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Dear Student Leaders,

Your role as a leader is fundamental to the Colgate University experience; participation in
student organizations is one of the key ways that students meet and form shared bonds around
interests and activities. Involvement in student clubs plays an important role in your college
experience and influences the greater Colgate community. Your role as a student leader will be
both rewarding and challenging, and we are excited to see what you can achieve.

This manual provides your organization with the tools and resources needed to make the most
of your student involvement. The information will inform and assist your organization with
planning and successfully implementing your programs. In addition, this manual outlines the
responsibilities with being a recognized student organization at Colgate.

| encourage you to connect with sta in the O ice of Student Involvement (OSI), the O ice

of Fraternity and Sorority Advising, the ALANA Cultural Center, the Max A. Shacknai Center
for Outreach, Volunteerism, and Education (COVE), the O ice of the Chaplains, and the

O ice of LGBTQ+ Initiatives to learn about the resources and advising they o er to make your
organization successful, strong, and sustaining.

As you plan for the upcoming academic year, take time to reflect on your organization’s mission,
vision, and goals. Each new academic year brings the opportunity to refine and reimagine how
you can strengthen your organization’s purpose and programs. On behalf of all of my colleagues
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m Describe the nomination and election process. This must be democratic.

o TermofO ice
m  Describe how long a member can serve in a leadership or executive position.

When is the election? Every year?

Who facilitates the election process?

How do the candidates address the members?

How many votes are needed to win? Simple majority?

Is their term on an academic or calendar year cycle?
Can someone hold a position multiple times?

o O icer Vacancies Process, including:
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understands the responsibilities and opportunities being a student leader at Colgate provides.

Step 4: Onboarding Period
All new organizations are considered in onboarding status during their first semester. During the onboarding
period, new organizations should be focused on refining their mission and vision, holding informational sessions,
recruiting members, and developing bylaws. By the end of the onboarding period, organizations must have
completed the following items to move on to the petitioning period the following semester:
e Met with their student organization adviser;
Identified student leaders;
Created mission and vision statements;
Developed organizational constitution and bylaws;
Submitted a SGA petition and delivered presentation;
Made an established page on getinvolved.colgate.edu

Step 5: Petitioning Phase
Organizations that successfully complete the petitioning steps may move on to the petitioning phase of student
organization recognition. During the petitioning phase, organizations should be focused on planning and
executing events as well as refining their public presence. By the end of the petitioning phase, organizations must
have completed the following items to petition for ongoing University recognition:

o All leaders trained in accordance with NY State “Enough is Enough” legislation

e Evidence of success in implementing mission and vision

e A plan for the future of the organization

Upon completion of all of the steps of the petitioning semester, information on the student organization will be
forwarded to the O ice of the Dean of the College for review. Groups that pass this review will be granted ongoing
recognition on behalf of the O ice of Student Involvement and their respective advising department.

_ J t L] tl lt L]
St de tG e A scciati_ (SGA)Rec g iti
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In addition to gaining recognition from an advising department, student organizations and groups may choose to

apply for recognition by the SGA.

To apply for SGA recognition, your organization must provide at a minimum:
[ J
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https://www.colgate.edu/about/offices-centers-institutes/provost-and-dean-faculty/academic-freedom-and-freedom-expression
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When planning events, programs, or projects, an organization may need support from the Facilities Department.
Facilities work orders need to be requested directly through the student organization adviser at lea £ b _f e §¢
da def =e the event. Some requests may need more lead time; please work with your advising department to
puat these orders in. The associated costs for support need to be considered and included in the group’s proposal
budget.

Work orders may include, but are not limited to:

e Ordering tables and chairs and trash or recycling bins
e Building a stage for a concert, including running electrical support for systems
e Cleanup before and/or after an event, program, or project

Work orders need to be requested for all student organization events, especially if they involve food. Even if

you plan on cleaning it up yourself, there should be one in case there is an accidental spill. A work order also

lets Facilities know that they have to go back and check the room before the next person uses it. There may be
cleaning and/or trash removal needed after your event. Some rooms only get cleaned one time per day, so it may
not get checked after your event unless there’s a work order in place. If there ends up being minimal (under 30
minutes) cleanup, Facilities sta will not charge time to your work order; it will be canceled and the group won't
have to pay anything.

| TP, ;
Q_i, act ¢

Contracts are an important way to protect student leaders and their organizations from possible liability
associated with events or programs. The University requires that a contract is issued when a student organization
plans to hire a non-Colgate group, individual, organization, or company to provide any service where a fee is
involved.

