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CONSTITUTION OF STUDENT GOVERNMENT .

Board of Trustees
Affecting Student Resolutions
Volume 2, Page 8L

COLLESE STUDENT ACTIVITIES PROGRAM

Be it vesolved, That the Board of Trustees

Authorize a student activities projram at the
Harrisburg Arca Community College to complement
the academic program in encouraging among students
at the college the developmend of humanitarian
values, the fostering of eifective citizenship,
and the provision of opportunities for self-
developnent.

It further authorizes the establishment of a
separate fee to finance the student activities
program with the understanding that the amount of
the fee shall bs approved by the Board of Trustess.

It also authorizes rent-free:provision of college
facilities for the student activities program.




Board of Trustees
Affecting Student Resolutions
Volume 2, Page 85

POSSESSION OR CONSUMPTION 0F ALCOHOLIC BEVERAES AND NARCOTICS

Be it resolved, That the Board of Trustees

Approve the following policy rezarding the possession
or consumption of alcoholic beverages and narcobics.

Students who are under the influence of, possess, or

consune alcoholic beverages or narcobics on the colleze .
campus or at college sponsored functions will be dismissed
from the college at the discration of the President.

INFORMATION

The possession or ure of alcoholic beverages or narcotics
cannot be condored by an institution of higher education.
Such activities are not only detrimental to the individual
. himsell but also tend to reflect negatively upon the

- college and other members of the student body. It is the
responsibility of the institutien to encourage the devaelop«
ment of acceptable habits of health and social behavier |
among its students. These objectives can more readily be R
achieved if reasonable rules of personal conduct are ;
promulgated and enforced by the institution.




Board of Trustees - _
Affecting Student Resolutions : 4
Volume 2, Page 86

COGNITION OF STUDENT, ORJANIZATIONS AT HARRISBURG AREA
COluUNITV COLLE.i

Be it resolvaed, That the Board of Trustees

. Approve the following policy on recoznition of student
organizations at Harrisburg Area Community College

Student organizations are one of the facets of the
Harrisburg Area Community Colleze student activities
progran., The others are intramural athletics, student.
government, publications and miscellanecous activities,
”he co-lew permits and provides for the recognition
and chartering of student organizations to enable the
developmeny - of social, intellectual, recreational, and
professional nceds of interested students subject to
the following conditions.

a.- All student organizations shall be open to all
students currently enrolled at the colleze with
the exception of students concurrently enrolled
in area hizh schools. The Dean of Students
shall be empowered Lo make exceptions to the
above rule whan the naturs of the organization-is
such as to recommend it. For example, he may

. permit the chartering.of all-male and all-female
or"anmzatmuns.

b. The offices and membership of student orzaniza-
tions shall be restricted to students currently
enrolled at the college.

c. &ll affiliavions by collsze organizations with
national, state, or cther off campus groups or
persons in association with the collegze shall be -
indicated at the time of initial request for
recognztlon and chartering or before a recoanlzed
orzanizabion so affiliates. Approval. in each case
must be ziven by the President. Affiliation with
a naulonal social fraternity or sorority is
prohibitad. ;

de All student organizations shall comply
with all colleze policies, procedures, and
regulations which amply.
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HARRISEURG ARZA COMMUNITY COLLESE - -

Office of Dean of Students

Part I_o Policles and Procedures for Student Orgénizationé"

100

" Advigsors to Student Orsanizations

"

To

iz,

I,

Definition and Function

- ALY student organiéabmons at Harrisburg Area Community College

must have a faculty advisor. Aun advisor is a member of the
Harrisburg Area Community Colleges faculty or staff who agrees
to serve as tha official faculty advisor to a student orzanie
zation. An organization may wish to have an additionai adnlt
particmpaua in its activities, This second parson may bs

_drawn {rom the faculty or comaunity,

Frocedure for Issuing Iavitetions to Advisor (s)

A, Tho student orienization will elect an advisor from a list
off one or mord faculty members who indicate their willingness
Yo advise the orpanization. The election of an advisor

- moyr bake place dn tho spring or at a meoting of the organie
- zation in tho fall,

By The student organization will notify the Doan of Students
. 0f the result of the sloction for an advisor. The Dsan
of Studonts will send an official lettur to the elooted
Laculty nmombor,

Responsibility of the Advisor
A, To the Colleges: |

de Tho advisor $o a student organdzation wiil be concerned
with thoe coordination of tha sotivities of the organi=
zatlon within the policias and regulations of the collega.

