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Mission Statement  

Saint Catherine University educates women to lead and influence. Founded by 
the Sisters of St. Joseph of Carondelet in 1905, the University integrates liberal 
arts and professional education within the Catholic traditions of intellectual inquiry 
and social teaching. Committed to excellence and opportunity, the University 
engages students from diverse backgrounds in a learning environment uniquely 
suited to women. Education at  Saint Catherine University prepares graduates to 

demonstrate ethical leadership grounded in social responsibility.  

 

 

 

Vision Statement  

To be the world's pre-eminent Catholic college educating women to lead and 
influence. 
 
 
 
 

Leadership Statement  

Saint Catherine University is committed to the development of effective, ethical 
leaders. Through study, practice and life experience, individuals have 
opportunities to enrich the knowledge, refine the skills and clarify the attitudes 
essential for responsible action. In varied roles and settings, a Saint Catherine 
University leader:  

 lives a commitment to the values of justice and caring;  
 acts from a strong self-concept;  
 thinks critically and creatively;  
 communicates and interacts effectively within groups;  
 takes risks willingly;  
 exercises power appropriately;  
 articulates a positive sense of direction; and  
 evokes hope.  
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Introduction  

 

This Club Advisor Manual contains valuable information and resources to assist 
you as you advise a student organization on our campus.  If you have a question 
about a policy or procedure check out the policies and procedures section.  If you 
would like to get ideas on how to assist the students in developing a sense of 
team or just want to know that conflict within a group is normal, check out the 
group development section of this manual.  The role of the advisor section offers 
insights into your role as well as an exercise that you can utilize with your group.  
I highly recommend that you look at this section and utilize the exercise.  The 
liability section is taken from a book by John Schuh and Norbert Dunkel.  It is well 
written and the legal language is kept to a minimum! 
 
 

Welcome 
 
On behalf of the Student Center and Activities Office I would like to congratulate 
you on the responsibility you have undertaken to provide guidance and direction 
to a Chartered Club or Organization.   
 
Advising a student organization can be a very rewarding experience for faculty 
and staff.  Working with students outside of structured classroom experience or 
staff roles allows faculty and staff an opportunity to share information and 
resources and to teach hands-on skills such as leadership styles, organizational 
ethics, and program planning that will be invaluable to students when they leave 
Saint Catherine University.   
 
The Club Advisor Manual has been prepared to provide information on the role(s) 
of an Advisor. We hope this guidebook clarifies your responsibilities, and 
broadens the potential you have as an Advisor.  As you embark on your advising 
journey, please know that the Student Center and Activities Office is here to 
assist you in whatever way possible.   
 
The best of luck to you and your organization! 
 
Lindsay Castelein 
Assistant Director 
Student Center and Activities 
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Chartered Club/Organization Checklist   

(FOR STUDENT LEADERS ) 

September 
Ç Hold a meeting of officers and 

advisors to discuss and evaluate 
goals 

Ç Plan an interesting and effective first 
meeting 

Ç Participate in the fall Activities Fair 
Ç Agree on a regular meeting time 

and reserve a meeting space 
Ç Hold your first meeting 
Ç Set goals for the semester/year 
Ç Begin planning events for the fall 

semester 
Ç Be on the lookout for prospective 

members at events 
Ç Update your Chartered 

Club/Organization Roster with SCA 
Ç Check your organization mailbox 
Ç Attend the Chartered 

Club/Organization Leader Training 
 
October 

Ç Organize a group community 
service project for your organization 

Ç Continue to keep your advisors 
informed 

Ç Schedule a presentation or 
workshop on motivation, stress 
relief, etc. for your members.  
Contact the LEAD Team for further 
information or resources 

Ç Sponsor or co-sponsor a program in 
the Pulse.  Contact the Assistant 
Director for more information 

Ç Examine and update your 
organizationôs web site 

 
November & December 

Ç Continue regular contact with your 
advisor 

Ç Begin planning for spring semester 
Ç Plan an end of the semester activity 
Ç Attend an on-campus event for a 

group activity 
Ç Complete and submit End of 

Semester Report to SCA 
 
February 

Ç Hold a meeting of officers and 
advisors to evaluate progress 

Ç Set goals for the semester 
Ç Update your Chartered 

Club/Organization Roster with SCA 
Ç Plan spring semester events 
Ç Be on the lookout for prospective 

members at events 
Ç Review budget status 

 
March 

Ç Start recruiting new officers 
Ç Review constitution and bylaws; 

update if necessary 
Ç Continue work on spring semester 

goals 
Ç Continue to keep your advisors 

informed 
Ç Submit nominations for Chartered 

Club/Organization Awards  
Ç Get involved in a service project 
Ç Sponsor/co-sponsor an activity in 

the Pulse.  Contact the Assistant 
Director for more information 

 
April 

Ç Hold elections and plan officer 
transition 

Ç Develop a budget for the next 
academic year 

Ç Make marketing and recruitment 
plans for the fall 

Ç Brainstorm ideas for fall activities 
Ç Ask advisor to be involved with 

officer transition training 
Ç Attend an on-campus event for a 

group activity 
Ç Complete and submit Annual 

Registration paperwork to SCA 
Ç Complete and submit End of 

Semester Report to SCA by 
designated deadline 

 
May 

Ç Review yearôs successes, 
accomplishments, and goals for 
next year-Celebrate! 

Ç Check and clean out organization 
mailbox 

Ç Attend the Dew Drop Bop as a 
group activity 

Ç Recognize outstanding organization 
members 

Ç Establish summer contacts and 
address list 
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Italicized items are required for clubs and 
organizations. 
 
Please utilize this checklist when working with your 
club.  It is helpful in maintaining records, completing 
necessary club requirements, and organizing activities. 
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Multiple Roles and Functions of an Advisor  

Advisors to student organizations are called upon to play a variety of roles.  They 
are asked to meet the universities expectations, the studentsô (in the student 
organizations) expectations and also deal with their own personal/professional 
expectations.  Sometimes the expectations from these different sources can 
create vying demands for the advisor.  Listed below are some of the more 
common expectations from each of the above-mentioned areas (university, 
students, personal/professional).  This is not meant to be a comprehensive list, 
however it can help an advisor identity what is most likely to be expected of 
them. 
 
Universities Expectations of an Advisor 
Á Attend the regularly scheduled and special meetings of their organization. 
Á Attend off-campus events, events involving alcohol, and major on-campus 

events. 
Á Meet with executive officers to assist in the development of the 
organizationôs programs, goals, directions, and problems. 

Á Be available to meet regularly with officers/members when they need help. 
Á Stay current and familiar with the institutionôs policies and rules that 

govern chartered organizations. 
Á Sign all check requests and purchase orders. 
Á Monitor the club/organization account and financial transactions. 
Á Ensure that new officers are elected by May 1 of the current academic 

year and that the names of the new officers are sent to the Student Center 
and Activities office.  In the event that new officers cannot be elected by 
this time, the advisor will serve as contact for the group until officers are 
elected and will inform the Student Center and Activities office of this. 

Á Manage liability and risk management issues for the club/organization. 
Á Attend Advisor meetings and training/development sessions sponsored by 

SCA. 
 
Student Memberôs Expectations of an Advisor 
Á Attendance at meetings and programs 
Á Meet with executive officers 
Á Act as a resource person to them 
Á Assist with group dynamics training for the group 
Á Honesty 
Á Provide feedback, both positive and constructive 
Á Sincere and enthusiastic support for the group 
Á Availability to them 
Á To be knowledgeable about college policies and procedures and to assist 

the group in working with them 
Á To be a ñsounding boardò for their ideas, concerns, etc. 

 
 
Advisorôs Own Personal and Professional Expectations 
Á Time restraints within which the advisor must work (schedule, family, job) 
Á Level of interest the advisor has in the ñagendaò of the organization 
Á Experience level of the advisor
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Role of the Advisor  

Listed below are some expectations student leaders have of their advisor.  
This form is designed to help advisors and student officers arrive at a clear and mutually 
agreed upon role of the advisor in club affairs.  
 
Directions: The advisor and each officer should respond to the following items, and meet 
to compare answers and "iron out" any differences. For some items which are 
determined not to be the responsibility of the advisor, it would be valuable to clarify 
which officer will assume that responsibility.  
 
For each of the following statements, respond on a scale of 1 - 5 how important this 
function is:  
1 - Essential for the advisor to do  
2 - Helpful for the advisor to do  
3 - Nice but they don't have-to  
4 - Would prefer they not do  
5 - Absolutely not an advisor's role  
 
THE ADVISOR IS EXPECTED TO:  
___ 1. Attend all general meetings.  
___ 2. Attend all executive committee meetings.  
___ 3. Call meeting of the executive committee when she/he believes it is necessary.  
___ 4. Explain University policy when relevant to the discussion.  
___ 5. Explain University policy to the executive committee and depend upon the officers   
           to carry them out through their leadership. 
___ 6. Explain University policy to the entire membership at a general meeting once a  
 year. 
___ 7. Reserve an appointment with the President (Chairperson) before each meeting.  
___ 8. Help the president prepare the agenda before each meeting.  
___ 9. Serve as parliamentarian for the group.  
___ 10. Speak up during discussion when she/he has relevant information.  
___ 11. Speak up during discussion when she/he: believes the group is likely to make a  
 poor decision. 
___ 12. Be quiet during general meetings unless called upon.  
___ 13. Exert his/her influence with officers between meetings.  
___ 14. Take an active part in formulating the goals of the group.  
___ 15. Initiate ideas for discussion when she/he believes they will help the group.  
___ 16. Be one of the group except for voting and holding office.  
___ 17. Attend all group activities
___ 18. Require the treasurer to clear all expenditures with her/him before financial  
 commitments are made. 
___ 19. Request to see the treasurer's books at the end of each semester.  
___ 20. Check the secretary's minutes before they are written in final form.  
___ 21. Check all official correspondence before it is sent.  
___ 22. Get a carbon copy of all official correspondence.  
___ 23. Be custodian of all group paraphernalia, records, etc., during the summer and   
 between change-over of officers. 
___ 24. Keep the official files in her/his office.  
___ 25. Inform the group of infractions of their bylaws, codes and standing rules.  
___ 26. Keep the group aware of its stated objectives when planning events.  
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___ 27. Veto a decision when it violates a stated objective, the bylaws, codes, standing  
 rules or College policy. 
___ 28. Mediate interpersonal conflicts that arise.  
___ 29. Be responsible for planning leadership skills workshops.  
___ 30. State what her/his advisor responsibilities are, or as she/he sees them, at the  
 first of the year. 
___ 31. Let the group work out its problems, including making mistakes and "doing it the  
 hard way." 
___ 32. Insist on an evaluation of each activity by those students responsible for  
 planning it. 
___ 33. Take the initiative in creating teamwork and cooperation among the officers'  
 group. 
___ 34. Let the group thrive or decline on its merits; do not interfere unless requested to  
 do so; 
___ 35. Represent the group in any conflicts with members of the University staff.  
___ 36. Be familiar with University facilities, services, and procedures which affect group  
 activities. 
___ 37. Recommend programs, speakers, etc.  
___ 38. Take an active part in the orderly transition of responsibilities between old and  
 new officers at the end of the year. 
___ 39. Approve all candidates for office in terms of scholastic standing (GPA) and  
 check periodically to ensure that officers are maintaining the required grade point  
 average. 
___ 40. Cancel any activities when she/he believes they have been inadequately 
planned.  
 
PLEASE ADD ANY OTHER IDEAS YOU HAVE ON THE ADVISOR'S ROLE. 