Contracts must be submitted to the advising department at least 13 days in advance of the event. Be sure to
anticipate the size and scope of the event, as several months may be required for contracts to be negotiated
and executed. Each vendor/performer/service provider must be approved by the Purchasing Department, and a
completed W-9 must be submitted in order for the University to remit payment.

Students may approach vendors/performers/service providers, etc., to gather information and discuss costs. Most
entertainers or speakers are represented by an agency that will issue a contract. If the artist, performer, producer,
or merchant, etc., does not provide their own contract, a standard contract is available from the O ice of Student
Involvement. St de t e t perittedt B 8, Cu tact that Iegay bligate ¢he yie i d 8y 3
All contracts must be signed by the appropriate University o icial. ’ I v
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er the “E *ucatit.n E }emptir_n v cepy righte’ me, iesma bee Xhibite* inace, ege Qvithf.ut a icense sy if
the me, ice Xhibitir.n is

An “integral part of a class session” and is of “material assistance to the teaching content.”

Supervised by a teacher in a classroom.
Attended only by students enrolled in a registered class of an accredited nonprofit educational institution.

Lawfully made using a movie that has been legally produced and obtained through rental or purchase.
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https://hamilton-ny.gov/wp-content/uploads/2017/08/Sound-Variance.pdf

It is fine to allow campus facilities to be used by students for a political discussion/speaker as long as
those facilities are available to other parties on an equal basis.

Campaign posters should NOT be hung on University property (advertising the speaker is OK) and no
fundraising should occur.

Orf"CarJ[\;glts

Occasionally, registered student organizations will sponsor events at an o -campus facility. Student organizations
are not encouraged to host 0 -campus events because it limits the opportunity for students to participate.
However, should your organization plan such an event, it is essential that you meet with a professional sta
member in your advising department and keep them involved in your planning process from the beginning. Venues
for University events held o campus may request that a Certificate of Insurance be issued to the venue. The
organizer of the event can obtain the certificate by working with their student organization adviser at least seven
days prior to the event and should have the following information available;

Name of organization to receive the certificate

Mailing address, fax number, and email (if applicable) of certificate recipient
Indication of whether the certificate holder should be named as Additional Insured
Brief description and date(s) of event

Issues tr.keep in min* trhen p anning ¢, scampus e ents

Liability T

Negotiation of contracts (with the facility’s management)
Financial management (0 -campus facilities can be quite costly)
Security

F dg' dN_i alc h Iicg eage ¢

Cfoigate Dining Services has puf together a
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Chalk is absolutely not permitted on any University building.

e The use of chalk is confined to four areas on campus: The area directly outside of the Coop in the
intersection of the paths; advertising should stay within a 20-yard radius of the steps leading to the
patio; the area directly outside Frank; the top 20 yards of “Cardiac” Hill; outside the front entrance to the
Commons.

[ ]

All chalk advertisements must be washed clean by those responsible for putting it up within three days of
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University Van Usage

Use of a University van must be requested with your student organization adviser. An organization member must
have a University-issued van license to drive a van. Under no circumstances should a van be reserved or used for
any other purpose than the explicit benefit of a particular student organization. Keep in mind 10 business days’
notice should be given when reserving a van. The University has a limited number of vans and all departments on
campus have access to them.

Personal Vehicles

Students are solely responsible for determining whether they will travel in vehicles personally owned by
themselves or others on University business. Colgate University does not evaluate, inspect, or maintain such
vehicles and, accordingly, makes no representations or recommendations with respect to, and assumes no
responsibility for determining or ensuring the suitability or safety of any such vehicle. Persons traveling in such
vehicles on University business do so entirely at their own risk, and the University will not be liable for personal
injury or property damage resulting from such use.

Students who use personal motor vehicles on University business are required to maintain automobile liability
insurance. If a student uses a personal motor vehicle to conduct University business, the vehicle owner’s
insurance policy will always provide the primary liability coverage. The University will not provide reimbursement
for the deductibles associated with the primary insurance in the event of an accident.

ChaleedB =«

For trips over 300 miles or with a large number of attendees, organizations may choose to use a chartered bus for

travel. Travel involving a chartered bus must be coordinated with your student organization adviser.

Ar F ~tali_ /Fa

g 7l /Fa
Travel involving airline, train, bus, or on-demand shuttle reservations must be coordinated with your student
organization adviser.

