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CONGRATULATIONS!

You have made a very important commitment to the development and growth of our student organizations – and we appreciate you.  To our first-time Advisors – welcome and thanks for joining us.  To our returning Advisors – welcome back and thanks for your commitment.  It is an honor to be selected by the students as an Advisor; it indicates the students’ respect and trust for you.  This position can be tremendously rewarding for both you and the organization.    You will notice that on the cover of this book and throughout the pages, we use the symbols of links.  We strongly believe that an effective Advisor is a crucial link in an organization’s success.  Advisors act as role models to students and provide a vital link between students and the faculty and staff.  Advisors provide continuity and a voice of experience to the organization.  As an Advisor, you will serve as an integral part of the student experience and have the opportunity to impact the growth of students in many ways.  The position also provides an opportunity to offer advice, be in contact with students outside of the normal working environment, and be involved.  A strong Advisor can make a difference in the life of a student.  This position can be challenging and fun; however, with the position also come several responsibilities.  


This is the ninth edition of the handbook and we are pleased to have added additional information, which you may find helpful.  Please review the materials, as newly added information may be pertinent to your role as Advisor and to the success of your organization.  The purpose of this handbook is to assist you in understanding and fulfilling these responsibilities and to provide some direction for you.  Information has been assembled here to help you get started and to serve as a resource throughout the year.  It is not meant to be a one-source document, and it may, at times, refer you to other university publications.  The Hot Topics Manual, published by the Student Activities Center, will also be useful in your role as Advisor.  Should you need further reference or assistance, please feel free to contact the Student Activities Center, 109 Mendenhall Student Center.


If you have further suggestions for the handbook, please let us know by email at studentactivities@mail.ecu.edu or by calling (252) 328-4796. 
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   WHAT IS ADVISING?

Advising IS…

· working with student leaders

· attending meetings and group functions

· assisting in program planning

· maintaining regular contact with organization

· being available for counsel

· being a valuable resource

· explaining and enforcing university policies

· being a liaison between the organization and campus administration

· allowing students to learn from their mistakes

· having an enjoyable time with students


Advising IS NOT…

· mandatory (but strongly recommended)

· forcing personal belief systems onto students

· making all the decisions for the organization

· a full-time job (but is a full-time commitment)

· “holding hands” or “spoon feeding” students

· “a signature on a line”

· babysitting 

· ignoring the concerns of the students

· perfected without training

· A Bad Idea!
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 ROLE OF THE ADVISOR

Each advisor perceives his/her relation to a student organization differently.  Some Advisors play very active roles, attending meetings, working with student officers, and assisting in program planning and development.  Others maintain a more distant relationship to the organization.  It is hoped that each Advisor will maintain some regular contact with his/her organization.  An Advisor accepts responsibility for keeping informed about activities of the organization and for advising officers of the organization on the appropriateness and general merits of policies and activities.  However, Advisors are not responsible for the actions or policies of student organizations; students are solely responsible.  Advisors should be both accessible and interested and should provide whatever counsel a group or its members might seek.


Given the myriad of purposes, activities, and objectives of various student groups, the role of the Advisor will vary in some degree between groups.  The purpose of this section is to outline basic functions of an Advisor.  As groups vary in their expectations and needs, it is important that you, as an Advisor, develop an understanding with the organization you are to represent as to the nature of your involvement.  The Advisor and group should agree on a set of expectations of one another from the onset and should write this list down as a contract between the group and the Advisor.  

Sample Advisor Contract

A useful instrument for sharing expectations and clearly identifying an Advisor’s role is the Advisor’s contract.  Even if you don’t choose to put your agreement into contract form, record your expectations for future leaders of the organization.  This contract is not mandatory but is highly encouraged.


Responsibilities of the Advisor

The following list includes many common responsibilities for an Advisor and might provide some direction for such a contract.

Basic Expectations

Integrity - It is important for you, as a role model, both to do things right and to do the right things.  Students need your guidance to assist them in becoming responsible leaders.

Good Judgment - Advisors should understand the mission of the university, respect university and community rules when assisting with the planning of events and should use foresight to help the organization avoid problems.

Experience - The most valuable resource you can provide is your life experience.  The collection of experiences you can share will assist your group in planning events that work and locate support materials and personnel.  You may be able to offer new ideas and strategies that the group has not yet considered.

Support - Give the group autonomy but offer feedback, even when it is not solicited.  Let the group work out its problems, including occasional failures, but be prepared to step in when called upon to assist.  Take the initiative in promoting teamwork and cooperation.  Offer encouragement and praise for a job well done, and suggest possible future improvements when things don’t go so well.  Support the organization’s functions and events as much as possible.  This gives the students a sense that you are interested and supportive of what they are doing.  We encourage you to use campus resources when you enter into uncharted waters.  Remember, you don’t know what you don’t know!

Specific Duties

• be informed about the organization and what the organization will require;

• provide advice when called upon or when the situation warrants;

• ensure that the organization registers each year with the The Student Activities Center    

  Office;

• regularly attend general and executive board meetings; if you can only attend one, we recommend    

  attending executive meetings;

• serve as a resource for planning and organizing as well as provide knowledge of the campus and 

  community;

• become familiar with the purpose and structure of the organization by reviewing the constitution 

  and bylaws;

• familiarize yourself with the group's financial structure, from where the treasury is derived (dues, 

  fundraising), for what the money is used, how money is allocated, and how the money is budgeted;  

  assist in budget development and execution;

• familiarize yourself with Student Government Association guidelines, including SGA recognition 

  and guidelines and due dates for allocation requests;

• explain and enforce university policies when necessary, including policies on hazing and alcohol;

• inform the group of infractions of their bylaws, codes, and standing rules;

• act as a resource on parliamentary procedure;

• attend group activities and functions and assist when necessary;

• be familiar with university facilities, services, resources, and procedures which might affect or be of 

  benefit to the organization;

• function as a liaison between the organization and the campus administration and assist the group 

  in developing an ongoing, beneficial relationship with the university;

• supervise the transition of officers and assist in new officer training and leadership development;

• assist officers in general operations when necessary;

• ensure that officers know and understand the obligations of their position and that they are working to 

  fulfill these obligations;

• mediate interpersonal conflicts that arise, when necessary;

• monitor the group's activities and correspondence to ensure that it is appropriate and in keeping 

  with accepted standards;

• maintain a close relationship with the executive board and attempt to meet as many members as possible. 


Once again, this list is not meant to be totally inclusive or applicable to every organization, but it may serve as a guideline when determining the role that you will play.

It is also important to bear in mind that the job of Advisor is not always an easy one.  At times you may have to make a difficult decision or take an action which is not popular with the organization.  It is important to realize that your first responsibility is to the health and well‑being of the students and to uphold campus and community policies and regulations.  It may be necessary on occasion to use your authority to ensure that you meet these responsibilities.

Questions you may want to ask the Organization:

1. How much involvement is expected or needed?

2. How often does the group meet?

3. How many major activities does the group plan per semester?

4. How experienced are the student leaders?

5. How do your skills match the needs of the organization?

6. What are some of the problem areas that your organization specifically needs advisory assistance in dealing with?  Ask for past examples.

7. What are some of the ways the Advisor can be more helpful to the group?

8. Will the Advisor be a silent observer at meetings or an active participant?

9. Should you interrupt during meetings if you think the group is getting off track? How? When?

10. If things get unruly, should you interrupt or remain silent?

11. Is the Advisor expected to give feedback? How? When?

12. Are there areas of the organization that are “hands off” to the Advisor?

13. Does the national organization (if applicable) require an affiliated Advisor?  If so, what is their role?

Student Organization Policy Statement

East Carolina University reserves the right to register groups of ECU students who wish to create formal organizations.

ECU’s policy is to encourage free discussion of issues and interests as part of the educational process.  Registration of a student organization by ECU is acknowledgment that the organization has complied with registration procedures.  The university will grant specific privileges to registered student organizations.  Registration of a student organization implies that the university approves the organization’s constitution and by-laws.

Registration does not indicate or imply that the university or The Student Activities Center endorses the views of the organization’s membership or the views expressed at meetings.  The individuals involved are solely responsible for any views held or expressed.

Only student organizations which maintain a good standing as officially registered ECU student organizations will be authorized to use university facilities and services or be permitted to identify themselves directly or indirectly with the university name.  The university reserves the right to review the activities of student organizations and to monitor compliance with university policies and procedures.  

Student organizations are expected to adhere to all applicable institutional regulations.  Consequently, the university may deny or restrict the activities of student organizations.  Student organizations are expected to exercise good judgment in planning and promoting their activities.  Failure to do so may result in disciplinary actions being initiated against the organization.  Officers of student organizations are responsible for assuring compliance with regulations and to represent the organization when disciplinary proceedings are initiated.