 

Taken from: A Handbook for Student Group Advisors, edited by John H. Schuh 
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Strategies for Advisors  

 
Á Discuss with students what they feel the advisorôs role should be: 

o Let students share their ideas and thoughts 
o Advisor should share her/his views on the role of the advisor 

including institutional pressures that affect her/his role 
o Joint decision on what the advisorôs role will be 
o Advisor should follow this agreed upon role; --however, changes 
may need to be made so renegotiation of the advisorôs role may 
need to take place 

 
Á Relationship with Officers 

o Establish an open and honest relationship with the officers 
o Share expectations with each other 
o Meet with them regularly to assist in setting agendas for meetings, 

planning follow-up to meetings, and helping them to process what 
happens at meetings 

o Discuss possible methods of running meetings and organizational 
procedures that might be needed 

 
Á Group Building/Teambuilding 

o It is important for group members to know each other well enough 
to be able to share thoughts freely 

o Work with officer (group leaders) to develop and implement 
procedures for building group feeling and purpose 

o Get to know the officers and members of the group yourself 
o Share resources you may have on group building/teambuilding 
o Let the group know about the LEAD Team as a valuable resource 

in this area 
o Remember it is important for students to have fun and enjoy being 

a part of an organization as well as accomplish tasks (this is usually 
what keeps students involved in an organization) 

o Encourage written agendas and minutes from meetings to assist in 
communication flow 

 
Á Goal Setting 

o Discuss group goals and possible processes for reaching group 
goals with the officers 

o Ask questions such as ñWhat is your purpose?ò ñWhat do you want 
to accomplish?ò 

o Encourage the group to write down their goals (this can make them 
more concrete for the group) 

o Encourage the group to check their progress toward their goals 
(evaluate) 
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Á General 

o Be positive! Express sincere enthusiasm and interest in the group 
and its activities 

o Attend meetings so you know what is going on and can be of 
assistance to the group 

o Meet on ñtheir turfò (create a balance of power) 
o Advise-donôt supervise 
o Donôt dominate discussions or conversations 
o Play the role of devilôs advocate (ask What Iféquestions) 
o Be proactive instead of reactive 
o Be professionals 
o Send memos and thank you notes for good efforts on activities and 

projects 
o Catch them doing things right 
o Show interest in them as individuals 
o Keep copies of everything (helps for historical purposes and in 

helping train new officers) 
o Help them to evaluate mistakes in a positive manner 
o Be aware of any and all procedures and regulations affecting the 

group.  Assist them in adhering to them 
o Utilize your resources (SCA Office, other advisors, etc) 
o Do not use student groups as a vehicle for expressing your 

leadership style. Your task is to develop leadership in students. 
 
In summary, to be the BEST advisor you can be . . .  
 
BELIEVE  
Believe in your students. Help them realize their potential. If you believe in them 
and what they can accomplish, maybe then they'll learn to believe in themselves.  
 
EVALUATE  
Evaluate your students. Give them positive feedback and constructive feedback. 
Always let them know where you stand and where they stand.  
 
SUPPORT  
Provide your students with a supportive environment. Back them 100%. If you 
support them, they will support you. It makes your job easier, and overall 
promotes a more positive attitude.  
 
TIME  
This time enables you to get to know them as individuals -- not just as students 
you advise. Share your own experiences and ideas with them. Find out what their 
thoughts are, what their likes and dislikes are. Expose them to as many 
alternatives and experiences as possible. Be available.  
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Developmental Advising  

 

Characteristics of Developmental Advising 
 
Á Developmental advising is a process, not a one-step, question-answer 

activity.  It is continuous and is established on the basis of the advisor-
student relationship.  It is an accumulation of personal contacts and as 
direction and purpose. 

Á Developmental advising is concerned with human growth: Cognitive, 
affective, career, physical and moral growth are all-important components 
of developmental advising. 

Á Developmental advising is goal related and its goals are central to its 
purpose.  Goals are collaboratively established and need to be owned by 
the student.  Goals are established to provide direction for programs and 
student growth. 

Á Developmental advising requires establishment of a caring human 
relationship.  A personal relationship between advisor and advisee is 
essential to developmental advising.  Both parties must take responsibility 
for sustaining the relationship, but the advisor must take primary 
responsibility for its initial establishment. 

Á Advisors serve as adult role models and mentors.  The advisor reflects the 
mission and philosophy of the institution.  In addition, the advisor has 
personal power granted to them by the student, this power has to be used 
wisely. 
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Developmental Cues  

 
Dualism 
General Characteristics:  Sees everything in right/wrong or black/white terms; 
sees authority as all knowing and having the ñrightò answers in clear cut terms; all 
knowledge is known. 
 
Characteristics 
Á Expects to be told what to do. 
Á Gets frustrated if authority wonôt 

give the answers 
Á When differences of opinion 

exist, the authority is either 
confused or trying to get the 
student to figure it out. 

Á Activities are designed to 
maximize fun 

Á Advisor enforces rules 
 
 
 

Developmental Cues 
Á ñThe advisor is our leader.ò 
Á ñOur advisor is real poor, she/he 

never knows what we should doò 
Á ñShe knows what we should do, 

but she wants to see if we can 
figure it outò 

Á ñWe should be sponsoring 
activities which are fun and 
students will enjoy.ò 

Á ñThe advisor wonôt let us have 
alcohol at our event because we 
didnôt complete an alcohol 
request form.ò 

 
Multiplicity 
General Characteristics:  Student begins to realize there are multiple 
perspectives on a given issue, or more than one right answer; in areas where 
there is no ñright answer,ò one answer is as good as another; Relativistic thinking 
is ñthe way they want us to think.ò 
 
Characteristics 
Á Authority is seen as a helper 

who helps the student through 
the decision process. 

Á Variety of opinions are 
recognized. 

Á Variety of programs should be 
offered. 

Á Hard work is rewarded. 
 
 
 
 
 

Developmental Cues 
Á ñThe advisor supports and 

guides but does not push her/his 
ideas on people.ò 

Á ñOrganization needs input from a 
lot of students.ò 

Á The organization is composed of 
a diverse group of people.ò 

Á ñMembers should be unique, 
utilizing their specialization.ò 

Á ñPrograms are for the whole 
campus.ò 

Á ñMembers need to be 
responsible and hard working.
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Relativism 
General Characteristics: Student begins to see multiple perspectives in a 
contextual framework, can no reason about different opinions or ideas; see 
authority as having to reason, too; realizes some relativistic choices have to be 
made. 
 
Characteristics 
Á Advisor does not have all of the 

answers.  She/he is also 
experiencing ambiguity. 

Á Education comes from a number 
of different methods and can be 
applied to a number of different 
areas. 

Á Involvement is seen as an 
important aspect of a student 
life. 

 
 
 
 
 
 
 
 
 
 
 

 

Developmental Cues 
Á ñAdvisor is like one of the 
members.ò 

Á ñAdvisor gives suggestions, but 
does not feel her/his way is 
always right.ò 

Á ñAdvisor is a teacher, supervisor 
friend, or counselor when 
needed.ò 

Á òThrough the organization the 
student learns leadership, 
personal growth, accomplishes 
goals and learns how to work 
with people.ò 

Á ñThe organization provides 
members with hands on learning 
experiences to prepare students 
fro the outside world.ò 

Á ñInvolvement is not restrained by 
other commitments.ò

Commitment in Relativism 
Student makes initial commitment about their life, i.e., lifestyle, career, values, 
and sees that such commitments affect and integrates other aspects of self. 
 
Characteristics 
Á Makes a career decision that is 

relevant to their activity 
involvement. 

Á Sees an educational valued for 
all students in the activities 
provided. 

Á All parts of the campus are 
looked to for input. 

Á Conceptualization of program 
variety is made. 

Á Organization provides 
challenges and supports. 

 
 

 

Developmental Cues 
Á ñThe advisor, in this case, would 
be me.ò 

Á ñActivities provide a well-rounded 
learning atmosphere, not just 
academics but activities too.ò 

Á ñActivities expose students to 
things they may never be 
exposed to again.ò 

Á ñProgramming is open to ideas 
from all facets of campus life and 
the community.ò 

Á ñProvides a wide variety of 
cultural, social, recreational 
events.ò 

Á òMembers should feel 
challenged but not overwhelmed 
by tasks.ò 
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Developmental Stage 
Dualism 
 
 
 
 
 
 
 
Multiplicity 
 
 
 
 
 
 
 
 
Relativism 
 
 
 
 
 

 
 
Commitment in Relativism 

 
 

Advisor Response 
Á Help student identify alternative 

program ideas. 
Á Discuss advantages and 

disadvantages of decision. 
Á Help student prepare rationales 

for decision. 
 
 
Á Provide students with moral 

support. 
Á Teach students about campus 

resources, where and how to 
gather information. 

Á Provide students with learning 
resource packets and workshops 
for learning. 

 
Á Listen. 
Á Question. 
Á Make suggestions. 
Á Allow students as much flexibility 

and decision-making authority as 
possible.  Have them find, 
organize and plan events. 

 
Á Share personal experiences, 

fears, hopes, and dreams. 

Á Allow students to interact as 
equal-this shows the 
interdependence of the world. 
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Life Cycle of a Group  

Groups have become an important part of our organizational and personal life for a 
number of reasons. By entering into groups we create a combination of skills and 
knowledge that allows us to create unique and informed decisions, interventions, and 
events beyond what we could accomplish as individuals. As a result, not only do we 
provide better service to others, but we can also have a positive experience in which we 
achieve results not possible on our own. However, not all groups achieve a high level of 
functioning. Research shows us that, in order to become a highly productive group, there 
are a number of developmental stages that a group must go through. More importantly, 
we have learned that while the content of groups differs, the process of going through 
these stages is amazingly similar. We have also found that groups who are aware of 
these stages tend to have less confusion and difficulty in proceeding through them and 
becoming highly functioning.  
 
Before presenting the stages of group development, it is important to note a few other 
characteristics. First, these stages are not clearly divided steps that groups readily 
progress through. That is, these stages are more continuous, slowly blending into one 
another. In this way, it may become more difficult for group members to readily detect in 
which stage they currently exist. Secondly, groups do not necessarily go through the 
stages in sequence. Groups may fluctuate between the stages throughout their life-span. 
For example, a group that has just moved into the third stage may suddenly find itself 
back in stage two rather than progressing to the fourth stage. Lastly, groups who have a 
well-defined task prior to their inception may move through the initial stages more 
quickly, as the goal of the group has already been established and provides initial 
structure.  
   
Stages of Group Development  
 While various descriptions of group development exist, they mostly describe the same 
process in different ways. Perhaps one of the most useful and helpful descriptions has 
been that of Tuckman (1965). He described group development through the following 
four stages: Forming, Storming, Norming & Performing.  
   
Forming  
 This first stage involves the simple yet highly critical aspect of the group's actual 
formation.  At the beginning of a group's life cycle they are more a collection of 
individuals than truly a group.  Members might try to keep their personality but are also 
aware of making a good first impression. They might also have a sense of anxiety 
around the uncertainty and awkwardness that comes with first entering a group. Or, 
perhaps concern over meeting their own personal goals while part of an unfamiliar 
group. Because of this, the initial reactions of some people are to interact in a safe 
manner, remaining polite and following more socially acceptable behavior. Others, 
however, may act more dominant in attempts to steer the group a particular way, or even 
have no interactions. As a result, the first major task becomes that of forming a group 
identity. To achieve this first developmental task, groups must clarify their goals and 
expectations and also establish some rules to group membership. Important outcomes 
of this stage include developing trust among members and agreeing to basic rules for 
group membership.  
   
Storming  
A range of conflict, competition, and transition characterizes the Storming stage. As 
individuals get more comfortable in their group, the politeness exhibited earlier tends to 
fade away and members reveal more of their personalities. Members may also 
challenge one another into power struggles. Also, because the first set of rules were 
agreed on under politeness, they might now get challenged. Members may also begin to 
re-think the goals or means to achieving their goals they previously agreed upon. While 
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the group may become tense, it is important that the conflict is recognized and worked 
through. This is partly because ignoring the conflict takes away precious energy from the 
group. The process of working through this conflict is an important step in continuing to 
build on the trust started in the first phase. Successful conflict resolution at this stage 
can lead to better goals and increased performance. One thing is for sure, how this 
stage is resolved will determine if the group continues to progress through the stages 
towards becoming highly achieving or remain deadlocked in conflict.  
  
