University of Maine at Farmington

UMF Student Club/Organization/Group

Policies and Procedures
(Revised April , 2004)
Article I: Purpose
1.
Student organizations and clubs are an important part of each student’s education, teaching and learning, and growth and development; they contribute to a diversity of programming that enriches campus life both in and outside the classroom; they provide an opportunity for students to participate in the life and operations of the campus and the wider surrounding community.
Article II: General

1. 
The definition of a student, as it relates to student groups, is an individual who is taking one or more classes and paying the student activity fee. Charging a non-student an “activity fee” will not make that person a student. 

2.
Student Senate encourages student groups to sponsor events wherein non-students are invited to attend; this type of participation enriches the activity. Student groups may or may not decide to charge a fee to non-students for an event or materials used in an activity.

3.
 Only student members of the student group can vote on or otherwise determine organization matters. 
4. 
When a student group is discussing the group’s choices of activities or expenditure of funds or other aspects of its operations, students should feel free to openly express their opinions and participate in the decision making. This means that generally only students would be present with perhaps the group’s advisor. Reason: With no intention other persons can be intimidating

5.
No organization or individuals shall be denied recognition and no organization or individuals shall be discriminated against by the Student Senate, the University of Maine Farmington (UMF), the University of Maine System (UMS), or its governing Board on the basis of political, sexual, or religious orientation, physical or mental disabilities, age, citizenship status, race, color, or gender.

6.
The Officer of Student Affairs (OSA) reserves the right to impose sanctions as he or she deems necessary, in regards to Student Senate UMF Student Club/Organizations/Groups Policies and Procedures and or University Policies. Sanctions should be reported during the OSA report at each Student Senate meeting. Financial Sanctions need to be approved by the Officer of Financial Affairs (OFA), Financial Affairs Committee (FAC), or the Student Senate.
Article III: Registration

1. 
Registration is administered by Student Senate as has been in the past. Student Senate has an excellent record of fair and equitable administration of the registration Process for the numerous organizations that have come before them. 

2.
A group of students wishing to form a club on UMF campus may go to the OSA and/or Club Rights and Affairs Committee (CRAC) for advice and help getting started. Registration guidelines and requirements apply to all student organizations/clubs/groups whether on or off campus regardless of funding source. 
3. 
Students who wish to form a club must draft a constitution and bring it before the Parliamentarian and the Constitution Committee to be reviewed. 

4. 
The Parliamentarian will provide the Assistant Director of Student Activities with a copy of the proposed constitution. The Assistant Director of Student Activities will provide the OSA with a written recommendation based on the University Standards. 

5. 
Upon reviewing the constitution and recommendation from the Assistant Director of student life CRAC will then decide whether to recommend or not recommend such a Student Group to Student Senate.
6. 
The group of students proposing the new Student Group may present there constitution a Student Senate meeting. 

A. 
The group of students shall present the constitution with any additional information.

B. 
The OSA or a representative from CRAC shall provide Student Senate with the committee’s written recommendation along with the Assistant Director of Student Life’s recommendation. 

C. 
After questioning the students proposing the Student Group, a motion shall be made whether to accept or deny the Student Group. Senators may then discuss the motion amongst themselves before it is voted by roll call. 

7. 
In order for a Student Group to be registered and to retain registration status, the following conditions must be met to the satisfaction of Student Senate.  Student Senate has the authority to revoke the registration.
A. 
An updated registration form must be submitted annually by October 15 and within two weeks of any changes in officers and/or faculty or staff contact person. 

B. 
The Student Group must not use the group for inappropriate financial enrichment of any officer, member, or affiliate. 
C. 
Each Student Group must not enter or attempt to enter into contracts which obligate the University of Maine at Farmington without prior authorization by the Assistant Director of Student Activities or designee. 

D. 
Student Groups should conduct all activities in a manner consistent with the mission of the University and the purpose set for in the Student Senate constitution. If a Student Group wishes to be considered for Student Senate recognition then the Student Groups constitution should meet Student Senate’s prescribed standards.  

