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August, 202

Dear FVTGStudentOrganizationAdvisor:

CKIFyYy]l @2dz F2NJ Ay JS achobghgto ey clibadvidoRsan ailisdeio Sne ibfoved &
45 student organizations at the college, you impact the students you adeibbeyond their
graduationday. | appreciate the investmentf time and energyou are making binteracting with our
studentsand assisting them as they develop leadership skills

I £ SEI y Rs$hidrylofstiidenfd@velopment tells us that 10 years after the college experieane,
alumni of the collegeemembers thampact whichpeople and eventiad on heir colege eperience
You are engaging studentsanr FVTC community and strengthening the-ldag ties the college seeks
to establish.You are valued and appreciated for going the extra mile and choosing tetuelant
organizationadvisor.

ThisStudent @ganizationAdvisor Handbook has been prepared for your usg@u advise yowstudent
organization It containsvaluable information ommdvisor guidelines and responsibilitieksy to day
student organizatiomperations,funding proceduresexpectationdor student organizations and
policieswhichthe organization you advise is required to folloun addition, you will find copies of
requiredforms neededvhile advising/our student organizationThese forms can also be found on the
Student Life websitat www.fvtc.edu/studentlife Please read this handbook carefudiyd refer to it
throughout the academic yealf there are any question$eel free tocontact me in the Student Life
Center Room E137ou canalsocall 920735-2468 or send an email to barke@fvtc.edu

Each of the staff membeis the Student Life Center lod&rward to working with you. Whether your
student organizatiotis in Appleton or Oshkosh.enare here to support you in your efforts and assist
you. We welcone communication from you aany ofyour organizatiof2 @embers Once againl, want
to thank you for your dedication and commitment. Without your efforts, the success of our student
organizations would be minimal.

Sincerely,

Vick y Barke

Vicky Barke

Student Life Director
(920) 7352468
barke@fvtc.edu
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STUDENT LIFE MISSION

Student Life engages students through opportunitiesdevelopmentwhich
supplementghe academic mission of Fox Valley Technical College to create a
complete college experience and maintain a diverse student community.

STUDENT LIFE VISION

A MODEL OF STUDENT DEVELOPMENT.............

Integrity Adaptation to Change Diversity
Creative Thinking Team Critical
Thinking

XXX {1Atta F2NJ addRSydasz

STUDENT LIFE STRATGIC OBJECTIVES 2010-2012

=

Integrate diversity education into Student Life offerings.

2. Increase student involvement in @uirricular activities by expanding our
reach to new diverse populations.

3. Increase collaborative partnerships with instruction to develop co
curricular offerings.

4. Provide the necessary development opportunities for student

employees to be successful in student life and their future work

environment

Integrate new technology trads to effectively engage students.

6. Integrate student feedback and assessment to promote continual

improvement.

Create programs with transparent learning outcomes

8. Promotesustainability through department initiatives.

o

~
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Student LifeCenter Information

Location:Appleton Campus

Room E13% across from the Commons

OshkosHRiversidegCampus
Enrollment Services Area

Student LifeCenterHours:

Appleton Campus
MondayThursday, 8:00 a.m. untit@ p.m.
Friday, 8:00 a.nmuntil 4:00 p.m.

Oshkosh Riversidéampus
Monday-Thursday, 80a.m. until4:30 p.m.
Friday, 800 a.m. until4:00 p.m.

Staff: Appleton

Student Life Center Degl(920) 7352545

VickyBarke, Student Life Directqr(920) B5-2468 barke@fvtc.edu

Rayon Brown, Student Ligpecialist (920) 7352500; brown@fvtc.edu

Shannon Gerk€orrigan Student LifeCoordinatorg (920) 735-4796;gerkecor@fvtc.edu

John Lewis, Student Life Technology Assisida20) 831-4331;lewisj@fvtc.edu

Penny BricknerStudent Life Administrative Assistanf920) 9935155;
brickner@fvtc.edu

Lori Bradish, Student Life Sales & Marketing Aasigt(920) 7355727;bradish@fvtc.edu
Kim Manteuffel, Connectionganager

Oshkosh
John RankStudent LifeSpecialist; (920) 2366171 rank@fvtc.edu
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Student Life policies and procedures are in conjunction @itident Services departmental andllege
policies established by the Fox Valley Technical Coldgenistrationand DistrictBoard. This is also in
compliancewith policies and procedures established by the Wisconsin Technical College Syt
Wisconsin State Legislature whickcludesfunding d norrinstructional student fee funded programs
and servicesAll clubs and sident organizations are governed by these policies and procedures.

STUDENT ORGANIZATIONS POLICIES AND GUIDELINES

Student segregated feeme part of the total fees assessed each studakingprogramcredit classeat

Fox Valley Technical College. Funds collected must be expended in adherence with Wisconsin State
Statutes(Wisconsin Act 1Q1Section 38.145 All expenditures oftudent segregated fetunds are

subject to auditand could result in penalties if allocatémt non-instructional purposesThe allocation

of these fees is thprimaryresponsibility of the Student Government Associatm issubject tofinal
approval by the District Board. Each year these fees finance projects, eventtudadtorganizatians

that are of interest to the student body. In addition, a percentage of these fees are allocated to provide
ASNDAOSAE GKNRBJIAK GKS O2Seriices Sueént BmployientSergicBsNaA O S & | {
Fithess Centedepartments

Expenditures oftudentfee funds provided tastudent organizatioa andany other department or
organizationfunded by student feesmust meet the following criteria

9 As appropriate, altredit payingstudents should have the opportunity to participate in the
services or activities provided liye organizations usingegregated funds. Studesegregated
feesare charged to all studentsaking credit bearing courses.

1 Expenditures from student segregatéebs may not support an individual scholarship or provide
directmonetary support to a noprofit organization.

1 ff SELSYRAGAINBA YdaAald O2yF2NY (2 SEA&GAY3I 2A1a02
college policy, including policies set forth bydnt Government and/or Student Life.

1 All expenditures will be audited and reviewed in a manner prescribed by the District.Board

All recognized student organizations are bound to the Student Organizations Code of Cdrdsict.
conductpolicyisaparto G KS O2f f S3SQa { (i dzRASopyiwillbe dsBiburd / 2 Yy Rdr
annually to all club advisors defining expectatiomsrecognized student groups. Failure to comply with
the code of conduct established fogcognizedstudent organizations caresult in disciplinary action for
individual members owithdrawal of recognition, suspension of recognition for a specified period of
time, probation (warning that may lead to a more severe sanction), restriction of privileges, including
fund raisingprohibited access to club accountgritten reprimand to the Division Dean or restitution

for any losses causeddvisorsare asked to share the Student Organizations Code of Conduct policy
with their respective organizatiorsach semesterL it A& &dzZ33SaGSR GKF G SIFOK [2NJ
receive a copy for their use.

(@
i

Recognized student organizations are part of g f t ¢®-8uBi€ukar student development program
Activities which are sponsored by a student organization, includingetings, are required tde
outside of clasgime and will not include instructioml objectives where evaluation or assessment
impactsa grade
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It is strongly encouraged to haviib members and officersomplete documentation for a eourricular
transaipt. This can provide important information that can be used as students compile an
employment portfolio. The courricular transcript lists involvement in-@urricular activities during a
a0 dzRSy i Qa Oz tStudedscan3dalds dapics iidr ok urricular transcript by contairtg
Student Lifeon either the Appleton or Oshkosh campuses

CTSO (Career and Technical Student Organizations)

Several FVTC student organizations are part oweer and Technical Student Organizations under
the umbrella of thewisconsin Technical Colle§gstem. These include Business Professionals of
America (BPA), DECA, Post Secondary Agribusiness Students (PAS) and Skills USA. These groups have
opportunity to compete with other college students in a variety of competitions within their chosen
field. Thosestudent organizatios affiliated with the CTSO will adhere to all policies created by the state
organization. Any violations of the CTSO policidg@gllt in college disciplinary action.

HOW TO CREATE OR MAINTAIN AN FVTC STUDENT ORGANIZATION

AnobjectiveofC + ¢ / Q& { (i dzR Sy is to[hdv& &divérse bflerMdi of Sugleint organizations
that students mayhoose to join. It may be becausetbéir academic choice or a personal interest.
Students interested in creating a new organization or revitalizing aex@tent organization need to
comply with the required criteria in order to be acagnizedstudent organization. Groups which are
not recognized will not have the ability to sponsor activities on campus, complete fund raisers, elect
officers, meet as an organized group or receive any fundingl all the criteriais met and all required
documentation turned in to Student Life, tlggoup is not a recognized student organizatiBollowing
are the requirements to be a recognized student organization.

A The organization must have a minimum of eight members that are current students.

A Members must be enrolled in a minimum of 1 programdite

A Any student enrolled in a minimum of 1 program credit may be a member of any student
organizaion on campus regardless of their beliefsstudent organizatiorronstitution needs to
be on fileand updatedannuallywith the Student Government Assotian.

A Astudent organizatiorPlan of Action isevelopedon an annual basis andas file with the
Student Government Association for the current academic pgahedate requiredor within 1
month of establishment if created during an academic yé2urrent organizations not meeting
the deadline will have club accounts frozen and will not receive SGA fumneieeting
attendanceuntil the Plan of Action is on file.

A Submit on an annual basis a Club Constititution.

A A signedstudent organizatioradvisor contract is on file in the Student Life. The advis@ds to
be an employee of the college Studentinterns may ceadvise if employed by the collegfe
there is an employee as a-emvisor.Non employeesre not eligible to be an advisoA
student intern may not receive an advisor honorarium or sign off on financial transactions.

A The student organizatioradvisor and a officer will jointly complete anend of the year
honorariumreport during the spring semesta@f the academic year.

A Astudent oganizationrepresentativemust attend at least one Student @ernment Association
meeting each semester

A Eachstudent organizatiomeeds to complete one community service project annually that
involves service to a naeprofit organization.Community service can be completed by
sponsoring an event or participating in an event that benefits aprarfit organization. The
focus of thecommunityservice should be on helping the community, not the student
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organization Community service doesot include receiving fuds to benefit the student
organization Cleaning a shop for yoprogram area, volunteering forstudent organization
event or donating fundto a nonprofit agency does not constitute a community service project.
A Each student myanization will submit one article each academic year toftheTimes.
A Each student organization will donate an item for the SGA Silent Auction to raise money for
scholarships.

Probationary Status for Clubs

A Failure to turn in theappropriatedocumentationby October12, 2012will result in a freeze on
existingstudent organizatioriunds and norrecognizedstudent organizatiorstatus. Once the
appropriate paperwork is completed and turned\vithin 3 business day$finds will be
accessible ahthe organization will be recognized as an official student organization.

A Failure to attend one SGA meeting a semester or complete a communifgesgrject will result
in a probationary status for the following school yearstédent organizationvho failsto
complete the above listed activities for two consecutive years will not be recognized as an
official organizatiorfor a one year period of time and then will be required to turn in the
appropriate documentation to become recognized.

Upon submission of the appropriate documentatitime organization igrecognizedstudent
organization Once recognizedhe followingis alsorequired

1 While attending theStudent Government Association meeting ahdsked a member wilpresent
aclubreport at each meeting.

1 All student organizatioriunds and accounting procedures are @adnK N2 dz3 K C+ ¢/ Q& CA
Services. At no time willstudent organizatioraccount be maintained off campuStudent
organizatiors will adhere to thepolicies timelinesand processesquested by the Financial
Services staff.

1 All club or organization activities will occur outside of instructional time. Members working on
LINP2SOGa oAt R2 a2 2dziaARS 27F Of | andludedss G KS
part of class timeAll meetings should be held on campus or in public locations.

