a phone line, put a message on an 

answering machine that announces the date and time of the next meeting. 

That way members can call any time day or night to get information. Always 

reserve the meeting space immediately after a meeting or for a semester at a 

time. 

 

During  the Meeting 
It is important that a leader serves as a guide in a meeting, helping members 

interact in a controlled environment. It is the leader's job to ensure that the 

conversation does not get too heated and basic courtesies are followed. It is 

best to decide on some guidelines prior to the meeting so every member 

knows how decisions will be made. For example: 

Who may recognize a speaker? 

How is a time limit for a topic set? 

How are discussions initiated or motions made? 

How is voting done? 

 How are disagreements settled? 

 If something is not on the agenda, how will it be handled? 

 If a motion fails, can it be discussed again? 

If strict parliamentary procedure is used, how are members trained 

in its use? 

 

A well-run meeting allows organizations to accomplish their goals and keeps 

members actively involved and interested. Being able to run successful meet-

ings is something that is learned through practice. The following are a few 

pointers for a successful meeting: 

 

1. Greet members and make them feel welcome, even late members (when 

possible). 

2. When possible have ice-breaking and team-building exercises to make 

your members feel special and build cohesion. 

3. Start on time. End on time. 

4.   Review the agenda and set priorities for the meeting and stick to them. 

5.   Use visual aids for interest (e.g., posters, diagrams, etc.). 

6.   Encourage group discussion to get all points of view and ideas. 

7. Keep conversation focused on the topic. 

8. Tactfully end discussions when they are getting nowhere or becoming 

destructive or unproductive. 

9. Keep minutes of the meeting for future reference in case a question or 

problem arises. 

10. As a leader, be a role model by listening, showing interest, appreciation 

and confidence in members. 

11. Admit mistakes and ask for help. 

12. Set a date, time and place for the next meeting. 
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prior to scheduled event to avoid being charged for police agency personnel. 
(Revised 8/1/08) 

 

Posting Policy 
 
A revised posting policy has been put into place for the Utica College campus 

to avoid unnecessary clutter around campus and to give the campus a 

cleaner appearance. Utica College permits the posting of materials on cam-

pus only by those individuals, campus organizations, external organizations 

and businesses that adhere to the conditions of this posting policy.  

 

Posting is only permitted on designated bulletin boards after receiving ap-

proval to post them from the Office of Student Activities. Postings may only 

be stamped for a maximum of three weeks at a time. Anyone requesting 

permission to post an item must leave a sample copy in the Office of Stu-

dent Activities, along with all pertinent contact information for the person 

responsible for such posting. If postings will be hung in the residence halls 

only, said postings should be reviewed, approved, and stamped by the Direc-

tor of Residence Life or his/her designee.  

 

Posting on glass, doors, wood areas and the Strebel Lounge fireplace is not 

permitted. Posters and flyers are not to be passed from hand to hand, left in 

piles on tables, placed on car windshields, or slipped under doors, and table 

tents are not permitted. 

 

For a copy of the complete posting policy or related questions, please 

contact the Office of Student Activities or visit http://www.utica.edu/

policies/policies.cfm?id=89 

Other Program Planning Related Policies 
Other program planning related policies including the Solicitation Policy 

(Office of Financial Affairs and Treasurer), the Policy on Political Activity on 

the Utica College Campus (Office of the President), the Credit Card Marketing 

Policy (Office of the President), and Computer Use Guidelines (Integrated 

Information Technology Services) are located in the posting policy. Please 

contact  the Office of Student Activities for more information.  

 

Advertising Alcohol-Related Events 
The Inter-Greek Council and the Vice President of Student Affairs and Dean of 

Students have adopted the following policy which governs the advertising of 

events where alcohol is served. All individuals, clubs, and organizations that 

advertise on campus must adhere to the following guidelines: 

 

1. Advertisements, flyers, banners, etc. for events where alcohol will be 

served may not list specific drink specials, prices, brand names, or con-

tain language which can be construed as encouraging intoxication. Such 
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The need to have ID with your ticket for admission and the fact that 

the ID will be held at the door. 