Norming  
 As a group successfully solidifies its rules and determines how it functions, it will exhibit 
the cohesion and action that characterizes the Norming stage of development. Members 
have accepted responsibility for problem solving conflict into cohesive activity. While 
some testing and conflict may continue, and in fact be beneficial, the group has 
developed a solid structure and sense of community. There is a group identity that is 
based upon the positive interpersonal relationships between members. Members are 
now able to share their ideas and feelings, recognize each other's strengths, and give 
and receive feedback in a positive and productive manner. Individuals now know what 
their responsibilities and roles are and there is an agreement on the purpose of the 
group as well as how it will function.  
   
Performing  
 At the Performing stage, the group is now at an optimal performance level. The group 
itself continues an orientation towards achievement and performance. The structure and 
processes of the group are now well known and followed as a matter of habit. For the 
members, strong relationships have developed, enabling shared decision-making and 
interdependence absent of anxiety. They are able to effectively listen to each other, 
engage in dialogue, challenge their own assumptions, and change their opinions. While 
this is seen as the highest stage of development, it is important to recognize that not all 
groups attain this level of performance.  
   
Using this Information in Your Group  
   
 Á First, it is important to remember some key points made earlier: The stages do 

not occur in a discontinuous fashion. Groups will slowly transition through them. 
Think of it as a slow curve of growth, not a staircase.  

 Á Groups don't always go straight through these stages. In other words, your group 
may transition into Norming after a lengthy Storming phase, only to find 
yourselves returning to another Storming phase.  

  
Remember: As long as you become aware of this and address it openly, your group can 
continue to grow into a highly functioning group.  
 
Having read the information above, your group can now use this knowledge in your 
development towards becoming an effective and efficient group. In particular, there are 
two specific skill areas that you can use along with this knowledge.  
   
Organizational Skills  
These include things such as scheduling meetings, putting together presentations, 
breaking projects down into smaller tasks, etc.  
   
Interpersonal Skills  
 This area addresses the skills group members use in interacting with one another. It can 
range from simple social skills up to conflict management skills. This area is particularly 
important in the Forming and Storming stages, where individuals are first becoming 
acquainted and experiencing the most conflict as the group agrees on their goals, tasks, 
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and processes.  As the conflict arises, the group may find itself focusing more on the 
interpersonal skills in order to resolve the conflict to a point where they can return to the 
organizational skills necessary to complete their tasks and attain the set goal(s).  
   
Overall, as groups progress through these stages, these are the types of questions 
members can ask themselves:   
Á What stage is our group currently in?  
Á Which tasks and processes can we focus on to progress to the next stage?  
Á What tasks do we need to complete in order to achieve our goals?  
Á What tasks are we not focusing on that we need to?  
Á What group processes are occurring that are blocking us?  
Á What group processes can we engage in to become more effective?  
Á How is my own behavior influencing the group?  

 
Asking these types of questions will allow the group members to be aware of how their 
group functions, both positively and negatively. Once there is awareness, the group can 
have a more meaningful dialogue on where they are at, where they would like to go, and 
how they can get there.  
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Life Cycle Activities  

Dunkel and Schuh (1998, p. 87-89) outline the following activities which advisors 
may find helpful in dealing with organizations during each of the five group 
development stages: 
 
Forming 
Á Develop icebreakers to help the members become acquainted.  
Á Coordinate a retreat or workshop for the executive officers or the 

organization members.  
Á Review the organizationôs mission and purpose with the membership.  
Á Identify the expectations of members and executive officers.  
Á Work with executive officers to share organizational history and tradition.  
Á Provide information to the executives and members on institutional 

policies and procedures.  
Á Have individual meetings with the organization president.  
Á Discuss effective meeting management, planning programs, and team 

building with the executive officers.  
Á Provide support to the executive officers.  

 
Storming 
Á Provide mediation resources when conflicts become difficult for them to 

manage.  
Á Tech confrontation and communication skills to the executive officers and 

members.  
Á Hold a roundtable discussion on issues with which the organization an 

membership are involved  
Á Review the mission statement, purpose, and expectations in order to 

redefine the organizationôs action plans.  
Á Have the group conduct a decision-making activity.  
Á Discuss and review the executive officer roles.  
Á Develop a ñrebuildingò team activity.  
Á Remind everyone that the storming stage is a natural part of the formation.  

 
Norming 
Á Schedule a more in-depth team-building activity that includes greater self-

disclosure.  
Á Have the members design t-shirts, pins, or some other emblem with which 

to identify the group.  
Á Assist them in starting a new program that will create a tradition.  
Á Review and possibly establish new goals for the organization.  
Á Maintain executive board and member relationships so as to avoid 

reverting back to the storming stage.  
 
Performing 
Á Ensure that the organization and membership have a task.  
Á Support the members and executive officers by giving feedback about 

what is going well and what can be improved upon for the next year.  
Á Step back and allow the organization to perform.  
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Adjourning 
Á Develop a closure activity to help members determine what they learned 

and benefited from during the year.  
Á Conduct an assessment or evaluation of the year.  
Á Develop transition reports for new executives.  
Á Ensure that a plan of recognition is in place for the close of the year.  
Á Coordinate a closing banquet with awards and other expressions of 

appreciation.  
Á Encourage the executive officers and members to assist the group next 

year in training, orientation, and other responsibilities.  
Á Identify how the organization contributed to the history or tradition of the 

organization.  
Á Ensure that the minutes, reports, and correspondence are properly stored 

and maintained in an archive.  
Á Record the addresses and phone numbers of graduating and other 

departing members for future correspondence.  
Á Give the members gifts of appreciation for their involvement in the 

organization.  
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Making the Connection  

A Transitions Workshop for Club Leaders 
 
 
 
 
Introductions 
Á Purpose and goals of the workshop 
Á Overview of what you will be doing 
Á Get acquainted activity 

 
 
 
 
Thought Questions 
Á Separate students into two groups (outgoing and incoming officers) 
Á Have each individual answer the thought questions 
Á Have each small group discuss their responses to the thought questions 

 
 
 
 
Itôs All Here 
Á Have incoming and outgoing officers complete the worksheet together 
Á Make sure everything is written down 
Á Allow time for further discussionðAre there additional questions that 

incoming officers have?  Is there more information or advice that outgoing 
officers would like to offer? 

 
 
 
 
Summary 
Á Any closing comments or ñritualsò that the club or organization might have 
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Incoming Officerõs Thoughts 

 
 
 
 
 
Things Iôm afraid ofé. 
 
 
 
 
Things specific to my position that I want to know abouté. 
 
 
 
 
To feel supported I needé. 
 
 
 
 
My strengths for this position areé. 
 
 
 
 
I need to work oné. 
 
 
 
 
People/Resources that I should get to knowé. 
 
 
 
 
Things I should do over the summeré. 
 
 
 
 
I am most looking forward toé. 
 
 
 
 
I want to accomplishé. 
 
 
 

T
r
a

n
s
it
io

n
 
W

o
r
k
s
h

o
p

 



 24 

Outgoing Officerõs Thoughts 

 
 
 
Things I hope I never forgeté. 
 
 
 
 
Things I am certain ofé. 
 
 
 
 
Things I wish I could forgeté. 
 
 
 
 
The most exciting group interactions wereé. 
 
 
 
 
I always felt supported whené. 
 
 
 
 
Things I wish I had discovered sooneré. 
 
 
 
 
What I wanted mosté. 
 
 
 
 
Lessons learnedé. 
 
 
 
 
What accomplishments have you made with your group?é.. 
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Itõs All Here! 

 
Á What is the budget information and how do we decide on our budget? 

 
 
 
 
Á What is our account number and how do we know what is in our account? 

 
 
 
 
Á What do I need to do in order to get money in or out of our account?  How 

do I get reimbursed for money I spend? 
 
 
 
 
Á Do we as a club have special access to any rooms or storage areas? 

(keys) 
 
 
 
 
Á Where do we get information on how to do a program or event or activity? 

 
 
 
 
Á Where is our groupôs constitution?  How do we get a current copy? Are 

there descriptions for officers?  Where are they? 
 
 
 
 
Á Where are the files/history/information for the club stored? 

 
 
 
 
Á How do we contact the outgoing officers if we need information? (names, 

addresses, and email) 
 
 
 
 
Á How can I reach the other incoming officers now and during the summer? 

(names, addresses, and email) 
 
Á Other important information? 
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Role of an Advisor  

 

Role of an Advisor  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Policies and Procedures  
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Chartering Process  

Spring chartering is valid for the next full academic year.  In the fall there will be 
the opportunity for the renewal of charters or for original charters for that 
academic year. 
 
Following receipt of the appropriate chartering forms: 

1) Requests will be considered by the Organizational Affairs Chair and her 
committee; 

2) The Assistant Director will notify the head of each organization of the time 
and place at which its request will be considered so that the organization 
can send a representative; 

3) The representative will answer the Chairôs questions concerning the 
organization and present any information pertinent to the charter request; 

4) Based on this recommendation and information provided by the 
organization, the Organizational Affairs Chair will make recommendations 
to the Senate that: 

a. A charter will be granted 
b. A charter will not be granted 
c. A charter will be granted with documentation 
d. The request will be returned to the organization for revision; 

5) This recommendation will be considered by the Senate at its meeting and 
action will be determined by a two-thirds majority vote; 

6) The request will then be sent to the Dean of Students who will supply 
written recommendation for approval or disapproval.  Explanations for 
such decisions will be supplied. 

 

Renewal of a Charter 
Organizations who are currently chartered must submit a request for renewal by 
the spring deadline determined by the Assistant Director and the Senate 
Organizational Affair Chair.  If the records show that the organization has been 
active in the past (at least 1 event, attendance at club leaders meetings, 
submission of end of semester reports, 5-7 members), completed all necessary 
renewal paperwork and has not abused its privileges, the charter will be 
automatically renewed by Senate vote.  If there are any discrepancies, the group 
will be called in on a hearing and the Organizational Affairs Chair will decide if 
the group shall be put on probation or charter denied. 
 
Renewal of a Charter Checklist: 

Ç Submit a completed Annual Chartered Club/Organization Registration 
Form 

Ç Submit a completed Chartered Club/Organization Contract Agreement 
Form 

Ç Submit a completed Club and Organization Advisor Agreement Form 
Ç Submit a completed Addendum to the Contract Agreement Form 
Ç Submit a Chartered Club/Organization Roster including names, mail 

numbers, and email addresses 
Ç Submit a constitution, if there have been any updates/changes to it during 

the past academic year. 
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Charter Denial or Revocation 
Any organization whose charter has been denied or revoked may not submit a 
new charter request in the same semester. Valid reasons for not granting a 
charter include: 

1) Failure to meet the definition of an organization; 
2) Submission of a constitution lacking one of the specified sections and/or 

indicating a statement of purpose inconsistent with the University mission; 
3) Sufficient evidence that the organization will not be active; 
4) Failure to supply all of the following: Annual Chartered Club/Organization 

Registration Form, Chartered Club/Organization Contract Agreement 
Form Club and Organization Advisor Agreement Form, and an Addendum 
to the Contract Agreement Form 

 
In some instances, the SCA office, Organizational Affairs Chair and her 
committee, and the Dean of Students may deem it necessary to review an 
organizationôs chartered status, operations, and procedures.  Under such 
conditions, the Senate and Dean of Students reserve the right to remove an 
organizationôs chartered status with Saint Catherine University.   Saint Catherine 
University reserves the right to take any action it deems appropriate with respect 
to any actions or activities undertaken by any student organization.  Additional 
information related to disciplinary actions is located in the Student Code of 
Conduct and Community Expectations. Good cause for charter revocation shall 
include: 

1) Failure to comply with submitted constitution; 
2) Actions inconsistent with the mission of the University; 
3) Abuse of any of the privileges granted by this policy; 
4) Failure to be active on campus; 
5) Failure of group to attend club leader meetings; 
6) Failure to act consistently within the guidelines stated in this policy 

 
Organizations whose charters are being considered for revocation will be 
informed two weeks prior to the date and time that the Assistant Director, 
Organizational Affairs Chair, and her committee will hold a hearing, as will any 
complainant that has filed complaint against the organization.  The Chair, and her 
committeeôs decision, based upon evidence presented at the hearing, will take 
the form of a recommendation to the Senate and must be approved, amended, or 
retracted by a two-thirds majority vote.  The Senateôs recommendation will then 
be sent to the Dean of Students to be approved, amended, or retracted. 
 