1 Student organizatiospending wiledhere tothe guidelines of Wisconsin State Statue 101 and any
other college policies.

1 Student organizatios creating a Facebogkwitter or othersocialonline community page will
adhere to the policy and agreement form found in the Appendtudent organizatios using
online communitesfor promotional and communication purposes must present the college in a
respectful and profesional manneand maintain current information on the siteCopies of the
agreementmust be submitted to John Lewis, Student Life Technology Specialigtilhbd kept
on file in the Student Life CentefFailure to have an agreement on file may resul request to
remove the online pagand be in violation of the Student Organizations Code of Conduct

9 Student organizations may not have a website that is not on the college server and supported
through a different address thamww.fvtc.edu Exceptions to this will only be made by the
Student Life Director and will be at their discretion. In addition, the website will provide
information on the college student organization and not linkrtoltiple external organizatins
whichare not directly related to an event the group is sponsoring or a site which is directly
related to the technical college system.

Page 8

yl

[aN


http://www.fvtc.edu/

TR XES

FVTC’'S STUDENT ORGANIZATION CONSITITUTION GUIDELINES

C+¢/ Qa &G dzRS Yy lreqairdidblsybil ahdieskiedvyhar stlideds organizatiorronstitution
on an annual basisEach time the constitutiors updated a copy should be sent to the Student
Government Associatioand will be kept on file All constitutions should inclugdut are not limited to,
the following basic information.

1.Name of the organization

2.Student organizatiomeeting times

3.Officer positions

4.Bylaws on election of diicers anddecision makingrocesses/procedures
5.Resignation or withdrawal of an officer

6.Role of the advisor

7.0rganizationastructure of the organization

8.Purposeand missiorof the organization

9.Contact information
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STUDENT ORGANIZATIONS CODE OF CONDUCT

The Student Organizations Code of Conduct is the Student Services departmental policy regarding
recognized studenvrganizations on campus. It is a collaborative effort between the Student

Government Association and the Student Services Division. This policy is designed to encourage a safe,
healthy and educational environment for student organizations and its memberarry out the
2NBFYATFGA2y Qa8 LIzNLI2 &S YR YA&&AA2Y D tKS O2RS 2
sponsored by a recognized student organization which occur on or off campus. Student Life has the

right to randomly visit club meetings amadtivitiesat any time.

The Student Organizations Code of Conduct applies to all recognized student organisatiadsg
athletics. A recognized student organization has eight student members in good standing (enrolled in a
minimum of 1 program cret), an FVTC staff advisor, an organization constitution and a Plan of Action
for the current academic year on file. Additionally, all athletic teams are considered a recognized
student organization. Recognized student organizations are the only studamigtbat may sponsor
activities and events, participate in fund raising, receive student segregated fee funding and use the
college name with the name of their organization.

All recognized student organizations must adhere to the following code of canduct

1 Recognized student organizations and its members must follow the guidelines of Wisconsin
State Statute 101 regarding funding. Inappropriate use of organizational funds will not be
tolerated.

1 Recognized student organizations and its members must fahevguidelines of Wisconsin
State Statute 101 when conducting activities. Those activities are to be non instructional and
occur outside of classroom time with no assessment contributing to a class grade.

1 Recognized student organizations must maintaimarfcial club account through the college
andfollow allfinancialpolicies andorocesses for deposit and payment of club dollars.

1 Recognized student organizations and its members must honor and respect all other student
organizations and its members hygt creating a hostile or unsafe environmentgeneral or
during any club activity or evenvr promotion of any event.

1 Recognized student organizations will follow all local, state or federal laws.

1 Recognized student organizations and its members wilparticipate in any offensive or
disorderly act or display which interferes with the rights of others inclusive of harassment,
threats, physical abuse, intimidation or the threat of physical abuse, includingd&ed
incidents.

f Recognized studentokgy AT F A2y a IyR AG&a YSYOSNR gAff IR
any other alcohol related policy which governs a conference, activity or event.

9 Discrimination is prohibited on the basis of race, religion, color, ancestry, ethnicity, gender,
marital status, pregnancy, national origin age, mental or physical disability sexual orientation, or
veteran status.

1 Recognized student organizations and its members will submit a signed Student Extracurricular
Travel Conduct Code for each event which requingrnight travel. Forms will be delivered to
Student Life prior to departure for the event.

Page
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1 Recognized student organizations will prohibit its members from participating in travel in cases
where a member owes the college for unpaid fees.

f Recognizedstudén 2 NHI yAT I GA2ya FYyR AG&a YSYOSNB o6Aff
policy and Student Life guidelines regarding online social communities.

1 Recognized student organizations will not knowingly violate the terms of any disciplinary
sanction.

1 Recognied student organizations or its members will not participate in lewd, indecent or
obscene behavior including the use of profanity.

1 Recognized student organizations or its members will not participate in theft or the destruction
of property.

1 All officers ofa recognized student organization must be enrolled in a minimum of three credits
and be in good academic standiwith a minimum of a 2.0 cumulative GPA within the last five
years and must maintain a 2.0 each semester while in office.

1 Recognized studemrganizations or its members will adhere to all fund raising requirements
per Student Life policy.

1 Recognized student organizations or its members will adhere to all college policies, including
those developed by Student Life regarding recognized studiganizations.

1 Recognized student organizations who are affiliated with the CTSO (Career and Technical
Student Organizations) will adhere to the policies governing the CTSO and individual
organization including all alcohol related policies.

1 Recognized stient organizations will complete a minimum of one community service project
per academic year.

1 Recognized student organizations will attend a minimum of one Student Government
Association meeting per semester to remain a recognized student organization.

Application of the Code of Conduct

The Student Life Department will exercise jurisdiction over recognized student organizations and
member conduct, including athletics and club sports. Individual organization members in violation may
alsobeinviolaton® (1 KS O2fft S3SQa {GdzRSyid /2RSS 27F [/ 2y RdzO{
disciplinary action.

Sanctions may be imposed on student organizations found responsible for violating the Student
Organization Code of Conduct. Sanctions may include actionsswathdrawal of recognition,

suspension of recognition for a specified period of time, probation (warning that may lead to a more
severe sanction), restriction of privileges, including fund raising, frozen club accounts, written reprimand
to the DivisiorDean or restitution for any losses caused.

Conduct that threatens the safety or security of the collegéscommunity, disrupts the function of
the college or creates a hostile environment, is within the jurisdiction of this code, regardless of whethe
it occurs on or off the college campus.

2 KSYy (GKS {ddZRRSyd [AFS RSLINIYSYyld NBOSA@®SaAa | NBL
written or verbally, an investigation will occur. The Student Life Director will send written notification to
the club advisor and president of the organization to notify them of the alleged charges and to schedule

Page
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a meeting to discuss the allegations. If the organization is found responsible for the alleged misconduct,
sanctions may be issued. Notification of @ayctions will occur within 5 business days of the meeting.

If the club advisor or the president of the organization believes due process rights have been violated or
the sanction is too excessive, they may submit a written request to the Vice Presitietient and
CommunityDevelopmento have the case reviewed within 5 business days of being notified of the
sanction. The Vice PresidasftStudent and Communitipevelopmentwill notify the club advisor,
president of the organization and the StuderfelDirector of the final decision within 10 business days

of receiving the written request.

Page
12
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ADVISORS OF STUDENT ORGANIZATIONS

Who is an Advisor?

Every recognized student organization is required to have & R@A & 2 NIp 2 KOG A& Ly
commitment to advising? What are the requirements or the authority of an advisor? Is there
compensation?The following provides the policies regarding advisors.

Requirements
A Student organization advisors must beemployee at Fox Valley Technical College

A Advisor assignments are on a voluntary basis and are not part of a work load.
A All advisors are required to participate in advisor orientation at the start of each academic year.
A Advisors do not need to be affiliatedth an academic discipline.

Authority/Supervision

A Appointment and/or removal of an advisor will be at the discretion of the student membership of
the club or organization with final approval by the Student Life Director andPresident of
Student andCommunity Development.

A The Student Life Director, in cooperation with the advisor of record, will be responsible for
supervision of the faculty or staff person solely within his or her role as club/organization
advisor in accordance with established Cgdigolicies and procedures.

A Expenses incurred by a faculty or staff person that are to be paid through club/organization or
student activity monies can be reimbursed as approved by Financial Services or the Student Life
Director. Expenses incurred by &ttty or staff person that would be paid out of division
monies, can be reimbursed as approved by his or her direct supervisor.

Advisors are required to receive approval from their supervisor or academic dean to adeisegnized
studentorganization. Each academic year, advisors are asked to sign an advisor contract where the
advisor agrees to fulfill the role of advisor and follow policies and procedures for student organizations
Fa ¢Sttt a GKS O2f t S3SdemicdeanksSalsd aRk@ditaisRymiizicontiadzl JHh&ID A
supervisor olacademialean must sign the contract in order for the staff membec#ory out advisor
responsibilities and receive an honorariufh.A G K2 dziT G KS | RGA&a2NDa | OF RSYA
signdure, they may not be a club advisor.

Advisor Funding

The appreciation and gratitude we have ftudent organizatiormdvisors extends beyond written

words. Although not nearly enough, a small gratuity or honorarium is paid on an annual basis. It is not
meant to be a payment for professional services, but a token of appreciation. Each advisor is provided
with a base of $30 per year plus incentive bonuses fbe student organizatiomccomplishments

during the current academic year

Advisors earm spedic number of points fotime provided at club activities and accomplishments of
the organizationEach point is worth $50, which is added to the base 6D%8er year Additionally,
advisors receive $75 for attending the required annual advisor medfittgere are two or more
advisors, the honorarium will be split equally. A copy of the honorarium formula is provided in the
Appendix.

Page
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Nearthe completion of the academic yeam honorarium report needs to bélled out and submitted

to the Student Li¢ Director. Honorarium formsare sent via email to advisors by April 15 and need to be
submitted by May6 of each academic yeafFailure to turn in a form bivlay 31 mayresult in non
payment.Failure to submit a form by June 15 will resulbon-payment.

The Role of an Advisor
The role of an advisor varies, butstanimportantone. Thet 02 LIS 2F |y 2NABI yAT | (A 3
effectiveness of its officers, the time commitment of the members and advisor as well as other factors
determinesi KS y I 1dzNB 2F 'y I ROA a 200Rdrs sthoyldvieddEjwsbay i 6 A (
signatory on required forms.

Ly akK2NIxX | 322R FROA&2NI Oy KSf L) ydzZNIidzZNB 062 (K
STUDENT ORGANIZATION ADVISOR RESPONSIBILITIES

In order for astudent organizatiorio be availabldor studentsand effective in its roléo develop

students in a cecurricular environmentit is paramount that the advisor meets the following basic

responsibilities.

1.  Advisestudent organizatioomembers to plan and meet objectives/goals.

2. Guide thestudent organizatiorn social functions as to always bring respect toghelent
organization

4.  Attend allstudent organizatiommeetings.

5.  Advisestudent organizatioron all financial aspects.

6.  Assiststudent organizatiotin looking for educational programs or projects to develop each
member.

7.  Attendexternal trips or activities planned

8.  Assist students in competition arealould they compete

9.  Supervise fund raising events.

10. Enwmurage/promote participation irrollegesponsored activities.

11. Supervise community service projects.

12. Educate and assist members to adhere to college policies and procedures with any supporting
documentation that is required, specifically for fingaddransactions.

13. Adhere to the Student Organizations Code of Conduct.

The following functions and respongities should direct the advisor toward appropriate behaviors and
roleswithin the group.

1.The advisor should work with, but not direct thactivities of the group These recognized
groups are student organizations that should be led by studentst K2 dzZ3K G KS | ROA

Page
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not regulatory or disciplinary, the advisor has a responsibility to botlctiegeand the
organizationto keepever2 y SQa o06Said AydSNBada Ay YAYyR® !
remind student memberof code of conduct ocollegepoliciesso violationdo not occur. The
advisorshouldg 2 NJ 6 A (i K (i K&ficezshBstaylishl ahdimiitain@eoup standards

and regulations for conduct.

2. Occasionally, there may be times when an advisor can lend assistance in emergency or other
problematic situations facing the organization. Although this type of intervention is not often
OFff SR FT2NI jidgSenticahBe thezaviipigrac n2hR event of mishaps, internal
conflict, or personal crisis.