Everyone who attends must have a college ID AND be a guest of a 

Utica College student.  Only one guest per student will be allowed. 

 

UC parties may not be advertised anywhere off campus, including downtown 

or on other college campuses; violation of this restriction is grounds for imme-

diate cancellation of the party. 

 

Sponsoring organizations will also enforce the “once you pay, you stay” rule.  

This rule applies to people who pay for the party and then either loiter in the 

lounge or leave the Student Center, only to return minutes or hours later.  The 

rule requires people to pay for the party and then remain inside the party 

location.  If they leave past the front desk they shall not be readmitted. 

 

Those attending the party must possess a ticket and present a valid college 

ID or be a guest of a Utica College student.  Guests must complete a guest 

registration form at the front desk and their ID will be attached to their host’s 

ID.  If the host leaves, the guest must also leave.  No guest is allowed to enter 

or stay at the party without their host being present. 

 

The established capacity of the party space (200 for the Pioneer Café, 300 

for the left side of the Dining Commons with the furniture removed) will not be 

exceeded.  Tickets will only be printed up to the capacity of the facility.   

 

The supervising Campus Safety Officer or the advisor has the authority to 

close down a party at any time.  The sponsoring organization will fully cooper-

ate and assist with such action if it becomes necessary. 

 

Sponsoring organizations will assist with closing.  Closing includes helping 

Campus Safety/ local police agency to clear the premises and making certain 

that the Dining Commons or Pioneer Café is swept and cleaned. This means 

free of debris, spilled liquids, bottles, and cans at the end of the event and 

ensuring that tables and chairs are placed back in the proper configuration.   

 

Sponsoring organizations that do not comply with these guidelines may lose 

their right to hold additional functions on campus. 

 

Cancellation Policy 
 

The next party is always contingent upon the success of the last party.  When 

serious problems occur during these events, the Director of Student Activities 

reserves the right to cancel any and all party activities until further notice. 

 

Sponsoring organizations must give notice of cancellation at least 48 hours 
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After The Meeting 
Write up and distribute minutes within 3 or 4 days. Quick action reinforces 

the importance of the meeting to members and reduces errors of memory.  

Minutes should reflect what was done, not what was said. Generally, personal 

opinions and quotes of the discussion are avoided. The minutes need to in-

clude all the main motions and a summary of the discussions. They should 

include a report on any actions taken and summary of any reports given. The 

minutes need to be dated and signed by an officer of the organization.  The 

person who ran the meeting should discuss any problems that arose during 

the meeting with other officers. He or she needs to follow up on delegation 

decisions. It is the leader's responsibility to see that all members understand 

and carry out their duties. Any unfinished business is put on the agenda for 

the next meeting. 

 

If your meeting needs more structure, you may want to review parliamentary 

procedure by reading Roberts Rules of Order.  If you need less structure, con-

sider determining your agenda by brainstorming at the beginning of the meet-

ing on newsprint.  By using either of these methods, your participants, guests, 

officers and committee chairs will have a clear understanding of the purpose 

of the meeting. 

 

Program Planning 
Student organizations provide many events and programs for the campus 

community. This section is intended as a first step in planning a program. 

Programming takes careful planning. Many events or activities will have spe-

cial regulations and policies to follow. In addition, other services or resources 

may be available to student groups depending on the details of a particular 

event.  Student organizations are strongly encouraged to seek programming 

advice as early as possible in the planning process. Program planning assis-

tance is available from the Office of Student Activities located on the first 

floor of the Strebel Student Center. 
PURPOSE 
The first thing to do when planning an event is to ask yourself and the organi-

zation some questions: 

Why you are putting on the event? 

What do you want to achieve by having this program? 

What are your organizational goals and how does this event help you 

meet them? 

 Do you have enough people and resources to organize the event? 

 Are your members enthusiastic about organizing this event? 

 Is there enough time to organize the event and for publicity items to 

be created and distributed so that it will be effective? 

 Is there a need or interest for the program on campus or in the com-

munity? 
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BRAINSTORMING 

Brainstorming is a well-known and widely used problem-solving tool. Brain-

storming may be just the technique to rejuvenate your organization and get 

everyone excited and involved. The purpose of this method is to get out as 

many ideas as possible. You can use brainstorming for almost anything: pro-

gram ideas, themes, slogans, publicity, group goals and problem solving. 

