


St. Olaf Student Organization Handbook

Animals on Campus

Olaf animal policy:

http://www.stolaf.edu/stulife/thebook/general/animalpolicy.html

Bon Appetit – Food Services

Hays Atkins, General Manager Buntrock 133, x3251, <hatkins@cafebonappetit.com>

Katie or Julie, Catering, Buntrock 134, x3050 & x3763

The Food Service offices are located on the second level of Buntrock Commons. The office staff is very friendly and always ready to answer questions or listen to suggestions.

Food/beverages/snacks (including lemonade, cider, doughnuts, cookies, bars, cakes, rolls, ice cream, yogurt, hot dogs, or full meals) may be ordered from the Catering Office for take out or delivery to student meetings and events. Orders must be made at least 72 hours in advance.  All food served in Buntrock must be ordered through Bon Appetit.
Deliveries: The cost of food items is set according to the following: Food--includes cost of product and preparation. Labor--includes salaries, wages, and fringe benefits for full, part-time, and student labor.

Overhead--includes utilities plus repairs and replacement of equipment. In addition, there is a delivery/pickup charge that covers insurance and gasoline for the vehicle. The delivery/pickup charge is $20.00 Monday through Friday between the hours of 7:00 am and 4:00 pm.

Daily Menus for the cafeteria are available online http://stolaf.cafebonappetit.com/ 

Pack-outs

Catering x3050 or x3763

· Several different options are available. 

· 72 hour advance notice required.

· Provide list of student names and ID/caf numbers.

· Provide date/time of meal request.

· Plates, napkins and utensils are provided – but no serving implements or platters.

Caf-Fasts

Caf-Fasts are coordinated through the Student Organization Committee of SGA. One caf-fast is allowed per semester. The application form is available in the Office of Student Activities, Buntrock 107.

Bonfires 
Bonfires can be hosted on campus in one place only – behind Thorson Hall. In this space, there is no electricity, so know that when it gets dark, there is no way to amplify sound or light up the grounds as people leave. 

1. Go to the Public Safety/Parking Office (lower level of Administration building) and obtain a bonfire form. 
2. Complete the form, with an account number for firewood delivery, and submit the form at least 7 days prior to the bonfire. 
3. Make arrangements to be able to put the fire out (hose, buckets of water, etc.) at the end of the event. 
4. A responsible person should have a cell phone to call Public Safety in the event of an emergency. 

Public Safety will notify Facilities about the event.  Organizations need to schedule the firewood delivery with Grounds.  

Bookstore




David Schlosser, x3325
Student organizations are encouraged to buy any office supplies needed from the St. Olaf Bookstore.  When you charge to your account at the Bookstore, you will receive 20% off your purchase.  

Buntrock Commons Policies

http://www.stolaf.edu/stulife/buntrock/policies/index.html
Buntrock Publicity policies:

http://www.stolaf.edu/stulife/buntrock/policies/publicity.html
Calendars

Master Calendar, Communications/Marketing Department, x3032

http://fusion.stolaf.edu/calendar/index.cfm?fuseaction=EventsThisWeek

A Master Calendar is available to the entire campus community on the web.  Simply go to the above website, or to the St. Olaf homepage and click on the word “calendar”, found at the upper right-hand of the page, below the “quick links” box.  Submit events as soon as details are finalized- room, time, contract, etc.  

Wall Calendar



SGA Publicity Committee, <flyingcaf>

This is the "BIG" (We're talking huge!) calendar found in the Buntrock Commons Fireside Lounge.  It is designed primarily for events and activities, not for meetings.  Submissions can be made my emailing the flyingcaf address.      

Cash Box

Bonnie Benson, Business Office, x3174

Please complete “Cash Fund Request Form” at: http://www.stolaf.edu/stulife/sa/finance/index.html
Bring completed form to either the Office of Student Activities or the Buntrock Administration Office.  The org cash balance will be checked.  If there are sufficient funds in the account, the fund request will be approved and the request can be taken to the Business Office.   Approvers for activity are the Director of Student Activities, Associate Dean of Community Life and Diversity, and the SGA Financial Officer.