3. The advisor should assist teudent organizatiorin developing realistic goals for the academic
year which contribute to the development ofembers. The adsor should remembeit is the
task of the active members to operate the organizationd determine the goals. An advisor
aK2dz R y2i0G RS S NMenoSingihk &spankiflidziniuiE deBrizved tiied df an
important educational experience.

4. The advisor should be aware of all plans and activities o$tilndent organizatiormand inform
the organization of any college policies that may impact these plans. The advisor has a
responsibility to the officers to make them aware of what the policies ahy they exist, and
how to follow them. Questions on policies can be referred to the Student Life Staffents are
encouraged to meet on campus and do not need an advisor at a meeting on campus.

5. The advisor should assist the group in evaluatirggm@amsandthe organization. The advisor
should provideconstructive criticism when necessary and offer words of praise for work well
done. On a reciprocal note, the advisor should ask for constructive criticism from the members
in order to improve the ayanization.

6. The advisor can offer ideas for projects astlident organizationfunctions, but maynot
decideon a program oplanning process¢ KA & A& G KS &ThidiRibey ii @RS REOA
decision Advisors should make sure thsttidentorganizatiormembers contacany
appropriate staff when scheduling an event or project.

7. The advisor or a designated FVTC staff menserquired toattend any student organization
functions which occur off campus due to liability issard to ensurdhe code of conduct is
followed.

Advisor Responsibilities to Individual Student Members

1. The advisor should help the student find balance between their academics andtiidént
involvement with a priority placed on academic@fficers of a recogned student organization
must maintain a 2.0 G.P.8ach semesteand be enrolled in 3 program creditStudent
organizatiors are encouraged to put an academic standard instinelent organizatio@ a
constitutionfor all members

2. The advisor should encoage eactstudentmember to participate iras well aplanevents and
activities.

3. The advisor should encourage students to accept responsibility for specific roles and
responsibilitiesmakingstudentmembers accountable fanyroles they volunteer for.

Page
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Limitations of an Advisor
All advisors are bound in thaiole by certain limitations:

1. Advisors may not have sole accesstizdent organizatioriunds. Although advisors magsist
inoverseenglil KS 2 NB | y A T Ithé AdRisbniay rbtlenghgy i@ 8n§ fihancial
transactionon behalf of thestudent organizationvithout communicating with thestudent
leadership or have aofficer or membersignature. At any time, astudent organizatiomfficer
has the ability taask forand have the advisaun a copy othe student organizatiormccount
statement.

2. Advisors must comply with Wisconsin State Act 101 in the use of student segregated fees. Each
student organizatiorshould keep an accountingeord separate from thaccount provided by
Financial ServiceStudent organizatioaccounting records should reflect the use of segregated
fees as well as fund raising monies. Questions on the correct isadent organizationomonies
can be directed to the Student Life staff.

3. Advisors may not use any club activity as part of the instructional process where assessment and
evaluation are part of the official student recordll club activities, including meetings, will not
be held during class times.

Legal Liability of Adgors

As an advisor of a student organization, be aware $tiatlent organizatioriunctions, whether they are
of a social or educational nature, carry certain legal responsibilitiesstlident organizatioractivities
are considered college sponsored eteand must follow FVTC policies and any state or federal
regulations.

alyed | ROAaA2NE 0StASOPS GKSe& OFlyy24 o6S tAlLoftS | a
college is liable. This is not necessarily the case; it is critical to reaizastn advisor, you may be held
personally liable. Atudent organizatiomn R@A A2 Nk &aK2dzZ R 6S (y2¢ft SR3IASI o
aware of their potential liabilities.

With this in mind, some things to remember:

AIndividuals as well as institutiomse frequently liable.

A Do not apologize to students for policies with which you personally disagree. This may be
misinterpreted.

A Do not hesitate to call security or in the case of off campus activities, local law enforcement
personnel if a disruptive oliégal situation presents itself.

AIf a situation arises where you are unsure of your legal responsibilities, or disciplinary action is
needed, contact the Student Life Center for assistance and follow the appropriate procedures
which will require filling at an incident report upon your return to campu&n emergency
contact number ér Vicky Barkafter normal businestours is 926054-8854 or 926640-4096.
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STUDENT ORGANIZATION FINANCIAL INFORMATION

Eachrecognizedstudent organizatioris required to have financialaccount in Financial Services.
Funding can be derived from several sourcédl financial transactions will kmmpleted in accordance
with processeand policieS a G 6f AAKSR o0& Cx¢/ Qa CAYylFYyOAlf { SNX

Kayla DamicoFinancial Services, is the contact for questions regasdirent organizatioraccounts.

Advisors should be the liaison between #tedent organizatiorand Financial Servicegecting

students through the required processeStudent organizatiomembers should not contadfayla
Damicodirectly but work through the advisorAR A a2 NB KI @S | O0Saa G2 GKSA
usingthe report systemfound on theintranet and can keep members informed of account balances

Student organizatiofundingcan bereceivedfrom student segregated feedonationsor fund raising
efforts by the recognizedtudent organizationStudent @ganizations receiving donationisicluding
monetary donationsneed toprocess the donatiothrough the FVTC Foundation officActivities which
provide funding should not confeom work completed duringn instructional course or program.

Funds derived fromprojects completed duringn instructional course or program may not be deposited
in student organizatioraccountsand is a violation of the code of condudtll revenuemustbe

deposited within 1 week of collectionvith the appropriate information on the deposit slipWwhen

making a deposit, only the advisor of the organization or the treasr can sign the deposit slip.

Student Government Association Funding

An allocation of $00is provided at each Student Government Association meeting. This allocation is
divided by the number afecognizedstudent organizatioa attending the meetingStudent

organizatiors are encouraged to semdore than one representativ.he Student Government
Association has an incentive plan for th@eeognizedstudent organizatios sending members on a
consistent basisStudentorganizatiors with one representative attending every meeting for the entire
semester will receive a $100 bon@&udent organization sending two representatives to every meeting
during the semester Wl receive a $200 bonuBeposits are made in Octobd&ecember, March and

May. The incentivdunds are deposited into thstudent organizatioraccount at the end of each
semester.In order for your student organization to receive funding for attending the SGA meeting, your
representative must be at the meieg for 95% bthe total meeting. Arriving late or leaving early will
waive the funds your group receives. Any exceptions to this must have prior approval from an SGA
officer.

Fund Raising

Student organizatiom are encouraged to be creative aexgagein a variety offund raising activities on
campus.A fund-raising project is the sole responsibility of tregudent organizationand cannot be

done as part of an instructional class. Time and resources given to the project must occur outside of
class time.

All student organizations regardless of campus location must compleferal raising formand turn

this form into Student Li& or John Rank at the Oshkosh Riverside campuer to the fund raising
activity regardless of whether the activity occurs on or off camp@n the Appleton campus, en
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campus fund raisers held in the Commons include on®sixtable. Twostudent organiations per day
will be allowed to do funrhising in theCommonsarea.Exceptions to this will need to be approved by
Student Life.Requests will beapprovedon a firstcome, firstserve basidf yourstudent organization
needs more spacer tablesthan onesixfoot table, a 16 x 28pace is available next to Connections
coffee shopand must be indicatedn thefund raising form. Student organizatiosi must stay within the
parameters of the 16 X 20 spader the 16 x 20 space and any other-gptrequests including
additional tablesor medig student organizatiosand/or the advisomust submitawork orderrequest
to the appropriate departments on campus.

If the fund raiseinvolvesthe sale offood, Mike Ciskenust approve the activityHis signature is
required on the fund raising formThis does not include popcorn sales.rétlognizedstudent
organizatiors participating in foodade fund raisers must have at least oogyanizatioormember attend
a sanitation training seminar on an amal bass. If there has been no sanitation training, the fund
raiser will not be approved.

Sanitationtraining seminars occur in September and Janu&uoy. the 202-2013 academigear,
sanitation training is scheduled for

Tuesday September19™ from 3:00-4:00 p.m.
Thursday, September20" from 3:00-4:00 p.m.
Tuesday January29™ from 3:00-4:00 p.m.
Location will be announced at the SGA meeting

Recognizedtadent organizatiors which havesponsoreda new fund raisernot done beforeshall have
the first opportunity to continue that fund raiser on an annoalregularbasis. If thastudent
organizationchooses to discontinue the fund raiser, it is open to the otadent organizatios.

WISCONSIN STATE TAX
Recognized student orgaations are not tax exemptinderii KS O2f £ $35Q4& Infokdetr SESY
to be tax exempt, clubs must have their own tax exempt status from the State of Wisconsin. They
OFLyy2i dzaS G(KS 02t €ClihIib@estedir tax exBripSsiatuiiimeddiid-cantzt ®
Financal Serviceso request filing with the state of Wisconsin. If the student organization has tax
exempt status, be aware that your club is required to pay 5% sales tax on most fund raisers. The
WisconsirState Bx will be appliedo deposits made from fund raisers when applicable.

Recognized student organizations which are not tax exempt will not be required to pay the 5% sales tax
when depositing fundérom fundraisers.

If you have questions on taxable ite@sNJ & 2 dzNJ 2 NA |, yohthck RinAngigl Sedvices.i | (1 dza

Donations

Student organizatios solicitingare required tocontactthe FVTG-oundation office on campuStudent
organizatios will need to providdist of prospective donors thahaybe contacted. The FVTC
Foundation will have final approval on the list of donors contacted.

Student organizatios receiving donationsf any kindmust go through the FVTC Foundation. The FVTC
Foundation will then provide a check to teident organizatn if the donation is monetary. Donations
cannotbe deposited directly intstudent organizatioraccounts. The FVTC Foundation will send a thank
you on behalf of the college for the donation.
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When conducting fund raisershould astudent organizatiometermine that a donation be requested, a
suggestegricemust be listeg not simply a donation for a service. This is in compliance with Wisconsin
Tax Laws.

Funding for Travel

Many student organizations plan travel as part of their annual activitiesrder to support these types
of activities,many ofthe organizations haveequestedfundingfrom Student Government Association
through student segregated fees. In order for a club to recstivdent feedollars to support the
2NBI yAT I (i Aedollawing piiobklss@vill beXollaived:

9 AClub Funding Request Form will be completed provided to the Student Government
Association Executive Board requesting travel doarsinimum of three weeks prior to travel
A separatdorm needs to becompletedfor each trip.The form must be submitted prior to
meeting with the Executive Board for their review.

1 The Club Funding Request form and any additional informatithibe presented to the Student
Government Association Executive Boatdheir executive team meeting which occurs every
other week. They meet on the Appleton campus. The presentation will belgotie
2NBI yAT I (A Zpeclfiallyva$nerdbsrMEo is travelling on the trip, not advimrs
approval of the entire amount or agption of the amount requestedMlembers should be
prepared to answer questions regarding fund raising efforts, club financials and specific
information on the travel trip.

1 Clubs will need to schedule an appointmentteet with SGAa minimum of one week por to
the presentation by emailing sga@fvtc.etibese are scheduled on a first requested, first
scheduled basis. Based on when scheduled, the organization may not receive funding until after
the travel has occurred.

1 In addition to the information on th€lub Funding Request Form, club members must include a
list of club members namesho are confirmed that they arparticipating, the destination of
travel and how attending this event will benefivt the individual, but the organization or
college when pesenting the information to the SGA officefBhe student or the club will be
responsible for a minimum of 50% of theal trip costs.

T¢KS {(GdzRSy(d D2@SNYyYSyil !'aaz20AliGA2y 9ESddzAidS
or advisowithin 1 weekof the presentation to indicatavhat amount, if any, is approved and
the rationale for their decisionThe Student Government Executive Board reserves the right to
review club accounts and balances in the accounts when making the decision.

1 Any approed funds will then be deposited into the organizations financial account within 5
business days of natification.