There are just a few simple rules to follow: 

 

1.    No evaluating of any kind is allowed. Do not discuss an idea, just go on 

to the next one. When ideas are judged, members will feel the need to 

defend themselves and may not wish to participate. Without full partici-

pation from all members, the creative process is hindered. Also, when 

members feel they are being judged, they will censor their ideas to con-

form to the group. You do not want conformity. You want the wild, spon-

taneous, and even the ridiculous. Wild and crazy ideas can springboard 

more sensible ones or can be tamed down later in the process. The goal 

at this stage is QUANTITY, not QUALITY! 

2.   Limit discussion to one issue or program type. Brainstorming needs a 

goal or something to focus on.  It would be too confusing and distracting 

to try to solve all your problems at once. Pick an issue or topic that all 

members can speak on. 

3.   Set a time limit. This will encourage spontaneity and quick thinking. 

4.   Encourage members to build on what has been said and modify the ideas 

of others. This reduces the need for people to find the "right" idea and 

helps keep the session more stimulating and fun. 

5. Write down every idea. Use two or three people to record if necessary.  

You do not have to write down the ideas verbatim, but enough of the 

concept and key words to be able to remember the idea later. Record all 

responses on a blackboard or big sheets of newsprint so everyone can 

see them; do not record the name of the person suggesting. 

 

Checking for Possibilities 
After the brainstorming session is over, make good use of the members' crea-

tivity. Before ranking or evaluating ideas, group them into related categories 

for review.  This will make it easier to combine similar ideas and weed out 

duplication. Decide which ideas are possible and which can be eliminated; 

this can be done by putting pluses and minuses by items or by giving each 

member a certain number of votes which they can cast to support an idea.   

The ideas with the greatest number of votes are the ones which have the 

greatest group support. 

 

LOGISTICS 

What facility is best matched to the purpose of the event? A theater produc-

tion is best suited to the Strebel Auditorium.  A dance or party would be best 

in the Pioneer Café or Dining Commons.   A dinner could be done in the Li-

brary Concourse or the Faculty Dining Room. Think of the requirements of 

respectful of each other’s needs and requests. 

 

Members of the sponsoring organization are responsible for checking all UC 

students’ ID cards upon entering the event.  They are also responsible for the 

collection and organization of non-UC identification cards.  Non-UC identifica-

tion cards will be collected and placed in alphabetical order.  Identification 

cards must never be left unattended.  At the end of the evening the sponsor-

ing organization will return all identification cards to guests in an orderly and 

timely manner.  Unclaimed ID cards will be turned in to Campus Safety at the 

end of the event. 

 

Members of the sponsoring organization are responsible for decorating the 

space in a safe and responsible manner.  No paper may be used to cover 

existing windows or to restrict the view. 

 

Ticket Procedures 
 

The following procedures are to be followed by student organizations selling 

tickets for parties: 

 

Everyone attending the party must purchase a ticket in advance. 

Tickets will be available in the Student Activities Office during their 

posted hours.  

Tickets will be available up to the day of the party unless the party is 

scheduled for the weekend.  In that case, the tickets will be avail-

able up to the Friday before the party. 

The sponsoring organization will be able to set aside a number of 

“comp” tickets which will be distributed to the designated organiza-

tion representative. These are not to be sold and are only available 

for members of that organization.  They must be distributed before 

the party. 

 

Sponsoring organizations will recognize the validity of tickets only when the 

person is able to produce a picture ID.  Tickets will not be sold at the door or 

at any other location during the party for any reason. 

 

Sponsoring organizations are responsible for including the following informa-

tion in their advertising: 

 

Tickets are to be purchased in advance. 

No tickets will be sold at the door. 

Date, time and location of the party. 

Name of the organization hosting the party. 

When and where tickets will be available. 
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will also provide equipment needed by members of the student organization 

to clean the premises thoroughly after the party has ended. 