Disbanding 
An organization wishing to disband must notify the Assistant Director of Student 
Center and Activities in writing of its intention at which time its charter will be 
terminated. 
 
Limited Charters 
A group with outside political affiliation, engaging in political activities, 
representing a particular point of view or who limits the membership of their 
group, shall be granted a special charter where the organization has all rights 
and responsibilities of a fully chartered organization except it cannot use the 
Collegeôs name, seal and tax-exempt status. 
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                                                                                 PAGE 1 of 2            

New Chartered Club/Organization Registration Form  

New chartered clubs and organizations will only be considered once a complete proposal packet is 
submitted.  Please be advised that these forms do not constitute recognition, but only your interest in 
starting a club or organization.   
 
Thank you for your interest in starting a new club at Saint Catherine University! 

 

Academic Year:_____________ 
 

Contact Information 
 
Proposed Organization Name:________________________________________________________ 

Student submitting request:___________________________________________________________ 

Phone #:_________________           E-mail:________________________        Date:_____________ 

 

 
Purpose of club/organization:_______________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
 

Advisor Information 
 
Name:___________________________________________________________________________ 

Title/Department:____________________________________          Phone #:__________________ 

E-mail:________________________         Mail #_______________         Date:_________________ 

 

 
Please submit a constitution including statement of purpose and an advisorôs letter of support 
with this registration form.  See Model Constitution in the Student Organization Handbook. 
 
What concerns do you have (if any)?:_________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 

Please continue on next page 
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                                                                                                                                             PAGE 2 of 2 
We, the undersigned, request permission from the Student Center and Activities Office, the Dean of 
Students and the Senate to organize for the purpose of becoming an officially chartered student 
organization of Saint Catherine University.  If this organization is approved, all members are 
responsible to be aware of and abide by regulations pertaining to student organizations and to see 
that this organization functions according to its approved constitution.  We understand that 
regulations pertaining to Saint Catherine University chartered clubs/organizations can be found in the 
Student Organization Handbook. 
 

Names of interested students 
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________ 
_________________________________________
_________________________________________
_________________________________________
_________________________________________ 
_________________________________________
_________________________________________ 

Signatures 
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________ 
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________ 
_________________________________________

_________________________________________ 
_________________________________________
_________________________________________

_________________________________________
_________________________________________ 
_________________________________________

 
Please attach an additional sheet if necessary. 

 
Signature of organizer:_________________________________ Date:______________________ 
 

OFFICE USE ONLY 
Constitution submitted:______                                                   Advisor letter submitted:______             

Contract Agreement submitted:______                                      Contract Addendum submitted:_______          

Advisor Agreement submitted:______                                       Meeting with Assistant Director of SCA:_______  

Senate approval:_____                                                              Club Roster submitted:________ 

Hearing on request                                                                     Dean of Students Approval:________ 

Granted:_______        Denied:______                                       Date:______________________ 

Notes:___________________________________________________________________________________ 

 

Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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Ann ual Chartered Club/Organization Registration Form  

Academic Year:______________ 

 

Contact Information 
 

Organization:___________________________________________________________________________ 

Student submitting request:________________________________________________________________ 

Phone #:_____________________             E-mail:______________________             Date:_____________ 

 

Officer #1 Name:_______________________     Position:________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Officer #2 Name:_______________________     Position:________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Officer #3 Name:_______________________     Position:________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Officer #4 Name:_______________________     Position:________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Officer #5 Name:_______________________     Position:________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Advisor Name:__________________________________________________________________________ 

Title/Department:_________________________________________________________________________ 

Phone #:______________                   E-mail:_______________________            Mail #:________________ 

Please attach an additional sheet if needed. 
 

Web page address (if applicable):__________________________________________________ 
If updated, please submit a new constitution. 
 
As president/chair or primary representative of this organization, I assume full responsibility to see that all 
members are aware of and abide by regulations pertaining to chartered student organizations and to see 
that this organization functions according to its approved constitution.  The Student Center and Activities 
office has my permission to publish the above E-mail addresses and Mail numbers on its website.  In 
addition, I recognize my obligation to be this organizationôs representative to Saint Catherine University 
community and to receive official communications and make the contents known to the entire organization.  
 
I have read, understand, and agree to the above. 

Signature of President/Chair:____________________________________  Date:_____________________ 

 

OFFICE  ONLY Constitution:____  Advisor Agreement:____ Contract Agreement:_____  Roster:______ 
Contract Addendum:_______  Granted   Denied        Initials_____ Date:________ 

Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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Chartered Club/Organization Contract Agreement Form  

This agreement certifies that _______________________________________will conduct itself according to 
the following statements, in exchange for the privileges given to chartered organizations as stated in the Policy 
Toward Chartered Organizations.  Should an organization abuse its privileges, or should a complaint be filed 
with the Assistant Director of Student Center and Activities, a hearing will be held and a decision made as to 
whether the organizationôs chartered status should be revoked for the remainder of the academic year. 
 
The organization agrees to: 
Á Act in a manner consistent with the student bill of rights and mission statement of Saint Catherine 

University; 
Á File an end-of-semester report of its activities with Student Center and Activities; 
Á Accept full responsibility for any bills incurred, with the understanding that the University will not in any 

way be liable for bills or other action of the organization; 
Á Uphold the privileges and policies of the University and the Senate; 
Á Not sponsor any events or activities that will be detrimental to the college community, as determined by 

the Student Senate; 
Á Assure that its members will actively participate in events or activities that it sponsors; 
Á Update the Assistant Director of Student Center and Activities when changes occur in rosters, contact 

information, governing documents, etc.; 
Á Maintain a Saint Catherine University faculty/staff member as an advisor; 
Á Have a minimum of 5-7 members; officers must maintain a cumulative 2.0 gpa to hold office; 
Á Check their organizationôs mailbox in the Student Organization Center once per week; 
Á Attend club leaderôs meetings; and 
Á Receive prior approval from the Dean of Students to distribute publications or promotional materials off-

campus utilizing the Universities name or seal. 
 
We understand that our organization and all of its members must comply with the aforementioned 
responsibilities when chartered as a student organization at Saint Catherine University.  We have read 
the previous policies and procedures and ensure that our organization will adhere to them.  We submit 
this application and request for chartered status as a student organization at Saint Catherine 
University. 
 
______________________________________________________________      _______________________ 
Signature of President/Chair of Organization                                                            Date 
 
______________________________________________________________       ______________________ 
Signature of Additional Officer                                                                                   Date 
 

OFFICE USE ONLY 
The above listed organization has in fact been granted such a charter by the Student Senate and Dean of 
Students and is therefore, eligible for the rights and responsibilities of such organizations as stated in this 
agreement and in the Policy Toward Chartered Organizations. 
Senate Chair:_________________________________________________   Date:______________________ 
Senate President:______________________________________________  Date:______________________ 
Organizational Affairs Chair:______________________________________  Date:______________________ 
Assistant Director:_____________________________________________    Date:______________________ 
 
Continuing approval by the Dean of Students is contingent upon compliance with university guidelines and 
policies including the Chartered Club/Organizationôs use of the Universities name and seal. 
Dean of Students:______________________________________________   Date:_____________________ 

Please return to the Student Center and Activities office, Coeur de Catherine 270 
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Addendum to the Contract Agreement Form  

*(This form is to be signed by an y other officers who did not sign the Contract 

Agreement)  

 
We, the entire officer constituency representing, ____________________________ have read the 
chartering policy and fully understand its contents.  We agree to abide by these policies and 
understand that failure to comply with these requirements or abuse of the privileges of chartered 
status will result in the suspension or revocation of our charter for the remainder of the Academic 
year. 
 

Officer Signatures 
 
Officer #1:_____________________________  Position:______________________  Date:________ 
 
Officer #2:_____________________________  Position:______________________  Date:________ 
 
Officer #3:_____________________________  Position:______________________  Date:________ 
 
Officer #4:_____________________________  Position:______________________  Date:________ 
 
Officer #5:_____________________________  Position:______________________  Date:________ 
 
Officer #6:_____________________________  Position:______________________  Date:________ 
 
Officer #7:_____________________________  Position:______________________  Date:________ 
 
Officer #8:_____________________________  Position:______________________  Date:________ 
 
Officer #9:_____________________________  Position:______________________  Date:________ 
 
Officer #10:____________________________  Position:______________________  Date:________ 

 
Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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Club and Organization Advisor Agreement Form  

 
Responsibilities: 
Á Attend the regularly scheduled and special meetings of their organization. 
Á Attend off-campus events, events involving alcohol, and major on-campus events. 
Á Meet with executive officers to assist in the development of the organizationôs programs, goals, 

directions, and problems. 
Á Be available to meet regularly with officers/members when they need help. 
Á Stay current and familiar with the institutionôs policies and rules which govern chartered 

organizations. 
Á Sign all check requests and purchase orders. 
Á Monitor the club/organization account and financial transactions. 
Á Ensure that new officers are elected by May 1 of the current academic year and that the 

names of the new officers are sent to the Student Center and Activities office.  In the event that 
new officers cannot be elected by this time, the advisor will serve as contact for the group until 
officers are elected and will inform the Student Center and Activities office of this. 

Á Manage liability and risk management issues for the club/organization. 
Á Attend Advisor meetings and training/development sessions sponsored by SCA. 

 
Qualifications: 
Á A faculty or staff member at Saint Catherine University employed during the full term of the 

agreement. 
Á A willingness to commit time and energy to the organization. 
Á Knowledge of the collegeôs policies and procedures. 

 

Club/Organization Advisor Agreement 
I, the undersigned, agree to serve as the faculty/staff advisor for  
 
_______________________________________________________________________________ 
(organization name) 

for the term of _________________________________through____________________________. 

I agree to accept the responsibilities as outlined in the Club and Organization Advisor Agreement. 

Name:__________________________________________________________________________ 

Title/Department:_________________________________________________________________ 

Phone #:__________________  E-mail:__________________________  Mail #________________ 

________________________________________________  ______________________________ 
Signature                                                                                   Date 

 
Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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                                                                                                                                                           PAGE  1 of 2 
 

Chartered Club/Organization End of Semester Report  

THIS FORM DUE ONE -WEEK PRIOR TO FINALS WEEK  

 

Semester:_________Fall _________Winter         Academic Year:__________ 
 

Contact Information 
 
Organization:_____________________________________________________________________ 
 
Name of Student Completing Form:____________________________________________________ 
 
President/Chair/Director:____________________________________________________________ 
 
Advisor:_________________________________________________________________________ 

 
Á Meetings 
Please approximate the following: 
Number of organizational meetings:_______________________ 

Number of executive meetings:___________________________ 

 
Á Do you have a regular meeting time/location?  ______Yes  ______No 

Á If so, please indicate when and where:____________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Á Organization 

Please note any changes in executive positions (e.g. president, treasurer, etc.):_______________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
 
 

Please Continue on Next Page 
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PAGE 2 of 2 

Á How many student belong to your organization?_____________________________________ 
Á What is the SCU/UST ratio (if applicable)?_________________________________________ 
 

Please describe attendance at meetings, club-sponsored events, and support of service 

projects/fundraisers:______________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Describe organizationôs activities, service/learning projects and/or fundraising events below 
(please use an additional sheet if necessary:__________________________________________ 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Á What balance does your treasurer have on record for your account?__________________ 

 
The Student Center and Activities offices wishes to be of as much help to your organization as 
possible.  Please take a few moments to reflect on how the Assistant Director might help foster 
the success of your group:_________________________________________________________ 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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Chartered Club/Organization Roster  

 
Organization Name:______________________________________________________ 
 
Semester: ____Fall____Winter Academic Year:________________ 
(Minimum of 5-7 members needed to maintain a group.  Please list the names of members.  Continue 
on the back if more space is needed.) 
 