2¢ The advisor is requirad to sign the official forms for
cxponditures from organizational acoounts and.other
of¥icial roports of the organization, (The advisor's
glignatura on financisl reports and on foxms in ne way
implics porsonal financial rQSponsib;ltmy on the pard -
of tho advisor.)

3o Tho advigor is cxwootod to attond rogular megtings of
tdvisors hold by the Doan of utudnnxs.

B, To tho Studont Crgandzatien:

lo, Tho adviseor will be ooncarnad‘with tho. stated aims of




the constitution of the orzanization and will hold
periodic consultations witn oificers about the progran,
plans, and problems ol the group.

2. Regular attendance of the advisor at the meetings of the
. organization is highly desirable. The advisor or an
apprcprmate collepe staff member must accompany the group
on all field trzbs and be present for all campus functions
of the student organization,

3. If it is necessary for an advisor to resign his position

as advisor, he should notify the organization and the
Dean of Students immediately.

- IV, Responsiﬁility of ‘the Student Organlzation to the Advisor

A, Theaificers of the organization will keep the advisor.
well informed in advance as to all of its activities.

B, The officers will take the inibtiative in the filing of proper .
reports with the college.

lOi; * Chaperonss

I, All student aétivitfes and wevents sponsored officially by
Harrisburg Area Community College organizabions, both on and
off campus, must be chaperoned. '

' '7I. Chaperones should be asked well in advance and must be listed .
' ~in the 0ffice of Dean of Students two weeks prior to the event. -
In ths case of major social, events, chaperones will be sent an
official novification of their duties Lrom the Desan of Students
. prior to the event.

" III, Chaperones are expected to arrive when the activity begins and
' gbay until it closes.

IV. In the event of any emergency or an unfortunate event, chaperones

~are expected to use good judgment in handling the situation and
notify the proper college officials as quickly as possible.

102-" . Conforences

T 0LLwCainpe ClLreno0s

Students attonding off-campus conferences as members of student
organizations must revister foxr these in the same mannsr as for
regular fleld trips.




II.

On~Campus Conferences

Permission to host a conference at the college in the name of

a college student organization must be secured from the Dean

of Students before the invitation is extended.' Problens concerning
space, food service and other arrangements must be considered
in planning such a conference.

[3 4
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"BE. Results

Purpose

The Student Activities Llections Board establishes and implenients
procedures, and instructions for the Student Government, and

those of any other campus organization upon request of that

organization.

Mémbership

! A student chairman and a faculty -advisor are apnomnted by the

Dean of Students. At least five members are chosen by the chairman
with the approval of the advisor. A member cannot serve on the
Elsctions Board during the time the Board is considering an
election in which he is a candidate. Members of the Elections
Board may not be an dcademic or social probation.

Jurisdiction

‘A, Llection

1. The Elections Board sets the dates for twe regular
elections per school years.
2. The Elections Board shill be given a minimum of two
- weeks novice before it will call a special electicn.

- Be Applications and Petitions

The Elections Board is responsible for establishing and
carrying out procedures for petitions or applications,

C. Publicity .
The Elections Board is responsible for establishing and
implementing procedures relative to publicity for &ll elections.

D, Polls

.The Elections Board is responsible for establishing and
implementing procedures for setting up polls and supervising
elections. : ‘

The Board:

l. Makes the official tally and returns of thse electlons.
2. DPublicizes results of the elections, and :

3. Provides for run-off elections if nscessary.




- IVe Meetings

The Elections Board holds regular meetings with its advisor 4
prior to each election to review procedures Tor that eleotion,

+ ~ Instruction meetings are held with poll workers.prior to

| elections. |

V.  Applications. and Petitions | v

The Elections Board: |

4. Constructs the applications and petitions to be used by
candidates. o

B. Establishes when and where applications and petitions shall
be available and shall be returned. '

C. Checlks all applications for information, grade point average,
and hours carried and signs all applications.

D. [iles all applications.

VI. Publicity

"A. - The Elections Board:
. l. Establishes criteria for all publicity for elections.
' ' 2. Establishes and enforces regulations concerning where,
when, and by whom publicity may be approved.
3« Approves areas to be used for posting publicity items.
L. Publicizes to-.all candidates the publicity procedures
for the election.