When sale is completed, return all funds to Bonnie.  Complete a deposit form to designate the return of original funds and to deposit the remainder in the org account.  

The Office of Student Activities has a limited number of lockable cash-boxes available for check-out.  Please reserve in advance by going to Buntrock 107 or calling x3999.

Check Requests

Student Organizations, once recognized by SOC, will be issued an account at the Business Office for the purpose of club business.  Once money is deposited there, orgs can charge items at the Bookstore (at a discount), charge copies at the Print Center, mail things, etc.  In addition, the Business Office can also cut checks to vendors for various items.  

In order to get a check, obtain and complete the form via web at: http://www.stolaf.edu/stulife/sa/finance/index.html
Attach any needed documents, i.e. W-9, contract, invoice, etc.

Bring completed form and attachments to either the Office of Student Activities or the Buntrock Administration Office.  The documents will be examined and the org cash balance will be checked.  If there are sufficient funds in the account, the expenditure will be approved and the request will be sent to the Accounts Payable Office.   Approvers for expenditures are the Director of Student Activities, Associate Dean of Community Life and Diversity, and the SGA Financial Officer.

Completed forms submitted to approvers will be sent to Accounts Payable within 24 hours.  Accounts Payable cuts checks once per week; all requests submitted (with complete documentation, sufficient funds, and no problems) by Noon on Mondays would have checks completed the same week.  

Contracting – Entertainment or other contracts

All student organizations must contact the Director of Student Activities before entering into a legally binding contractual agreement. 

Students are not authorized to sign contractual agreements as official representatives of St. Olaf College and can be held financially responsible in the event that a contractual agreement is not signed by the Director of Student Activities. 

Student organizations should be aware of the fact that verbal agreements are legally binding in the state of Minnesota. Organization leaders should be cautious when dealing with booking agents on the telephone. 
Please stop in to the Office of Student Activities, Buntrock 107 or call x3999.

Copy Machines

All campus copy machines have an input device to charge copies to org accounts.  Login to the Org Database to find the four-digit “copy code” if it is unknown.  (Only org leaders listed on the database who login can see this information.)

Copy charges will automatically be charged to the corresponding campus account.  Watch for these charges on the Lawson reports.

Event Planning

Here’s a quick overview of how to plan an event on campus:

1. Check the Master Calendar: http://fusion.stolaf.edu/calendar/index.cfm?fuseaction=EventsThisWeek 

to see if there are any other major campus events going on at the same time.

2. Secure a room/venue before any contracts/agreements are finalized.

3. Submit information to Master Calendar.

4. Reserve technology.

5. Arrange for food/hospitality if needed.

6. Publicize event.

7. Confirm details at least one week prior.

8. Run event.

9. Clean up/evaluate.

10. Celebrate success!  (
As always, contact the Office of Student Activities for assistance in event planning.  Contracts, risk management, and preventing programming pitfalls are our specialty!  

Film/Video – Public Performance

Video Tapes and DVDs that are available for purchase, rented from many commercial establishments, or checked out of the library are for home viewing purposes only.  Which means they can only be viewed in your private living spaces.  For campus purposes, that means your residence hall room. (For home purposes, it means anywhere in your private residence).  Same rules apply for movies/television shows that are video taped at home on VCR’s or TIVO.

Therefore anytime a group shows a movie in any context, the group must purchase the public viewing rights (copyright) for that particular showing.  Copyright purchase for film currently runs between $300-$600 per showing for popular titles from major movie distributors.  Independent films could cost less but must be negotiated with the holder of the copyright for those particular films.  Swank Motion Pictures is a film distributing company that works with college environments and handles most commercial grade film titles.  For pricing and availability you may contact them at 1-800-876-5577.  In addition, the Student Activities Committee will occasionally rent titles and have them available for showing post-Viking Theater showing.   If you need any assistance with this you may contact Leslie Sandberg, Assistant Director of Student Activities, at x3999.