              Complete Name of Member     SCU Mail #        Email 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12    

13    

14    

15    

16    

17    

18    

19    

20    

Please return to the Student Center and Activities Office, Coeur de Catherine 270 
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Chartered Club/Organization Budget Form  

It is in the best interest of each Chartered Club/Organization to complete a budget form and 
utilize it throughout the year.  Questions regarding how to budget can be directed to the  
Assistant Director of Student Center and Activities at x6212. 
 
Budget submitted for ______________ academic year.    Date:___________________ 

Organization Name:_____________________________________________________ 

Advisor:_______________________________________________________________ 

President/Leader:_______________________________________________________ 

Treasurer:_____________________________________________________________ 

 
Budget figures are based on the following estimated membership: 
Number of dues paying members:             ______________________ 
Dues (per member, per year):           $______________________ 
Estimated total dues revenue (members x dues)       $______________________ 
Senate Funding:                                                          $______________________ 
Other charges (if applicable):             $______________________ 
Fundraising/expected revenue:    $______________________ 
Rollover from previous year:     $______________________ 
 
TOTAL REVENUE:      $______________________ 
 
Expenditures:                                                     $______________________Expenditure

Printing/Copying  $_______ 
Retreats   $_______ 
Events/Activities  $_______ 
    $_______ 
    $_______ 
    $_______ 

Office Supplies  $_______ 
Public Relations  $_______ 
Postage/Mailing  $_______ 
Technology   $_______ 
Member Development $_______ 
Recruitment Expenses $_______ 

Conferences/Travel  $_______ Gifts/Awards        $_______ 
      Other         $_______ 
 

TOTAL EXPEDITURES:   $______________________ 

 

Surplus/Deficit 
Total Revenue:  $_____________ 
(-) Total Expenditures  $_____________ 

 
      (=) TOTAL        $_____________ 

 
_________________________________________  _____________________ 
Treasureôs Signature                     Date 

 
_________________________________________            _____________________ 
Presidentôs Signature                     Date 

 
_________________________________________            _____________________ 
Advisorôs Signature                      Date 
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Responsibilities of Chartered Clubs/Organizations  

 
Active organizations provide stimulus for campus community life.  They broaden the 
growth opportunities available to students.  Organized groups further meet the needs of 
the students in the University community that do not fall specifically within the scope of 
the academic departments, the Senate, or the Student Center and Activities office. 
 
Recognizing the benefits that Saint Catherine University receives from organized 
groups, the University and the Senate have established a policy to stimulate the 
formation and activity of campus organizations by establishing a chartering process.  
Chartering in no way expresses or implies SCU approval of the interests or ideas 
around which the groups form.  Rather, it stems from a belief that an educated person 
recognizes and understands diversity in attitudes, beliefs, and practices.  This policy 
provides an atmosphere conducive to the functioning of groups displaying such 
diversity. 
 
Becoming an official chartered organization puts a group in a privileged position.  The 
organizations have the responsibility not to abuse the privileges as stated in the policy.  
However, the autonomy of each organization must be ensured.  Although a relationship 
is established through the chartering process between the Senate, the organization and 
the college, none of the parties obtain the right to interfere with or attempt to influence 
the separate vested interests of the others. 
 
It is expected that a chartered organization will adhere to the mission of the Saint 
Catherine University as a Catholic, liberal arts university for women.  It is also a belief 
and a hope of the proponents of this policy that the SCU atmosphere is one in which 
participation in extracurricular activities will lead to a commitment to values based on 
knowledge, familiarity, understanding, association and respect for individuals regardless 
of background. 
 
Definition of an organization 
For chartering purposes, an organization is a group of people with the following 
characteristics: 

1) Membership that is open to students at Saint Catherine University 
2) Has function or purpose that involves or concerns a portion of the University 

community; 
3) Agrees to follow the provisions of these responsibilities if granted a charter; 
4) Works in cooperation with a faculty or staff advisor; 
5) Completes the necessary paperwork to receive recognition: New Chartered 

Club/Organization Registration Form or Annual Chartered Club/Organization 
Registration Form, Chartered Club/Organization Contract Agreement Form, Addendum 
to the Contract Agreement Form, Chartered Club or Organization Advisor Agreement 
Form, Constitution, Chartered Club/Organization Roster 
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Guidelines 
Chartering implies that the organization assumes certain responsibilities, which include: 
 

1) Supporting and respecting the rights and privileges of others; 
2) Electing members and officers only by criteria such as pertinent organizational 

qualifications, interests or beliefs; all officers of SCU clubs much be current SCU 
students; SCU/UST clubs must have at least one SCU officer;  

3) Obeying all applicable laws, SCU policies, and Senate policies; 
4) Recognizing that affiliation with organizations other than SCU in no way changes 

an organizationôs relationship with the university; 
5) Making all general meetings open; 
6) Officers and members are responsible for registering the organization and 

maintaining their standing as an officially chartered organization by submitting an 
Annual Chartered Club/Organization Registration Form, Club and Organization 
Advisor Agreement Form, Contract Agreement, Addendum to the Contract 
Agreement and Club Roster each year. 

7) Notifying the SCA office of any changes in officers and/or a change in advisor.  
NOTE: Failing to register each year will result in withdrawal of recognition and 
the organization will be required to resubmit a New Chartered Club/Organization 
Registration Form, Constitution, Advisor Agreement, Contract Agreement, 
Addendum to the Contract Agreement, and Club Roster to the SCA office and 
Senate for approval. 

8) Informing the SCA office of any changes to a student organizationôs constitution.  
The new constitution should be submitted and reviewed by the Assistant Director 
of Student Center and Activities and the Senate Organizational Affairs Chair and 
her committee approved by the Organizational Affairs Chair before the proposed 
change(s) become effective. 

 
Each student organization shall be responsible for the individual and collective conduct 
of its members in all group-sponsored activities and functions.  This responsibility shall 
be exercised on behalf of the organization by appropriate elected officers of each group 
under the following conditions: 

1) In all group-sponsored activities and functions, the best interests of both the University 
community and the organization shall be basic considerations in the planning and 
conducting of programs; 

2) Each student organization shall be responsible for securing and maintaining compliance 
of its members with the aims and purpose of the chartering policy and with the rules 
established by the group for the governing of conduct; 

3) An organization will not be held responsible for the conduct of individual members other 
than at group-sponsored activities. 

4) Any organization that has an off-campus event, event involving alcohol, or major campus 
event open to guests outside of SCU must have at least one advisor present during the 
entire event. 

5) Additional information regarding conduct can be found in the Student Code of Conduct 
and Community Expectations and the Studentsô Rights and Responsibilities Statement. 

6) Exhibits a relationship with the mission and vision of Saint Catherine University. 
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Finances 
Student organizations are expected to be financially self-supporting from dues collected 
within their membership, fundraising, and the Senate allocation process.  Any financial 
obligations entered into are exclusively those of the organizations.   

1) University and/or Senate hold no liability. 
2) Each student organization is responsible for acquiring and maintaining an 

account.  This account must be held through the University Business Office. No 
off campus accounts are allowed.  This account will be set up for the club by the 
Student Center and Activities Office. 

 
Fundraising 
Introduction  
Fundraising is an excellent way for your chartered club or organization to earn necessary funds 
to support your events, conferences, or to buy supplies/equipment for your group.  Chartered 
clubs and organizations may sponsor fundraising activities only after contacting and receiving 
approval from the Student Center and Activities office.  All fundraising activities must be 
consistent with the mission of Saint Catherine University and the chartered club/organizationôs 
purpose and comply with all local, state, and Federal laws. 
 
Saint Catherine University recognizes the need of student organizations to fundraise for projects 
not funded through the Senate allocation process.  These guidelines and policies are intended 
to help organizations and departments be successful in their fundraising efforts by providing a 
system within which to work and to establish a relationship with the Universities Office of 
Development and Student Center and Activities.  These guidelines and policies have been 
created as a collaborative effort between the Office of Development and Student Center and 
Activities. 
 
Definition: 
Fundraising at Saint Catherine University includes the collection of money and goods through 
donations, sales, and/or events for the purpose of charitable donation or organizational budget 
enhancement. 
 
Have you checked into other potential funding resources? 
Here is a checklist that can help your group to determine if you need to do a fundraiser: 

Ç Has your group submitted a funding request to The Senate and SKAT? 

Ç Has your group reached out to other student organizations to collaborate on your 
project/initiative in order to split the costs and help in other areas? 

Ç Has your group gone to the Student Center and Activities office or other department to see 
if they would be willing to collaborate with you on your project/event?  

Ç We have done all of the above and have not secured adequate funding to have the 
project/event.  We definitely need to fundraise. 

 
If you have exhausted all of your resources and need to have a fundraiser, the next step is 
deciding what kind of fundraiser to have.   
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Remember: Fundraising should not be the sole activity of your club/organization and it 
is important to find resources and help for your endeavors so your club has time to 
pursue other activities that is important to the group. 
Types of Fundraising 
There are several types of fundraising that your group may use in order to generate the funds  
your club needs: 
 
Internal (SCU only) Project: Fundraising 
aimed only at SCU students, faculty, and 
staff. 
Examples: 

Ç Bake Sales 

Ç Candy Sales 

Ç Flower Sales 

Ç Etc. 
 
Internal and External Project: 
Fundraising aimed at SCU and family, 
friends. 
Examples: 

Ç Magazine Sales 

Ç Candy Sales 

Ç Flower Sales 

Ç Etc. 
 
 
 

 

 
Solicitation: ñCold callò or make contacts 
to businesses or individuals by mail, 
phone, email, or in person to solicit for 
contributions. 
Examples:  

Ç Gift Certificates 

Ç Prize Items 

Ç Cash Donation 

Ç Product/Service 

Ç Etc. 
 
Fundraising for a Charitable 
Organization:  Raising funds or collecting 
items to donate to a charitable organization 
such as The Red Cross, Catholic Charities, 
Big Brothers/Big Sisters, etc. 
Examples: 

Ç Donation boxes 

Ç Concert fundraiser 

Ç Etc.
Youôve chosen your fundraiser, now what? 
Once you have decided what type of fundraiser your organization will be doing you must 
set up an appointment with the Student Center and Activities Office.  During this meeting 
you will complete the Student Fundraising Registration Form-you do not need to fill 
this out prior to your meeting. Please be aware that there are time frames for approval 
for each type of fundraising and you must be in contact with SCA before you begin 
advertising to promote your fundraiser.  These time frames are established to give you 
enough time to implement a successful fundraiser.   If your group fails to contact SCA 
prior to holding the fundraiser or fails to uphold SCU policy regarding activities for which 
permission has been granted, the event will be canceled. 
Timelines: 
Á Project Fundraising: Contact SCA at least 2 weeks prior to the fundraiser. 
Á Solicitation: Contact SCA at least 4 weeks prior to soliciting. 
Á Fundraising for a Charitable Organization: Contact SCA at least 4 weeks prior 

to the fundraiser. 
 
Additional Guidelines-please read carefully: 
Guidelines: 
The following guidelines are applicable to all fundraising activities by chartered student 
organizations at Saint Catherine University. 

1. The sponsor of a fundraising activity must meet with Student Center and 
Activities prior to the fundraiser to obtain approval of the fundraising effort. 