B. The candidate is responsible for providing all of his own

' campaign publicity and for providins information for the
newspaper and other publications. ' '

C. Special arrangements for speeches or assemblies for candidates
are made by the organizations or candidates, not by the '

Elections Board.
' VII. Polls
The Elections Board:

* Ao Sets up regulations ifor electioneering and publicity near
. polling areas.

B. Establishes the location and number of polling places prior -
To the elections, R

C. Establishes and posts the hours the polls will be open prior
to the elections, . . '

D. Makes physical arrangements for operating the polls (i.e.
voting machines or ballots and ballot boxes, tables, chairs
sims, etc.) o .

E. Posts instructions at the polls for use of paper ballots or -
voting machines. o .

F. Provides an adequate numher of workers who are instructed .
and present at all polls during the time the .polls are open.

.
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104 .. Eligibility | . o | o - -
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Results

The Blections Board: { ;;»

A,

.Be

C.
D.

B.

Examines the votinz machines or counts ballots, with ap=- . .

propriate safeguards, as soon as possible -after, the closing

of the polls.

. Requests that a candidate or hxs representative bas present

when countingz is done
Makes all decisions concerning the validity of ballots.
Conducts recounts.

1. A candidate must file a written petition for & recount
within 43 hours after an election.

2. Only one recount will be ‘held per office.

3. The recount will be held within h& hours of the filing
of the recount petition.

Posts all results on official electicn tally sheets.

E.

- o Conducts run-off elections when necessary.

Appeals

&+ All appeals coricerning the election, its operation, or

- pesults are made to thie chairmuan of the Elections Board.

The chairman dec;dcs whether a meeting of the entire board
is necessary to handle the appeal.

Appeals of decisions of the Elections Board shall be made
to the Dean of Students. -

DEEE Y

I. A student on disciplinary proovation may not partzczpata in any paase
 of the student activity program, or recsive a college honor or
.. award for student activities. .
. II. A student whose cumulative academic average falls below 2. 2 may
not hold office in a student orfanlzation.' _ e
III. Officers in student organizations mnst carry at least 12 credxt |
' hours at Harrisburg Area Community Colleze and meet other crltaria
established by the constitution of the organzzation.
105 | Equipment, Reaﬁisiﬁions ard Supplies
X 7 College Eqnlpment | .;‘.¢ ,  ;-.' i N

. °ermls ion to use special colleze equlpment such as coatracks,

P.A., lights, chairs, tables and A.V. equipment for student
activities should be cleared through the Office of Dean of Students.

© Special operators may be necessary for some equipment.
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II. Requisitions

Special requisitions are required for having stages set up, or
equipment hauled. These special requisitions must be made through .
the office of the Dean of Students two weecks before the the date needed, ..
-Requests will be limited to equipment nt available at the college.

+II. Club Eqnlpment and Supplies

A. Arrangements for storage, maintenance and repair of all
orvanlzatlonal equlpment is the responsibility of the Dean of
Students.

- Bs All club equipment is to be inventoried at the beginning and -
end o sach academic year. Inventory records are kept in the
Office of the Dean of Students. All equipment should be
marked with the organization's name.

C. Orgzanizational equipment is to be stored at the college in
a storage room provided by the Dean of Students, and may not
be loaned or taken off campus withoub special permission from
the Dean of Students. :

D. In case a club becomes defunct, its equipment is stored and
may be held or ziven tc¢ another group at the discretion of the
Dean of Students.

E. Organizations which do not have files in which to keep supplies
and records may use files provided in the Student Government
office.

IV, Use of College Statlonery
Official college stationery maly not be used by 1ndiv1dual students
or by student organizations. The stationery of student organizations
should be used only for the organization's business. .

V. Reproducing

All material to be reproduced in the college machines room for
student activities must be channeled through the O0ffice of Dean
of Students three days before it is needed.

VI. Typewrlters - Typewrlters in student offices should be used only
: with permission of officers of the organization to which they belong.

106 Field Trips Sponsored by Student Organizations
| Field Trips# by college student organizations are permitted and encouraged.
Tt is the concern of the college that, on all such trips, proper provision
be made to safeguard the physical health and safety of the students, and
that nothing occur which might damage the good name and reputation of the
- college. «

% The term ®fieldirip" shall refer to any type of off-campus trip or
: activity taken by a student organization at Harrisburg Area Oommnnmty
Colleve.
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I. Permission for Student Activity Field Trip

"A. A student organization sponsoring a field trip to be made by
students as members of a Harrisburg Area Community College
organization should, ten days prior to the trip, (and whether -
the trip is made during class timo or nob) Iile & field trip
form foxr approval in the office of the Dean of Students..