Many of you may know that there is an exception to the public performance fees for college and universities.  That exception is only in the case of face-to face classroom instruction by a faculty member.  The faculty member may show the film/movie outside the normal class period (at night for example) however; it is only for those students who are registered for the class.  The movie must also be shown in spaces that are designated for instruction; in a residential college, library screening-rooms (and individual carrels) are usually also considered spaces designated for instruction.  (Even in some cases a residence hall might qualify).  In most cases library screening rooms, residence hall or student union lounges, cafeterias do not qualify. It is best to ask before screening a movie in these areas.


A faculty member cannot show it for his/her class and then open it up to the rest of the campus.  In order to invite others, the public viewing rights must be purchased.  Acceptable attendance for films in which the copyright is not purchased only include students registered for the class, the instructor and guest lecturer(s). 

Purchasing public viewing rights does not depend on variables such as audience size or charging of admission.  Regardless if it is 3 people versus 300 people, size is not considered in determining if public viewing rights need to be purchased.  (Size may, however, influence the amount of the public performance fee).  Likewise you still have to purchase the copyrights even if you are offering the movie/film to the audience for free.  Because we are a non-profit educational institution we do qualify for the face-to-face teaching exemptions.  However, that does not mean that because we are a not profit educational institution that all films/movies shown here are exempt.  Only those with an instructor present with students enrolled in his/her class qualify.   This principle holds true no matter how much educational or intellectual value is contained in the film.    

Showing a film is a fun and easy event to organize.  Nevertheless, you must always keep in the forefront that just because you purchased the film, rented or checked it out, you cannot turn that Video Tape/DVD into a program.  Public performance rights must be purchased and secured before advertising any event related to movie/film viewing.  Failure to adhere to these guidelines (even if done so innocently and inadvertently) can result in fines from $750 to $30,000 per showing.  If admission is charged to the event and the organization/person receives some commercial or personal financial gain, fines can range upward to $150,000 plus a year in jail.

If you have further questions, please contact the Office of Student Activities, x3999.

Financial

All student orgs wishing to have a place to deposit money and have checks written must use the St. Olaf Business Office.  As new orgs are established, the SOC will request an account number for this purpose.  Off-campus checking/savings accounts are not allowed.

Financial training sessions will be held annually. These sessions will highlight any changes in procedure and give basic “how-to” instructions for successful financial management.  Orgs wishing to use credit cards on behalf of organization business are required to attend at least one of these annual training sessions prior to credit card use.  

Sessions will be offered twice in early fall, once mid-fall semester, and once in spring.   Individual training by appointment with the SGA Financial Officer can also be arranged for special circumstances.  New orgs can make arrangements for training once an account number has been established.

Something to note: the college accounts do not function like an ATM.  For org transactions, please do not assume you can stop by the Business Office and pick up cash to pay for anything.  For example: your pizza party this evening.  You can have a pizza party (if there are sufficient funds in your account), however, someone will have to either pick up a credit card from the SGA Financial Officer in advance (if training has been completed), or someone will have to pay for it up front, keep the receipt, and then complete the paperwork to get reimbursed afterwards.  Another option is to have the party catered through Bon Appetit or in the Pause, where your account can be directly charged.  

The SGA Financial Officer(s), SOC Coordinator, and staff in the Office of Student Activities, Buntrock 107, are available to assist with questions.  

See also: Reimbursements, Student Organization Check Requests, Student Organization Grants/Funding

Fundraising

Tim Schroer, Buntrock 147,x3017 <schroert>

As stated in the Student Handbook, all outside vendors must have a student organization sponsor in order to sell their products in the Buntrock Commons.  If an organization is selling merchandise in the Commons through an outside vendor (i.e. sweaters, posters, jewelry), a contract must be arranged through Tim Schroer, the Director of the Buntrock Commons, ext. 3017.  The contract will ensure a minimum of 15% profit to the student organization and should be arranged at least seven days in advance of the sale.  

Fundraising (i.e. candy canes, baked goods, t-shirts) is allowed in the Commons.  Tables must be reserved through Nancy Stuckmayer, Buntrock Commons Admin. Asst/Scheduling Coordinator, x3017. 