Failure to register with the Student Activities Center by September 9th will eliminate student organizations from the services, privileges, and rights to operate as a university entity.

Basic Expectations of the Organization

As in any contract, there should be mutual responsibilities, and this is true with the Advisor position as well.  The following lists common responsibilities of the organization to the Advisor.  It is expected that the organization will:

• realize that the Advisor has a life outside of the organization and respect his/her time accordingly;

• orient and keep the Advisor informed of all organization functions, activities, and/or problems;

• provide the Advisor with regular minutes and the financial condition of the organization;

• respond promptly to the Advisor’s inquiries and requests;

• respect decisions of the Advisor made in the interest of the organization or university;

• comply with university, municipality, state, and national laws and policies;

• understand that the Advisor, too, will make mistakes and will have an individual personality and style; 

  accept and discuss this, and move on;

• be honest and up front with the Advisor regarding organization operations; nothing is to be gained from a 

  relationship that is not completely open;

• provide clear expectations.  Nothing is more frustrating than attending meetings with no idea of 

  why you are there.  Find out what the group is looking for in an Advisor and in what areas the 

  Advisor can be of assistance;

• confirm the appointment of the Advisor each year and be certain the Advisor will serve.
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  ADVISORS CHECKLIST

This checklist will help you remember the most important aspects of advising.       Reference this list often and check things off as they are completed.

· The organization I advise has registered online.

The deadline to register is September 9, 2005.  Organizations can register by going to www.at.ecu.edu.  

· The organization I advise has turned in a recent copy of their constitution.

A new copy must be turned in to the the Student Activities Center each academic year.

· I, the Advisor, have placed all Advisors training and forum dates on my calendar.
· I have added the new executive board information to the front of my Advisor Handbook.

· My organization’s executive board meetings this year are ________________.
· My organization’s general body meetings are __________________________.
· I know where the The The Student Activities Center is located.
· I have worked with my organization on a budget request from Student Government Association and have reviewed and signed the document for the 2005-2006 fiscal year.
· I have a new roster of my organization’s members.
· I know the goals, events and plans of my organization for the academic year.
· I know what my organization expects of me this year.
· My organization knows what to expect from me.
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  LEGAL LIABILITIES


In general terms, the Tort Claims Act (Section 143-291 et seq. of the General Statutes of North Carolina) is a partial waiver of immunity whereby the state agrees to be responsible when the negligent acts or omissions of its employees, which occur within the scope of employment, cause injury to the person or property of another.  State employees are covered by the act when their actions are performed in good faith and within the responsibilities of their state employment.  In most cases, the state will provide for the defense of a state employee who is sued in a civil or criminal proceeding because of the employee’s negligence or involvement in a matter, which occurred within the scope of employment.  However, the state will refuse to provide a defense of a civil or criminal action brought against an employee if the state determines that the act or omission was not within the scope or course of state employment, the employee acted fraudulently or with actual malice, the employee acted willfully/intentionally, the defense of the employee would present a conflict of interest, or the defense would not be in the best interest of the state.  Questions about liability should be directed to the University Attorney’s Office at (252) 328-6940.
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   POLICIES AND REGULATIONS

Several policies exist which govern the actions of student organizations at East Carolina University.  Some of these policies make specific mention of the organization’s Advisor and his/her responsibilities.  It is in the best interest of the Advisor and the organization to become familiar with these policies.

Organization Registration
All student organizations must register by September 9th with the Student Activities Center.  Organizations may register on-line at www.at.ecu.edu.
Steps to Registering On-line

1. Collect organization information.  

2. Log on to www.at.ecu.edu.

3. Click on Campus Organizations.

4. Click on registration and follow the instructions.

5. Fill out all the information.  Do not leave any field blank!
Things you need to complete the registration process:
1. Federal ID Number:  Enter all 0s if you do not have or know your Federal Tax ID number.  To obtain a federal identification number for your organization, call 1-800-829-4933.  They will explain the proper procedure and length of time needed to process the form.  There is no charge to obtain a Federal ID number.  Financial Affairs, 205 Mendenhall Student Center, will not process your organization's financial paperwork unless you have a federal identification number.
2. Current Constitution:  The constitution must include a purpose statement, membership statement, and a non-discrimination clause.
3. Advisors:  Your organization must have an ECU faculty or staff Advisor.  Include campus address and phone number.  Graduate students are not permitted to act as Advisors.  President:   include the name, current local address, phone number, and email address of primary officer.
A current copy of the organization’s constitution should be submitted or resubmitted to 109 MSC to complete the registration process even if a copy is already on file with the Student Activities Center.  New copies are required each academic year!!

Registered Organizational Privileges:

· The ability to reserve campus facilities

· Participation in campus events such as Homecoming, Barefoot on the Mall, and the Chancellor’s Leadership Conference

· The potential to become recognized and receive some funding from the Student Government Association

· Listings in campus publications such as the Organization Directory
· On-campus mailboxes located in 109 Mendenhall Student Center

· Opportunity to develop an organization website

· Access to leadership trainers and resources to develop members

Information provided on the registration form is used for the following purposes:

1. To provide interested students with information on how to get involved;

2. To create student organization labels and phone lists so that you may network with other 
student leaders.  This list will be provided upon request only to registered student organizations and departments.

      3.
To provide Student Government Association, University Unions’ reservations, and 


campus reservations with a list of current registered organizations;

      4.
As a database.
Use of University Facilities

University facilities are primarily for university instruction, research, student activities, and public service. They are not available for unrestricted use by non-university groups. Invitation and sponsorship by a university department or agency is generally required for non-university groups. Student organizations wanting to utilize university facilities must be registered with the Office of The Student Activities Center. Contact the university's Event Planning Office (328-4731) for further information or to reserve meeting space for your organization.  To reserve space for an outside location, visit www.at.ecu.edu and click on “outdoor reservation form.”  Once submitted, you will receive an email confirmation once your location has been approved and scheduled.

Fundraising on the East Carolina University Campus

A.  General Rules and Regulations

1. All sales conducted on campus shall conform to university policies and North Carolina, Pitt County, and Greenville ordinances and laws.

2. There shall be no sales that are in conflict with or which violate a university contract with existing campus agencies except by special permission of the director of such agencies.

3. It shall be the responsibility of the organization to police, clean up, and remove all materials at the site of the sale when the sale is concluded.

4. Violations of the rules, regulations, procedures, and any other university policies concerning sales may result in a loss of such privileges or other measures as deemed appropriate.

B.  Procedures

1. University-registered student organizations wishing to petition for sales can obtain the necessary forms and copies of rules and regulations by visiting www.at.ecu.edu/reservations/.

2. The forms must be completed and all necessary electronic signatures obtained.  Petitioners will receive a confirmation email once the form has been approved.

C.  Off-Campus Sales 

      To sell or solicit in Greenville, the individual or organization shall write a letter to the city 

      manager explaining the nature and purpose of the project and where the monies go. The city 

      manager will then approve or disapprove the project.

D.  On-Campus Sales

 Only university-registered organizations (departments, clubs, committees, etc.) will be allowed to sell   

 articles on the campus of East Carolina University. These organizations may sell items provided there is 

 no conflict with university-operated or contracted sales. Student organizations needing assistance or 

advisement concerning solicitation should be directed to the Student Activities Center.  All other inquiries should be directed to the office of the Assistant Vice Chancellor for Student 

 Experiences.  Articles that can be sold are as follows:

· Works of art--paintings, ceramics, sculpture, prints, photographs, and other articles that are 

       of fine art character and are made by organization members. 

· Home baked goods, i.e., pies, cookies, brownies, candies, and similar food items prepared by the organization.

· Flowers or balloon arrangements (for special occasions).

· T-shirts designed and printed with the respective logo of the student group.  These shirts may be sold only within the University unit.  Profits must go into the student organization treasury.

E.   Raffles/Drawings

      A raffle is a game in which a prize is won by a random drawing of a name or number of someone

      purchasing the chance.

1. Nonprofit student organizations or associations may conduct raffles on the ECU campus provided these raffles are conducted in compliance with North Carolina General Statutes section 14-309.15.

2. A student group/organization is not automatically a nonprofit entity nor does it fit under the umbrella of the university’s nonprofit status.  The organization must be recognized by the North Carolina Department of Revenue as tax-exempt.  This can be accomplished provided the organization’s constitution and/or bylaws state: (a) the organization’s purpose, (b) that no part of the net earnings of the organization or association shall inure to the benefit of, or be distributed to, its members, officers, or other persons, and (c) that upon dissolution, the assets of the student organization shall be turned over to one or more organizations which are similarly exempt as nonprofit.