B. The Dean of Students must approve the trip and notify the
organization's advisor and president that the trip is approved.

. Co A complete list of those planning to make the trip must be
filed in the Dean of Students' 0ffice 8 days before the trip.

D, If classes are to be missed, the Dean of Students prepares
a list of those students making the trip, giving the dates
and purpose of the trip,.and sends an approved list to the
instructors one weesk before the trip. Students are responsible
for making up all work missed, and should see their instructors
before making the trip. )

IX. PFaculty Advisors

A. The presence of the faculty advisor## (or an officially
authorized aduly representative) is required on any field
trip or off campus activity involving student organizations
of Harrisburg Area Community College. The Dean of Students
shall ‘determine the number and kind of advisors required at
the time permission is granted for the field trip. '

B, Students on student organization field trips accept, as a '
prior condition to participation, the authority of the advisor
. or delegated representativé to give suggestions or directions,
~or to make decisions regarding the group when necessary.

"~ -Ce In case of accident, serious illness, or other events such.as: *
& serious breach of discipline upon the part of a student while
on a field trip, the advisor, as the official representative '
of the colleze, is expected to take the action, which in his
Judgment he deems appropriate at the time. In the case of any
severe accident or emergency, the advisor shall:

l, ‘Make a verbal report (in person or by phone) to the Dean
of Students (or one of his staff) as soon as is possible or
practible, to be followed by a written and detailed report
covering all such points as he deems necessary, or that may
- be requested by the Dean of Students. | ' | .
2. Notifly parents in cases. where necessary. N o _
3. Request students involved or student witnesses, to give oral-
or written reports. i o S

© The term “advisor" shall refer not oniy“to rezular organiiation advisors,
-but to any officially authorized adult representative of Harrisburg Area
Community College taking part in the trip. .




III. Transportation o

A. For field trips involving large groups of students it is
preferable that one or more buses be chartered rather than
the use of a caravan of automobiles. The former arrangement
simplifies the task of the advisor(s) during the actual traveling,
reduces the risk of accidents, and eliminates many problems of
plarning dnd coordination. ' |

B. The practice of instructors® permitting students to drive their
~ cars is discouraged by College policy. Students on field trips
are forbidden to drive cars belonging to advisors. (This is
because the collegs does not accept liability for accidents _
- which might occur and it does not have insurance coverage which
will extend to students. Therefore, an instructor who permits -
a student to drive his automobile assumes the full liability
for any accident which might occur while the student is in POS=
session of the.automobile.) -

Cs Cars other than those of advisors may be used on student
activity field trins only with special permission granted by
. the Dean of Students. .

IV,  Student Registrdtion for Student Organization Fisld Trips
' A. As. a prerequisite to participatéiin any exﬂracurricular field
trip, each student shall read and sign an official Harrisburg -
Area Community College field Trip Registration Form, which

1. Attests to his understanding of the basic rules and resulations
concerning field trips which apply particularly to students.

2. Will provide certain infOrmation useful in'case of accident
- or illness. o ' o :

3. Contains a statement of accident, and/or medical insurance .
carried (if any).

B. The regiscration form must be signed and filed in the Office
of the Dean of Students prior to the trip. In no case will a
student be taken on a student activity field trip without filing
such a signed form. . - ‘

Co These forms will be ziven to the advisor for his use the day
prior to the trip and filed in the Office of the Dean of Students
after the trip.

.
(]

V.. Polnt of Assembly and Dispersal . . © ..

A. During the preparatory stages of any field trip, and prior teo
departure, the advisor in charge shall announce to all persons
concerned, the place and time of departure of the group, the :
place of reassembly and time of departure for return to Harrisburg
or, in the case of' a motorcade returning, the place of final .
assembly before the return trip.




B. The responsibility of the colleze begins at time and place
of initial assembly, and ends at the time and place of the .
dispersal of the zroup as a whole. Transportat;on to the
place of initial assembly and from the place of final .
assembly is not the responsibility of the college.