Any student organization may bring forward a proposal requesting travel doltaxsder to be

considered for funding, the club must havéeatded a minimum of half of the SGA or Oshkosh Student
Boardmeetings which have occurred. If you have not attended half of the meetpogs,request may

be denied or the requested dollar amount decreased. Members will be aslegtain whythe group

as not attended Club members traveling must have a cumulative G.P.A. of 2.0 in order to travel. Clubs
must also have completed within the past 6 months or have plans in place for a community service
project.
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Organizations may requestr receiveno morethan $3,000 per student organizatiom a fiscal yeaand
not exceedb350 per studentin a fiscal yearExceptions to this will be at the discretion of the SGA
Executive Board.

Special consideration will be given to organizations conmgenultiplefund raisers to offset travel
costsor where there is a contribution by the individual to the overall cost of travel

Student Organization Expenditures
Expenditures o$tudent organizatiorfiunds must meet the following criteria:

1 As appropriate, all student® the organizatiorshould have the opportunity to participate in the
events provided bgtudent organizatioriunds

1 All expenditures must conform to existimgllegepolicies and proceduredncluding Wisconsin
Statute 101 govening student segregated fees

1 Expendituresoncerning travel, room and board must confornthe student travel policand
within the existingcollegepolicies and procedures

1 All expenditures must be reviewed and approveddoyh the designatedstudent aganization
advisor and atudent organizatioomember. A student club member must sigall check
requests.

1 All expenditures must have itemized receipts for reimbursement. A copy of a credit card receipt
with one dollar amount will not be honored. réimbursement is for a meal, the names of all
members in attendance must accompany the requesing with an itemized list of food
purchases.

1 All requests for reimbursement must follow the college finance deadlines, including expenses
reimbursed during discal year. No reimbursements will benored afterthe deadlines to
submit in a fiscal year.

9 The Student Lif®irector or the college Finance representathes the authority tcaudit all
expendituresand make final decisions regarding appropriatenmeursement and/or expenses.

9 Student organizations do not have access to petty cash through Financial Services and should not
maintain a petty cash account. All financial transactions should be completed using the
organizations account.

Appropriate Studet Organization Expenditures

1 Refreshment#food for student organizatioriunctions

1 Loca] state and national conferencevorkshops, or educational experienegpenditures directly
NEBfIGSR (2 GKS 2NAEIFIYATFGiA2yQa YAaarzy

9 Expendituresiot in violation ofcollegepoliciesor Wisconsin State Statute 101

9 Scholarshipghat do not use segregated fees as a funding soarwkthe club can verify how
monies were raisedeparatelyto support the scholarship(s).

9 Awardsbanquets

1 athleticevents

9 Recreationaand socal functions
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9 Speakers for meetings

1 Student organizatiosupplies and equipment

9 Transportation costs foevents sponsored by the organization

1 Supplies for community servigeojectsor nonprofit events

9 Awards

1 Sudent organizatiorsponsored items (i.e.-3hirts, novelties, etc.)

9 AdoptA-Family purchases to sponsor a family. Organizations may not write a check of donation,
but may shop and purchase items for reimbursement.

9 Monetary donations to any noeprofit benefit or organizationincluding Adopt a Family under the
following condition:
If an organization uses club funds to purchase supplies and sponsors an event to raise dollars for
a specific noprofit, the dollars raised should be deposited within one week following the
event. A check can then be requested for the exagbunt of the deposit in the noprofit
2NBFYATFGA2YyQa yYIYS AGKAY M 6SS] 2F RSLRAaAD

9 Cther items as approved by Student Life

Inappropriate Student Organization Expenses

1 Expenditures violating Wisconsin State Statutet. 101

9 Expenditures violating FVT&llege policies

1 Monetarypaymentto any WTCS employee, advisor, FVTC employstident organization
memberoutside of reimbursement for expenses.

1 Gontributions to political organizations or candidates

1 Gatherings at which beer or alcoholic beveragesthseonly refreshment served

1 Beer or alcoholic beverages paid for or reimbursed to anyone else aitidént organization
funds

1 Contributions to any religious organizations

Clubs & Student
Organizations
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STUDENT ORGANIZATION FINANCIAL TRANSACTIONS

Depositng Funds for StudenDrganizations

Student Organizations who need to deposit money into their Club Acaranequiredto follow the
process and policies established by the Finance Departnigepository/Receipt Remittance Forms can
be picked up fronthe Student Life Centearr by the mail room/cash depositonRleasfill in all the
information and double check the account numbers in order to ensure the money is deposited into
the right account.

1 Please enterthé¢ R @A & 2 NaRthe GohtactPerson.

1 When depositing fundfor the student organizationplease use AccoudZ30 Fund790,Program
31500and enter youistudent organizatiory dzY 6 SNJ ¢ KA O& @hebtudedt & 6 A G K
organization number can be found in the Appentfixhe appropriate information is not filled
in, the deposit form will be returned to the advisor so the appropriate information is filled in.

1 Please enter detailedDescriptiong This description will appear grour student organization
accountand will be helpful in defining the types of deposité/hen depositing funds into your
student organizatiormccount, it is essential to be detailed in your description.

1 Please deposit this form, with the envelope and money in the cash depaository drop by the mail
room. Please do not deposit it at CommunitiysE. If your deposit consists of a large amount of
coins, you are requested to use the coin machine outside of Community First before you deposit
the money in the cash depository drop.

91 All deposits must be made within 1 week abllecting money.
=Y Fox Valley

TECHNICAL COLLEGE

CASH ROOM DEPOSITORY/RECEIPT REMITTANCE FORM

CONTACT PERSON(List Advisor).

PHONE #
NON-TAXABLE SALES: TAXABLE
SALES: CHECK#
Account | Fund Dept Program Proj/Grant Description AMOUNT
$
$
$
$
$
2150100 STATE TAX (5%)
COUNTY TAX (.5%)
TOTAL DEPOSITED | $

DEPOSIT DATE: DEPOSITED BY:__
VERIFIED BY:
White Accounting File Copy Yellow

Accounting to be Returned to Department after Verified
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Requests for Payment for &tudent Organization

When you want taequests funds from the student organization accounitake a paymentplease use
the StudentClubCheck Request Form which can be picked up frenStudent LifeCenter found in the
Appendixor found onthe Student A ¥S / Sy 4 SNRa .dis@sséninShatyiiRiSald ¥ 2 NI 3
appropriate information. If all information is not filled in correctly, the request will be returned to the
advisor and will delay the time needed to proceBdease provide a 3 Biness day turnaround for a
check.

1 When requesting payment, please use Accdas’2 Fund790, Dept93405 Progran3150Q and
your studentorganizatiorny’ dzY 6 SNJ ¢ KA O K¥ ®dbr3tudéert orgahization nismber
can be found in the Appendix’ou must have your account number listed to receive payment.

Please fill in all the information on the form.

The purpose oéxpenditure is what you will see on the Studenganizationaccountreport.

An address for the company/person receiving the chisalequired

Astudent membeifrom the organization ANEhe recognizedAdvisormust sign the form or
payment will not be processed

All requests are required to havtemizedreceipts, including reimbursement for student travel.
Should a request be fdunds prior to receiving the items purchased, a receipt will be required
following receipt of the goods. Failure to do so will result in no access to funds until the proper
documentation is turned inFor meals, a list of individuadsid an itemized rezipt must also be
attached. Please send the forms with backrgreiptsto Kayla Damicin Accounts Payable to
process for payment.

Student Club Check Request Form

Club Name: DATE REQUIRED:
AMOUNTREQUESTED:
CHART STRING:

PURPOSE OF EXPENDITURE:

PAYABLE TO:
ADDRES:
CITY, STATE, ZIP:
TYPE OF REQUEST CHECK TRANSFER
CHECK DISTRIBUTION:

MAIL TO ADDRE&ABOVE

INTEROFFICE MAIL TO (staff only)

PICK UP IN ROOM G145A

MUST HAVE BOTH SIGNATURES:
STUDENCLUBREPRESENTATIVE:

FACULTY ADVISOR:
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StudentLife has a credit card that student organizations may use for purchases. Specifically for lodging,
or purchases thizare in excess of $100. Advisors will need to make sure there are thiemge funds

Ay GKS 2NHIFIYATFGA2yQa | OOBhdiglidwing procesddusSt N4 fall@veddira S
order to utilize purchases via credit card for student orgations:

1 The club advisor contacts Penny Brickner in Student Life to request using the credit card for
purchase.

9 The club account will be checked to ensure that adequate funds exist.

1 The purchase will be made by Student Life.

1 In the rare case that purases would be made by the advisor, a receipt for the purchases will be
LINE GARSR (2 {GdzRSYydG [AFS GAGKAY ny K2dzZNE 2F
inaccessible.

1 Should the credit card be used for lodging, a copy of the hotel receipt showing n ¢ o6 £ I y O
0S GdzNYySR Ay TF2fft26Ay3 GKS 2NEHFYATFGAZ2y Qa N

Student Organization Reports

Student @ganizationAdvisors are responsible for accessing the studeganizatiof2 @count report.

All advisors should have access to their accountshet€ is difficulty accessing your account, please

contactKayla Damico Student members should not contact Finance to find out the balance in the

2NBF yAT I GA B gr@eato ie® (e staiisiobyostudent organizatioraccountsplease

completethe following steps:

&\
w
(@]

D2 (2 GKS LyuGNryStG asSoOiArzy 2y (KS 02ttt S3asSqa
1) SelectResources

2) SelectReports

3) SelectFinancialConsumer

4) Select Student Club Financials

5) Next to Find Next, put in yowtub name and search for the account

The report will then appear. You can select the report to be printed in a PDF format or print it as seen
on the screen

Checks Collected By a Student Organization
Student organizatios conducting fund raisers or agties where personal checks arellected must
adhere to the following policies
A No two-party checks are accepted.
ANo postdated checks are accepted.
A No promise is ever made to hold a check.
A Thestudent organizatiomame needs to be listed in the memadiof the checlalong with the
initials of thestudent organizatiomember receiving the check
A Any check returned for insufficient funds is the responsibility ofstuelent organizatiorand will
be covered by the respectivatudent organizatioriunds. he college will not covalSF checks
collected due to atudent organizatioriunction.
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Student Organization Inactive Accounts

A student organization that is inactive for a period of 3 figealrswill have the balance of their account
put in the Student Life General Equity Account. Should the organizatactivate, they will receive
$100 start up money.

Start Up Funds for New Student Organizations

New clubs that submit all the appropriate clamentation will receive $100 in stamp funds. This will

be allocated to the account once an advisor contract, organization constitution and plan of action are on
file in Student Life.
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STUDENT ORGANIZATION TRAVEL

Student Qganizatiors planningactivitiesthat involvetravel are required tofollow the student
organization travel policy. The following parameters will be adhered to in an effort to keep students
and employees safe and the College protected during student life related travel.

A Student organizatiormembers participatingnustbe in good academic standing (2.0 or above)

A Acode of conducform and insurance code of conduct (fouirdappendixwill be signed by each
participant and submitted to Student Lifgior to the travel departureThisis a requirement for
all overnighttravel. Failure to do so will result in prohibiting fund raising activities stodent
organizationevents on campuand is in violation of the Student Organizations Code of Conduct
Thismust be done for each single travel activity.

A All student organization or club trips must be attended by a club advisor, faculty member, or
designated staff member.

A Only involved faculty, staff, enrolled students and/or paid participants are allowedrtizipate
on these trips. Written exceptions to this policy may be made by theRfiesident of Student
and Community Development or their designee.

A Sudents may not drive school vehicles unless they have been authorized to do so by Financial
Serviceand have gone through a van driving couasestated in the student travel policy

Altis highly recommended that a student member does not use a personal vehicle to transport
other student organizatiomembers to a club sponsored function. If this is done, the advisor
will have the driver of the vehicle fill out the Vehicle Use Form found in the Appendix.

A Use of owned, rented, leased, or hired-fidssenger vans is prohibited for all travel.

A All studentlife related travel should be limited to a maximum of 500 miles of driving per 24 hour
period.

A Cell phone use should be limited and used on in emergency while driving stullging a
College sponsored trip.