Article IV: Privileges of Registration

1. 
Registered Student Groups may use the University of Maine at Farmington as a part of their name designation.
2. 
Use of University facilities, equipment, and services, as available and according to prescribed policies and procedures. 

3. 
May apply for recognition by the Student Senate and receive funding under the Financial Policies and Procedures. 

4. 
May sponsor a fundraising event and solicit funds according to university Policy. 

5. 
Registered Student Groups are eligible to receive awards, or honors presented to college organizations and members.  Also they may be listed in University or student publications and participate in University or student activities. 

6. 
Apply for Student Group office space and adhere to Student senate guidelines governing office space.

7. 
Distribute literature and organizational materials according to established University Policies and Procedures. Student groups may also utilize the University mail service, maintain a University mailbox, and post materials within the guidelines of the Student Activities Office. 
Article V: Revocations
1. 
Any violation of the registration requirements may result in suspension or revocation of registration. The Executive Board of the Student Senate adjudicates all registration violations. Their decisions may be appealed to the full Student Senate. See appeals Article XIV. 
2.
Any Student Groups in violation of the University regulations or any laws may also be subject to the terms of the UMS Conduct Code. 

3. 
Once registered, failure to submit the annual registered application or failure to submit any changes in the Constitution and Bylaws, club/organization/group policies, affiliations, name of faculty/staff contact person, or officers, according to the established time frames, may result in suspension of registration and therefore registration privileges and funding. 

Article VI: Recognition


1.
To become recognized by the Student Senate the Student Group must follow the UMF Student Club/Organization/Group’s Policies and Procedures, UMF Student Club/Organizations Financial Policies and Procedures, and other Student Senate policies and procedures. 


2. 
The Student Group must have an approved constitution through Student Senate that meets Student Senate Standards. 


3. 
A provisional period of at least a minimum of twelve (12) weeks during the academic school year must be completed before a Student Group may apply for funding. 


4. 
Failure to comply with Student Senate Policies and Procedure’s may result in the seizure of Student Activity Fee funds, and the removal of Student Senate Recognition.  

Article VII: Involvement

1.
Any student paying the student activity fee may be a member of student clubs/organizations/groups that receive funding from the Student Senate. 
2.
Only Student Members of the Student Group can hold an officer position within a student group.
3.
Every student group is responsible for having an officer act as secretary and document a set of minutes for all meetings held by a student group. The minutes taken by a student group should allow quick reference for events, discussion, membership, time and location, and provide current information. In addition to the student groups records of meetings the OSA shall keep an official historical record for up to one academic school year. 

4. 
SAF funded club/organization Meetings 

A. 
All meetings of SAF funded clubs/organizations shall be open to students paying the Student Activity fee. In the event that a group wishes to hold a closed meeting it must be approved by the Student Senate General Assembly. 
B. 
Members of a student club/organization must be notified of meetings at least 24 hours in advance, to allow time to receive the message. No meeting should be kept secret, or closed.

C. 
All meetings of SAF funded clubs/organizations shall have a set of minutes. All minutes of club/organization meetings shall be submitted, on the first Friday of every month, while school is in session, to the OSA of Student Senate.

D. 
Any SAF funded club/organization found to be holding any secret, or closed meetings may risk sanctions imposed by OSA, CRAC, and/or the Student Senate.  

5. 
Involvement in a Student Group on the campus of the University of Maine at Farmington is meant to be an enjoyable experience for students. 

6. 
Student Participation in Student Groups or events. 

A. 
Students are expected to be respectful of others and are responsible for there actions. 

B. 
Safety for students participating in events on campus is important. Students should watch out for the well being of others and themselves.

C. 
Respect should be given to all individuals. Including, but not limited too, authority figures, administration, fellow students, members of the community, and each individual’s rights. 