R
e

s
p

o
n

s
ib

il
it
ie

s
 
o

f
 
C

h
a

r
t
e

r
e

d
 
C

lu
b

s
/
O

r
g

a
n

iz
a

t
io

n
s

 



 43 

2. One or more members of the student organization are required to attend the 
fundraising portion of the Club Leader Training.  There will be at least two 
opportunities per semester. 

3. All groups must submit acknowledgement letters to donors within 2 weeks of the 
fundraiser. This is to ensure a positive response from the donors in the future for 
other fundraisers that your group or another group may hold.  A copy of the 
acknowledgement letter must be sent to Student Center and Activities. 

4. The purpose and activity of the fundraising effort must be consistent with the 
mission and values of the student organization and Saint Catherine University. 

5. Further, the fundraising activity must not violate legal, tax, or corporate restraints 
upon the University.  

6. Within two weeks of completion of the fundraising activity, representatives from 
the student organization must meet with Student Activities to complete the 
Fundraising Summary Form.  This form will be used by the Office of  

7. Development and Student Activities for historical, data collection, and other 
purposes that will benefit your organization. Failure to meet with Student Center 
and Activities could result in organizational sanctions such as loss of 
organizational funding, removal of chartered status and/or frozen assets.  

8. A currently enrolled student member of the sponsoring registered student 
organization must be present during the entire time of the event. 

9. Event sponsors are responsible for ensuring that proposed activities comply with 
all applicable federal, state and local laws, rules and regulations. 

10. Spaces in which the fundraising activity is occurring must be identified by a sign 
indicating the conducting entityôs name, goods, and/or services being sold, and 
prices. 

 
Non-affiliated Profitable Organizations 

1. Neither individuals (regardless of affiliations with Saint Catherine University) nor 
private, commercial organizations may sell or promote the sale of products on 
campus except for: 

a. Individuals or organizations with which Saint Catherine University has 
entered into a written contract. 

b. Individuals or organizations who have received authorization through the 
Student Center and Activities office to engage in the sales of goods or 
services via Atrium table for the benefit of a registered student 
organization. 

2. Commercial or corporate sponsorship of programs or events is permissible if the 
sponsor and program has been approved by the Office of Development. 

3. Saint Catherine University reserves the right to require third parties participating 
in or conducting fundraising activities to meet additional requirements, including 
without limitation requirements that such parties furnish evidence of insurance 
coverage acceptable to the University and/or agree to indemnify the University 
and University personnel against liabilities arising from their acts or omissions. 

4. St. Catherine University reserves the right to approve any proposed sponsor and 
the content of sponsorship materials associated with a fundraising activity. 

 
Non-affiliated Charitable Organizations 
Fundraising for non-profit, charitable organizations  (e.g. The Red Cross, Sarahôs Oasis, 
etc.) having no direct affiliation with St. Catherine University, is encouraged, provided 
that the above guidelines are followed, and: 

1. The non-affiliated charitable organization submits a statement of support on the 
organizationôs letterhead to Student Center and Activities acknowledging that the 
fundraising will occur on its behalf and indicating the expected date of the receipt 
of the donation. 
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2. The organization is consistent with the mission and values of St. Catherine 
University. 

3. The organization provides proof to the University that it is registered with the 
Secretary of State of the State of Minnesota as a non-profit, charitable 501(c)3 
organization, that it has received the Internal Revenue Service exemption letter, 
and that its proposed use of the Universities owned, operated, or controlled 
property is in furtherance of its tax-exempt, charitable purpose(s). 

4. The registered student organization planning the event is responsible for all costs 
incurred in connection with the event, other than those borne by the charitable 
organization. 

5. Educational information about the organization and the services it provides is 
made available at the event. 

a. The charitable organization is responsible for ensuring that its activities 
comply with all applicable federal, state, and local laws, rules, and 
regulations. 

6. All checks need to be written out directly to the non-affiliated charitable 
organization directly in order to be processed. 

 
Prohibitions 

1. Solicitation by credit card or telephone card companies, with the exception of 
those approved by the University bookstore or the Dean of Students. 

2. Fundraising for any candidate for political office 
3. Sale or distribution of items that violate St. Catherine University trademark rights 

or existing contracts. 
4. Fundraising for organizations or activities that are inconsistent with the 

Universities mission and values or those that violate the Code of Conduct and 
Community Expectations. 

 
Additional Requirements 
St. Catherine University acknowledges that a policy of this nature may not anticipate 
every possible issue that may arise with respect to fundraising activities.  As a result, the 
University reserves the right to impose reasonable restrictions and/or requirements with 
respect to the time, place, and manner of fundraising activities.  These restrictions may 
be in the addition to, or in lieu of, those set forth in the policy. 
 
Enforcement 

1. Failure to obtain permission to engage in or sponsor sales or fundraising, or 
failure to adhere to University policy regarding activities for which permission has 
been granted, will result in the immediate curtailment and/or cancellation of the 
event by the Office of Student Activities and/or the Office of Development. 

2. The Dean of Students has jurisdiction over complaints against any student or 
registered student organization(s) alleged to have violated this policy. 

 
Sanctions 
Sanctions for violation of this policy by students and/or chartered student organizations 
include, but are not limited to: restitution, loss of the right to use University property or 
facilities for activities, loss of recognition as a chartered student organization, other 
disciplinary sanctions appropriate to the circumstances. 
 
How to Advertise the Fundraiser 
When advertising the fundraiser, the group must be clear that the event/fundraiser is 
club/organization sponsored and NOT University sponsored.  All advertising and 
publicity must include: 

Á The name of the sponsoring organization 
Á A description of the fundraiser 
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Á The purpose for which the fundraiser is being held 
Á The location of the fundraiser 
Á Contact information of the sponsoring organization (name and phone 

number) 
Note: 
Á Fundraisers should be respectful of all individuals.  Date auctions and other kinds 
of ñauctionsò are not encouraged because they devalue the dignity of human 
beings to the level of merchandise. 

Á In accordance with state law, no raffles shall be held on campus unless a license 
has been secured. 

Á When soliciting in person to businesses or individuals, you should be courteous 
to all people, even if they do not donate. 

Á Each organization will be held accountable for the fundraiser.  If an organization 
enters into a contract to sell a certain amount of product and fails to sell all of the 
items, the club/ organization is responsible for the costs. Example: the group 
purchases candy bars to sell, the group doesnôt sell all of the candy bars, and 
therefore, the group is responsible for making up the cost of the unsold candy 
bars. 

 
Doôs and Donôts of Fundraising 
Do keep records of everything you do 
Do have a goal 
Do keep track of those who have supported you in the past 
Donôt allow fundraising to be the central focus of your organization 
Donôt ask anyone to make a donation because the group ñneedsò the money 
Donôt ask for a fixed amount when a donation will do just fine 
Donôt expect too much from members-you should have fun and raise money 
Donôt have a fundraiser based on impulse-plan carefully 
Donôt wait until the last minute for anything 
Donôt forget to be creative, energetic, and have fun! 
 
Responsibility to be Active 
Student Organizations have the responsibility to be active within the University 
community, which includes the following: 

1) Filing an end-of-the-semester report with the Assistant Director of Student 
Center and Activities, wherein the organization shall state the activities of 
the semester.  Reports are due at the end of both the fall and spring 
semester; 

2) Sending a representative to the club leaderôs meeting each semester; 
3) Holding a minimum of two club meetings per semester; 
4) Sponsoring or co-sponsoring a minimum of one event per year.  The 

purpose of this policy is to promote campus involvement of the clubs 
 
Events and Communication Off Campus 
All chartered clubs and organizations must receive prior approval from the Dean 
of Students to use utilize the Universities name or seal directly or indirectly off-
campus.   This regulation is not intended as a restriction upon the rights of 
students to organize, but is necessary in order to protect the proprietary name, 
credit, and facilities of the University. 
 
Hazing Policy 
It is a violation for a student or student organization to participate in hazing or 
harassment, which includes actions or situations that do or could result in mental, 
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emotional, or physically discomfort, embarrassment, ridicule, or endangerment 
whether intentionally, for fun, or by consent. 
 

SCU  Alcohol and Drug Policy  

 
Saint Catherine University (SCU) recognizes that alcohol and drug use can create health, safety, 
social and legal problems.  SCU is therefore committed to maintaining a safe and healthy work 
and educational environment, free from the unlawful use of alcohol and drugs.  SCU is also 
committed to complying with the requirements of the Drug Free Workplace Act of 1988 (DFWA) 
and Drug Free Schools and Communities Act of 1989 (DWSCA).  The term ñSCUò as used in this 
policy shall refer to the St. Catherineôs St. Paul and Minneapolis campuses. 
 
The DFSCA requires SCU, as an institution of higher education, to certify that it has adopted and 
implemented a drug alcohol policy as a condition of receiving federal funds.  This policy, which 
will be annually distributed in writing to each student and employee, contains the following 
information: 
 
 * Standards of conduct that clearly prohibit the unlawful possession, use or  
  distribution of illicit drugs and alcohol by students and employees on SCU                         
  property or as part of any of SCUôs activities. 

* A clear statement of the disciplinary sanctions that SCU will impose on    
students and employees who violate these standards of conduct; 

* A description of the applicable local, state and federal legal sanctions pertaining 
to the unlawful possession, use or distribution of illicit drugs and alcohol; 

* A description of health risks associated with the use of illicit drugs and the use of 
alcohol; and 

* A description of available drug and alcohol counseling and treatment resources. 
 
This policy also contains requirements for complying with the DFWA. 
 
SCU will conduct a biennial review of its alcohol and drug program to determine its effectiveness, 
implement needed changes and insure that disciplinary sanctions are consistently enforced.  
 
Standards of Conduct 
 
The unlawful or unauthorized possession, use, consumption, sale, or distribution of illicit drugs 
and/or alcohol by SCU students and employees on SCUôs property or as part of SCUôs activities 
is strictly prohibited.  This policy applies to all full-time and part-time students and all full-time and 
part-time employees, and any student employees and interns. 
 
Disciplinary Sanctions 
 
Students who violate this policy will be subject to appropriate disciplinary action, which may 
include, but is not limited to: a reprimand or warning, disciplinary probation, suspension, 
expulsion, and referral to the proper law enforcement authorities for prosecution.  Employees who 
violate this policy will be subject to appropriate disciplinary action which may include, but is not 
limited to, counseling, mandatory participation in an appropriate rehabilitation program, a warning, 
probation, suspension, discharge and referral to the proper law enforcement authorities for 
prosecution. 
 
Applicable Laws 
 
Introduction 
Most people know that selling illicit drugs is a criminal offense punishable by a fine or 
imprisonment, depending on the specific offense and factors such as prior convictions for similar 
offenses.  Most people also know that driving while intoxicated is against the law and can result in 
driverôs license revocation or even imprisonment in some cases.  It is less well known that an 
individual under the age of 21 could be arrested and put in jail for purchasing, or even consuming 
alcohol. 
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The following is a brief overview of local, state and federal laws governing the possession, use, 
and distribution of illicit drugs and alcohol.  It is not intended to be an exhaustive or definitive 
statement of various laws, but rather is designed to indicate types of conduct that are against the  
Alcohol Laws 
Local Laws: The City of St. Paul and the City of Minneapolis, like many other cities, have an 
ordinance prohibiting the consumption of, or possession of an open container containing an 
alcoholic beverage in any public place or on private property without the ownerôs permission.  In 
accordance with the ordinance, permission to possess or consume alcohol at any SCU event 
must be specifically requested and granted in writing by an authorized official of the College.  
(See attached Alcohol Request Form for Alcohol Use at Events attached as exhibit 1.  Note the 
form must be turned in 10 days prior to the event.) 
 
State Laws: 
Minnesota State law provides that it is a misdemeanor if a person under the age of 21 consumes 

alcohol, attempts to purchase alcohol, possesses alcohol with intent to consume it, enters 
a licensed establishment or municipal liquor store for the purpose of purchasing or being 
served alcohol, or misrepresents his or her age.  Misdemeanors are punishable by 
imprisonment for up to 90 days and/or a $700 fine. 