C, Both at the initial assembly and at the final assembly before
return a roll call (or other check) shall be made by the
. advisor to insure that all persons are present or properly
accounted for.

YI., Insurance for Students and Advisors

As a protection to themselves and to the college, both students
and advisors must carry insurance to cover accidents which may
occur in connection with student activity field trips.

This insurance may be "permanent" or taken out in connection with
a particular trip only. Information concerning special trip
insurance is available in the Dean of Students' .oifice,

VII. General Conduct
A, While on field tripé students are expected to observe:

" 1. All pertinent rules and regulations of students of
Harrisburg Area Commurity Collegze. (Including pro-
hibition of the possession, transportatlon, purchase
or use of alcoholic beverages, regardless of age).

2, All rules and rezulations oI the host 1nst1tutlon or
agency which apply to visitors or to the general public.

3. £11 public laws and ordznances, including traffic
regulations.

L. The usages and customs of good citizenship, good decorum
- and common courtesy.

B. In the case of violation of rezulations upon the part of
students on field trips, disciplinary action, which may include
. temporary or permanent suspension from the college, may be
' taken by the Dean of Students.

107 Finances _
I.. Financial Policy

A, The Harrisburg Area Community College Board of T*ustees Minutes
Vol. 2, p. 8L, 265, November 3, l96h authorizes the establish=
ment of a separate fee to finance the student activities program,
with the understanding that recommendation for a change.in the
amount of the fee shall be submitted to the Board with the budget
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B,

C.

D

for student activities for that year, such fee and budget subject
to approval by the Board.

A student activity fee separate from tuition monies will be

collected each semester and each summer session'from all students, .
with the exception of those concurrently enrolled in high school.

The gross student activity fund for each academic year will
include the revenues collected each semester and summer, the .
accumulated studeat activity fund from the prev;ous year and
earned income of clubs and organizations. X

Responsibility for the budzetary preparations and expenditures
of the student acvivity fund are delegated by the President of
the Collegs to ths Dean of Students.

Budgeuany Procedures for Student Activities

A.

The proposed total student activity budget for the following
academic year shall be submitted to the President of the Colleae
by the Dean of Students by May ™.

The President will notify the Dean of Students of the operating

- budget Jor student acuivities by July 1, each year.

 The Business Manazer'will establish a student activity account -

for the fiscal year of July 1, using avdilable student activity
monies in-order that the student activity program may operate

- until its budget has been finalized in the fall semester.

The revised student activity budget for each year shall be
submitted to the President of the College by the Dean of Students
by the end of the third weak™ of classes of the fall semester.

Responsibility for Financial Procedures for Student Activities.

A,

The Dean of Students or his appointed staff member shalls

l. CSupervise the budgeting and expendibure of funds in student
organization accounts.

2. Infoim advisors and organization officers:of all college
financial policies and procedures.

3. Approve the onenmng of all organmzatlon accounts in the
"college business oifice. S

‘l
.‘ -
'

b Requmre regular financial reporus from all orwanigations.

S. ,Approve all expenditures from rvanization reserve and
special accounis.,

« 6, Approve changes in orzanization budzets because of chanzed
plans or additional income.
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D.

Organization Advisors shall:

L.

2.
3.

7
C.

Be informed of all college and student government financial
policies and procedures and see that officers and members
follow these. o -

Sign for all expenditures.

See that expenditures are within the club budget.
Approve*all required financial reports. BN

Organization Treasurers shall:

1.
2.
3.

Follow all college and Student 00vernment financial
policies and procedures.

Attend meetings called by the.Dean of Students or Student
government concerning finances.

Prepare all required fmnanclal reports.

Student Government shall:

1.

2.

“The

1.
2.

3.

Recommend the expenditure of that portion of the student
activity fee used for Student Senate, Publications, and
organizations. '
Establish budgetary and 11nanc1al procedures which may
supplenent the over-all college financial policies for
the Student Senate and groups undzr its jurisdiction.

' k]

College Business Offics shall:

Maintain accounts for all recognized clubs and organizations.
Approve purchass orders and petty cash expenditures and make
payment for all approved bills,

Issue monthly reports showing the balance of all clubs and
organizations te the Dedn -gf Students.

IV. Financial Operating Procédures for Studenx Activities

- A

'Openinv Organization Accounts

Organization accounts will be opened only with wrmtte1 permission
from the Dean of Students following final approval of the budget

~ for the year.