3. Once approved by the NC Secretary of State as being recognized as a nonprofit organization, the NCDOR will contact the entity and request additional information necessary for tax exempt status: a copy of the approval from the NC Secretary of State, a copy of the bylaws, information on how the money will be raised, the type of nonprofit it is and a request for some information as to what the entity does.

4. A letter from the NCDOR proving nonprofit status must be on file in the office of The Student Activities Center prior to the approval of any raffle.

5. Once an organization is recognized as a nonprofit organization, the student group is limited to two raffles per year.  The maximum cash prize offered or paid for any one raffle is $5,000.00 and, if merchandise is used as a prize, the maximum fair market value of that prize may not exceed $25,000.00.  No real property may be offered as a prize in a raffle.

6. An application for approval to conduct a raffle must be completed online at www.ecu.edu/raffle and approval must be given in writing before an organization may conduct a raffle on the ECU campus.

7. Raffles shall not be conducted in conjunction with Bingo.

8. No less than 90% of the net raffle proceeds, less the cost of the prizes awarded, shall be used by the nonprofit organization for charitable, religious, education, civic, or other nonprofit purposes.  No proceeds may be used to pay anyone to conduct the raffle or to rent a building where the tickets are received or sold or the drawing is conducted.

9. Failure to comply with these policies will result in immediate confiscation of all monies generated by the raffle and a $100 fine for the organization.  If the fine is not paid within 30 days of notification, the organization shall lose the privilege of sponsoring an event until the fine is paid.  All confiscated monies and fine revenues are donated to the ECU Financial Aid Emergency Loans Program.

10. Any person who conducts a raffle in violation of the NC general statutes shall be guilty of a Class 2 misdemeanor.

F.  Sales Locations

      1.
All door-to-door sales are prohibited.

      2.
Works of art may be sold in gallery areas on campus and in special outdoor show sites.

      3.
Pies, cookies, brownies, candies, and similar food items prepared by the organization may 


be sold in the lobby of the Student Stores or in the designated areas of the residence halls

4.
Flowers and balloon arrangements may be sold in the lobby of the Student Stores.

5. Any sales or solicitation in Mendenhall Student Center must be in accord with policies of the 

      student center.

6. Any sales or solicitation in University Residence Halls must be in accord with policies of University 

      Housing Services (see below).

7. Any sales or solicitation in University Dining Facilities must be in accord with policies of  

      University Dining Services.

8. Any sale of books at author signing events must be in accordance with the policy of Dowdy Student 

      Store.


F.  Residence Halls

      University policy does not permit any person, organization, or agency to solicit, conduct 

      business, or raise funds in the residence halls, except as follows:

      1.
The Residence Hall Association and the Residence Hall Council may generate funds in the 


residence halls for programming activities consistent with their purpose.

      2.
Other organizations, duly registered with the Office of Student Leadership Development 


Programs, may generate funds for programming activities consistent with their stated 


purpose.

      3.
All organizations must meet the following conditions:


a.  Written permission shall be obtained from the coordinator of the specific residence hall. 

All appeals shall be heard by the Director of Campus Living.  Their decision shall be final.

b.  Sales may occur only within the designated areas of the hall. There shall be no door-to-


     door solicitation.


c.  Goods or services offered for sale shall be approved by the residence hall coordinator. 


     Foodstuffs offered for sale may not be prepared at the place of the sale and shall 


     comply with all applicable health code standards.


d.  The organization shall agree to be responsible for any damage to university property or 


     facilities as a result of the sales activity. The organization shall also be responsible for 


     removing any and all refuse or waste that resulted directly or indirectly from the sales 


     activity.

e.  For a list of articles that may be sold in the residence halls, see the section of the Hot Topics  

    manual entitled “On-Campus Sales.” 

      4.
Students are not permitted to use their rooms to conduct the sale of products, to have 


product demonstrations or parties, or to advertise their room number for sales. 

This information was excerpted from the East Carolina University Student Handbook. For common fundraising ideas, refer to the Hot Topics manual available in 109 Mendenhall Student Center.

Out-of-Town Travel

As an Advisor, you should be informed about any trip students are planning that is related to organizational business.  Items to discuss might be:

1. The students’ general itinerary.

2. Who is going (keep a list on file)?

3. Where are they staying (including phone numbers for emergencies)?

4. Has everything possible been prepaid (hotel bill, registrations, etc.)?

5. If going by private car, does the driver possess a good driving record and insurance?  Is the car in good enough repair to make the trip, or are the students taking unnecessary risks?

6. If using a university vehicle, who will be the designated driver and does he/she meet university requirements to operate a state vehicle? (Contact ECU Motor Pool at 328-6962 for further assistance.)

7. University regulations on alcohol usage and liability. (See The Student Handbook)
8. Use of the organization’s money for the trip.

Death of a Student

If death occurs during a sponsored event/trip, immediately contact 911, then call the ECU Police Department at 328-6617, then contact the University Ombudsman at 328-1744.  Documentation will be needed.  The Ombudsman will coordinate interactions and communications between university offices and relatives of the deceased person and make necessary referrals.

Student’s Behavior

In cases in which a student’s behavior poses a clear and present danger to self or others, follow the procedures above for “Death of a Student.”  If the situation involves physical injury or ingestion of a harmful substance, contact the Student Health Services (328-6841) or call 911.  These offices will contact the appropriate officials, who in turn will determine the need for an assessment of the student’s ability to continue as a student or will make appropriate referrals.

Alcohol

Policies Regarding the Possession and Consumption of Alcoholic Beverages on the Campus of East Carolina University  (These policies have been excerpted from The Student Handbook.)

REQUEST FOR ON CAMPUS APPROVAL OF ALCOHOLIC BEVERAGE USE
This form may be obtained from the Office of the Ombudsman in 204 Whichard.
This request for approval is for the permission to consume alcoholic beverages containing less than 14% alcoholic content (beer and unfortified wines) under the circumstances indicated below.  Approval is designed for functions that ¾ of attendees are over twenty-one years of age.

2.  University Policies

A. Only beer and unfortified wines may be served.  Constitution of beer and unfortified wines at University approved functions is limited to persons 21 years of age or older, with proof of age required.  There shall be an adequate “check” system at all events where alcoholic beverages are served.  It is necessary to have a system which allows the server to identify those who may be served alcoholic beverages, even though an organization has a check system at the door.
B. Alcoholic beverages may not sold by any person, organization or corporation on the University campus.  All alcoholic beverages shall be purchased by the sponsoring organization.  Only alcoholic beverages served by the sponsoring organization will be permitted at any type of activity except dinners sponsored by registered University organizations.  Individuals attending such dinners may bring unfortified wine.  (See Mendenhall Student Center Policies)

C. Permission for such functions must be obtained in advance, and any policies regarding the scheduling and use of public areas shall be adhered to.

D. Alcoholic beverages will be permitted only at functions sponsored by registered student organizations, departmental, or school or University organization; and admission to any on campus University sponsored event where alcohol is served is limited to members of the University community and their bona fide guests.

E. The sponsoring organization will assume all responsibility for serving alcoholic beverages, behavior, and housekeeping.  Servers may be paid and may not serve to anyone who appears to be intoxicated.

F. Persons who are noticeably intoxicated will not be admitted to the functions or, it they become intoxicated at the function, they will not be served and may be asked to leave.

G. Alcoholic beverages will be served only in the area(s) reserved.  Food and nonalcoholic drinks must be available in suitable quantities.

H. Alcoholic beverages will not be dispensed for a reasonable (15-20 minutes) time prior to the end of the event.

3.  A member of the faculty or staff acting as advisor to the organization, or his/her representative must be present for the entire event when alcoholic beverages are served.  Damage, if any, must be reported to the appropriate authority for action, if necessary.
4.   Advisors are not responsible for forcing compliance with the law unless they voluntarily assume such responsibility.
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   STUDENT GOVERNMENT ASSOCIATION
 

As the Advisor of your student organization, there are several important things that your organization needs to update each year in order to remain in good standing with the Student Government Association (SGA). The first requirement is to register your organization online with the Office of The Student Activities Center at www.at.ecu.edu. Your organization will need to supply this office with some important information, so visit the Student Activities Center in 109 Mendenhall Student Center for more details. 

 

The second requirement is that your organization has a working constitution (the requirements of which are listed in the Hot Topics Manual of the Student Activities Center), which must be approved by the Rules and Judiciary Committee of the Student Senate. The committee meets every Monday afternoon in Mendenhall Student Center.  Should you require additional information on how to write a constitution, contact the SGA at 328-4726 or the Student Activities Center at 328-4796.