A No alcoholic beverage is to be consumed by kyges or students on the bus or during travel to
and from the destination. No alcoholic beverage is to be consumed at any College event unless
specifically designated and approved. Use/possession of controlled substances is prohibited at
all times. Altules of the host site/organization must be adhered to by all participants.

A Travel reimbursenent will follow FVTE€ollege travepolicieswith receipts required for aitudent
reimbursedexpenses.

A Student organizations attending the same conference/lmratre requested to work together to
be fiscally responsible.

A Fox World Travel is the vendor FVTC uses when making travel arrangements for staff travel.
Student organizatiom are encouraged to useox World Travel as a resource, but this is not
required. In the paststudent organizatios have used other resources. Please note that if your
student organizationvorks with Fox World Travel, they will add a service fee to ¢te tost.
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Student Organization Resources

Co-Curricular Transcript

Studentsvho engage in the college community through leadership in student organizations can request a
co-curricular transcript showcasing their involvement. This can assist in the job search following
graduation. Students need to request a copy of theiurcwuar transcript. They need to fill out a form

which is located in the Appendix and have the advisor verify the information. This form can be turned
into Student Lifeat any time and a transcript will be provided within 3 business daysstions should

be drected to Shannon Gerorrigan agerkecor@fvtc.edor by calling (920)7354796.

Recruitment Day

During the week fthlowing Labor Day, Student LEponsosa Club Recruitment défpr student
organizatiorsin the Commonson the Appleton Campudhis is a way tmakestudents aware of
opportunitiesand organizationghey may want tdoecome involved inClub Recruitmenuill be
Wednesday, September 5, 2013tudent organizatios are invited to sponsor a tabénd recruit new
membeisfrom 11:00 a.m. to 1:00 p.mTo reservea table organizations Wlineed to submit a form,
found in the Appendior contact Student Lifdoy Friday, August 31, 201Zhere will be incentives for
students to visit each tabléf you club needs electricity or has a special request, contact Student Life.
If you have questions, contact Vicky Barke at (920}2488 orsend ane-mailto barke@fvtc.edu.

Advisor Meetings

An annual advisor meeting is held in August each year. Advisors recenaeative of $75.00 for
attending the meeting only. If a separate meeting is scheduled with the Student Life Director, the
$75.00 will be waived. This will be added to the advigororaium at the end of the academic year
This meetingwhich is mandatoryprovidesimportant informationfor the advisorole. During the
school year, there may be additional meetings scheduled.

Food Service

Student Organizations receive a discoifrfibod if orderedfor your club functions from Food Service.
This discount is only available if payment is made thrabglClub Chart Field String only. Orders can
be placed by emailing completed order formsdodserviceorders@fvtc.edulf you have questions,
please call Terri@etzmacher at (920) 735701.

Bulletin Boards

There are approximately Iulletin boards throughout thenain campus i\ppleton in the
Transportation Center, AgricultuRuilding,and several on the Riversidgad Spanbauetampugs Each
campus building has bulletin board locations to promote y&tudent organizatiorevents.Below is the
bulletin board policy regarding posting information.

Student Life Bulletin Board Policy

Purpose:
Bulletin boards on the Appleton campus are used to effectively promote college student and staff

events. There are two bulletin boards to promote events in the community that are not associated
with the college. Requests to pasimmunity events must go through the approval process.

Scope:
The following policy and guidelines apply to the campus Bulletin Board locations.
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Bulletin boards are the only location for promotional information. Exceptions are at the discretion of
Facilites Services.

Approval:
College events that are sponsored by student organizations or internal departments may be posted

without prior approval. All posters and flyers promoting community events must be approved by
Student Life before being posted. ffmoved, the posters and flyers will be stamped and the sponsor
will be responsible to post.

General Guidelines for all Posted Items:
All student organizations and departments within the College may publicize their event using campus
bulletin boards.
9 Items must not exceed 11 x 17 inches.
1 The name of the sponsoring organizations must be clearly identified on the poster or flyer.
1 No glue, staples or tape may be used to hang the item on the bulletin board.
1 One poster or flyer per event may be placed on eaglfetin board.
1 Items placed on top of another posting will be taken down and discarded.
1 Information promoting alcohol or illegal drugs may not be posted.
1 Information promoting a religious or political event can only be posted if sponsored or endorsed
by acollege student club or organization.
1 Items that contain foul, vulgar, or libelous statements and/or pictures will be removed.
1 Items may be posted up to 2 weeks prior to an event.
9 Community postings must receive approval and stamp or they will be remenedisposed of.
1 Departmental and community events will be posted by the sponsor of the event.
1 An exception to the general guidelines will be made at the discretion of Student Life. Examples of
this would be, but not limited to:
0 An item with several datgsrinted on it could be posted longer than two weeks.
0 Ongoing services or events can be posted as long as applicable.
o Vital student information can be posted as long as necessary.

Removal:

Bulletin boards are updated at a minimum of every 2 weeks. Anyateddnaterials will be removed at
that time.

If the guidelines are not adhered to, the posting will be taken down and discarded without natification.

Weekly Email

Each week on Friday, Student Life sends out a weekly email announcing events to alksiolest
who want to promote events or fund raisecan post information.Information should be sentia email
to John Lewist Lewisj@fvtc.edbby Wednesday at noosothe informationcanbe sent the Friday of
that week. If necessary, the information may be editeldeep in mind that shorter is better.

Table Promotions

Promoting yousstudent organizatiorevents can belone using the acrylic table tenté the tables in
the Commonsin Appleton and Oshkosh Riversididyes or loose paper are not allowed on the tables
and will be discardedl'here arédwo spots open on a regular basis order to promote youstudent
organizationactivities using thecrylic table tentsyou should do the following:
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A Reserve a spot by filling out the request form (in appendix) and submitting it to the Student Life
Centerin Appletonor to John Rankn the Oshkosh Riverside campus

A Promotional material should measure 4 x 6

A Student organizatios are responsible fareating andinsertingtheir own promotions and should
first check with the Student Life CenterAppletonor John Rank in Oshkoghsee which 4 x 6
card to removen order to put new material in

A Sots are reserved on a firsome, firstserved basis

A Sotsare reservedor no longer than 10 days

A Material should be in good taste and noffensive

A No promotional materials may have logos or printed words related to alcohol, religion or a specific
political affiliation

Electronic Message Board
Studentorganizationeverts may be promoted on the electronic message board located idgpdeton
GCommons To utilize this service se the following guidelines to promote your event:

A Amessage board request fortm appendixshould be submitted to the Studehife Center
A The message will be posted within 72 hoofssubmission

A Messages can run up to two weeks prior to the event

A Messages may be edited to be more effective and fit on screen

A Acontact person should be listexh the form

Printing of StudentOrganization Materials
Each student organization is responsiblegdnting its own materials Student organizatios should
contact Printing Services to make arrangemenitsorder to bill astudent organizatiormccount for
printing services, the followg procedure must be followed:
A The advisor should make sure thiident organizatioror organization haadequate funds in
their account to cover any printing charges.
A The adisor should assist thetudent organizatiorin turningin the appropriate request form
onlinethrough Printing Service$On the work order, the advisor must supply ttteart field
string for thestudent organization This would be the same account number used for expenses.

During the Fall Semester, club#iwe receiving a printing code that may be used at copy machines
located on campus or with printing services. Cost will then be taken directly from the club account.

Mailing of Student Organization Materials
Each student organization is responsiblerfailingits own materias. Student organizatios should
contact MailServices to make arrangemerits payment and information regarding mailing

Popcorn and Nacho Equipment

The Student Life Centemwns a popcorn andacho machineStudent organizatios may reserve either
of these by filling out a fundraising foramd requesting usage&upplies for the popcorn machine are
provided at no cost to thetudent organizationStudent organizatios using he nacho equipment must
purchase their own chips and cheese. Ahydent organizatiomsing either of these for fundraising
must clean them thoroughly when use is completed. Failure to do so will result stutient
organizationbeing unable to use thegaiipmentfor a length of time determined by Student Life
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Student Organization Websites

Eachstudent organizatiom & Kl & | ¢So0aAdS 2y GKSCgdnd S3ISQa 656

Organizations. John Lewis, Student Life Technology Specialist, wilbagsistationsn updating or

adding information to your websiteHis contact information is by phora¢ 920831-4331 oremailat
lewisj@fvtc.edu. ABtudent organizatiomvebpagga Ydzald 0SS Llzi 2 yandindt&aO2 f f ¢
separate entityunder another providerStudent @ganizatiors are asked to update their website a

minimum of once per semestedohn Lewis will review the websites periodically throughout the year to
ensure they are up to date.

Student Organization Website Information
The rpose of student organization websites are to promote the organization and the events which are
sponsored by the group. This can include information and graphics related to paptoming events
which the organization is participating in. The intent is not to utilize the website as a forum for political
or social viewsrather one of information for its members and potential membe@antent on the
student organization websiténcluding related links will be restricted to:

1 Organizatiorsponsoredevents and meetings

1 Direct affiliations with national organizations where the organization has a membership

1 Photos reflecting members and events

9 Forms directly related to a particular emt.

Exceptions or decisions to the above will be at the discretion of the Student Life Director.

StudentLife WebsiteCalendar

Student organizationwishing to add events, conferences or activities to the Student Life Calendar on
C2E zzlftS& ¢SOKyAOlIt |/ BhnfL&BIudent LiekohiolodySpedidi® dztf R O
These will be posted 48 hours after the information is provided. Plesde sure details are pvided

along with the event name and whishudent organizatiorthe event is affiliated with.

Leadership Workshops

EachFall the Student Government Association sponsors aaeeleadership workshof his year the

i K S Y &indhgithe hampion in Yéand will be in Green Bay on Thursday October 18. Student
Government will subsidize part of the cost. Student Organization members who register and participate
in the event will pay $35/person. Those who register and do not show up will be chargacttiad cost

of $55. The deadline to sign up will be Septembdt. 28l @mrticipants will receive a certificafer

attending Information will be distributedo advisors andtudent organizatiosin early September.

Student Handbook and Calendar

Each yearStudent Lifgpublishes a Student Handboakd Calendar. The calendar includes dates and
activities, which may be important to the general student population. Ifrgbudent organizatiors
aware of activities that may be of important®a large number of studentand you would likehis
informationincluded in the publication, please contact the Student Life Center byl\dashe prior
academic year fothe upcomingschool year.

Student Newspaper (Fox Times)

The student newspaper, ThexTimess publishednonthly during the school year. This is a vehicle for
studentorganizatiors not only to promote events, but also to inform the student bodgtoflent
organizationaccomplishmentsind activities Deadline dateare available on the Foxrifes website and
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will be announced at Student Government meetirigach student organization is required to submit
one article each year in order to be a recognized club.

Student organizatiom are asked to submit articles electronicallyutcfoxtimes@mail.com This

publication is a studenatun newspaper.We will only accept articles submitted by students. Staff
submissions will be evaluated on a case by case basis by the student staff of the Fox Times. Possible
exceptions might include editorials and notes of congratulationstdents. Ifyou have questions,

please contact Shannon Gerke Corriga(@a0) 7354796 or by email at gerkecor@fvtc.edu.

Student Life Conference Room

Is yourstudent organizationst 22 {1 Ay 3 FT2NJ I NR2Y { Zasnikall gfop ntegting2 T ¥ A C

Student Life has a conference ro@mRoom E13that can accommodate 12 peopldt wascreatedfor
student use. We encouragtudent organizatiogs toreservethis room to use for small meetings.
Please be aware of the following guidelines for use of this room:

AThe purpose of the Student Life conference room is to provide a ptactudentorganizatiors
andgroupsto meet, as well as to support Student Life Activities. When the room is not being
used for these reasons, other departments on campus may reserve the room.

AThe conference room may be reserved no more than one monglwance of the date requested
during the academic year (SeptembeMay 31).

AThe room may not be used more than two full days during a given week.
AExceptions to the above policies will be accommodated on a case by case basis.
Acontact any of the Studenife Staff with questions.