 
It is a gross misdemeanor to give or sell alcohol to a person under the age of 21, or to procure 
alcohol for an obviously intoxicated person.  It is also a gross misdemeanor (punishable by 
imprisonment for up to 90 days and/or a $3,000 fine) to induce a person under the age of 21 to 
purchase alcohol, or to knowingly permit a person under 21 to use oneôs driverôs license or other 
identification for the purpose of procuring alcohol.  Finally, selling alcohol to a person under the 
age of 21 who becomes intoxicated and causes death or serious bodily harm to him/herself or 
another is a felony, punishable by imprisonment in excess of one year and/or a fine in excess of 
$3,000. 
 
If an individual in Minnesota drives under the influence of drugs or alcohol, possible sentences 
include revocation of driving privileges, fines, imprisonment and participation in rehabilitation 
programs.  If a person drives under the influence of alcohol and death or injury results, the 
intoxicated driver can be convicted of murder, manslaughter or battery. 
 
Drug Laws 
State Laws:  
Minnesota law covers a wide range of drug offenses, including the sale or possession of various 
types of drugs.  Penalties are more harsh for sale than possession.  Following is a list of the 
penalties which can result from the unlawful sale or possession of certain drugs: 
 

* Cocaine:  For a first offense, penalties range from up to 15 years in prison and/or 
a $100,000 fine to up to 30 years in prison and/or a $1,000,000 fine.  For a 
second the penalties range from 1 to 30 years in prison and/or a $250,000 fine to 
4 to 40 years in prison and/or a $1,000,000 fine. 

 
* Marijuana/Hashish:  For a first offense, penalties range from a $200 fine and 

participation in a drug education program to up to 30 years in prison and/or a 
$1,000,000 fine.  For a second offense, penalties range from up to 90 days in 
prison and/or a $700 fine to 4 to 40 years in prison or a $1,000,000 fine. 

 
* Narcotic Drugs:  For a first offense, penalties range from up to 5 years in prison 

and/or a $10,000 fine to up to 30 years in prison and/or a $1,000,000 fine.  For 
second offense, penalties range from six months to 30 years in prison and/or a 
$250,000 fine to 4 to 40 years in prison and/or a $1,000,000 fine. 

 
Federal Laws:  
In addition to state laws, federal laws prohibit the manufacture, distribution, possession with intent 
to manufacture or distribute, and simple possession of certain drugs.  The law sets the following 
sentences for first-time offenders: 

 
A minimum of ten years and a maximum of life imprisonment and/of $4,000,000 
fine for the knowing or intentional manufacture, sale or possession with intent to 
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sell, of large amounts of any narcotic, including heroin, morphine, or cocaine 
(which includes ñcrackò), or of phencyclidine (PCP), or of LSD, or of marijuana 
(1,000 kg or more);  
Five to forty years in prison and/or a $2,000,000 fine for similar amounts of any 
narcotic (including heroin or morphine), or cocaine (which includes ñcrackò), or of 
PCP or LSD, or marijuana (100 kg or more); 

   
A maximum of five years and/or a $250,000 fine for similar actions involving 
smaller amounts of marijuana (less than 50 kg), hashish, hashish oil, PCP or 
LSD, or any amounts of amphetamines, barbiturates, and the controlled 
stimulants and  

  depressives; 
 

 Four years in prison or a $30,000 fine (or both) for using the mail, telephone, 
radio or the public or private means of communication to commit acts that violate 
the laws against the manufacture, sale and possession of drugs; 

 
 One year or a $1,000 fine (or both) for possession of any controlled substance.  

(The gift of a ñsmall amountò of marijuana is subject to the penalties for simple  
  possession.) 
 
Penalties may be doubled, however, when a person at least 18 years old: (1) distributes a 
controlled substance to a person under 21 years of age (a term of imprisonment for the offense 
shall not be less than one year)  or (2) distributes, possesses with the intent to distribute, or 
manufacture a controlled substance in or on, or within one thousand feet of the real property 
comprising a public or private elementary or secondary school, or a public or private college.  Any 
attempt or conspiracy to commit one of the above federal offenses, even if unsuccessful, is 
punishable by the same sentence as for the offense. 
 
In addition, persons convicted of possession or distribution of controlled substances may be 
ineligible for federal benefits for up to one year (in the case of conviction for possession) or up to 
five years (in the case of conviction for distribution).  ñFederal benefitsò include grants, contracts, 
and loans. 
 
Health Risks 
 
Drugs and alcohol are toxic to the human body and if abused can have catastrophic health 
consequences.  Some drugs, such as crack, are so toxic that even one experimental use can be 
fatal. 
 
The following is a summary of the various health risks associated with alcohol abuse and the use 
of specific types of drugs.  It is not intended to be an exhaustive or complete statement of all the 
possible health consequences of substance abuse. 
 
Alcohol Use and Abuse 
Alcohol is the most widely used and abused drug in the United States.  Alcohol consumption has 
acute effects on the body and causes a number of marked changes in behavior.  Even low doses 
significantly impair the judgment and coordination required to drive a car safely, increasing the 
likelihood that the driver will be involved in an accident.  Low to moderate doses of alcohol also 
increase the incidence of a variety of aggressive acts including risk-taking behavior.  Moderate to 
high doses of alcohol cause marked impairments in higher mental functions, severely altering a 
personôs ability to learn and remember information.  Very high doses of alcohol cause respiratory 
depression and death.  If combined with other depressants the central nervous system, much 
lower doses of alcohol can be fatal. 
 
Use of Illicit Drugs 
Drugs interfere with the brainôs ability to take in, sort and synthesize information.  They distort 
perception, which can lead users to harm themselves or others.  Drug use also affects sensation 
and impairs memory.  In addition to these general effects, specific health risks associated with 
particular types of drugs are discussed below. 
 

C
S

C
 
D

r
u

g
 
a

n
d

 
A

lc
o

h
o

l 
P

o
li
c
y

 



 49 

Cocaine/Crack: Cocaine use is the fastest growing drug problem in the United States.  
Cocaine stimulates the central nervous system.  Its immediate effects include dilated pupils and 
elevated blood pressure, increased heart and respiratory rate, and elevated body temperature.  
Injecting cocaine with contaminated equipment can cause AIDS, Hepatitis, and other diseases.  
Cocaine can produce psychological and physical dependency, a feeling that the user cannot 
function without the drug.  In addition, tolerance develops rapidly, thus leading to higher doses to 
produce the desired effect. 
 
Crack or freebase rock is a purified form of cocaine that is smoked.  The physical effects include 
dilated pupils, increased pulse rate, elevated blood pressure, insomnia, loss of appetite, tactile 
hallucinations, paranoia, and seizures. 
 
Crack is far more addictive than heroin or barbiturates.  Repeated use of crack can lead to 
addiction within a few days.  The effects of crack are felt within 10 seconds.  Continued use can 
produce violent behavior and psychotic states similar to schizophrenia. 
 
Cocaine in any form, but particularly in the purified form known as crack can cause sudden death 
from cardiac arrest or respiratory failure. 
 
Marijuana: The physical effects of marijuana includes a substantial increase in the heart 
rate, bloodshot eyes, a dry mouth and throat and increased appetite.  It may impair short-term 
memory and comprehension, alter sense of time, and reduce ability to perform tasks requiring 
concentration and coordination, such as driving a car.  Research also shows that motivation and 
cognition may be altered, making the acquisition of new information difficult.  When marijuana 
contains 2% THC, it can cause severe psychological damage, including paranoia and psychosis.  
Since the early 1980s, most marijuana has contained from 4 to 6% THC - two or three times the 
amount capable of causing serious damage. 
 
Because users often inhale the unfiltered smoke deeply and then hold it in their lungs as long as 
possible, marijuana is damaging to the lungs and pulmonary system.  Marijuana smoke contains 
more cancer-causing agents than tobacco smoke. 
 
Long-term users of marijuana may develop psychological dependence and require more of the 
drug to get the same effect. 
 
Narcotics: Narcotics such as heroin, codeine, and morphine initially produce a feeling of 
euphoria that often is followed by drowsiness, nausea, and vomiting.  Users also may experience 
constricted pupils, watery eyes, and itching.  An overdose may produce slow and shallow 
breathing, clammy skin, convulsions, coma, and possible death. 
 
Amphetamines/Other Stimulants:        Amphetamines (speed, uppers), 
methamphetamines, and other stimulants can cause increased heart and respiratory rates, 
elevated blood pressure, dilated pupils, and decreased appetite.  In addition, users may 
experience sweating, headache, blurred vision, dizziness, sleeplessness, and anxiety.  Extremely 
high doses can cause a rapid or irregular heartbeat, tremors, loss of coordination, and even 
physical collapse.  An amphetamine injection causes a sudden increase in blood pressure that 
can result in stroke, very high fever, or heart failure. 
 
In addition to the physical effects, users report feeling restless, anxious, and moody.  Higher 
doses intensify the effect.  Persons who use large amounts of amphetamines over a long period 
of time can develop an amphetamine psychosis that includes hallucinations, delusions and 
paranoia. 
 
Barbiturates/Other Depressants: Barbiturates (downers) methaqualone (quaaludes), 
tranquilizers (valium), and other depressants have many of the same effects as alcohol.  Small 
amounts can produce calmness and relaxed muscles, but somewhat larger doses can cause 
slurred speech, staggering, and altered perception.  Very large doses can cause respiratory 
depression, coma, and death.  The combination of depressants and alcohol can multiply the 
effects of the drugs, thereby multiplying the risks.  The use of depressants can cause both 
physical and psychological  dependence. 
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Hallucinogens: Phencyclidine (PCP, Angel Dust) interrupts the functions of the part of the brain 
that controls the intellect and keeps instincts in check.  Because the drug blocks pain receptors, 
violent PCP episodes may result in self-inflicted injuries.  The effects of PCB are unpredictable 
and can vary, but users frequently report a sense of distance and estrangement.  Large doses 
may produce convulsions and coma, as well as heart and lung failure. 
 
Lysergic Acid: (LSD , acid)  mescaline and psilocybin (mushrooms) cause illusions and 
hallucinations.  The physical effects may include dilated pupils, elevated body temperature, 
increased heart rate and blood pressure, loss of appetite, sleeplessness and tremors.  
Psychological reactions may include panic, confusion, suspicion, anxiety and loss of control.  
Delayed effects, or flashbacks, can occur even after use has ceased. 
 
Designer Drugs: ñDesigner Drugsò  are produced by underground chemists who attempt 
to avoid legal definitions of controlled substances by altering their molecular structure.  These 
drugs can be several times stronger than the drugs they are designed to imitate.  Some of the 
designer drugs have been known to cause permanent brain damage with a single dose.  Many of 
the so-called designer drugs are related to amphetamines and have mild stimulant properties but 
most are euphoriants.  They can cause nausea, blurred vision, chills or sweating and faintness.  
Psychological effects include anxiety, depression and paranoia.  As little as one dose can cause 
severe neurochemical brain damage.   
 
Inhalants: The immediate negative effects of inhalants (laughing gas, whippets) include 
nausea, sneezing, coughing, nosebleeds, fatigue, lack of coordination and loss of appetite.  
Solvents and aerosol sprays decrease the heart and respiratory rates and impair judgment.  Amyl 
and butyl nitrite cause rapid pulse, headaches and involuntary passing of urine and feces.   Long-
term use may result in hepatitis or brain damage.  Deeply inhaling the vapors, or using large 
amounts over a short time, may result in disorientation, violent behavior, unconsciousness or 
death.  High concentrations of inhalants can cause suffocation by displacing the oxygen in the 
lungs or by depressing the central nervous system to the point that breathing stops. 
 