, ]
Often, the fee for accommodations is included in a conference, event, or tournament registration fee. If

accommodations are not included, a special rate may be available. Special rates often need to be reserved with
a form unique to the conference and have deadlines for use. Please contact an appropriate person organizing
the event to see if special rates and processes are available. Please see the student organization adviser for
assistance in reserving hotel rooms, with or without special rates. Reservations for accommodations through
homestay companies like Airbnb should only be made, if absolutely necessary.

H telRe e ati ¢
\ 4

Get Involved

Colgate University uses the Get Involved platform — getinvolved.colgate.edu — to manage student organization
operations. Many examples of how to use this platform to support your student organization are detailed below
and include links to tutorials.

Each student organization is expected to have the following information available on their Get Involved page:
A PDF copy of your constitution and bylaws to upload to Documents

A list of all formal o icer positions as outlined in your constitution

A membership roster

The name and contact information of the adviser for your group

o=
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Are you changing"o icers? Would you like to update your drganization’s description? Then be sure to update

the group page on Get Involved. There are many ways to update your Student Organization Page, so visit the
Organization Tool Menu to gain a better understanding of how to make these changes.

Reegi Yej gY = Oggi ati_
Colgate University’s studént organizations must réregister every year in order to stay active on campus. “Active”

indicates that an organization is allowed to host events, and if they are SGA recognized, allowed to apply for and use
BAC funding. To learn how to reregister your organization, please visit the Reregistering Your Organization Platform.

The reregistration period is from the open from the third week of April until the last week of September for the fall.

2024-2025 29



e All eligible organizations must come before the BAC to receive funding no less than two weeks prior to the
scheduled event for which the organization is seeking funding.

e Applications for Student Activity Fee funds must be submitted on Get Involved via the Finance section of
the organization’s page.

e Adbvertising for an event is prohibited before an event has been approved for BAC funding. This includes
the use of posters, Get Involved, Facebook, flyers, chain emails, meeting announcements, etc.

e Groups and organizations must maintain an accurate record of financial transactions and make this
information available upon request.

e Any budget changes must be submitted to the BAC treasurer(s) for approval. Funding for a particular type
of event (speaker, film, etc.) may only be substituted for a similar type of program if changes are approved.

e Any funding that is left over because an event did not occur or expenses were less than anticipated may not
be used for a future event or activity without prior permission by the BAC. Rolling over funds to another event
without permission may result in non-reimbursement of the items purchased with those funds.

e No group or organization may exceed the maximum amount they have been allocated by the BAC unless
they have received approval to spend from a restricted account by their respective advising department.

e All unused allocated funds will be taken back at the end of the semester and reallocated the following
semester.

e The last day an organization is able to host an event or access funds, in any given semester, is the last
day of classes.

] .tt . . 5
S brl.llgaF_id.ling [ al
As an SGA-Recognized Student Organization, your student group has access to BAC (Budget Allocation
Committee) Funding. To access this funding, an o icer of your organization, typically the treasurer, should submit
budget proposals. Before you begin to draft up a budget proposal, please schedule a meeting with your student
organization adviser at least three weeks before the event to ensure you have thought about all of the details for
event planning and budgetary needs.

Once you have discussed your ideas with your student organization adviser, you can go ahead and submit the
budget. For more information on how to submit a budget proposal through Get Involved, please visit Submitting
Purchase, Funding, and Budgeting Requests for Your Organization.
e Please remember to always select “Funding Request” when submitting proposals.
e You must wait until you hear back from the BAC about whether your funding was approved or not before
money is spent. Please consult your student organization adviser on how to proceed with purchasing
supplies, food, decorations, etc.

-t - - .
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Though the BAC is the primary source of funding for student groups and organizations, there may be other
funding sources available to aid student organizations in achieving their goals. Co-sponsoring with another
organization or University department is a great opportunity to acquire additional funds. For more information
about additional funding sources, please schedule an appointment with a student organization adviser from your
organization’s advising department.

F_|i & C|al'l'rg‘ ac "|_i e

All student organization accounts are held by their respective advising departments. Funds allocated by the

BAC are transferred into your organization’s account. Checks, deposits, and transfers are processed for your
organization by submitting the appropriate forms and supporting documentation to your advising department for
each transaction.

30 2024-2025
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Student leaders may not keep student club funds in their residence area. Money from any fundraisers, dues, travel,

etc., must be deposited daily to lessen the risk of theft or loss. Organizations may deposit funds into their account
through their respective advising department during normal business hours.