1. 
Students who fail to follow such guidelines may be reported to the conduct code officer by the OSA and/or SRAC.
7. 
Policies adopted by SAF funded clubs/organizations/groups must be submitted in writing to the OSA and CRAC. Upon submission the policies shall remain on file within the Student Senate office, any changes made at a latter time must be submitted to Student Senate. Submitted policies may be reviewed by the OSA and CRAC

8. 
Policies set by SAF funded student clubs/organizations/groups must be within Student Senate established guidelines. At any time Student Senate may choose to review SAF funded club/organization/group policies and make appropriate changes. Policies of SAF funded clubs/organizations/groups in direct violation with established Student Senate policies may be removed. 
Article VIII: Transportation

1.
The Student club/organization/group must be registered and approved by the UMF Student Senate and UMF administration. 

2. 
The proposed trip/use is an officially sanctioned UMF campus activity and is approved as official university travel.  The UMF administration through the Department of Public Safety approves trips which meet the terms of this policy.  Exceptions to the policy are made by the office of the Department of Public Safety.

3. 
When a student club/organization/group travels, regardless of the mode of travel (UMF vehicle, personal car, rented vehicle, airplane,...), the group and its traveling members represent UMF and carry the UMF name.  Any actions, group or individual, are a reflection on the group and on UMF.  UMF wants a positive response from the Maine public when they observe those representing UMF.  We expect that students will act as responsible and model citizens.  As an example it means that if students consume alcohol, then they will remain sober.  Students are expected to abide by the state laws and campus policies when on an approved trip.

A. 
Student club/organizations/groups can take social or pleasure or recreational trips.  Examples include: shopping trips, evening of dining in Portland, attend a Portland Seadogs game, hiking, ....  These trips will be limited to the state of Maine.

B. 
Student club/organizations/groups may also take trips which are primarily for educational or cultural enrichment.  Whether or not a trip is educational or cultural is based on the trip’s itinerary with a preponderance of it being educational or cultural or a combination of both. These trips are generally restricted to New England, NYC, Quebec City, and Montreal.  A group wishing to travel beyond these geographic boundaries may seek an exception.  Things taken into consideration in determining an exception include the itinerary, the presence of a UMF employee on the trip, and the educational or cultural experience.

C.
Club sport groups will be generally limited to in-state travel.  Trips beyond this limit will be considered if there are compelling reasons (example - league play)

4. 
The use of the vehicle will be in accord with UMS APL #27.  At the time the Office of Public Safety does the license check for approval of the driver, the driver will read and sign UMS APL # 27.17. The driver(s) and/or person in charge of the trip will be given a packet that includes all policies in Section 12.2 that are applicable to student organization/club use.

5. 
Approved trips of more than four hours one way will have at least two eligible drivers in the vehicle. Driver eligibility will be determined by UMF’s Office of Public Safety in consonance with APL #27. Only those persons on the trip may ride in the vehicle. A person is officially on the trip by having their name on the roster and having signed a risk and release form.

6.
Only currently enrolled UMF students or officially recognized advisor(s) or currently employed UMF personnel (and guests preapproved by the club/organization/group (such as guest speakers, spouse, etc.) may ride in the vehicle(s).

7. 
When the UMF vehicle keys or check in the case of a rental or trip with a hired transporter are released to the organization/group, the following will be presented: a roster with the name, address ,and ID # of each person on the trip; an itinerary, estimated mileage, stated purpose of the trip, and the advisor’s  signature; a risk and release form for each person on the roster for the trip.

8. 
The vehicle(s) need to be back as scheduled, with the exception of unforeseen circumstances (ie: weather, mechanical failure, extension of competition, etc.). If they are not, the club/organization/group may lose privileges or face penalties. Vehicles are expected to come back clean inside.

9.
Request for use of a UMF vehicle may be made at any time, but will not be confirmed until two weeks prior to use. Once a club’s/organization’s/group’s use of a vehicle is confirmed by the Facilities Mgt. Office, the club will not be bumped except under extraordinary circumstances. If clubs/organizations/groups have already made reservations for the trip or paid conference dues, then Facilities Management Office will obtain a rental vehicle.

10.
Vehicles will be operated in compliance with all laws. (ie:Seat belts are to be worn in all vehicles, drivers will be sober, etc.) All general rules [UM System and UMF] regarding vehicle use will be adhered to. All policies as outlined in Section 12.2.a,b,c,d,e,f of the UMF General Administration and Support Services Policy Manual are to be followed.

11.
Non compliance will mean loss of UMF vehicle use or privilege to rent or privilege to take a trip as an UMF organization.