Drug and Alcohol Counseling 
 
The Counseling Center at the St. Catherine St. Paul Campus (651-690-6805); the Counseling 
Service at the Minneapolis Campus (651-690-7830) and the CSC Health and Wellness Center 
(651-690-6714) provide professional help and referral for students concerned about alcohol and 
drug use. 
 
Employees may voluntarily request assistance in dealing with drug or alcohol issues.  The cost of 
treatment may be covered by health insurance benefits. 
 
Other locally available sources for assistance and counseling include: 
 
 * First Call for Help Hotline ï 211 

(This hotline can provide information on counseling agencies, outpatient 
treatment facilities for adolescent and adults, evaluation and referral information 
and education information.) 

* AA Intergroup ï 651-227-5502 
  (Referral number for AA groups in the Twin Cities) 
 * Alanon Intergroup ï 651-771-2208 
  (Referral number for Alanon groups in the Twin Cities) 
 * Chrysalis ï 612-871-0118 
  (Center for Women - chemical dependency treatment program) 
 * Hazelden Metro Line ï 800-257-7800 
 * Riverside/Fairview Hospitals ï 612-672-2222 
  (Chemical dependency services) 
 * Narcotics Anonymous ï 952-939-3939 
 
Some national hotlines providing services: 
 
 * Cocaine Helpline - 1-800-662-HELP 
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The Cocaine Helpline is a round-the-clock information and referral service staffed 
by recovering cocaine addict counselors. 
 

 * NCA Information Line - 1-800-NCA-CALL 
The National Council on Alcoholism (NCA) provides referral services to families 
and individuals seeking help with an alcohol or other drug problem. 
 

 * NIDA Hotline - 1-800-662-HELP 
The National Institute on Drug Abuse (NIDA) provides a confidential information 
and referral line that directs callers to cocaine abuse treatment centers in the 
local community.  Free materials on drug use are also distributed upon request. 
 

 * Pride Information Hotline - 1-800-241-9746 
The Parentsô Resource Institute for Drug Education (PRIDE) refers concerned 
parent groups in their state or local area, provides telephone consultation and 
referrals to emergency health centers, and maintains a series of drug information 
tapes that callers can listen to at no charge after 5:00pm. 

 
Compliance with Drug Free Workplace Act 
 
In order to comply with the requirements of the Drug Free Workplace Act of 1988 (DRWA), SCU 
prohibits the unlawful manufacture, distribution, dispensation, possession or use of controlled 
substances by employees on university premises, or while conducting college business off 
campus.  Violations of this policy will result in disciplinary action, up to and including termination, 
and may have legal consequences. 
 
Employees are required to report for work on time and in inappropriate mental and physical 
condition for work and to remain in that condition during the day.  Employees must, as a condition 
of employment, abide by the terms of this policy and report any criminal convictions under a 
criminal drug statute for violations occurring on or off college premises while conducting college 
business.  A report of a conviction must be made within five days of the conviction. 
 
Within thirty days after receiving notification that an employee has been convicted under any 
criminal drug statute for a violation occurring in the workplace, SCU will either take disciplinary 
action against such employee, up to and including termination, or will require the employee to 
satisfactorily participate in a drug abuse assistance or rehabilitation program approved for such 
purpose by a federal, state or local health, law enforcement or appropriate agency. 
 
Exhibit 1: Procedure for Alcohol Use at Events and Alcohol Request Form 
 
Procedures for Alcohol Use at Events Sponsored by University Groups 

A. An Alcohol Request Form must be completed for all events where alcohol will be 
served.  This form must be completed and returned at least 10 days prior to the 
event.  Forms are available in the Student Center and Activities Office on the St. 
Paul campus or the Student Life Office on the Minneapolis campus and the 
Sodexho Catering Office. 

 
B. Alcoholic beverages may not be consumed in public areas, even on an individual 

basis, without prior registration of the event at which alcohol is being consumed.  
Public areas include: lounges and hallway in residence halls and campus 
apartments, the dining room , the Pulse, athletic fields and facilities and all other 
academic and administrative buildings.  Alcoholic beverages at out-of-doors 
programmed events will be permitted at locations approved by the Vice President 
of Student Affairs or her designate. 

 
C. The event must have a directed purpose other than the consumption of alcoholic 

beverages.  SCU programmed events at which alcoholic beverages will be 
served must have an approved theme to be used in advertising. 
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D. A license from the City of St. Paul or the City of Minneapolis must be obtained for 
any event at which alcoholic beverages are sold or at which there is an 
admission charge and alcohol is being served (free or for a cost). 

 
E. Individuals sponsoring an event must implement procedures to ensure that 

alcoholic beverages are not accessible or served to persons under the legal 
drinking age or to persons who appear intoxicated. 

 
F. All alcoholic beverages must be served.  All servers (faculty, staff and students) 

must be of legal drinking age. 
 

G. The amount and type of alcohol at student-sponsored events must be approved 
by the Associate Dean of Student Life on the St. Paul campus for St. Paul 
campus events or the Associate Director of Student Life, Minneapolis campus, 
for Minneapolis campus events.  The amount and type of alcohol at faculty/staff-
sponsored events will be monitored by the Associate Dean of Student Life. 

 
H. Non-alcoholic beverages and food must be provided whenever alcoholic 

beverages are being served.  If the supply of non-alcoholic beverages or food 
runs out, the serving of alcoholic beverages will terminate.  At all events the 
serving of alcoholic beverages must be terminated one-half hour before the 
events is scheduled to end. 

 
I. The Security Department must be contacted at least two weeks prior to any 

student campus event where alcohol is to be served.  If the Security Department 
determines that security officers (or off-duty police officers) need to be present at 
the event, the sponsors of the event will be responsible for those expenses. 

 
 J. Bring-Your-Own-Bottle events or events that include any form of ñdrinking  
  contestò in their activities are not allowed. 
 

K. Any student event that is open to the campus community and or the public must 
have a faculty or staff advisor present.  Closed functions with alcohol must have 
a faculty or staff advisor present unless authorized by the Vice President of 
Student Affairs. 

  
            L. Members of the SCU community are legally and ethically responsible for the 

actions of their guests relating to the consumption of alcoholic beverages.  This 
includes ensuring responsibility for guestsô actions and behavior, whether the 
guest is attending a registered event, or visiting a residence hall or campus 
apartment. 

 
Violations of the Alcohol at Events 
 

A. Violations of this policy at events sponsored by college groups may result in one 
or more of the following: 

 
  1. Persons at the event may be asked to leave the event. 
  2. The event sponsor may be asked to correct the infraction. 
  3. The serving of alcohol may be terminated. 
  4. The event may be terminated. 
 

B. Both the individuals involved and the sponsoring group will be held accountable.  
Student violations of this policy will be referred to the Vice President of Student 
Affairs, the Associate Dean of Student Life (St. Paul campus) or the Associate 
Director of Student Life (Minneapolis campus) for administrative review and/or 
referral to the campus Judicial Committee.  Employee violations of this policy will 
be referred to the immediate supervisor and the Director of Human Resources. 
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Club Accounts  

There is a series of accounts set up for student clubs and organizations.  The Senate, student 
publications and honor societies are automatically given a club account.  All other account 
numbers are assigned only to chartered clubs and organizations.  Every chartered club and 

organization MUST have an account with the Business Office.  No outside accounts are 
permitted. 
 

PROCEDURES 
1. CHECK REQUEST FORMS are available in the Student Center and Activities Office 

(270 Coeur de Catherine)  
Á Be sure to fill the forms out completely and accurately and turn in to the Student 

Center and Activities Office. Check requests should be turned in at least one 
week in advance of when you will need it.  This ensures that you will have your 
check on time.  When picking up the check, you will be asked to sign the check 
request receipt to verify that someone has picked up the check.  Treasurers can 
authorize others to pick up checks as they desire. 

 
Á Treasurers from each organization must sign the check request form.  Each form 

must also have the advisorôs signature and a Student Center and Activities Office 
staff memberôs signature. 

 
Á Do not request a check for payment to another SCU organization or department. 

Money can be transferred internally; fill out a ñRequest for Transfer of Fundsò 
form.  (These are available in Student Center and Activities and the Business 
Office.) 

 
2. If you intend to have an outside organization bill you for services or supplies, you 

must complete a PURCHASE ORDER.  Those forms are also available from the 
Student Center and Activities Office.  By completing a purchase order, you will simply 
need to sign the invoice when it arrives and write on it the appropriate account 
number and purchase order number.  The invoice is then sent to the Business Office 
Attention: Accounts Payable.  The Business Office will issue payment.  Be sure to 
check your next monthly account report to be sure the bill was paid.  Purchase 
orders MUST be signed by the organizationôs advisor and a Student Center and 
Activities staff member.   

 
3. DEPOSITS should be made directly to the Student Accounts window, 2nd 

floor Derham; Student Center and Activities is not responsible for handling deposits.  
Please include the following information on all your deposits:  organization name and 
account number, amount, date, depositorôs name. *(It is important to keep the receipt 
that is given to you for your deposit so that you can make sure on your next monthly 
account report that the deposit was made accurately).  Deposit slips are available in 
the SCA office. 

 
4.         Organizations who have been assigned a club account can charge items at the   

Bookstore, Document Services, Purchasing, and Catering.  The aforementioned 
departments will automatically charge your account and the amount will show up on 
your monthly expense report.  Be sure this information gets passed on to your 
treasurer or whoever keeps your organizationôs accounts. 

 
5.       Statements showing your account balance and transactions will be sent to your club 

mailbox in the Student Organization Center, 253 CDC, each month from the Student 
Center and Activities Office.  Be sure to check your clubôs mailbox in the Student 
Organization Center once per week.  The monthly account reports come out 
beginning of each month.  Any discrepancies between that balance and the balance 
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that you have on your books should be taken care of immediately.  Contact Cara 
Sheaffer in the Student Center and Activities Office, 690-6212.  

Check Requests  

 

How to fill out a check request: 
1. Check the box to indicate if it is a check or cash request. 
2. Write in the date you are requesting the check/cash. 
3. Use full names-no nicknames or abbreviations. 
4. Use ID# for CSC students, faculty, and staff.  Use social security number for other 

individuals.  A Federal ID# is needed for checks made out to companies or 
organizations. 

5. You must include the full address if it is a non SCU address.  Otherwise you may use 
a Mail number. 

6. Write out the amount (ex. Four hundred dollars). 
7. Fill in the dollar amount (ex. $400.00). 
8. Please be specific when describing what the request is for.  Be specificð i.e., annual 

membership dues; fee for band for dance; reimbursement at annual picnic.  
9. Name of your organization. 
10. Include your FULL account number. Club Accounts begin 813 _ _ _ - 301200. 
11.  This portion will be signed when the check is picked up. 
12. Club treasurer must sign here before turning into Student Center & Activities. 

Club Advisor must sign here before turning into Student Center & Activities. 

13. Student Center & Activities staff member must sign here. 
 
NOTE: Documentation is needed for all check requests.  If the check is a 
reimbursement, please attach receipts for items purchased and write  
reimbursement on the ñForò line. 
 
Please remember that the University has tax-exempt status and therefore 
cannot reimburse for any tax paid.
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Purchase Orders  

 

How to fill out a purchase order: 
1. Name, address, and telephone of business supplier. 
2. Date you need the item(s) by. 
3. Number of items requested. 
4. Model or item #, if applicable. 
5. Describe in detail exactly what you need.  Include salesperson name and phone 

number if you have made preliminary arrangements with contact person. 
6. Price per item. 
7. Extended price (total per item). 
8. Name of person submitting the request. 
9. Date you submitted the purchase order. 
10. Advisorôs signature or SCA signature 
11. Full Account Number, 813 _ _ _- 301200. 
12. Date ordered. 
13. Phone number of person submitting request. 
14. Mail # of person submitting request. 
15. Name of your organization. 
16. Specify where item(s) should be delivered, building and room, and ñattention to.ò 

 
Specify bill to________________________(advisorôs name and University mail #). 
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