Tocheck to see if the room is available andéserve the roomgontact Penny Brickner at
brickner@fvtc.edu

COMMUNITY SERVICE AND VOLUNTEERISM

Servant leadership is instrumental in developing strong leadership in FMde&htst The long term
impact of giving back tand becoming engaged the community will assist in the development of a
aidzRSyiQa OAQGAO O2yalOAzdzaySaa FyR gAfft O2ydAydzS

Each studenorganizationis required to complete a minimum of one community service project each
year. Student organizations will be asked to indicate wpiadject was completed on the annual advisor
honorarium report. It is essential that community service projects benefibagyof individuals not
directly related to the student organization. Examples that would not count would be shopugean
participation at a norprofit event where time is paid for, and activities that benefit the student
organization Student organizabns who are looking for ideas or éstance can contact Shannon Gerke
Corriganin the Student Life Center.

A volunteer fair is scheduled each semester on the ApplatehOshkoslcampu®s This is a good
resource to connect with nonprofit groups that mhasve projects available for your student
organization.Forthe 2012-2013 school yearthe dates aréWednesday September 2 and Wednesday,
January 3th on the Appleton campus. In Oshko#fe volunteer fair is scheduled fdmursday,
September 20 We encouragestudent organizatioa to use this as a resource to encourage members to
volunteerand become civically engaged within the local community.
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)

STUDENDRGANIZATIOADVISOR CONTRACT

This contractonstitutes an agreement for the staff member listed below to complete and adhere to the duties of
an FVTC Student Organization Advisor as detailed in the2012 Student Organization Advisor Handbook. This
contract is subject to the following conditions

All work is completed by May 17, 2013.

Compensation will be based upon a base fee of $350.00 plus incentives described in the honorarium formula.
Payment will be provided in one sum at the conclusion of the school year providing the minimum student

organization advisor expectations have been met and all honorarium paperwork is turned in on time.

Payment is also contingent on the submission of the Student Organization Plan of Action, an updated student
organization constitution and this contract otefin the Student Life office.

Payment is also contingent on the completion of the end of the year report that will be turned into Student Life no
later than May 3, 2013

If a student organization violates any part of the Student Organizations Code @fi€@gending an investigation
or report, payment will be held until all reports and investigation has concluded.

In instances where a student organization has two (2) or more advisors, payment will be split equally unless
Student Life is notified of a ddrent agreement.

All policies pertaining to the college, FVTC students and student organizations will be adhered to. All local, state
and federal laws will be adhered to. Failure to do so will result in a termination of this contract.

Parties to Contict:

Division Dean or Supervisor Date

Student Organization Advisor Signhature Date

Student Organization Advisor Name Printed

Student Life Director Date
Duration of Contract:

Inclusive dates of contract are August 25, 26d May 17, 2013
This contract becomes null and void as of the end of the figal in which it is originated.
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STUDENT ORGANIZATIENNUAL PLAN OF ACTI(@hige 1 of 3)

Each organization shouldmplete andreturn to Vicky Barker staffin the Student Life Center by
Friday, Octobenl 2, 2012.

(name ofstudent organizatiophereby states its activities to the FVTC Student
Government Association for the statusRECOGNIZEETUDENT ORGANIZATION during@h22013
academic year

l. StudentOrganizationOfficers(Please list name, position and email):

The following list of officefieaderswill preside over the organization:

II.  Staff Advisor/sThe following FVTC faculty or staff member(s) will serve as advisor (s):

Ill.  Please lisstudent organizatioomembers. Eachktudent organizatiomeeds to have a minimum of
8 student organizatioomemberswho are current students A class or program roster is not
considered a list. Members should participate on a voluntary b&sisadditional names, list on
separate paper.

13
14
15

16
17
18

19
20
21
22
23
12 24

O O N| OO0 | WIN|F

e
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STUDENT ORGANIZATION ANNUAL PLAN OF ACTION (page 2 of 3)

Constitution

Please attach a copy of yostudent organizatiols constitution and/or bylaws that is dated for
the current year. Alstudent organizatios must review and turn innraupdated omew
constitution eactyear.

Student @ganizationGoals

Please list those goals which yatndent organizatiomwill attempt to accomplish during the
2012-2013year. Be spdfic! For example, a. participate in two community service projects, one
each semester, raise $400.00 from four fund raisiotjvities andstudent organizatiomembers
will attendthe Fall Leadership Conferendelease have a minimum of four goals.

Goals: During the 2@-2013year, the organizationwill strive
to accomplish the following:

1.

2.

10.
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STUDENT ORGANIZATION ANNUAL PLAN OF ACTION (page3 of 3)

VI.ProjectedActivities

Type ofActivity Date, Timeand Location Anticipated Number
of Participants

1. Student organizatiomelated activities

2. Trips off campus

3. Guest Speaker®ther activities (i.e. movies,
seminars, workshops)

4. Conferences:

5. Social/Recreational Activities

Fund Raising, Recruitment and Volunteerism Activit

1. Community ServicBrojectsc Eachorganizationis
required tocomplete at least one project each
year, which benefits a neprofit group other than
the studentorganizationor student organization
related program.

2. Anticipated Fund Raising Projects

3. Recruitment Activities

4.0Other Student @ganizationActivities:
Student Qganizatior®@ website
Articles in the Fox Times
Drive In Movie patrticipation
Other.

Please provide day, time and location for ystudent organizatiomeetings for2012-2013
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Fox Valley Technical College
STUDENT CLUB CHECK REQUEST FORM

CLUBNAME: DATE REQUIRED:

AMOUNT REQUESTED:

CHART STRING: (Required)

PURPOSE OF EXPENDITURE:

PAYABLE TO:

ADDRESS:

CITY, STATE, ZIP:

TYPE OF REQUEST CHECK RANSFER

CHECBRISTRIBUTION:

MAIL TO ADDRESS ABOVE

INTEROFFICE MAIL TO (staff only)

PICK UP IN ROOM G145A

MUST HAVE BOTH SIGNATURES:

STUDENCLUBREPRESENTATIVE:

FACULTY ADVISOR:

Please keep a copy for your recordéttach all necessary receipts and list of names for meal
reimbursement.
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CONTACT PERSON:

TR XES

CASH ROOM DEPOSITORY/RECEIPT REMITTANCE FORM

PHONE #
NON-TAXABLE SALES: TAXABLE
SALES: CHECK#
Account | Fund Dept Program Proj/Grant | Description AMOUNT
$
$
$
$
$
2150100 STATE TAX (5%)] $
COUNTY TAX (5%) | $
TOTAL DEPOSITED| $
DEPOSIT DATE: DEPOSITED BY:__
VERIFIED BY: __
White Accounting File Copy Yellow
Accounting to be Returned to Department after Verified
O:\finserv2\manual\cashroom deposit form.doc
Page
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The following rules and regulations apply to all Fox Valley Technical College students participating in
extracurricular travel which is either sponsaror cesponsored by a recognized studemtanizationor in
which the name of the college is used in conjunction with the event.

FoxVal

— %L"E%aEl STUDENT ORGANIZATIONS TRAVEL CONDUCT CODE

14 FNIOAOALI YGEAQ 0SKFE@GA2NI NI @St Ay3 (2 2 Npositn@yor 2 NJ

the group or organizatiorcolleger YR 0 KS AYRA@GARdzZIf G Fff GAYSao®
conduct during social activities or times when no formal activities or meetings are scheduled, such as late
evening and early morning houBehaviorvk f f F2ff2¢ (G(KS O02ff S$35Qa { Gadz
Student Organizations Code of Conduct.
2-Participants are expected to refrain from taking positions that are contrary or in conflict with the interest
and/or positions of the group or detrimentalin K S I NPR dzZLJQa S @Sy d FAYa | yR
3-At all times, participantsvill show respect and courtesy toward others. Because sleeping and travel
arrangements will often be shared, tolerance for individual differences and ne#ldse practiced.
4-Participants will dress appropriately for each situation (e.g. no jearshiiits, sweats, etc. at formal get
togethers and/or banquetsdnd will adhere to any dress code asked of by the advisor
6-Participants are expected to attemlLbusiness meetings, workspe and other scheduled event
programs. Students are expected to lrompt and prepared for all sessions.
7-Participants are to report any accidents injuries or illness to the advisor or staff member leading the
delegation.
8-Alcoholic beverage consumptiawill not be tolerated at any official event/program unless specifically
designated (e.g. dance, mixers)nderage drinking will result in local law enforcement being called
immediate dismissallnappropriate behavior as a result of alcoldll follow the Student Life Alcohol
Policyfor College Sponsored Activities.
9-The use and/or possession of illegal drugs, handguns or weapons is not tolerated and will result in
disciplinary action.
10-Participants responsible for theft and/or vandati during the course of the event will be held financially
liable and subject to disciplinary action.
11-Any long distance telephone calls, charges to the room or other personal expenses will be the
responsibility of the individual participant. Particita having expenses covered by the organization
must keep all receipts for the purpose of verification and reimbursement. If a student needs to return

K2YS RdNAY3I | 50K22f FdzyOliA2ykGNARLI F2NJ | yandNB I &

cost of such action.
12-The advisor(9)r staffto the student organization who accompanies the group shall have total authority
over the supervision of the event and its participants. This dictates that all student participants must
FRKSNBE (G2 FYyR 0ARS 06@& (KS | R hid/BeNEeommnduiesy? v &
and respect due by virtue of his/her position as the official representative of Fox Valley Technical College.
13-Participants who disregard or violate these ruteshe Student Organizations Code of Conduititbe
subjectto disciplinary action through the college disciplinary process. Such action may also include
disciplinary action irstudent Life and/or Student Government Associatetivities

PARTICIPANT AGREEMENT

| have read the Code of Conduct for extracurrictdavel and agree to abide by these established rules.
Name (please print Signature Date

Organization

Bls

LJdzN.

**| must alsocomplete the Student Extracurricular Travel Conduct Code Addendgarding insurance coverage.

FoxVal

~——N echnical
B COLLEGE Page
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STUDENT INSURANCE CONDUCT CODE

| certify that Ihavepersonal health care coverage and if | become ill, injured or hospitalized while on a
Fox Valley Technical College student trip, my insurance company and | am responsible for all costs | incur,
related to this injury, illness or hospitalization.

Name (pease prin}
Signhature

Date Organization

| certify that Ido nothave personal health camveragehowever, | will not hold Fox Valley Technical
College liable for any costs | incur due to illness, injury or hospitalization. These costs will be my
personal responsibility if | am injured, become ill, or hospitalized while on a FVTC student trip.

Name Signhature

Date Organization
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Date Submitted:

Fund Raising Project Proposal

Name of Student Organization:

Describe the Fund Raising Project:

List the dates of the fundraiser will be held (Please include all days of the week and month). Also
indicated whether the activity will be completed on campus, off campus or both. Note: Raffles may
run no longer than 1 month.

Will the commons be used to promote or sell items as a part of the fundraiser?
Yes No

If yes, what dates will you be using the commons and is one 6 ft. table acceptable or does the club
need the 16 X 20 space? With the exception of the 6ft table, all set ups require a facilities work
order completed by the club.

Does the fundraiser include the sale of food or beverages sold on campus in the commons?
Yes No

If yes, please have Mike Ciske in Culinary Arts sign here:

Please provide the date of club’s sanitation training:

Advisor’s signature of Approval:
Date:

Club Officer’s signature Approval:
Date:
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Student Life Conference Room (E137F) Reservation Form

Student Life Conference Room Reservation Policies:

AThepurpose of the Student Life conference room is to provide a place for studtganizatiors and
organizations to meet, as well as to support Student Life Activities. When the room is not being used fa
these reasons, other departments on campus may reséne room.

AThe conference room may be reserved no more than one month in advance of the date requested during
the academic year (SeptembeiMay 31).

AThe room may not be used more than two full days during a given week.
AExceptions to the above policieslivbe accommodated on a case by case basis.
Acontact any of the Student Life Staff with questions.