12.
The UMF Facilities Management Office, in the case of UMF vehicle use, or the Student Activities Office, in the case of a personal car use for a trip, may cancel any trip, if they judge that the weather and road conditions merit such a decision. If there is need to contact the campus while on a trip the call should be made to UMF Public Safety Office.

13.
The vehicle owner or the driver of the vehicle if different from the owner needs to go through the same license check as a driver of a UMF vehicle.  The car owner needs to provide proof of insurance covering the liability of the driver and automobile liability insurance to cover the cost of any injury to the passengers.  The UMS does not provide any automobile insurance (collision or liability) to cover the use of a personally-owned vehicle.  Any protection must come from personal insurance.
Article IX: UMF Employees

1. 
The Student Senate encourages the involvement of UMF employees within student groups, but cannot expect Student Activity Fee (SAF) funds to be used to pay for an employee for items or events that it was paying for the students. 
2.
Fundraising account expenditure towards a UMF employee comes under the jurisdiction of the student group. Student Senate would expect the UMF employee to be a part of the group in the same spirit outlined above.

3.
Student Senate believes that student groups can foster positive relationships that ultimately enhance learning and educational experience. UMF employees are encouraged to go off campus with student groups. 

Article X: Spirit of Participation by Non-students

1.
Non-student involvement is at the invitation of the student group and is intended to be within the spirit of these guidelines. Non-student involvement may take place on campus property where UMF can excursive control. Generally non-student involvement in any student group activity off campus is only when that person’s participation is the focal point of the activity. Non-student involvement is excluded from all club sports. 
2.
Student group meetings provide a learning space and the invitation of non-student resource persons to contribute their knowledge contributes to further learning. Student group meetings that are focused on the operation of the student group should be open forums of discussion and sharing ideas among students with advice from the group’s advisor (a UMF faculty or staff person)

3.
From time to time a student group may wish to invite a non-student with expertise to join in a learning event which might take place over a period of time. Non-student participation should be to the degree that it contributes to learning, and does not eliminate or somehow minimize student involvement in either ability to attend a function or to use a resource or to lessen the life of a resource. There are times when a non-student may use resources for the purposes of teaching the student group; they should not be used for any personal financial gain. 

4.
With the exception of UMF employee’s non-student participation within a student group is generally discouraged. UMF’s mission is not to fund joint college community groups. By their very nature students are more transient than community persons; organizations usually move in directions desired by its most stable element. To have this happen is contrary to the purpose of having student groups. 
5.
Club sports can only have students in the club and on the playing field for practice or game. These student groups cab have a non-student coach provided that the coach signs a written agreement with the club, Athletic Director, and Student Senate. If a club does not have enough student members to field a practice game, then it lacks sufficient student interest; UMF has no control over non-students; UMF wishes to minimize its legal obligations where matters of personal risk are potentionally at stake; UMF insurance only covers UMF students.

6.
Intramural sports are open only to UMF students and UMF employees.

7.
Transportation, as described in UMF vehicle policies, states that only UMF students or UMF employees or approved guests (like guest speakers, spouse) may ride in the vehicles. 

8. 
Non-students are forbidden to create undue influence, realize some form of personal or financial gain, block a student’s access, dampening the work of the student group, operate in a teaching role, damage monopolize or render useless club resources, or behave as if they were a regular student member.
Article XI: Office Space

1. 
Student Groups, registered on the UMF campus, may apply for an office space. Office space is limited for Student Groups and certain guidelines must be met and fulfilled to receive.


A. 
The Student Group must be registered through Student Senate. 

B. 
An application must be submitted stating the number of members, and purpose of the organization. Guidelines for the application may be requested from the OSA.  

2.
All student groups that have been granted an office space, by Student Senate, are expected to be a resource to the students and bring more activities to the students and the UMF community. 

3.
Every student group, granted an office by Student Senate in the Olsen Student Center, must keep an open door policy of 15-30 office hours a week. Each member of the student group, including the exec board, should have one office hour with a minimum of 15 hours and up to 30 hours weekly.
4. 
Every Student group, granted an office by Student Senate in the Olsen Student Center, must have tw0 (2) events in the Olsen Student Center per semester. These will have to be open not only to members but to the UMF community. 