**Fundraising tables cannot be set up during Homecoming and Family Weekend, Commencement Weekend, and the week of Christmas Festival.**

Fundraising can be as simple as membership dues.

General Student Policies

Please refer to The Handbook on-line for general student conduct policies: http://www.stolaf.edu/stulife/thebook/general/index.html
Hazing

Hazing in any student organization is not acceptable.  Period.  

http://www.stolaf.edu/stulife/thebook/general/hazing.html

Helium

Sue Hill, Office of Student Activities, x3999 <hills>

There is a small room located in the SORC with helium, balloons, and string. Make an appointment to use the service at least one week in advance.  Plan for how many balloons you intend to make, so there are enough supplies available.

Campus accounts are charged $.25 per balloon, including balloon, string, and helium.  

The tank is not to leave the helium room!   Please shut the valve off and make sure the door is locked when finished.

KSTO Radio Station





Buntrock 14, x3603


KSTO offers free advertising to all student organizations.  Contact the KSTO office for details.

Lawson Budget Reports

Jayne Keisler, <kieslerj>, x3539

All student orgs with business accounts at the Business Office can monitor budgets online with Lawson.  

http://www.stolaf.edu/offices/treasurer/lawson/lawson.html
Each org is allowed to have 2 people with login access; if a change in access is needed, contact Jayne Keisler.

Mail

St. Olaf Post Office, Buntrock 104, x3326

Items to be mailed or shipped can be charged to organization account numbers.  For regular envelopes, simply write the full code in the upper right-hand corner of the envelope (where a stamp would normally go).  Use the entire code starting with 010-.

For boxes or larger items, choose what service to send – Postal Service, UPS, Fed Ex, etc.  Bring the box to the Post Office, and they can charge it to your account. Make sure to bring the account number.

To properly receive items ordered via phone, catalog, web, etc. please use the following format:

Your org (do NOT list your name)

St. Olaf College

1520 St. Olaf Avenue

Northfield, MN  55057

Manitou Messenger

 

Buntrock 109, x3275

http://fusion.stolaf.edu/messenger

The student-run newspaper offers discounts to student organizations.  Contact the advertising editor for ad space at <mess-advertise>.   Plan ahead!

Media Services

Jim Stanock, Rolvaag 253, x3047 <media>

IIT Media will provide sound equipment (at a cost) for your events or provide videotapes for classroom related showings (some group meetings apply here). 


General equipment available: 
Digital camera 

Camcorder 

Microphones 

PA Systems 
Tape Recorder 

Boom Box 

Tape Deck 

data/video Projector 
CD Player 


Screens 

Overhead projector 
VHS Player 
DVD player 


Laptop computer 
16mm Projector 
Slide projector 

For an estimate for your event, IIT Media suggests that you call or email the office at media@stolaf.edu, as prices are based on the area in which you use the equipment, length of time, and labor needed. For large events, this should be done at least two weeks in advance to ensure equipment availability. Reservations are taken electronically at media@stolaf.edu. 

Microphones, VCR/DVD, monitor, slide projector, laptops, overheads, and data/video projectors are available for student organizations or other groups wishing to use equipment in the Buntrock Commons office at no cost. Call the Buntrock Office for availability, x3017, at least 24 hours in advance.   See this website for a complete listing of equipment and charges: http://www.stolaf.edu/stulife/buntrock/space/buntrockmediafees.html

**Clarification of Audio Services in Boe Chapel 

All requests for audio should go through Conferences and Events, x3043.

The Pause



                        


Buntrock 20A, x2968

The Pause is a multi-faceted student facility located in the lowest level of the Buntrock Commons.  Students can reserve space in the Pause for all-campus events sponsored by organizations, order certain food/snack items from the Pause kitchen for student group meetings (at low, low prices), or co-sponsor events with the Pause Concert Committee for the college community.  

Mane Stage

Stage Manager, x3215,<stage>

A completed reservation form is required, a minimum of two weeks in advance for use of the Pause Mane Stage.  It is available in the Pause Office, the Office of Student Activities, or on-line at: http://www.stolaf.edu/orgs/sga/pause/Pause_Application.pdf

Lion’s Lair

Lair Coordinator, x3215, <foxwell>

The newly renovated performance/dining space.  Acoustic performances and small parties are encouraged to use this venue.  Otherwise, it is open at all times for dining and studying.