 

Meeting these requirements will ensure that your organization is eligible for funding. However, the funding process can be complex to those not aware of the system. Thus, if your organization is planning to submit a funding request, follow this checklist to assist you:

 

1. Obtain a Funding Packet from the SGA Office. 

2. Read the funding packet carefully and ask questions. 

3. Prepare your request for the SGA Appropriations committee.  

4. Break your request down into budgetary line items. 

5. Be specific and add additional pages if necessary.   

6. Prior to the deadline, turn in the request, providing detailed information such as:

· Updated Constitution/By-laws

· Description of student organization

· Membership roster (including active number of student participants)

· List of officers and all leadership positions held by members

· Events the group has executed

· List of fundraisers and success rate 

· List of recruitment events and success rates

· Indicate if your group collects membership dues (amount per semester/year)

· Outside bank account statement

(Note:  ALL OF THESE SECTIONS MUST BE INCLUDED AND SUBMITTED ALONG WITH THE BUDGET REQUEST.  If your organization does not have one part, then the group should write a short statement saying why and include it with the funding packet.)

7. Schedule an interview to justify your budget with the Appropriations Committee. 

8. Attend the interview along with your student representatives. 

9. Be available to meet with the Student Senate to answer questions about the request.  

10. Encourage members to attend the SGA Workshop on “How Do I Spend My SGA Funds?” 

11. Encourage members to attend the SGA Travel Seminar in order to use funds. 

12. Throughout the year, keep in contact with SGA regarding spending procedures.

 

It is the responsibility of each organization to schedule an interview with the Appropriations Committee by calling 328-4726.  It is imperative for Advisors to attend this meeting, also. Should you not be able to attend, send an alternate in your place. With over two hundred organizations competing for limited funds, you are a valuable resource during the funding process. Please take the time to attend this meeting; it will help your organization tremendously.

 

We congratulate you on your choice to become involved in student activities. Should you have any questions regarding this information, or require assistance or information at any time, do not hesitate to contact us.  The school year ahead has many great things in store, and we are excited that you will be part of the Pirate student experience this year. 

 

Most sincerely,   

Student Government Association
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   ENCOURAGE YOUR ORGANIZATION TO DO THE FOLLOWING:

1. Register and submit a new constitution at the beginning of each year to the Student Activities Center, 109 Mendenhall Student Center.  Be sure to register so that your group will be a recognized student organization and have access to SGA funding, a mailbox in 109 MSC, eligibility to reserve meeting rooms, conduct fund-raising events, and use resources in the Student Activities Center.  All campus organizations, new and old, must register on-line at www.at.ecu.edu.
2. Attend and participate in Summer Orientation and Get A Clue.  Summer orientation is designed to welcome all incoming freshmen.  It is an opportunity for your organization to recruit new faces and publicize all that your club has to offer.  Get A Clue is the “welcome” festival for all new and returning students held each fall.  All campus organizations set up booths in The Mall as a part of the festivities.  Students must register and submit a new constitution in order to participate.  Information on registration will be provided to each organization prior to both events via email and mailboxes.

3. Have an annual executive board retreat or training workshop.  The Student Activities Center offers workshops and training by request to assist in this effort.  Executive board members of registered student organizations will be invited to attend the Chancellor’s Leadership Conference.  They will receive training on leadership skills, campus resources, and personal development.

4. Submit an appropriations request form each year to SGA.  Again, to receive consideration for funding, organizations must register.  Further information on funding can be found in the The Student Activities Center Hot Topics manual or can be obtained from the SGA office in  Mendenhall Student Center

5. Check their student organization mailbox in 109 MSC.  Important organizational information and event updates are usually placed in the organization’s mailbox.  

6. Review, refer to, and abide by the organization’s constitution.

7. Reward productivity in members with small tokens of gratitude and appreciation.

8. Have goals and objectives for each semester or academic year.

9. Obtain a Federal ID Number.  If you are starting up a new organization, be sure to obtain a Federal ID Number in order to set up a bank account or receive SGA Funding.  You may contact the local IRS office at 752-6605 to obtain a form.
10. Keep YOU, the Advisor, informed!  Advisors are not organization baby-sitters, but we should be informed and aware of the organization’s activities and functions.
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   20 TIPS TO INCREASE ORGANIZATIONAL PRODUCTIVITY

1. Know what the students expect of you as an Advisor.

2. Let the group and individual members know what you expect of them.

3. Express a sincere interest in the group and its mission.  Stress the importance of each individual’s contribution to the whole.

4. Assist the group in setting realistic, attainable goals.  Ensure beginning success as much as possible, but allow the responsibility and implementation of events to lie primarily with the organization. 

5. Have the goals or objectives of the group firmly in mind. Know the purposes of the group and know what things will need to be accomplished to meet the goals.

6. Assist the group in achieving its goals.  Understand why people become involved.  Learn strengths and emphasize them.  Help the group learn through involvement by providing opportunities.

7. Know and understand the students with whom you are working.  Different groups require different approaches.

8. Assist the group in determining the needs of the people the group is serving.

9. Express a sincere interest in each member.  Encourage everyone to be responsible.

10. Assist the members in understanding the group’s dynamics and human interaction.  Recognize that at times the process is more important than the content.

11. Realize the importance of the peer group and its effect on each member’s participation or lack thereof.  Communicate that each individual’s efforts are needed and appreciated.

12. Assist the group in developing a system by which they can evaluate their progress.  Balance task orientation with social needs of members.

13. Use a reward system and recognition system for work well done.

14. Develop a style that balances active and passive group membership.

15. Be aware of the various roles that you will have: clarifier, consultant, counselor, educator, facilitator, friend, information source, mentor, and role model.

16. Do not allow yourself to be placed in the position of chairperson.

17. Be aware of institutional power structure—both formal and informal. Discuss institutional developments and policies with members.

18. Provide continuity for the group from semester to semester (not mandatory but encouraged).

19. Challenge the group to grow and develop.  Encourage independent thinking and decision-making.

20. Be creative and innovative.  Keep a sense of humor!

(Adapted from M.J. Michael)
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   PARLIAMENTARY PROCEDURES
What is Parliamentary Procedure?

Parliamentary procedure is a set of rules for conducting meetings.  It allows for everyone to be heard and to make decisions without confusion.

Today, Robert’s Rules of Order, Newly Revised is the basic handbook of operation for most clubs, organizations, and other groups.  Robert’s Rules can be found in most libraries.

A Very Abridged Version of Robert’s Rules

The degree of order needed at a meeting is dependent upon the size and purpose of the group.  The following are some basics of Robert’s Rules of Order, which may be helpful for groups that need a degree of normality in conducting business.

The Motion

You may make a motion when you want the group to take some action:  to send a letter, to accept a report, to hold a special meeting, to spend money for some special purpose, etc.  

Introduce the motion by saying, “I move that,” followed by a statement of the proposal.  You cannot discuss the motion until someone has seconded it.  This is done to reduce the number of discussions on a subject in which no one else in the group is interested.

The Amendment


Amendments are offered in the same way as a motion.  You may offer an amendment when you agree substantially with the motion which has been made but want to make some changes before it is adopted.

Amending the Amendment


Just as a motion may be amended, an amendment may also be changed in the same way.  As with the first amendment, the second amendment must relate to the motion and the amendment.  It is in order only when it relates to both.  No more than two amendments may be made to one motion.

Substitute Motion

The substitute motion is sometimes used when there is a motion and two amendments on the floor in order to save the time of the meeting.  If there does not seem to be substantial disagreement with the motion and the two amendments, a substitute motion incorporating all three into one motion may be made and accepted by the chair.

Note:  If you disagree with a motion or an amendment, you do not defeat it by trying to change the sense of the motion through amendment.  You speak against the motion or amendments and urge the membership to vote against them.  Then new motions calling for different action may be made and considered.

Speaking on Motions and Amendments


When you want to speak at a meeting, you raise your hand and ask the chair for the floor.  As soon as you are recognized by the chair, you may proceed to speak either for or against the motion or amendments being considered.


When several members wish to speak at the same time, these guiding principles should determine the decision of the chairman:

1. The chairman should show preference to the one who made the motion.

2. A member who has not spoken has first choice over one who has already spoken.

3. If the chairman knows the opinions of members discussing the measure, he/she should alternate between those favoring and those opposing it.

Motion to the Table


If you wish to postpone or end debate on an issue, you may also make a motion to table.  Such a motion is not debatable, and if it is seconded by one other member, the motion must be put to an immediate voted by the chair.  The chair may discuss the reason for tabling with the member.

Calling a Question


In order to speed up the meeting and eliminate unnecessary discussion, a member can “call the question.”  The chair will call for dissent.  If you want the motion to be discussed further, raise your hand.  If there is no dissent, voting on the motion takes place.

Voting


Voting on a motion can be as formal as using written ballots or as casual as having the chair ask if anyone objects to the motion.  The most common practice is to call for a show of hands or a voice vote of ayes and nays.  Only members present at the time may vote unless the rules of the organization allow for proxies or absentee ballots.