B. :Account Balances,

Before issuing any petty cash expenditures or purchase orders,
the treasurer will check their cash balance less any outstanding
purchase orders to see that their account has an adequate balance
t0 cover the entire coste.
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C. Purchase Order System

The following steps are to be taken by the treasurer in filing
a requisition form:

L. Secure a requisition form from the Business Office, or from
Dean of Students. Fill out the requisition completely. List.
the purchase to be mads, the amount, the description, the
cost, the source, business establishment and address where
the purchase will be made, order date and delivery date.

The person making the purchase is to be indicated on the .
organization's copy. There must be a separate purchase order @
written by the Business Office for each business establishment.

D I T I A R T T U T

2. The treasurer must sign all three copies.
3. The advisor must sign all three copies. , | }

L. The requisition forms with proper signatures are taken to '
the Business Office where a purchase order is made for the '
~ actual purchase of the items.

5. One copy of the burchase order (yellow) is retained in the
Business' Office. '

6. One copy of the purchase order (blue) is retained by the
vreasurer of the organization and filed with financial
records. No book entry is made at this time,

7. The original copy of the purchase order (white) is taken
" by the person making the purchase to the business establishe
ment and retained by the business establishment for their
files. o '
8. If the Business establishment issues the person picking up
the equipment or supplies an original bill, the club treasurer
' should approve it for payment and turn it into the Business
Office immediately. The invoice should not be approved
for payment unless the purchase order number appears on the
bill and the merchandise has been received in good condition.
The invoice is received directly by the Business Office, it
is sent to the treasurer for approval of payment by signing .
the inveoice, approved for payment with the treasurer's
sigrature and date. '

showinz payment for the amount of the biil.

F o

[g 10. The treasurer marks the organizabion's copy of blue purchase

& 9. After approval of the invoice the treasurer makes & book entry

order as having been paid.

' il. The approfed invoice is brought to the Busihess Office and
‘ payment is made vo the business establishment by check.
(Checks are mailed directly by the.Businass Office)

Fg 12. The Business Office retains the invoiée.




L3. No checks will be paid without an invoice, blll or contraot .
for the amount, '

Py T )

1. A requlsltlon must be submitted in advance for all services,
i.e., labor, janitorial, music, etc. and these people must
be paid by check. When issuing this type of requisition
the treasurer must write "OK to pay" and sign the Business
Office éopy (yellow). This is authorlzatlon for the Business
Office to issue a check for the service and a book entry
should be made at this time.

15. No bill will be honored without a previously issued purchase
order or requisition. . .

D. Petty Cash

Petty Cash is to be used only in emérgencies for reimbufsement
for small amounts. The foliowing steps are to be followed in
using Petty Cash: :

l. The student, with permission of the treasurer, uses his own
' funds to purchase small 1tems {never 1o exceed $10. 00)

2. The student presents an itemized bill to the treasurer. .
(Note: cash register tapes will not be accepted unless
accomnanlﬁd by a speclal cash .card to be secured in the
Bu31ness Office. :

" 3., A petty cash envelope is filled out completely and signed f‘
" by the advisor and treasurer. . Petty cash envelopes.may be
secured in the Business Office. .

L. The treasurer enters the ‘amount of the petty cash and an
"~ explanation i2 his book.

5. The petty cash envelope with the itemized bill inside is
presented to the Business Office for reimbursement.

Students will not be reimbursed for car expense for picking
up and delivering goods or persons in Harrisburg and viecinity.

E. Bookkeeping

1. Each organization keeps a standard jeurnal, (Student Governe
ment has purchased +iese for all orzanizations.)

2., The blue copy of all purchase orders must be kept and
entries made in the books for all income and expense. The
purpose of the payment as well as the purchase order number
and the company to whom the money is paid should be entered. -
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Mileage

" Mileage expense will be paid between cities at the standard rate

G.

He

L.

" le The amount of the down payment. | "‘ _ S

--signature it must be accompanied by a purchase order for:
[ L) ’ . .

of 9¢ per mile according to official AAA mileage for approved .
trips. _ .

Gifts

Y

No personal gifts for faculty or students may be purchased.from "
any student activity account.

Incone

1. A1l income received by the organization must be deposited |

at the Business Office, where a receipt will be wrmtten 3
the amount deposited.