Mak_iI gP=cha e ¢

Before making any purchases or soliciting any services for an organization (including printing posters, securing
services from facilities, purchasing anything with the intention of reimbursement, or doing anything else that
requires a budget code), the student organization adviser must be contacted. Students must comply with the
University’s purchasing policies and procedures. Once an organization has met with its adviser, it will be able to
use one of the following options:

Budget Code

Cash Advance
Corporate Card
Purchase Orders
Reimbursement
Discretionary Funds

Students should review University purchasing policies and procedures and familiarize themselves with Concur.
Instructions for using Concur can be found on the Colgate accounting website.

In all cases, an itemized receipt must be collected and provided back to the adviser.

B dget C de
With prior approval from the advising department and proper invoices, the student organization may use their
organization’s budget code at a local participating vendor and for on-campus partners like Dining Services and

Facilities Department. Students must provide their full name, organization name, and budget code. Failure to get
advanced approval or provide all of this information may result in loss of access to funds.

Ca hA g ce

When a Colgate account and/or a purchase order number cannot be taken by a vendor, cash advances can be
requested. It is important to remember that all cash advances can only be utilized for expenses approved by the
BAC (in the case of Student Activity Fee funds) or the alternative funding source. The maximum amount a single
student can request is $350.00. A Colgate University form will be given to a member of an organization by their
student organization adviser. The form and the student’s valid 'Gate Card must be presented at the cashier’s
window in the basement of the James B. Colgate building. All receipts and/or cash, equal to the amount advanced,
must be returned to the student organization’s adviser. Failure to do so will result in the amount advanced being
billed to the individual student’s account. No exceptions will be made for lost receipts.

C-p-ateCad

RSOs may check out a Colgate University credit card by following the guidelines set by the University to ensure
responsible use for approved expenses. Eligibility requires organizations to be in good standing with the
University. Requests must be submitted in writing at least a week in advance, detailing the expense purpose
and event. The advising department reviews and approves these requests. The credit card can only be used

for budgeted expenses related to events and initiatives, with strict prohibition on personal expenses or cash
advances. Accurate transaction records, including receipts, must be submitted within 24 hours post-event

or upon return from travel. Organizations and individual o icers of the organizations are accountable for any
misuse, loss, or theft of the card. Monthly reconciliation of expenses is conducted by advising departments, with

2024-2025 31


k4711ps://www.cn62www.www. 541e.ed541e.ed541e.ed54107 0 R91p8 5aa6www.www. www. wK-services-and-1e.ed541e.ed54107 0 .www. www. wK-services-and-1e.ed541urand/traveLBody>><</C/Pa22/K 1847/P 397 0 R3011 5Ww.cn6C/P

organizations and individual o icers responsible for repaying charges beyond their budget. Noncompliance with
the policy can lead to suspension of privileges, financial penalties, and other disciplinary actions.

Online purchases can be made with the help of a student organization adviser. Any supplies, costumes, materials,
etc., must be budgeted for in the original BAC proposal or funding request in order to be purchased via credit
card, including the cost of shipping items or rush shipping costs. These corporate credit cards have limits
generally less than $1,000 and need to be requested prior to the day you need to make a purchase. Depending

on the amount of the proposed purchase and the previous charges during the same month, an organization may
not be able to use the credit card. In general, students will need to provide their name, '‘Gate card number, and the
name of their student organization to get access to a corporate card. Please be in touch with your organizational
adviser and advising o ice to get information about the process of requesting and using credit cards.

P~cha eOrde ¢
Purchase orders are used when ordering special items for an event, program, or project, e.g., T-shirts, items for
banquets, etc. Please be prepared to order items at least 10 business days prior to needing the items. A purchase

order must be completed through an organization’s adviser. Purchase orders are used as an alternative to the
corporate card.

Reir'b - er'g 1

With prior approval from the advising department and proper receipts and/or invoices, the student organization
adviser can reimburse a member for items purchased for a specific event, program, or project for the organization.
This usually happens when purchases must be made on-site at a store when an online/phone/purchase order
cannot be made. Students should be advised that NYS taxes are not reimbursed in these types of purchases. The
last day a student leader is able to receive reimbursement in any given semester is the last day of classes.

Di e.rerl_iar F_id s
Every SGA-recognized organization may apply for $100 in discretionary funds at the beginning of each semester
for normal operating expenses from the Student Activity Fee. Organizations should utilize funds from their
operating account when necessary. These funds can be used for such expenses as printing costs, mailings,
posters, van rentals, Student Involvement Fair expenses, and other small costs. Discretionary funds cannot be
carried over from one semester to the next.