5.
It is strongly recommended that your meetings be held within your office space. Student Senate understands that many clubs are not able to do this due to lack of space, but having meetings within your office will bring more advertisement to your club and its office location, and puts your office to use. 

6.
Office hours must be posted on the outside of your office space allowing visitors to stop by. When someone is not able to make it to their designated office hour a note should be posted to the door that provides an alternate time you will be available. 

7. 
Each student group is responsible for keeping an office hour log so the OSA, and Student Senate, is aware of when office hours are being held. The office hour log must be submitted to the VPSA and/or SRAC at their request. 

8. 
The OSA, CRAC, and/or Student Senate reserves the right to seize and/or redistribute office space based on a Student Groups membership, participation on campus, utilization of office space, and/or other reasons. Office Space is limited and should be given to a Student Group active within the University community

Article XII: Bulletin Boards

1. 
Bulletin board space in the Olsen Student Center is limited. Student Groups who are recognized and/or registered with Student Senate and the Student Activities Office are eligible for a bulletin board. 

2.
Student Activities conducts a lottery each fall semester to allocate the bulletin boards to student groups. The maintenance and appearance of these boards is the responsibility of the student group. 
3. 
Student groups are responsible for keeping their bulletin board looking nice, up-to-date and informative. These spaces are a place for student groups to display what they have to offer to the UMF community. 

4.
Bulletin boards are required to be changed on a monthly basis for the benefit of the student body. A bulletin board is considered out-of-date even when information on the board is shifted. A changed bulletin board is a bulletin board that presents new information and a new set up. 
5.
Student groups who do not adhere to the policy outlined by the Student Senate may loose their bulletin board space. The OSA and/or CRAC will routinely monitor the bulletin boards. Boards may be re-assigned, by the OSA and/or CRAC, if student groups do not comply with the policy. 

Article XIII: Constitutions

1. 
All Student Group constitutions, whether the Student Group is registered or recognized, are underneath the jurisdiction of the Student Senate constitution. Student Senate’s constitution has the power of supremacy. 


2.
Constitutions wishing to be passed and accepted by the Student Senate must have certain components. These components protect the rights of the student, provide a clear purpose, and an orderly procedure. 

3. 
Name for the Student Group and a purpose is imperative to a Student Groups constitution and Student Senate. The Student Groups purpose must be within the mission of the University, and the purpose put forward in the Student Senate constitution. 

4. 
Officers must be stated in the Student Group constitution. There must be at least an officer who acts as President, Vice President, Treasurer, and Secretary. Titles may vary but the responsibilities remain similar.


5. 
 Student Groups must outline its membership. 


6. 
The Student Groups constitution should also address rules for amendments, impeachment, meetings, and money. 


7. 
To be recognized by the Student Senate the following additional guidelines must be met within the Student Groups constitution.



A. 
Meetings must be held at least twice a month


B. 
A section addressing funding must specify where funding comes from.  


C. 
Officer Positions will only be held by Student Members. 


D. 
It must be clear that all UMF students are welcome to join and participate within the Student Group. The Student Group in question also is not allowed to discriminate against any individual based on political, sexual, or religious orientation, physical or mental disabilities, age, citizenship status, race, color, or gender.

E. 
The Constitution and group shall not directly or indirectly promote one specific Political Party, or Religious group. 

Article XIV: Appeals
1.
Any student group may appeal sanction(s) made by the VPSA, CRAC, SRAC, and/or the Student Senate Executive Board. The appeal must be made in writing to OSA and be reviewed by CRAC before going to the full Student Senate. Student Groups who appeal are encouraged to attend the CRAC meeting in which the appeal is reviewed and prepared for submission to the full Student Senate. Appeals concerning sanctions and/or decisions made by CRAC may be submitted to and reviewed by the Student Senate Exec Board.

2. 
At the designated time during the full Student Senate meeting, the student group’s representative may present their case to Student Senate.

3. 
Student Senate will make a final decision to accept or deny the appeal.
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