Name ofStudent organizatiol©rganization:

Reason for Use:

Contact Name:

Contact Phone/Email:

Date(s) Requested:

Time(s):
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Table Reservation Policies:

AThere are two tables that may be reserved through Student Life for awareness, fundraising, etc. Tables ¢

reserved on a first come, first served basis.

AThe space nexb Connectionghis space is no larger than 16x2@y also be reserved; however any work
orders need to be submitted directly to Facilities.

ANo more than one table may be reserved at a time.

TR XES

Date Received:

Date Entered:

Reserved with Carol Z.:

Student Life Commons Table Reservation Form

Aa single organization may not have a table for more than three days in awaedn

Name ofStudent organizatiotOrganization:

Reason for Use:

Contact Name:

Contact Phone/Email:

Date(s) Requested:

Time(s):

McQ- HANQ { LI OS wSl dzA NERK

Yes No
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COMMONS LCD REQUEST FORM

Person Requesting Message

Contact Phone Number

Contact Email Address

Note:

1-Please Print.

2-Indicate specific graphics, or animation you would like the message to contain.

3-If you have a specifgraphic, or animation you would like used, please email the graphic to
LewisJ@fvtc.edu. Please reference the message in question when you send the email.

4-Messages on the screen are limited to 2 weeks.

5-Messages that are used, will be kept on file, amaly be used at a later date (including minor
alterations, such as dates).

At least a 3 day leatime is required to program messages. Messages will be programmed in the order they are
received.

Start Date: /[ [

End Date: _ / [

Message:

Additional Comments:
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Name of group/organization/department:

Contact person;

TR XES

TABLE TOPPER REQUEST FORM

Date Received

Date put on schedule

Completed by

Contact phone number andmail:

Type of event/promotion:

Dates requested:

Date of Event:

Signature of person submitting the form:
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TABLE TOP PROMOTION GUIDELINES

1-The paper size is 4 x 6 inches. Cardstock is the preferredtyzper.
2 - Student organizatiosm and departments may sigrp for one promotional spot for 710 days at a time.

3 - Student organizatiomand departments are responsible for inserting their promotional material. Please check
with Student Life taletermine which spot to replace; then recycle the announcement that is removed.

4 - Groups will need to make seventy (70) copies of their promotional material to fill all the table tents.
Promotional material may be on any color and any type of pap&rasas it meets size requirements.

5-This is the only type of table promotion available. All other materials placed on the table will be discarded
accordingly.

6 - Space is given on a firsbme, firstserved basis witR slots permanently reserveaf Student Life events.
7 - Space can be reserved by completing the Table Top Request Form and submitting it to the Student Life Center

(Room E13)

If you have questions, please cont&enny Bricknein the Student Life Center at (928993-5155 or
brickner@fvtc.edu.
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FVTC STUDENT LIFE

STUDENT ORGANIZATION ADVISOR'S HONORARIUM FORMULA

I Il 1 Total
1. Numberof student organizationmembers 0-20(1) 2050(2) 50+ (3) 3)
2. Number of programétudent organizatiomelated 1-2(1) 3-5(2) 6+ (3) 3)
tripsattended by advisolList event, not days.
3. Number ofcommunity servicgrojects 1(0) 2(2) 3+ (3) 3)
4. Number ofhours (days) of time outside of 1(2) 2-3 (2) 4+ (3) 3)
regular work schedule. Do not include lunch
5.FVTC Advisor Meeting in Aug@sbrth $75) 1(1) @
6. Provided basket for SGA Silent Auction 1(1) (2)
7. Amount of fundgaised annually $100-$1,000 $1,000-$2000 $2000+  (3)
not including SGA funds. (1) (2) 3)
8. Number ofarticles written for student newspaper. )
1-2 articles 3 articles 4 articles
1) 2) 3)
9. Number of Fundaising events 20 1 342 5+ @) 3)
10. Number of SGA meetings club members attended 8 (1) 1P(2) 13+(3) (3)
Total Points 26

Each poin{except advisor meetingy worth $50.00 in incentives with a base 06683
STUDENT ORGANIZATIEIV/ISOR MINIMUM EXPECTATIONS:

In order to receive the "base honorarium," teeudent organizatiomdvisor shall meet the following minimum
requirements:

)l
1

= =

Have 8student organizatioomembers dues or nedues paying (on or before) January, 2013.
Completeand have on filan advisor contract for the current academicyéak G K | | OF RSY
or supervisors signaturi@ the Student Life Centdry Octoberl2, 2012or within 1 month & creating

the student organization

Complete the annual "Plan of Action" and have on file in accordance with the Student Life
requirements.

Meet all student government regulations fetudent organizatiomecognition.Ensure thestudent
organizatiorhas a representative at a minimum of one meeting per semester.

Work with thestudent organizatioto complete one community service project.

Perform allstudent organizatioradvisor responsibilitieand follow the Student Organizations Code of
Conduct
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Fox Valley Technical College Student Life
Student Organization Recruitment
September 5, 2012
Sign-Up Form

wouldliketo participate inClub Recruitment Daysheduledor

(Name ofStudent organization
Wednesday, Septemberftom 11:00 a.m. to 1:00 p.m. We agree to staff the tahleing the times indicated.

Weare aware that there is limited space, but would like to use the following items as part of our display:

(Please list itemsuch as easels, banners, eitich requie extra space).

understand we are responsible fapsand teardown of displayspace as well as

(Name ofStudent organization

any equipment needed.

Student organizatioAdvisor Student organizatio®fficer
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T
Fox Valley Technical College

Student Life Alcohol Policy for College Sponsored Conferences

Students involved iacollege sponsored event may not consume, or be under the influence of alcohol during any

scheduled conference @tudent organizatioractivity.

Students, of legal drinking age, who choose to drink alcobe¢tages during free periods, may not do so in open
areas of the conference facilities including hotel lobbies or pool areas. Open containers, bottles, glasses, cans
will not be allowed in open areas of conference facilities.

Student Violations
Students not adhering to these rules who &# years of ager olderwill be sanctioned in the following ways

1 Be given a verbal warning for the first offense.

1 For the second offenseghasked to leave the conference/meeting/activity, as soon as feasilshilge
Additionally the student will not be allowed to attend another event for the remainder of the school year
The college may impose additional disciplinary sanctimysR SNJ G KS 02t  Tha&igasdrof h g
staff member will notify the Studw LifeDirector immediately upon their return and complete a conduct
incident report.

Additionaldisciplinarysteps will be taken as deemed necessary.
Sudents not adhering to these rules who arader 21 year®f age will:
1 Be asked to leave the coménce/event, immediately.
1 The student will not be allowed to attend another event for the remainder of the school year. The advisor
or designated staff member will immmediately notify the Student Difieectorupon ther return and
complete a conduct irdent report The college may impose additional disciplinary sanctions. The

student will be turned over to local police for prosecution.

Additionaldisciplinarysteps will be taken as deemed necessary.
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2012-2013 FVTGtudentOrganizatiors andAdvisors

Student Organizatiodlame Advisor
Accounting Shelley Henke/Marcel McDermoKay
Bellile
AgriBusiness (PAS) Randy Tenpa#Kevin Rauchholz/Jason
Fischer/Wally Sedlar
PAS Ag Power Nancy Buchholtz/Tom Yost
AITP Brenda Wilz
AODA GregDelaney
Auto Collision Jerome Goodson/Joe Kircher
Auto Technology Kevin Guthrie/Doug Johnson
Automated Manufacturing Systems Jason Vosters
Banking and Finance Keith Cram
Beat the Heat, Auto Student organization Dave Sarna
Construction Managememssociation Rich Cass
CJSA (Criminal Justice and Security Assn.) Linda Buck
Culinary Arts Mike Ciske
DentalClub Sharon Crowe
DEX (Delta Epsilon ChAppleton Jeff Meverden
DEX(Delta Epsilon Chipshkosh Teri Stark
Diesel Mechanics John Heisel
Early Childhood Development Kathy Meetz/Judi Bourin
Electridgty Club Patrick Jensen/Todd Llewellyn
Electronic<Club Ken Holmes
Fab Lab Steve Gallagher
Flexographic Printing Scott Gehrt
Fox Times (Student Newspaper) Shannon Gerke Corrigan
HmongStudent Union Xoua Moua
Horticulture Club Roxanne Rusch
Interior Design Joan Jarvi
International Student Exchangdub Aaron GorentSusan Beyer
Intramural Board Penny Brickner
Intervarsity Christian Fellowship Club Deb Buchanan
Japanese Club Jonathanwanski
Machine Tool (Independent Chuckers) David Holub
Medical Assistant Kim Gropp
Monster Shop Dale DreeiCorey Lee
Multicultural Club Isai Castellanos
Natural Resources Tony Deininger/Scott Heinritz
Occupational Therapy PatCondon
OshkoslItstudent Board John Rank
OWLS (Older Wiser Learners) Vicky Barke
Phi Theta Kappa Jennifer Mcintosh/Rick Reid/Janine Connol
Politically Incorrect Club Kurt Schrampfer
Power Sports Club Jerry Fischer
SAC (Student Activities Committee) Rayon Brown
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IMPACT Wolfgang Wallschlaeger/Vicky Barke
Student Government Association Vicky Barke
Student Nurses Association Peggy Taylor
Student Veterans of America Joe Richer
22YSyQa +2ffSeolff Steve Griffin
aSyQa .lFaiSdolfft Jordon Hummel
22YySyQa .rFalSdolff Matt Mieschke
FOX (Future Office Xperts) Pat Pollock/Lois Landgraf
Cycling Club Bruce Meulemans
Welding Club Kevin Dahle
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FVTC Student Organizations

Policies for Facebook, and other online Communities

Recognized FVTC student organizations (stugemips recognized by Student Life) who choose to use Facebook
or other online communities as a resource for promotion and communication are representing the college.
Therefore, a studenbrganizationor organization operating under, or using the FVTCeand logo must abide

by the following guidelines when making content available to the public through online communities.

Content (including photos or text) will not contain:
1 Any lewd behavior (nudity, or other sexually suggestive material)
1 Any drugs oalcohol
1 Any gossip, libel, slander, or other negative information about other students, faculty, staff, or Fox Valley
Technical College as a whole.
9 Any hate or discriminatory material.

Other:

Personal profiles of members belonging to the group must alsetrihese guidelines, as the personal profile
AYF2NXYEFOGA2Y Ada FOFAEFOotS 2y GKS INRAZIQE 2FFAOAL f
5Aal0ftS Fyeé Fdzi2YlIGSR &aNBftFGSR aANRdAzZLIEE TSI Gdz2NBax

Content should include the following:
1 Content relaing to the topic of the group.
1 A welcoming learning environment for all students and advisors ostilngent organizatioror organization
to freely share information.
1 Organization purpose, mission, meeting times, and contact information.
1 A link to thestudent organizatio@d 2 FFAOALIf Cx¢/ 6So6 arisSo

Your Facebook, or other online community can also be linked from your FVTC web page, located at
http://www.fvtc.edu/ student organizatioa If your organization chooses to create an online community, please
contact John Lewis &20-831-4331.

All sites must be registered with Student Lifetudent organizatiomand organizations must monitor their

content on a minimum of a weekly basis. Your online communities are subject to monitoring by the Student Lif]
staff as well. The Student Life Technology Specialist must also have administrative rights on your official onling
community. Student organizatios failing to meet these guidelines may have their online community edited, and
requested to shut down by StudeLife staff.

Student organizatio®fficer Signature:

Student organizatioAdvisor Signature:

Date

Repeated violations can and may lead poobationary status, or dismissal of a recognized student organization.