A completed reservation form is required. It is available in the Pause Office, the Office of Student Activities.

Pause Kitchen

We are happy to take orders for your large group meeting in Buntrock, or any other building on campus. We can accommodate pizza orders (up to 10 large) with minimum 24 hour advance notice.  Please call x2968 to place your order so it can be ready when you need it.  Our prices are competitive with any downtown pizza joint – give us a try!

Posting in the Residence Halls:
In order to provide an organized and aesthetically pleasing environment for notifying students of campus and community events and services, as well as to work toward keeping public areas of residence halls neat and orderly, the following guidelines have been drafted for the posting and/or distribution of advertising materials in residence halls.  All groups and individuals wishing to publicize events, services or sales in residence halls must follow these established guidelines. Inquiries into this policy may be directed to the Director of Residence Life. 

1.
All signs and posters which you would like posted in residence halls must be left at the front desk for approval.  Staff will post all approved materials in appropriate places. 

2.
Groups and individuals may not post anything on public walls, doors, bulletin boards, glass partitions, wood paneling or other areas of residence halls.  Only designated hall staff may post materials.

3.       No posters may be larger than 11" x 17" without the express permission of the Area Coordinator. 

4.       We strongly encourage those wishing to have posters placed in residence halls to save resources by putting multiple announcements on one poster, such as schedules of upcoming events, programs and performances.  Staff reserves the right to limit the number of posters for a given establishment or organization to be posted in the residence halls. 

5.
Those with special requests to do creative advertising or poster campaigns which are not addressed by this policy must see the Area Coordinator for guidance and permission prior to posting materials.  Area Coordinators have the final say in granting special requests for advertising in residence halls. 

6.
Staff will put up a limited number of posters for each event in each hall.  The maximum number of posters allowed for each hall is 10. 

7.
Establishments selling alcohol may provide posters which advertise entertainment events, food specials, cover prices, ID requirements, etc., but may not advertise alcohol or drink prices. 

8.
Any posters for Honor Houses must come to the Residence Life Office.  We will distribute no more than 2 posters for each house. 

9.
Posters not meeting these guidelines will be removed immediately by residence hall staff.
Print Center





Buntrock 104, x3038
The Print Center is located on the second level of the Buntrock Commons.  Following are general costs for print center services:


Printing (per page)

White Xerox (one sided) 8 1/2” x 11”  20#

1 side

.03 per sheet



2 sided

.05 per sheet

Student organizations are allowed to charge in the Print Center.  In fact, it's highly encouraged, as the Print Center is much cheaper than using copying machines.   The Print Center offers other services such as cutting, folding, laminating, color copies, paper and envelopes, booklet binding and printing of T-shirts, but there is an extra charge for these services. 

Please allow at least 24 hours for orders with additional time for large projects.

Fill out the order form for placing orders.  

Please be sure to fill out the print request form completely 

(full charge number, name of your organization, and your first and last name are a must).  

At the bottom right, circle “Total” so that the total print cost will appear on the pink copy of the printing request form if desired.

Any time you need copying of more than five sheets, it is cost efficient to use the Print Center.

Publicity

Caf Flyer




SGA Public Relations, flyingcaf@stolaf.edu

The Caf Flyer is a bi-weekly announcement calendar designed to publicize your organization’s special events and is, of course, distributed in the cafeteria.  It is a free service.  Deadlines for submissions are Thursdays at 2:00 pm for the Weekly Flyer.  All request forms are located in the Office of Student Activities.

Roll Paper Signs




S.O.R.C., Buntrock Commons 108

For all recognized student organizations, roll paper and markers are available in the S.O.R.C.  Student organizations may create a limit of 2 roll paper signs for each event.  These signs will be a maximum 1 roll in width and 3 feet in length, which is marked on the poster making tables.  All roll paper signs created for the Buntrock Commons are to be date stamped by the Office of Student Activities (hours 8:00 am to 5:00 pm).  The posters are given a date stamp for a 7 day hanging time and after this date, the posters must be removed.    