A simple majority of votes cast will pass most motions.  During elections when more than two candidates are running for an office, your organization rules should specify whether a majority or plurality is necessary.  These rules can also call for other requirements depending on the issue on which the vote is held.

When the Chairperson Can Vote


Assuming that the chairperson is a member of the organization, he/she has the right to vote whenever a written or secret ballot is used.  With any other method of voting, to protect the impartiality of the chair, he/she should vote only when it will change the outcome.

Point of Information, Of Order


If at any time during the meeting you are confused about the business being discussed or if you want the motion that is being considered more clearly explained, you may rise to ask the chairman for a point of information.  After you are recognized, ask for the explanation which you desire.


If you disagree with any of the chair’s rulings, or if you believe that the person who is speaking is not talking about the business being considered, you may raise a point of order and state your objection to the chair.  The chair then is required to rule one way or another on your point of order.

Note:  This section of the Advisors Handbook does not pretend to cover all situations or answer all questions.  It is meant to introduce you to some basic information which will suit many groups’ needs. For more specific information on particular problems or to receive a copy of Roberts Rules of Order, visit the The The Student Activities Center.

PARLIAMENTARY PROCEDURES AT A GLANCE

Here are some motions you might make, how to make them, and what to expect of the rules.

	TO DO THIS:
	YOU SAY THIS:
	MAY YOU INTERRUPT THE SPEAKER?
	DO YOU NEED A SECOND?
	IS IT DEBATABLE?
	CAN IT BE AMENDED?
	WHAT VOTE IS NEEDED?
	CAN IT BE RECONSIDERED?

	Adjourn Meeting
	“I move that we adjourn.”
	NO
	YES
	NO
	NO
	MAJORITY
	NO

	Call an Intermission
	“I move that we recess for…”
	NO
	YES
	NO (1)
	YES
	MAJORITY
	NO

	Complain About Heat, Noise, Etc.
	“I rise to a question of privilege.”
	YES
	NO
	NO
	NO
	NO VOTE
	NO

	Temporarily Suspend Consideration of an Issue
	“I move to table the motion.”
	NO
	YES
	NO
	NO
	MAJORITY
	NO (2)

	End Debate and Amendments
	“I move the previous question.”
	NO
	YES
	NO
	NO
	2/3  
	YES (3)

	Postpone Discussion For A Certain Time
	“I move to postpone the discussion until…”
	NO
	YES
	YES
	YES
	MAJORITY
	YES

	Give Closer Study of Something
	“I move to refer the matter to committee.”
	NO
	YES
	YES
	YES
	MAJORITY
	YES (4)

	Amend a Motion
	“I move to amend the motion by…”
	NO
	YES
	YES (5)
	YES
	MAJORITY
	YES

	Introduce Business
	“I move that…”
	NO
	YES
	YES
	YES
	MAJORITY
	YES


↑ The motions listed above are in order of precedence.
↓ Below, there is no order.

	Protest Breach of Rules or Conduct
	“I rise to a point of order.”
	YES
	NO
	NO
	NO
	NO VOTE (6)
	NO

	Vote on a Ruling of the Chair
	“I appeal from the chair’s decision.”
	YES
	YES
	YES
	NO
	MAJORITY
	YES

	Suspend Rules Temporarily
	“I move to suspend the rules so that…”
	NO
	YES
	NO
	NO
	2/3
	NO

	Avoid Considering an Improper Matter
	“I object to consideration of this motion.”
	YES
	NO
	NO
	NO
	2/3 (7)
	YES (2)

	Verify a Voice Vote by Having Members Stand
	“I call for a division, “ or “Division!”
	YES
	NO
	NO
	NO
	NO VOTE
	NO

	Request Information
	“Point of information…”
	YES
	NO
	NO
	NO
	NO VOTE
	NO

	Take Up a Matter Previously Tabled
	“I move to take from the table…”
	NO
	YES
	NO
	NO
	MAJORITY
	NO

	Reconsider a Hasty Action
	“I move to reconsider the vote on…”
	YES(8)
	YES
	YES (9)
	NO
	MAJORITY
	NO


NOTES:



(1) Unless moved when no question is pending.
(8)  Only if the speaker has the floor but has not actually begun to speak.

(2) Affirmative votes may not be reconsidered.
(9)  Unless the motion to be reconsidered is not debatable.

(3) Unless vote on question has begun.

(4) Unless the committee has already taken up the subject.

(5) Unless the motion to be amended is not debatable.

(6) Unless the chair submits to the assembly for decision.

(7) A 2/3 vote in negative is needed to prevent consideration of main motion.
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   QUESTIONS AND ANSWERS

      *Denotes new information

DO YOU KNOW THE ANSWERS TO THESE IMPORTANT QUESTIONS?

· *How do we reserve a table for Wright Plaza or Mendenhall Student Center?
· How do I reserve a meeting room?
· How does a group get registered?

· What kind of funding is available for campus organizations?

· Are student organizations allowed to secure an account with a bank?

· Where would I go to have tickets printed for an event?
· What methods of publicity are available for groups on campus?
· Where should a group go if they need help in planning an event?

· As an Advisor, is my attendance required at all group events?

· What arrangements are necessary to hold an on-campus banquet or reception for the group?

· Is there anyone who can assist in reviewing contracts?

· Are organizations allowed to endorse political candidates?

· As an Advisor, what is my liability?

· What is the tenure of an Advisor?

· What should I do if I witness or have been informed of a crime either on campus or involving a student?

· Where should an Advisor go for assistance or advice?

*How do we reserve a table for Wright Plaza or Mendenhall Student Center?


To reserve space for an outside location, visit www.at.ecu.edu and click on outdoor reservation form.  Once submitted, you will receive an email confirmation once your location has been approved and scheduled.

How do I reserve a meeting room?

To reserve space in any classroom building, you may make reservations by calling the Registrar’s Office at 328-6748.  To reserve a room in Mendenhall Student Center, contact the Event Planning Office at 328-4731.  Reservations should be made at least one week in advance.  Please see the Hot Topics handbook for more detailed information. 

How does a group get registered?

All student organizations are required to register each year by September 9th with The Student Activities Center.  You may register on-line at www.at.ecu.edu.  A copy of the organization constitution must be submitted or resubmitted to the Student Activities Center in 109 Mendenhall Student Center each academic year.  The Center will be following up with organizations that have not submitted current constitutions. 

What kind of funding is available for campus organizations?

Student organizations may receive funding through the Student Government Association.  To receive this funding, organizations must be registered with The Student Activities Center and must receive recognition from SGA by submitting a copy of their constitution to the SGA Office.  Once the group receives recognition, they may then submit a funding request form for the following year.

Are student organizations allowed to secure an account with a bank?


Yes, several organizations currently have checking and savings accounts with area banks.  It is recommended that the organization apply for and receive a federal tax identification number before visiting the bank to facilitate the process.  Advisors are encouraged to monitor the funds and the manner in which they are spent to ensure that all financial matters comply with university regulations and state laws.

Where would I go to have tickets printed for an event?

The Central Ticket Office in Mendenhall Student Center (328-4788) can print tickets at a nominal cost for student organization events.  Organizations interested in having tickets printed should meet with the Manager of the Central Ticket Office at least one week prior to the time when the tickets will be needed.  Please see the Hot Topics Manual for more detailed information.

What methods of publicity are available for groups on campus?

Other than posters, there are numerous ways to advertise on campus.  WZMB Radio, the student radio station, and The East Carolinian, the campus newspaper, are both effective means to get your message out.  Informational tables, sheet banners, and mailings are common promotional techniques as well.  Chalking sidewalks and placing fliers on cars are not permitted.

Another great way to get your organization noticed is to participate in campus events.  Get A Clue, Barefoot on the Mall, Health Week, Summer Orientation, and Homecoming are all excellent opportunities to showcase the organization and create interest.

Organizations can also publicize events through the Campus Calendar found at www.at.ecu.edu.

Where should a group go if they need help in planning an event?

Should a group require assistance in planning an event, advertising activities, or in other functions related to the group, they are encouraged to come to the Student Activities Center (109 Mendenhall Student Center).  We are happy to provide resource materials and assistance wherever possible.  
As an Advisor, is my attendance required at all group events?

Though your attendance is not required, it is strongly encouraged.  It is important that there be a responsible individual in attendance in case of emergency.  The presence of an Advisor at events also greatly decreases the possibility of inappropriate behavior and shows faculty/staff support for the event.

What arrangements are necessary to hold an on-campus banquet or reception for the group?

First, reservations must be made for the banquet venue.  Dining facilities may be reserved by calling the Catering Director at 328-4756.  Mendenhall Student Center facilities must be reserved through the Central Reservations Office at 328-4731.  Catering arrangements on campus must be made with ARAMARK Dining Services at 328-4756. 

Is there anyone who can assist in reviewing contracts?