2. When enterln the deposit in the records, the receipt number E
and source of - income are shown. . . .

Contracts

Contracts will be valid only with the signature of the Business .
Manager of the.college. At the time a contract is submitted fer 1

2. The balance of the fee which will be paid at the time of

performance.

" A1l contracts rust include information about the amount of the

e

A,

“they will be picked up.

pre-payment, amount of final 'payment, person to whom checks are o
be mailed, name of individual who will pick up checks and the date

b

Audit

The books of all organizations are turned in to the Dean of
Students in June for audit. The books are then issued to the
next treasurer in September after he has had the bookkeeping
system explalned tnoroughly.

~ Gifts and Donations

Before accepting a gift or donation from a non-cbllége'group or
individual, the organization will present to the Dean of Students
a list of uhe gifts or donations, the name and address ‘of the

- donor and plans for u.s or storage.

B.

The Dean of Students will determine the appropriate action to be
taken in accepting the gift or donation. Consideration may be
withheld if the gift or donation presents unusual problems con=
cerning use or storage or it is considered to be inappropriate. -
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Recognition and Chartering of Student Organizations

The Dean of Students or the administrative personnel he may delegate,
will administer the organizations according to the following college
procedures ior recovnizzng and mazntazn;ng such organmzatzons.

3 T Procedures for Recognition

'Students seeking wecognition for an organization will follow these
proceduress.

A, Any student at the college may request permission from the
Dean of Students to hold a special meeting at the college for
the purpose of informingz interested students about a proposed

.2‘5 -

organization. A facultv or stalf member will attend the meeting. .

Any subsequent meeting of the group must seek permission in the
same manner and meetznvs Wlll bs publicized as organizational
meetings.

B. A student organization becomes recoznized only after the
+ . following steps have been followed: :

1. A petition initiated by students in good standing at the
collegze must be presented to the Student Senate.
This netltlon will contain: o
e The name and nurpone of the organizabtion.
b. The constitution and by-laws which will govern tae
 operations of the organizations.
c. A list of the temoorary officers.
d. The signatures of at least ten interested students.
e. The signature of the proposed faculty advisor.
f. Information regarding national, state, or local
affiliations with any cr::'oup or persons not connected
~ with the collegze.
g. Proposed budget. .

2. The Student Senate will make recommendations to the Dean
of Students concerning acceptance or rejection of the .
petition.

| 3. The approval of the Dean of Students is necessary before
& student organization may become operational as being
officially recognized by the college.

L. The Dean of Students will notify the petitioners and the
Student Senate of the action on the petition.

(o]
[ ]

Changes in student orzanization constituticns must be approved
by the Stuaent Senate and the Dean of Students respectively.

II. Privileges of Official Recognition

Official recognition by the college grants the following privileges -




III.

v,

to college organizations, subject to college procedures and

regulations:

A. The use of college facilities rent free.

B. The use of campus neﬁs media,

C. The right to request funds from the student activity fund. |

D. The right to establish dues and sponsor money raising projects.

E, Bligibility for awards and honors given to college organizations.
Chartering

A. In May of each year the Student Senate shall recommend to the
Dean of Students those clubs and organizations recognized |
during the past academic year which they feel should receive -

a charter from the college.

B. The Dean of Students will give final approval for organizations '
to be chartered.

.C. Chartered clubs and'organizations retain their privileges from
one year to the next. Information about sponsor and officers
must be filed in the oiffice of the Dean of Students each year
before the organization becomes operational.

D. Student organizations not recommended for chartering mnst again

seek recognition the following year.

‘Revoking Recognition |

‘,A.

B.

C.

The Dean of Students may revoke recognition of a student
organization., The Student Senate, Inter-Club Council or

individual students may recommend to the Dean of Students

that recognition be revoked. Recognition may be revoked
for the following reasons:

1, Evidence of failure to comply with college regulations
or procedurss governing recognized organizations or
individual students.

2. BEvidence that the organization is not attempting in a’
dedicated manner to live up Lo its constitutional objectives.

3. Insufficient membership and activity to indicate that it 'is
fulfilling its purpose.

An organization for which recognition is revoked will lose
its charter and may not exist on the Harrisburg Area Community
College campus.

Fands accrued in the account of an organization for which
recoznition is revoked will be returned to the Student
Activity Fee Account for dispersal as part of the Student
Activity Budget.