(Residence Hall staff should use the poster room in Ytterboe Room 241 (straight up the stairs from the Ytterboe Front Desk) and it is open for use by all Res. Life Student Staff members and Hall Council members.)

Publicity Trivia
3019
Full-time students


1300
Residence hall rooms on campus

178
Bathroom stall doors


18
Honor/language houses

5
Community Assistants

27
Academic departments

5
Area Coordinators


10
Residence halls

9
Academic buildings


100+
Student Organizations

16
Student government executives
22
Student senators

1500
Student PO's

Sidewalk Chalking

Do not write over or interfere with any other chalking.  Place in areas where the elements can get to it for removal.  Notices placed under awnings, on steps, or places that custodial staff must clean subject the organization to being charged for removal.   Use good judgment for content and list an event sponsor.

Wall Calendar

SGA Publicity Committee, <flyingcaf>

This is the "BIG" (We're talking huge!) calendar found in the Buntrock Commons Fireside Lounge.  It is designed primarily for events and activities, not for meetings.  Submissions can be made my emailing the flyingcaf address.      

Room Reservations

To schedule rooms in:

· Buntrock Commons

· Science Center

· Flaten Hall

· Rolvaag Library

· Holland Hall

· Boe Chapel classrooms

· Ytterboe Hall Guest Room 

· Any classroom after class time

· Contact Nancy Stuckmayer, Buntrock 147, x3017 <stuckman>    

Provide: 

1. the date

2. time

3. number expected 

4. group name

5. minimum of a week in advance  

Groups using rooms in the Buntrock Commons are to discuss room set-up and clean up with Nancy at the time of making the reservation.

Christiansen Music Hall, including Studio A and Urness
Kathee Hanscom, music office, x3180

Lion's Pause Mane Stage




Mary Henry, x3215, or <stage>

Boe Chapel






email <reserve-boe>

Skoglund/Tostrud/outside




Judy Stromayer, x3989.  

Residence Halls:

Area


Name  


e-mail     
Position     

Ellingson/Larson
Brit Redalen 

<redalen>
Administrative Assistant     

Thorson/Mohn 
Diana Meyer 

<meyer>
Administrative Assistant     
Mellby/Hoyme 
Anna Scaramuzza 
<scaramuz>
Administrative Assistant     
Kildahl/Rand 

Camilla Morrison
<morrisoc>
Administrative Assistant     

Ytterboe/Hill-Kitt 
Anna Thurmaier
<thurmaie>
Administrative Assistant     

When scheduling facilities for meetings or speakers, make your plans and requests for space as soon as possible.  

Office of Student Activities
Kris Vatter <vatter>, Leslie Sandberg <sandberl>, Sue Hill <hills>, Buntrock 107, x3999

The Office of Student Activities (located on the middle level of the Buntrock Commons) is perhaps the best resource on campus for your organization!  It's your office--USE IT!  It's loaded with information on leadership, programming, publicity, group dynamics, and St. Olaf resources.  And there's tons more...

•People - The Student Government officers:  President, Vice-President, Financial Officer, Board of Regents Observer(BORSC), Diversity Celebrations Committee (DCC), Volunteer Network (VN), Political Awareness Committee (PAC), Student Organizations Committee (SOC), Student Alumni Association (SAA), and Student Activities Committee (SAC).  

Professional Staff:

Kris Vatter, the Director of Student Activities, and Leslie Sandberg, Assistant Director, are excellent resources on many subjects. They advise SGA, SAC, PAC, DCC, VN, Pause, BORSC, SOC, SAA, Peer Leaders and the Wellness Center (to name a few).

These people are willing to assist you with any program you might be planning, any problem or question that comes your way.  They have many catalogs, books of programming ideas, etc., for your use--just ask!  

Feel free to make an appointment to see anyone in the office with Sue Hill, Administrative 

Assistant.  Sue is also a good person to direct your questions towards.  She usually knows what's happening, when and where!  