Due to the complexity of most contracts, student organizations are highly encouraged to review the contract terms with the Associate Director of Student Activities prior to negotiating the contract.  This will greatly reduce the possibility of future problems and discrepancies and can save the organization both money and frustration.  Call 328-4715 to schedule an appointment.

Are organizations allowed to endorse political candidates?


Although there is no policy which prohibits student organizations from endorsing a political candidate, please encourage them to consider all the implications of doing so.  Most importantly, a student organization may lose any funding they would have received as the Student Government Association does not fund organizations that engage in partisan, political, or social action activities.

As an Advisor, what is my liability?

As long as you comply with university policies, applicable state and federal laws, and act in good faith in the performance of your responsibilities as a state employee, the issue of your liability will be addressed by the state, and you will probably not face personal liability or expense.  You may be personally liable for your involvement in actions which do not fall within the scope of your state employment and which are personal in nature.  Therefore, it is important that you make every effort to be responsible in the performance of your duties, exercise good judgment, and avoid situations which may pose unnecessary risks or may jeopardize the safety or welfare of any person.

What is the tenure of an Advisor?


The tenure of an Advisor is dictated by the organization’s constitution.  Most organizations state that Advisors are selected or elected each academic year but allow for multiple consecutive terms.

What should I do if I witness or have been informed of a crime either on campus or involving a student?


If you or someone you know has become a victim of a crime, you are urged to report it directly to the ECU Police Department or to local law enforcement agencies if living off campus.  Blue-light emergency phones are located throughout the campus for direct communications with the ECU Police Department.  The ECU Police Headquarters is located at 609 E. 10th Street and is open 24 hours a day, 7 days a week, 365 days a year.

In certain circumstances, an individual may wish to report a crime anonymously.  There are several options for doing so.  Information regarding crime may be directed to Pitt-Greenville Crime Stoppers by calling 758-7777 or completing the Campus Crime Stoppers web form.

An Anonymous Crime Reporting Form is also available through numerous ECU administrators and leaders called designated Campus Security Authorities.  A listing of these designated CSAs is posted at www.ecu.edu/police/reporting.htm.  Although reporting a crime via the Anonymous Crime Reporting Form will enable ECU to capture the data for statistical reporting purposes, if you desire investigation of the crime, you must report it to the ECU Police or local law enforcement agency.

Where should an Advisor go for assistance or advice?

The position of Advisor can be a challenging one, and we appreciate the effort you make on behalf of the students.  Should you need assistance or support, the Student Activities Center is ready and willing to assist you to the best of our abilities.  We can offer resource materials, contacts, and considerable information and experience in working with student organizations.  Please feel free to contact us should the need arise.  The Student Activities Center is located in 109 Mendenhall Student Center (328-4796) or you may email us at studentactivitiescenter@mail.ecu.edu 
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   OTHER PERTINENT INFORMATION
Advisor Luncheon & Orientation
Thursday, September 29, 2005
Noon-1:30pm

Multipurpose Room Mendenhall Student Center
This is an informational session specially designed to give new (or returning) Advisors an overview of what the roles and responsibilities are for a Student Organization Advisor.  If you are a new Advisor, you do not want to miss this session.
Advisors Forums

Because ECU has over 290 registered student organizations with just as many Advisors, The Student Activities Center offers further assistance to our Advisors by providing an Advisors Forum.  In addition to the Advisor Handbook, we want to further assist you and your respective organization.  This forum is open to all ECU Student Organization Advisors for bonding, questions and answers, ideas, concerns, and support.  The Forum meets at least twice per semester to discuss agreed-upon topics.  These topics are brainstormed and selected by the forum.  Advisors will be notified in advance when the Forum will meet each semester.

2004-2005 Advisors Forum Dates (dates are subject to change with prior notification):

· “Legal Liabilities & Concerns of Advising”

October TBA
Mendenhall Student Center

· “Balancing Advising & Your ‘Real Job’ ”

November TBA
Mendenhall Student Center

· “Shooting Down Ideas Without Turning Students Off”

February 2006
Mendenhall Student Center

Noon-1:00pm

· “Motivating Yourself and the Students You Work With!”

March 2006
Mendenhall Student Center

Noon-1:00pm

**Please feel free to bring your lunch.
Suggested Publications

The Student Activities Center offers several publications to assist you in your position.  If interested, please contact the Center to request a copy.

· Hot Topics

A handbook of basic techniques and information on a variety of subjects related to campus leadership.

· Organization Directory

A guide to the registered student organizations on campus organized by area of interest.

· SGA Funding Packet

Guidelines to student funding and appropriations complete with sample forms and contact information.

· The Student Handbook

A student handbook which contains valuable information and resources related to university policies and procedures.  The Student Handbook is published online and can be found at www.ecu.edu/studenthandbook/
· Leadership Library

Icebreakers, group management, program ideas.  With a wide variety of books, audio tapes and video tapes, the Center’s Leadership Library is the place to go for information on these and other leadership topics.

Advisors Appreciation Reception – April 20, 2006, 4-6 pm, Great Rooms 3, MSC

In April of each year, the Student Activities Center holds the Advisors Appreciation Reception.  This is a time for the student organizations to show appreciation and thanks to their Advisors.  Special presentations may be made by individual organizations to honor their respective Advisor.  Light refreshments are also served.  Advisors and organizations will receive invitations from our office to attend.  Please mark your calendars and encourage your organization to prepare for this year’s reception.
Student Involvement Awards for Excellence – April 6, 2006, 7-9 pm, Great Rooms, MSC

This awards program recognizes the accomplishments of student organizations and the Advisors who lead them.  Held each spring, the nominations are sought from the campus community for these prestigious awards.  

Services

· News Bureau Releases

· Constitution Revision

· Organization Mailboxes

· Student Organization Interest Cards

· Student Leader and Advisor Consultation

· Leadership Presentations and Workshops

· Organizational Activities

· Student Organization and Executive Board Training Workshops and Seminars

· Etiquette Dinner and Presentation
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    DIRECTORY INFORMATION
Academic Advising and Support Center


A-113 Brewster Building





328-6001
· Academic Advising

· Academic Difficulty workshops

· Academic Enhancement workshops

· Tutorial Services





328-6931
Adult and Commuter Student Services


202 Erwin Building





328-6881
Campus Living


Suite 100, Jones Hall





328-4663

Career Center

701 East Fifth Street





328-6050
· Resources/computers for career exploration

· Résumé workshops, interviewing techniques, job search

· Résumé files for seniors, graduate students, and alumni

Catering Services


Todd Dining Hall






328-4756
Central Ticket Office


Mendenhall Student Center




328-4788
Club Sports


Student Recreation Center





328-6387
Conflict Resolution Office


210 Mendenhall Student Center




328-6824

Counseling and Student Development, Center for


316 Wright Building





328-6661
· Individual and group counseling

· Workshops on stress management, time management, 

       and study skills

Dining Services


Todd Dining Hall






328-3663
Disability Support Services


138 Slay Hall





       252-737-1016
East Carolinian, The


Self-Help Center
· Advertising






328-2000
· News






328-6366
· Web site: www.at.ecu.edu (campus calendar)

Eastcare Ambulance Service





816-4297

ECU Operator







328-6131

ECU Transit


1501 N. Memorial Drive





328-4724
· Charter Services

· Transit Information Hotline




328-2871
Emergency Information Hotline 





328-0062
· Up-to-date information on class cancellations or 

        postponements due to weather

Financial Aid


Flanagan Building





328-6610
Fraternities/Sororities


Room 8 Mendenhall Student Center




328-4235
Greenville Fire and Rescue





329-4390

Greenville Police Department





830-3937

Health Promotion









Christenbury Gym





328-6000
· Health and well-being resource room, workshops

and consultations

· Workshops and resources on alcohol and other drugs

· Peer Health Educators

Intercultural Student Affairs

Bloxton House






328-6495
· Collaborate with departments on the campus to help 
them in their efforts to serve multi-ethnic students
· Facilitate meaningful dialogue across the campus 
on race and diversity issues

· Conduct workshops and retreats

Ledonia Wright Cultural Center

Bloxton House






328-1680
· Art gallery
· several computers for class assignments and other projects
Mail Services