-16-
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V. Defunct Student Organizations

A. The Dean of Students may declare an organization defunct if
it has been inactive Ior three semesters.

B. The Student Senate may recommend to the Usan oﬁ,Studenﬁs
that an organization be declared defunct.

C.. A defunct organization will lose its charter and recognition.

D. Funds accrued in the accounts of a defunct’ student orvanizatlon
will be returned to the Student Activity Fee Account for dispersal
as part of the Student Activity Budget.

VI. Reactivating Student Organizations

A. A chartered organization which has been inactive for a semester
or longer may be reinstated upon petition presented to the
Dean of Students from ten students and a faculty member who
agrees to serve as advisor.

B. A student organization which has been declared defunct or had
recognition revoked must follow the complete recognition
procedure in order to become recognized again.

109 Scheduling Activities énd;Reserving Facilities

[

I. Calendar

A.- All-college student activities, both on and off campus are
placed on the colleze calendar in the Office of the Dean of
tudents. Proper forms must be filed at this time and per-
mission granted. In case of conflicts, the Dean of Students
will make the decision. .

" ‘B Oroanlzatlons should schedule meetings on a regular baszs for
' the entire senester. ~

C. No student activities are to be schedulsd during the period
of final examinations.

" II. Reservation of Facilities

A. Rooms and facilities for all student activities must be
reserved in the Office of the Dean of Students in advance
of the activity. Space reservation must be cleared before

'ﬁ an activity is placed on the calendar.

B. College facilities may be used by authorized student organi-
zations Ifrom 7:00 a.me = 9:30 p.nm., Monday - Friday. Use
of facilities for student activities after 9:30 Pem. and on
Saturday, Sunday, or during heliday periods requmres special
; N permission from ths Dean of Students.




C. The use of off-campus facilities by recognized student
. organizations must be approved by the Dean of Students prior
to scheduling. The same regulations and procedures must be
followed for off-campus activities as for on-campus activities.,

- Identification Cards

tudent identification cards are issued to all students at registration
each semester. These cards are used for voting, entrance to all
activities, gnd other .identification purposes,

Publicity

Lo Publicity for Harrisburzg Area Community College student activities
to be placed in the first floor of Hunter Hall and in the Student
 Lounge is under the supervision of the Dean of Students. The
Student Senate and Student Union Board arsdslegated certain
responsibilities in posting publicity.

il. Pubiicity placed in other college buildings is subject to the
‘discretion of the Dean of Students.

III. Student organizations may publicize thelr activities through
) off-campus posters, IV, ,radio and newspapers with permission
"from the Dean of Students.

Solicitations, Drives and Sales

All solicitations, drives and sales held on or off campus must be neld
by recoznized student oraanlzatlons, must be approved by the Dean of
Stuaents, must follow Student Government regulations, and have prier
permission from Student Government.

Speakers

R

-~ Procedure for Having Outside Speakers at Harrisburg Area Commnnlty

- Colleve

In implementing the Board of Trustees Policy on Outside Speakers at
Harrisburg Area Community Collegze (Vol 2, p. 91, No. 270), these
procedures shall be followed‘

I. The sponsoring organization shall be a recognized student organi=-
zation and shall reserve facilities through the O0ffice of Dean
of Students. (The availability of zacllltles should be checked
before issuing an invitation).

following information in the Office of the Dean of Students
normally 2 weeks prior to the event: .
A. Name of the speaker (or speakers)

h .. II. The sponsoring organization shall file a formnéontalnlng the
E B. Subject to be discussed
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C. Date, time, and'place for the meeting

D. Date and method of invitation and acceptance

E. Speaker's fee

tj
.

Signature of the appropriate officer and faculty advisor.

€
o

Certification by a club officer and the advisor that the speaker
has been notified of the limitations contained in part ¢ of
policy 2.70 of the Board of Trustees (Vol. 2, p. 91):

The speaker shall not urge the audience to take action which is
prohibited by the rules of the colleze or which is illezal under

- Federal or Pennsylvania law. Advocating or urgzing the modification
of the Government of the United States or of the Commonwealth of
Pennsylvania by violence or sabectage is specifically prohibitad.
It shall be the responsibility of the sponsoring division head
or- organization to inform speakers of the prohibition.

IV. The Dean of Students shall certify that'all'appronviate steps have been
taken before the event is officially scheduled and publicized.