•Tools - The office contains many "tools" that you might like at some point during the year--a three-hole punch, Clip-Art books, a helium tank, dictionaries, student organization histories (including past constitutions, etc), minutes from past Senate meetings, past Board of Regents meetings, and phone lists.  All we ask is that you use these materials carefully and return them.  
PO Stuffing


You can make arrangements to stuff student POs as a recognized student organization; list the Olaf org name on the materials being stuffed, or it will be removed.  Minimum of ¼ sheet of paper is required for any stuffing when it’s only a paper notice.  

It is always best to have something more than just a piece of paper for this – attach candy, a small toy, or something to promote your event.  

Work with the Post Office staff to come behind the POs and stuff them from the back to avoid opening every door.  This is best done in the afternoons, after 1:00 pm.

Plan at least one week in advance with the Post Office staff.

Popcorn Machine

The Office of Student Activities, Buntrock 107, x3999

It is available for rental in Buntrock only.  You can also choose to come in and make up many batches to carry-out.

You must be trained in order to use the machine.  Reserve use two weeks in advance.  Cost is $50 and includes all food materials.  Cups/bags can be provided for an additional fee.

Reimbursements

Use the "Travel Expense Report/Employee Reimbursement" form for reimbursements to any St. Olaf employee or student.  

· Must list account number.

· Your advisor must sign this form (this is just good standard accounting practice). 
· Attach detailed receipts (itemized). 
· When requesting mileage reimbursement include the starting point, destination, and the number of miles times the rate ($.405 per mile). 

· Airport runs are reimbursed a flat rate of $31.00.
Bring completed form and attachments to either the Office of Student Activities or the Buntrock Administration Office.  The documents will be examined and the org cash balance will be checked.  If there are sufficient funds in the account, the expenditure will be approved and the request can be taken to the Business Office.   Approvers for expenditures are the Director of Student Activities, Associate Dean of Community Life and Diversity, and the SGA Financial Officer.

See also: http://www.stolaf.edu/stulife/sa/finance/index.html
Risk Management

Unpleasant as it is to think of someone getting injured during an event your organization sponsors, accidents can and do happen.  “Risk Management” is the process of legally covering your bases in case of an accident.  The following section is intended to provide an introduction to risk management policies, and help student organizations consider how this may apply to events that they plan.  Many types of events carry a potential risk.  These include: art shows, concerts, dances, festivals, political rallies, recreational and sporting events, parades, and conventions.  For questions you or your adviser may have about liability and risk management, contact the Director of Student Activities or the College Treasurer.

1. Please plan ahead.

2. Think the program through completely; play “devils’ advocate” and apply Murphy’s Rules- “If something can go wrong, it will.”

3. Identify possible problems and prepare a plan to respond.

4. If an event could be considered ‘high risk’, (i.e., Bungee Jumping, rodeo, physical activities/relays, lake swim) discuss in advance with the Campus Treasurer.  The organization may be required to purchase special event insurance.  Typical events like dances, performances and movies are not considered ‘high risk.’

It is not the role of the risk management office on campus to determine the legitimacy of student organization activities, but rather to evaluate and manage, with cooperation of faculty, staff, and students, the liability exposures which student organization activities may create.  

5. If the advisor has any objection to the event, he or she should verbally express the opinion to the group.  If the group does not heed the advice, the advisor should put it in writing to remove him/herself from liability.

6. Risk control suggestions:

· Transfer risk through third-party waivers, hold-harmless agreements or through vendor contracts (especially applicable to rental vehicles, velcro walls, human bowling, etc.). Waivers can be obtained through the Office of Student Activities, Buntrock 107.

· Prevent / control through training and supervision.

· Retain risk through training and supervision.

7. Some examples of liability for events:

Bake Sale: Someone chips a tooth on a nut in a brownie.  The campus would not be held liable, but whoever baked the brownie would.

Volleyball fund-raiser for charity: If an entry fee was charged, and someone breaks an ankle during the game, the organization may be liable.  If each individual signed a waiver, liability would be lessened.