Ta_ E_er iti.,

Authorized agents of Colgate University may use the University’s tax exemption form to eliminate sales tax
on purchases for Colgate business by providing a signed NYS sales tax exemption form. See your student
organization adviser for more details.

F - drai e

Fundraising e orts should be for the benefit of charities and not-for-profit organizations una iliated with the
University. The intended recipients of these funds must be approved by the advising department. Student
organizations may not allocate any Student Activity Fee or departmental funds directly to a charity. Groups that
host events or parties to fundraise for charity causes must donate all funds to charity; they must als--Sn9 ()-1mi
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Organization Name and Foundation, including:
State your organization’s name and any acronyms
State the date your organization was founded
Organization Mission, including:
Describe your organization’s unique mission, vision, and/or purpose
Membership, including:

Detail how students can become members of your organization (Ex: Attend one meeting, sign up

for the newsletter)
Typically, all

34
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Academic Freedom and Freedom of Expression

Rep=t fC lgatey j e B ’ §a kF-ce
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In our deliberations, the Task Force kept in mind three specific goals for members of the Colgate community:
growing in knowledge; becoming e ective communicators; and learning from multiple and diverse perspectives.
Whg c_ ikeed e w’ateg ,the e xeadr'rableg al sWhg the eg al ae ie ed t gethe’,thj
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r ’ ’ To pursue these ends, Colgate must commit itself both to a set of community values and to the principles of
freedom of expression and academic freedom.
Backg o d
Colgate’s Task Force on Academic Freedom and Freedom of Expression was formed by President Brian Casey Sha—ed Val e sf t he C |gate C rJ rJ it

in the summer of 2017, after consultation with Colgate’s Faculty A airs Committee. The Task Force, chaired by
Spencer Kelly, was composed of 13 members of the Colgate community, including representatives of the faculty,

sta , Board of Trustees, and student body.

President Casey provided the following charge to guide the e orts of the Task Force:

A community whose members aspire to such a mission must-bie c!)mmitted to certain values and to the cultivation
of particular habits of heart and mind. Among these are empathy, curiosity, warmth of spirit, concern for others,
and pride in our community. Such a community requires a dedication to inquiry and knowledge seeking, the desire
to attain understanding and awareness, and the humility to recognize how far we fall short.

“Academic freedom and freedom of expression being central to the academic mission of Colgate University
and to the enterprise of higher education generally, the Colgate Task Force on Academic Freedom and
Freedom of Expression is charged with reviewing the history of academic freedom and freedom of expression
policies and developments at Colgate University and drafting a statement on academic freedom and the
freedom of expression as it relates to all sectors of the University’'s community. The task force will recommend

the statement for consideration by the faculty, the Board of Trustees, and the Student Government

Association.”

The Task Force met regularly over several months to fulfill its charge. The members of the Task Force reviewed
materials relating to the topics of freedom of expression and academic freedom, including Colgate’s own existing
statements, policies, and pronouncements on these topics; statements and policies issued by national academic
associations and leading universities; and numerous relevant articles and thought pieces. Members of the Task
Force also convened forums with students, faculty, and sta on campus to discuss the concepts of freedom of
expression and academic freedom and received significant and valuable input from many members of the Colgate
community. As one would expect with a Task Force that included such diverse perspectives as ours, we debated
many points quite vigorously, but through a process in which we spoke freely and listened carefully, we reached

consensus on the report that follows.

G al g dMi sk, faC Igate Ed cali_

The Task Force spent considerable time reviewing the goals of a Colgate education, as well as the University's
mission. It is useful here to recall Colgate’'s mission statement: “Colgate’s mission is to provide a demanding,
expansive educational experience to a select group of diverse, talented, intellectually sophisticated students who
are capable of challenging themselves, their peers, and their teachers in a setting that brings together living and
learning. The purpose of the University is to develop wise, thoughtful, critical thinkers and perceptive leaders by
challenging young [people] to fulfill their potential through residence in a community that values intellectual rigor

and respects the complexity of human understanding.”

As Colgate approaches its bicentennial, we are reminded that we are members of a community that precedes

us, that will follow us, and that, if it is to succeed, must recommit itself to a common venture dedicated to

rigorous academic discourse. President Brian Casey'’s Vision Statement for the Third Century describes well our
community’s aspirations: “[W]e must introduce our students to the challenges and power of rigorous, academic

discourse. In an era of heated rhetoric and political divisions in which shouting is prized, we will give our graduates
a profound gift should they leave the campus with the power to summon reason, to gather facts, and to engage in
a discourse that is sound, fair, and powerful.”
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