Building #43    






328-6091
Mendenhall Student Center

· Bowling and Billiards





328-4740/4739
· Central Ticket Office





328-4788
· Facility Event Planning




328-4731
· Information Desk





328-4700
One Card Office


101 Ragsdale






328-2015

Orientation Office


201 Whichard Building





328-4173
Parking and Transportation Services


305 East 10th Street





328-6294
· Special program parking

Pitt County Memorial Hospital


Emergency Department





816-4461

Pitt County Sheriff’s Office





830-4142

Police Department, ECU


609 East 10th Street





328-6787










911 Emergency

Recreational Services


Student Recreation Center





328-6387
· Club Sports/Intramurals

· Outdoor Adventure programs

Registrar’s Office


105 Whichard Building





328-6748
· Classroom reservations

Risk Management






328-6858

Student Activities Center



109 Mendenhall Student Center




328-4796

· Organization registration and services

· Leadership Resource Library

· Leadership programs and workshops

· www.ecu.edu/studentleadership/

Student Government Association






255 Mendenhall Student Center




328-4726
· web site:  www.ecu.edu/sga/

Student Health Services


Student Health Building





328-6841

· Health Educator

Student Life, Office of Vice Chancellor




328-6541


113 Spilman Building
Student Locator Service


Information Desk, Mendenhall Student Center


328-4763
Student Union


236 Mendenhall Student Center




328-4715

· www.ecu.edu/student_union/

Student Volunteer Program



Christenbury Gymnasium





328-6432

University Attorney


Spilman Building






328-6940
University Printing and Graphics

Harris Building, 2612 East 10th Street






· Prepress graphic arts and printing services


328-6468
· Rapid Copy






328-6171
· Joyner Library satellite




328-0458

WZMB 93.1 FM


Mendenhall Student Center




328-4751
Other Important Numbers

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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   IMPORTANT DATES
Fall 2005
August 22-23

Orientation

August 22

Pirate Palooza, 5:00 p.m. – 10:00 p.m., The Mall

August 24

Classes Begin

August 29-Sept. 2
Inter-Fraternity Council Recruitment

August 31

National Pan-Hellenic Council Meet the Greeks, Time and location:  TBA

September 3

Home Football:  ECU vs. Duke



September 5

Labor Day Holiday (no classes)

September 7

Last Day to Apply for December Graduation

September 9

Student Organization Registration Deadline

September 9-11
National Panhellenic Conference Recruitment

September 14

Get A Clue, The Mall, 1:00 p.m. – 4:00 p.m.

September 16-17
National Panhellenic Conference Recruitment

September 17

Football:  ECU vs. Wake Forest in Winston-Salem, NC

September 21

Get A Clue, The Mall, 1:00 p.m. – 4:00 p.m. (rain date)

October 1

Home Football:  ECU vs. Southern Miss (Conference USA)

October 3

Rosh Hashanah begins at sunset

October 4

Rosh Hashanah

October 7-9

Family Weekend

October 8

Family Day

Home Football:  ECU vs. Rice (Conference USA)

October 10

Columbus Day

October 12 

Yom Kippur begins at sunset

October 13

Yom Kippur 

October 15-18

Fall Break

October 29

Home Football:  ECU vs. UCF (Conference USA)

October 30

Daylight Savings Time Ends

October 31

Registration for Spring Semester 2006 begins

Halloween

November 8

Election Day

November 23-27
Thanksgiving Break




New York Trip sponsored by the Student Union

November 24

Thanksgiving Day

November 26 

Home Football:  ECU vs. UAB (Conference USA)

December 7

Classes End

December 8

Reading Day

December 9

Exams Begin

December 16

Exams Close

December 17

Commencement

December 25

Christmas




Hanukkah begins at sunset

December 26

Hanukkah

Kwanzaa begins

Spring 2006
January 6

Classes Begin

January 16

Martin Luther King, Jr. Holiday (no classes)

January 20

Last Day to Apply for May Graduation

February 11

NC LEAD Conference – Student Leadership Conference, Elon University

February 14

Valentine’s Day

March 12-19

Spring Break

March 27-31

ECU Founders Week

April 2


Daylight Savings Time Begins

April 6


Student Involvement Awards for Excellence, 7:00 p.m., Great Rooms

April 12

Passover begins at sunset

April 13

Passover

April 14

Good Friday (no classes)

April 16

Easter Sunday

April 20

Advisors Appreciation Reception, 4:00 p.m. – 6:00 p.m., Great Room 3

April 20

Barefoot on the Mall

April 24

Classes End

April 25-26

Reading Days

April 27

Exams Begin

May 4


Exams Close

May 7


Commencement

May 14

Mother’s Day

 EMBED Word.Picture.8  

   PROGRAM PLANNING CHECKLIST

As an Advisor, you are not expected to do all the work on the following list.  The list is provided so that you may properly guide the organizations with which you work.

Before the Program:
____ Determine your target audience.

____ Formulate ideas and set goals.

____ Appoint committees.

____ Set the date and time.

____ Check the campus calendar for possible conflicts.

____ Identify a venue and reserve the location.

____ Plan a budget.

____ Contact resource people (speakers, DJs, performers, etc.).

____ Review and sign contract (contact the Student Activities Office, ext. 4715, for assistance).

____ Delegate responsibilities ‑ set deadlines.

____ Formulate a marketing plan.

____ Make arrangements for accommodating the needs of the guest/presenter/speaker/performer 

         (food, lodging, parking, and transportation).

____ Make arrangements for program decorations, refreshments, and prizes.

____ Have tickets printed and determine method of sales.

____ Make security arrangements; contact ECU Police and hire additional personnel if necessary.

____ Make arrangements for equipment (recreational, audio visual, etc.); be sure to check with 

         presenters for their needs.

____ Plan publicity schedule.

____ Arrange for set‑up and clean‑up crews.

____ Confirm all arrangements one or two days prior to the program.

During the Program:
____ Arrive early; set up; finalize details.

____ Make certain that the room is well lighted, ventilated, and comfortable.

____ Greet the presenters and special guests.

____ Introduce presenters.

____ Attend to hospitality needs of presenters (refreshments, changing area, etc.).

____ Make certain that participants feel welcome and comfortable.

____ Check with security personnel regularly.

____ Ensure that adequate personnel are available to serve refreshments.

After the Program:
____ Clean up.

____ Return any equipment.

____ Pay bills.

____ Remove publicity from bulletin boards.

____ Send thank-you notes to presenters and all who helped.

____ Evaluate the program.

____ Record all information on the program for future use (include vendors, costs, and possible 

         improvements).
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   SAMPLE CONSTITUTION
This sample Constitution has been created to assist organizations at East Carolina University meet the requirements of the University and the Student Government Association.  It should be used as a guide when creating an organization.  Articles may vary from this format but should follow the same basic pattern.  As organizations will have varying restrictions and requirements on membership, different officers, and a myriad of committees, these guidelines are intentionally general and may need to be adjusted for specific student organizations.  Pertinent notes, University, and/or SGA policies will follow the section in italics. 

Constitution of ______________________________ 

Founding Date: __________________________

Article I. Name

The name of this Society shall be ____________________________________________.

Note: Include all nicknames, acronyms, initials, and Greek letters.

Article II. Purpose

The purpose of this Society shall be to ____________________; to ____________________; and to ____________________.

Note: This purpose is used in publications to describe your organization.  The group may not form to engage in commercial activities and must meet the needs of the ECU community.

Article III. Members

Section 1. The membership of this Society shall be open to members of East Carolina University students, faculty, and staff.  There will be no discrimination of race, sex, creed, color, age, veteran status, sexual orientation, or disability with regards to the purpose of the organization.

Note: Both the University and SGA require this statement.  In addition, it is required that at least 51% of the membership be students.

Section 2. Any ECU student, staff, or faculty member shall be eligible for membership, provided that such person shall be proposed by one member and seconded by another member of the Society.  A proposal for membership, signed by two endorsers, shall be sent to the Recording Secretary, who shall report it, together with the names of the sponsors, at the next regular meeting of the Society.  Voting upon the admission shall take place at the next regular meeting thereafter.  A two-thirds vote shall elect to membership.  A person so elected shall be declared a member of the Society upon payment of the initiation fee and the annual dues for the first year.

Note: This is very formal.  Each group may have their own method for determining membership.

Section 3. The initiation fee shall be ___________ dollars.  The annual dues shall be ___________ dollars, payable in advance on or before ___________ of each year.  The Treasurer shall notify members ___________ months in arrears, and those whose dues are not paid within ___________ thereafter shall be automatically dropped from membership in the Society. 

Note: SGA requires provisions for membership dues if they are to be collected.

Section 4. Any member desiring to resign from the Society shall submit his/her resignation in writing to the Corresponding Secretary, who shall present it to the Executive Board for action.  No member’s resignation shall be accepted until all dues are paid.

Section 5. Upon the signed recommendation of one member, seconded by another member, and a three-fourths vote by ballot at the annual meeting, honorary life membership can be conferred upon a student, staff, or faculty member of ECU who shall have rendered notable service to the Society.  An honorary member shall have none of the obligations of membership in the Society, but shall be entitled to all of the privileges except those of making motions, of voting, and of holding office.

Article IV. Officers

Section 1. The officers of the Society shall be a President, Vice-President, a Recording Secretary, a Corresponding Secretary, a Treasurer, and the Advisor.  These officers shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the Society.