Responsibilities of the Sponsoring Organization 
 

Sponsoring organizations will post the following information at the entrance 

and/or check-in desk at the time of the event: 

 

ID is a MUST- Utica College ID’s must be presented upon entering.  

GUEST ID’s WILL BE COLLECTED AND RETURNED AT THE END OF YOUR STAY. 

No loitering in front of or around the buildings 

No alcohol allowed in or around the Strebel Student Center 

No weapons of any kind allowed.  Come in Peace! 

All will be subject to a Campus Safety search 

No Smoking allowed in the building. 

You must have a valid College ID or be the guest of a Utica College      

student to attend. 

 

The faculty/staff advisor of the sponsoring organization, or another faculty/ 

staff member familiar with the organization, must be present throughout the 

event to assist the student leaders working at the event.  The advisor will 

meet with the Director of Student Activities to review party procedures and to 

ensure that they understand the ticket policy. 

 

The sponsoring organization will meet no less than one week prior to the 

scheduled event with the Director of Campus Safety to confirm that arrange-

ments for Campus Safety/ local police agency coverage have been finalized. 

College officials and the sponsoring organization reserve the right to refuse 

admittance to any group or individual. 

 

The sponsoring organization will meet with Campus Safety 30 minutes before 

the event to introduce the Campus Safety officers to the advisor and to the 

students who have been identified as responsible for carrying out the as-

signed duties.  At this time they will review expectations and responsibilities 

with Campus Safety.  Fifteen minutes prior to the event, the local police detail 

will be introduced to the advisor and the students working the event. 

 

Sponsoring organizations will identify for Campus Safety, and the police offi-

cers, persons in their organization responsible for helping the police detail 

and Campus Safety officer to carry out the assigned duties.  Students identi-

fied as helpers will wear nametags or some uniform symbol or clothing identi-

fying them as such. 

 

Members of the sponsoring organization will remain alert, engaged, and avail-

able to work with Campus Safety/ local police agency personnel.  Each will be 
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what you are sponsoring and then match them to the proper facility.   

 
SCHEDULING ROOMS FOR MEETINGS AND ACTIVITIES (EMS) 
Student groups who wish to use a College room for a meeting or activity 

should do so by going to the website http://ems.utica.edu/ and filling out the 

required information online.  You must either be using a computer on campus 

or be connected to the Utica College wireless service in order to reserve 

space using EMS.  Please note that there is a 5-day block placed on the sys-

tem.  This means that if you try to schedule a meeting within five days from 

the current date, EMS will not allow you to do so.  In the event of a scenario 

such as this you will need to contact one of the offices below and ask for a 

special exception to be made: 

 

The Registrars Office ext. 3393 

The Office of Student Activities ext. 3037 

The Athletics Office ext. 3772 

The Office of Residence Life ext. 3285 

 

Clark Athletic Center Booking Procedures 
The procedure for booking the Clark Athletic Center (whether it is the gym, 

pool, fitness rooms or classroom) is the same as for booking any other space 

on campus.  The student group (or individual) will request the space they 

desire on Virtual EMS (http://ems.utica.edu).  The Athletics staff will check to 

see if the space is available.  If it is not, they will deny the request and send 

an e-mail to the appropriate person or persons requesting the space.  If the 

space is available, the Athletics staff will determine if the event is appropriate 

for the space requested and will communicate this determination to the re-

questor, or request additional information from the requestor.  If the Athletics 

staff feels that there are special needs that need to be addressed before they 

can approve the event, or after event approval, they can request that the 

group attend the Event Management Meeting where representatives from 

Student Activities, Aramark, Campus Safety, Facilities, and the Media Center 

discuss the needs of upcoming events.  If Athletics refers a group to the Event 

Management Meeting, they should so inform the Dean of Student Affairs and 

send a representative from their office to also attend the meeting so the 

needs of all constituents may be evaluated and met if possible.  Please note 

that because the Clark Center is usually heavily booked for athletic events 

and other related use, most requests for use of space are unlikely to be ap-

proved. 