Student organizatioontact for site content
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Student Organization Chart Field Accounts

EXP/REJACCOUNFUNIDEPTI|PROGRAPROJECT | CLUB
EXPENS 5502 | 79093405 31500 S000 Unassigned Student Club
REVENU 4730 | 790 31500 S000 Unassigned Student Club
EXPENY 5502 | 790 (93405 31500 S001 Accounting Club
REVENU 4730 | 790 31500 S001 Accounting Club
EXPENYS 5502 | 790 (93405 31500 S002 Agri-Business (PAS)
REVENU 4730 | 790 31500 S002 Agri-Business (PAS)
EXPENS 5502 | 79093405 31500 S003 AITP
REVENU 4730 | 790 31500 S003 AITP
EXPENY 5502 | 790 (93405 31500 S004 Auto Body (Collision)
REVENU 4730 | 790 31500 S004 Auto Body (Collision)
EXPENY 5502 | 790 (93405 31500 S005 Auto Mechanics (Technology)
REVENU 4730 | 790 31500 S005 Auto Mechanics (Technology)
EXPENY 5502 | 790 (93405 31500 S006 Automated Manufacturing System
REVENU 4730 | 790 31500 S006 Automated Manufacturing System
EXPENS 5502 | 790 (93405 31500 S007 Banking and Finance
REVENU 4730 | 790 31500 S007 Banking and Finance
EXPENY 5502 | 790 (93405 31500 S008 Beat the Heat Auto Club
REVENU 4730 | 790 31500 S008 Beat the Heat Auto Club
EXPENS 5502 | 790|93405| 31500 S009 Business Professional of Ame(iNACTIVE)
REVENY 4730 | 790 31500 S009 Business Professional of Ameri
EXPENY 5502 | 790 (93405 31500 S010 Early Childhood Development
REVENU 4730 | 790 31500 S010 Early Childhood Development
EXPENS 5502 | 790|93405| 31500 S011 Intervarsity Christian Fellowship
REVENU 4730 | 790 31500 S011 Intervarsity Christian Fellowship
EXPENS 5502 | 790|93405/ 31500 S012 Honor Guard CIuBINACTIVE)
REVENU 4730 | 790 31500 S012 Honor Guard Club
EXPENY 5502 | 790 (93405 31500 S013 Culinary Arts
REVENU 4730 | 790 31500 S013 Culinary Arts
EXPENY 5502 | 790 (93405 31500 S014 DEX- Appleton
REVENU 4730 | 790 31500 S014 DEX- Appleton
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EXPENS 5502 | 79093405/ 31500 S015 DEX- Oshkosh
REVENU 4730 | 790 31500 S015 DEX- Oshkosh
EXPENS 5502 | 79093405/ 31500 S016 Dental Club
REVENU 4730 | 790 31500 S016 Dental Club
EXPENS 5502 | 79093405/ 31500 S017 Diesel Mechanics Club
REVENY 4730 | 790 31500 S017 Diesel Mechanics Club
EXPENS 5502 | 79093405/ 31500 S018 Electronics Club
REVENY 4730 | 790 31500 S018 Electronics Club
EXPENS 5502 | 79093405/ 31500 S019 Fire Protection Club  (INACTIVE)
REVENY 4730 | 790 31500 S019 Fire Protection Club
EXPENS 5502 | 79093405 31500 S020 Flexographic Printing
REVENY 4730 | 790 31500 S020 Flexographic Printing
EXPENS 5502 | 79093405 31500 S021 Habitat for Humanity (INACTIVE)
REVENY 4730 | 790 31500 S021 Habitat for Humanity
EXPENS 5502 | 79093405 31500 S022 Hmong Student Union
REVENY 4730 | 790 31500 S022 Hmong Student Union
EXPENS 5502 | 79093405/ 31500 S023 Interior Design
REVENU 4730 | 790 31500 S023 Interior Design
EXPENS 5502 | 790|93405/ 31500 S024 International Student Exchange
REVENY 4730 | 790 31500 S024 International Student Exchange
EXPENS 5502 | 790|93405/ 31500 S025 Machine Tool (Independent Chuckers)
REVENY 4730 | 790 31500 S025 Machine Tool(Independent Chuckers)
EXPENS 5502 | 79093405 31500 S026 Natural Resources
REVENY 4730 | 790 31500 S026 Natural Resources
EXPENS 5502 | 79093405 31500 S027 Occupational Therapy
REVENY 4730 | 790 31500 S027 Occupational Therapy
EXPENS 5502 | 79093405 31500 S028 OWLS (Older Wiser LearnerS)
REVENY 4730 | 790 31500 S028 OWLS (Older Wiser LearnerS)
EXPENS 5502 | 79093405 31500 S029 Phi Theta Kappa
REVENY 4730 | 790 31500 S029 Phi Theta Kappa
EXPENS 5502 | 79093405 31500 S030 Impressions Unlimited (INACTIVE)
REVENY 4730 | 790 31500 S030 Impressions Unlimited
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EXPENY 5502 | 790 (93405 31500 S031 CJSA(Crim Just &Security Assn)
REVENY 4730 | 790 31500 S031 CJSA(Crim Just &Security Assn)
EXPENS 5502 | 790|93405/ 31500 S032 Sign Club (INACTIVE)
REVENY 4730 | 790 31500 S032 Sign Club
EXPENS 5502 | 790 (93405 31500 S033 Student Nurses Association
REVENU 4730 | 790 31500 S033 Student Nurses Association
EXPENS 5502 | 790|93405/ 31500 S034 SAGA (Straight and Gay Alliance)
REVENY 4730 | 790 31500 S034 SAGA
EXPENS 5502 | 790|93405/ 31500 S035 Stdt Gov't Club Accounting
REVENY 4730 | 790 31500 S035 Stdt Gov't Club Accounting
EXPENS 5502 | 790|93405/ 31500 S036 Chess Club (INACTIVE)
REVENY 4730 | 790 31500 S036 Chess Club
EXPENS 5502 | 790|93405/ 31500 S037 Scrapbooking Club(INACTIVE)
REVENY 4730 | 790 31500 S037 Scrapbooking Club
EXPENS 5502 | 790|93405/ 31500 S038 Relief Fund(INACTIVE)
REVENU 4730 | 790 31500 S038 Relief Fund
EXPENS 5502 | 790|93405/ 31500 S039 Monster Shop Club
REVENY 4730 | 790 31500 S039 Monster Shop Club
EXPENS 5502 | 790|93405/ 31500 S040 Horticulture Club
REVENU 4730 | 790 31500 S040 Horticulture Club
EXPENS 5502 | 790|93405/ 31500 S041 Multi-Cultural Club
REVENU 4730 | 790 31500 S041 Multi-Cultural Club
EXPENS 5502 | 790|93405/ 31500 S042 AODA Club
REVENY 4730 | 790 31500 S042 AODA Club
EXPENS 5502 | 790|93405/ 31500 S043 Basketball Club
REVENU 4730 | 790 31500 S043 Basketball Club
EXPENS 5502 | 790|93405/ 31500 S044 Drum and Percussion Club (INACTIVE)
REVENU 4730 | 790 31500 S044 Drum and Percussion Club
EXPENS 5502 | 790|93405/ 31500 S045 |SHRM (Society of Human Res Mgn@tNACTIVI
REVENY 4730 | 790 31500 S045 SHRM (Society of Human Res Mgmt)
EXPENS 5502 | 790|93405/ 31500 S046 Electricity Club
REVENY 4730 | 790 31500 S046 Electricity Club
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S047 Medical Assistant Club

EXPENS 5502 | 79093405/ 31500
REVENU 4730 | 790 31500 S047 Medical Assistant Club
EXPENS 5502 | 79093405/ 31500 S048 Fab Lab Club
REVENU 4730 | 790 31500 S048 Fab Lab Club
EXPENS 5502 | 79093405/ 31500 S049 Technical Communication§INACTIVE)
REVENY 4730 | 790 31500 S049 Technical Communications
EXPENS 5502 | 79093405/ 31500 S050 SkillsUSA(INACTIVE)
REVENU 4730 | 790 31500 S050 SkillsUSA
EXPENS 5502 | 79093405/ 31500 S051 Politically Incorrect
REVENU 4730 | 790 31500 S051 Politically Incorrect
EXPENS 5502 | 79093405 31500 S052 Japanese Club
REVENY 4730 | 790 31500 S052 Japanese Club
EXPENS 5502 | 79093405 31500 S053 Power Sports
REVENU 4730 | 790 31500 S053 Power Sports
EXPENS 5502 | 790|93405| 31500 S054 Agripower Club (PAS Ag Power)
REVENU 4730 | 790 31500 S054 Agripower Club
EXPENS 5502 | 79093405 31500 S055 Meeting and Event Planning CIUINACTIVE)
REVENU 4730 | 790 31500 S055 Meeting and Event Planning Club
Fox Valley Management Association Club
EXPENY 5502 | 790 (93405 31500 S056 (Construction Management Association)
REVENU 4730 | 790 31500 S056 Fox Valley Management Association Club
EXPENS 5502 | 79093405 31500 S057 Veterans Club V4V
REVENU 4730 | 790 31500 S057 Veterans Club V4V
EXPENS 5502 | 79093405/ 31500 S058 Welding Club
REVENY 4730 | 790 31500 S058 Welding Club
EXPENY 5502 | 790 (93405 31500 S059 Wright Aviation Club
REVENY 4730 | 790 31500 S059 Wright Aviation Club
EXPENY 5502 | 790 (93405 31500 S060 FOX (Future Office Experts)
REVENU 4730 | 790 31500 S060 FOX (Future Office Experts)
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Co-Curricular Transcript
Student Form

To have your co-curricular activities (clubs/organizations, conferences attended,
seminars, etc) included on your Co-Curricular Transcript, please fill out the requested
information below. List each activity separately. Each activity must be approved by
Student Life. Only FVTC sponsored/affiliated events are eligible for inclusion.

Student Name:

Student ID #:

Activity/Organization:

Date:

Position (circle one):

Member
Officer:

Advisor Signature:

Activity/Organization:

Date:

Position (circle one):

Member
Officer:

Advisor Signature:
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Co-Curricular Transcript
Advisor Form

Club/Organization Name:
Semester:

Conference attended (if applicable):

Student Name Student ID # Position

| certify that the above student(s) have met the requirements to have the
above activity listed on their Co-Curricular Transcript.

Advisor Signature

Advisor name (Printed)
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Club Travel Funding Request Form

This must be completed in order for a travel funding request to be considered and presented to Student
Government Association. Both pages must be completely filled out and a copy of your most recent club
minutes must be attached.

1 What is your reason for this funding request?

0 When does this activity occur? How many students are confirmed to participate?

0  Will this request cover the cost of your advisor attending this activity? Yes/No (circle one)

o Listall costs here requested to be funded (please include hotel, travel, registration, etc.) Please note:
meals and incidentals are not fundable)

1 How much money has your Club already raised specifically for this activity? $

1 How much money do you still plan to raise, and via what means, for this activity? $

1 Has money been requested previously this year from Student Government? Yes/No (circle one)
o If Yes, how much was approved and for whom? $
1 How much money is currently in your Club’s account? $
1 How much will each participant contribute personally to the overall cost? $
1 What is the total dollar amount per attendee for participating in this activity? $
1 What is the total amount being requested from the Student Government? $
Club President Signature
Club Advisor Signature Date

Forms must be turned in within one week prior to presenting to the SGA Executive Board at which the request will be
made. Request will automatically be denied if not presented by a club representative.

For Student Government Use Only

SGA President Signature SGA
Advisor Signature Date
| Amount approved $
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Club Funding Request Form

Club Requirements

Has your club:

1. ldentified a club advisor?

2. Obtained a membership of eight students including officers?

3. Met regularly (once per month)?

4. Updated club constitution and handed in a copy to a Student Life?
5. Completed a Club Action Plan and handed in a copy to a Student Life?
6. Attended at least %2 of the SGA or Oshkosh Student Board Meetings?

7. Volunteered, at least, once at a Student Life sponsored activity or event

1. What? Date:
2. What? Date:

8. Been visibly active, at least, once per semester on campus

1. What? Date:

2. What? Date:

9. Participated in, at least, one community-service based project
per school year

1. What? Date:
2. What? Date:

All of the information provided will assist the Student Government Association as they
determine the amount of funding. Thank you!
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