Note: Officers will vary according to the needs of the organization.  If candidates must meet certain qualifications, you should include that information.

President

1. The President is the official spokesperson for the organization.

2. The President presides over all meetings and is responsible for:

a. Preparing the agenda for each meeting

b. Opening and closing the meeting

c. Calling on people to speak

d. Keeping order and keeping the meeting on the topic being discussed

e. Acting as a mediator when necessary

f. Making the final decision in the case of a tie vote

3. The President is responsible for keeping the Advisor informed of all upcoming events.

4. The President helps the organization to set goals.

5. The President encourages the members to achieve their goals.

6. The President recognizes the accomplishments and contributions of members.

7. The President holds regular Executive Board meetings.

Vice-President

1. The Vice-President takes over in the absence of the President.

2. The Vice-President is responsible for creating and updating the organizational calendar.

3. The Vice-President serves as the organization representative to SGA.

4. The Vice-President presides over all committees and is responsible for:

a. Appointing committees needed to carry out functions

b. Checking with the committee chairpersons to ensure that they are holding meetings and are making progress toward established goals

c. Assisting committee chairpersons when necessary

5. The Vice-President may be assigned other responsibilities by the President.

Recording Secretary

1. The Recording Secretary takes accurate and complete minutes of all meetings.

2. The Recording Secretary types and distributes minutes to all members.

3. The Recording Secretary notifies all members of the place and time of meetings.

4. The Recording Secretary works with the President to determine the agenda and ensure that the agenda is followed during meetings.

5. The Recording Secretary maintains accurate records and files of all organization business.

6. The Recording Secretary maintains accurate meeting attendance records.

Corresponding Secretary

1. The Corresponding Secretary must handle all organization correspondence including letters and thank you notes.

2. The Corresponding Secretary is responsible for any organization publications and newsletters.

Treasurer

1. The Treasurer is responsible for regular treasury reports:

a. A statement of how much was spent at each program since the last meeting

b. A statement of the bills paid and unpaid

c. An accurate record of how much money is in the account

2. The Treasurer is responsible for keeping an accurate record of income and debts in the ledger.

3. The Treasurer is responsible for the checkbook and all deposits and withdrawals.

4. The Treasurer is responsible for balancing the checkbook each time a bank statement is received.

5. The Treasurer acts as chairperson of fundraising activities.

6. The Treasurer is responsible for debt collection.

7. In conjunction with the Executive Board, the Treasurer develops the organization budget.

Advisor
1. The organization will elect a member of the ECU faculty or staff to serve as an Advisor.

2. The Advisor serves as an ex-officio, non-voting member of the Executive Board.

3. The Advisor will conduct a monthly review of the organization’s finances.

4. The Advisor will supervise officer elections, transitions, and training.

5. The Advisor will attend meetings on a regular basis.

6. The Advisor will assist officers in general operations and procedures.

7. The Advisor will supervise initiation of new members.

Note: University and SGA policies require that student organizations have an ECU faculty or staff advisor.  This advisor can be in addition to any other Advisors the group may enlist.

Section 2. At the regular meetings held on the second Tuesday in February, a Nominating Committee of five members shall be elected by the Society.  It shall be the duty of this committee to nominate candidates for the offices to be filled at the annual meeting in April.  The Nominating Committee shall report at the regular meeting in March.  Before the election at the annual meeting in April, additional nominations from the floor shall be permitted.

Section 3. The officers shall be elected by ballot to serve for one year until their successors are elected, and their term of office shall begin at the close of the annual meeting at which they are elected.

Note: This fulfills an SGA requirement.

Section 4. No member shall hold more than one office at a time, and no member shall be eligible to serve more than two consecutive terms in the same office.

Section 5. If any vacancy shall occur, a special election will be held at the next meeting to fill the open position.

Note: The provisions for filling a vacancy fulfills an SGA requirement.

Article V. Meetings

Section 1. The regular meetings of the Society shall be held on the second Tuesday of each month from September to May inclusive unless otherwise ordered by the Society or by the Executive Board.

Note: The statement of meeting time fulfills an SGA requirement.

Section 2. The regular meeting on the second Tuesday of April shall be known as the annual meeting and shall be for the purpose of electing officers, receiving reports of officers and committees, and for any other business that may arise.

Section 3. Special meetings can be called by the President or by the Executive Board and shall be called upon the written request of ten members of the Society.  The purpose of the meeting shall be stated in the call.  Except in cases of emergency, at least three days’ notice shall be given.

Note: Provisions for calling a special meeting fulfills an SGA requirement.

Section 4. Fifty percent of the members of the Society plus one shall constitute a quorum.

Note: SGA requires that quorum be present for any elections.

Article VI. The Executive Board

Section 1. The officers of the Society, including the Advisor, shall constitute the Executive Board.

Note: Provisions for an Executive Board, its composition, and its selection fulfill an SGA requirement.

Section 2. The Executive Board shall have general supervision of the affairs of the Society between its business meetings, fix the hour and place of meetings, make recommendations to the Society, and shall perform such other duties as are specified in these bylaws.  The Board shall be subject to the orders of the Society, and none of its acts shall conflict with action taken by the Society.

Section 3. Unless otherwise ordered by the Board, regular meetings of the Executive Board shall be held on the first Tuesday of each month from September to June inclusive.  Special meetings of the Board can be called by the President and shall be called upon by the written request of three members of the Board.

Article VII. Committees

Note: Committees will vary according to the purpose and activities of the organization.  Those listed below merely serve as a guideline.

Section 1. A Finance Committee, composed of the Treasurer and four other members, shall be appointed by the President promptly after each annual meeting.  It shall be the duty of this committee to prepare a budget for the fiscal year beginning the first day of April, and to submit it to the Society at its regular meeting in March.  The Finance Committee can, from time to time, submit supplements to the budget for the current fiscal year.

Section 2. A Program Committee of five members shall be appointed by the President promptly after the annual meeting, whose duty it shall be to plan the annual program of the Society.  This committee’s report shall be submitted to the Society for its approval at its regular meeting in September.

Section 3. An Auditing Committee of three members shall be appointed by the President at the Society’s March meeting, whose duty it shall be to audit the Treasurer’s accounts at the close of the fiscal year and to report at the annual meeting.

Section 4. Such other committees, standing or special, shall be appointed by the President as the Society or the Executive Board shall from time to time deem necessary to carry on the work of the Society.  The President shall be ex-officio member of all committees except the Nominating Committee.

Article VIII. Parliamentary Authority

The rules contained in the current edition of Robert’s Rules of Order, Newly Revised shall govern the Society in all cases to which they are applicable and in which they are not inconsistent with these bylaws and any special rules of the order the Society may adopt.

Article IX. Amendments

The Constitution can be amended at any regular meeting of the Society at which three-fourths of the membership is present, by a two-thirds vote, provided that the amendment has been submitted in writing at the previous regular meeting.

Note: If an organization’s Constitution is changed in any way, one new copy of the Constitution must be submitted to SGA immediately after the amendments are made.

Basic Bylaw Articles

Article I. Name

Article II. Purpose

Article III. Members

Article IV. Officers

Article V. Meetings

Article VI. Executive Board

Article VII. Committees

Article VIII. Parliamentary Authority

Article IX. Amendments

Amended from Robert’s Rules of Order, Newly Revised, pages 489-493.

For additional information, contact The Student Activities Center, 109 Mendenhall Student Center, 328-4796.
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Sample Advisor Contract





The members of ______(organization)____  request ______(name)_______ to serve as Advisor of the organization for a period not to exceed _____(how long)_____ beginning with __(semester)_______.





Duties, responsibilities, and expectations of the position are as follows:


(List responsibilities and expectations of the Advisor and organization)





Duties and responsibilities may be reconsidered at the request of the Advisor, president, or majority vote of the membership in a regular meeting.





President’s/Chairperson's:


Signature______________________Date:________________





I have met with the president of the above-named organization and discussed the duties and responsibilities of Advisor as listed above.  I agree to serve as Advisor and will fulfill these duties and responsibilities to the best of my abilities.





Advisor:


Signature______________________Date:________________





This contract is effective for ___(period)___ and may be


renewed each year thereafter upon the agreement of both parties.








Student Activities Center


109 Mendenhall Student Center


East Carolina University


Greenville, NC 27858


Phone: 252-328-4796


Fax: 252-328-1089


Email: studentactivitiescenter@mail.ecu.edu


� HYPERLINK "http://www.at.ecu.edu" ��www.at.ecu.edu�








"Individuals requesting accommodation under the Americans with Disabilities Act (ADA) should contact the Department for Disability Support Services at least 48 hours prior to the event at (252) 328-6799 voice/(252) 328-0899 TTY."
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