 

Event Management Meetings (for all Type II and Type III events) 
In order to make your event a success it may be necessary to attend one of 

the Student Activities Event Management Meetings. The Event Management 

Meetings are a way to go over the events that require the services of other 

offices and services such as ARAMARK, Campus Safety, the Office of Resi-
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dence Life, the Media Center, Maintenance, and events that require audio 

visual equipment support. If your event was approved, Part II of your Event 

Request Form will state the day and time of the Events Management Meeting 

you will be required to attend. Event Management Meetings are held every 

Monday at 2:00 pm in the Faculty Dining Room. 

 

Parameters for groups planning late night or large group 

events 
 

Groups planning late night events, or events where large groups are an-

ticipated, are to attend an event management meeting at least two weeks 

prior to the date of the event.  Events will be cancelled if the sponsoring group 

does not attend the appropriate events management meeting.  Groups are to 

submit their plans for their events prior to attending the events management 

meeting. 

Any event extending past midnight requires the presence of at least one 

Campus Safety officer throughout the event if estimated attendance is 50+. 

Additional safety officers may be required if attendance significantly 

greater than 50 is anticipated.  This decision will be made at the events man-

agement meeting at least two weeks prior to the date of the event. 

All events will end by 2:00 a.m. 

Individuals staffing the event, whether students or employees of the 

college, are to identify themselves to Campus Safety officers prior to the 

event and periodically walk through the event to assess the tenor of the 

crowd and provide assistance when needed. 

Obviously intoxicated individuals will be asked to leave, although discre-

tion will be used if it seems likely that doing so will exacerbate an already 

difficult situation. 

Exceptions to these parameters may be granted only by events management 

staff at the events management meeting the sponsoring group attends.  Such 

exceptions will be made by consensus of the events management group. 

 

Rules and Regulations  

for  
Campus Parties Which Require Campus Safety 

 

These Rules and Regulations are intended for any campus event hosted by a 

student organization in which there is a reasonable expectation that a large 

number of non-Utica College students will be in attendance.  If you or your 

organization is planning on hosting one of these events you should first com-
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plete the following checklist: 

 

1. Go to Student Activities and obtain a Large Event Request Form. 

2. Schedule a facility for the event. 

3. Complete the first two sections of the form and then take the Event   

Checklist to each of the offices listed to obtain their approval.  This form 

must be completed, with all signatures, at least three weeks prior to hosting 

the event.  Completion of this form does not give permission to host the 

event until the Approval section has been signed by the appropriate college 

official. 

4. Be sure to comply with the Responsibilities and Ticket Procedures to 

ensure that you can host parties in the future.  

 

Responsibilities of Campus Safety and Local Police Agencies 
 

The Director of Campus Safety will develop a pool of local police officers to 

work with groups on a regular basis.  The Director’s objective is to establish 

the pool in order to increase both the groups’ familiarity with the officers 

and the officers’ familiarity with the College and its students. 

 

The Director of Campus Safety will determine how many officers are re-

quired for each event.  The charge for this detail will be determined by the 

acting police force, and it is to be paid by the sponsoring organization in 

cash.  This cash payment will be made available to Campus Safety or to the 

organization’s advisor prior to the beginning of the party to ensure that the 

funds are available.  The police detail will be paid in full at the end of the 

function, even if the party is ended early for any reason.  In the event of a 

party cancellation, 72 hours prior notice is required; otherwise, the police 

detail will still need to be paid by the sponsoring organization in full on the 

day of the event. 

 

The local police agency and/or Campus Safety will patrol and control move-

ment in and around the party, including, but not limited to, the Strebel Din-

ing Commons, the Pioneer Café, the lounge area, and outside of Strebel 

Student Center, including parking areas. 

 

An officer will be assigned at the entrance to “wand” all people entering the 

party with a metal detector for weapons and contraband.  The sponsoring 

organization will take direction from the Campus Safety and/or police offi-

cers regarding the handling of individuals under suspicion for illegal or un-

safe activities.  After 1:00 a.m., a police officer will also be responsible for 

assisting with patrolling and controlling the area in front of the Strebel Stu-

dent Center. 

 

ARAMARK will ensure that the Dining Commons or the Pioneer Café has 

been cleaned and swept before the event is scheduled to begin.  ARAMARK 