Charter a boat for a cruise: If someone falls into the water while on the cruise, the boat’s insurance should cover the accident.

Fight occurs after a dance: Two members of the sponsoring organization try to break it up.  In the process, one of the ‘fighters’ gets a broken nose.  If the organization members were trying to intervene on behalf of the campus, they are not liable.  If the organization members were acting on personal feelings toward ‘fighters’, the members would be personally responsible.

Sidewalk Chalking

Do not write over or interfere with any other chalking.  Place in areas where the elements can get to it for removal.  Notices placed under awnings, on steps, or places that custodial staff must clean subject the organization to being charged for removal.   Use good judgment for content and list an event sponsor.

The S.O.R.C.   
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The Student Organization Resource Center (the SORC), located across from the Office of Student Activities in the Buntrock Commons, offers office, desk, filing and meeting space for all recognized student organizations.  Supplies for publicity (roll paper and markers) are also available for these groups. 

There are informational handouts available to help organizations with various topics available in a metal rack.  Please feel free to help yourself to any that will help your group function.  If additional assistance is needed, please contact the Office of Student Activities for additional handouts or special training.

Spring Break Service Trips

Organization planning spring break (or fall break, interim break, etc) trips must work with the Office of Student Activities to complete appropriate travel paperwork for all attendees and to arrange transportation.   Please contact the office in advance to ensure compliance.

Student Organization Grants/Funding

Student Organizations Committee, Buntrock 107

Student Organizations Coordinator, Maggie Snetting,  x3928, <snetting>.

The Student Government Association makes special funding available to officially recognized student organizations through two channels – SOC grants and co-sponsorships.  There are two different types of funds that are mutually exclusive:

Grants are financial gifts that help pay for a standing activity or campaign run by an organization or the purchase of durable goods and other capital.  Grants are not awarded for one-time events or purchases of temporary materials.

Co-sponsorship Funds assist groups that organize one-time special events, such as conferences, speakers, or trips.

The two-part process is: 1) complete application paperwork and 2) a short, 10-minute interview with the SOC committee (to be scheduled once form is turned in).  At that interview, orgs should plan to present information and materials that will help the committee better understand the event or items that you would like the SOC to fund.  The SOC holds no obligation to grant full or partial funding for the program or items that your organization plans.  

Student orgs are expected to fundraise as part of operation.   Fundraising efforts are part of SOC’s consideration when evaluating the funding request.  Because over 100 student organizations are eligible to apply for funds, SOC has the responsibility to make their budget stretch to benefit the most amount of students possible.  It is not realistic to expect 100% funding for each and every club’s proposal.

SOC funds are not used to bring St. Olaf student organizations out of debt.

Applications are available in and should be returned to the Office of Student Activities by Mondays at 5pm in order to be considered at the weekly SOC mtg.  

Table Reservations – “Tabling”

Nancy Stuckmayer, Buntrock 147, x3017

An organization wanting a table in the Buntrock Commons for advertising, ticket sales, recruitment or fundraising should contact Nancy Stuckmayer, in the Buntrock Commons Office.   Reservations for a table should be made a minimum of 48 hours in advance.  An organization can reserve up to two tables at any one time. 

**Tables cannot be set up during Homecoming and Family Weekend, Commencement Weekend, and the week of Christmas Festival.**

Transportation

Go to this website for complete descriptions and up-to-date schedules:

http://www.stolaf.edu/stulife/sa/transportation/index.html
*After Hours Transportation is sponsored by SGA.  A bus is provided from Carleton and St. Olaf to several stops around town on Friday and Saturday evenings from 6:30 pm to 10:45 pm.  Scheduled stops are Bridge Square, Southgate Cinema, and Target/Cub.   

*The Movie Bus runs on Saturday evenings at 8:30 pm to the Lakeville 18 Theater.  It includes a discount on the movie ticket.  You must sign up in the Office of Student Activities (Buntrock 107) prior to Friday, 5:00 pm to ensure your seat.  
* Contact the Student Government Association office (x3323) for more information on the above items.

Northfield Transit offers service to locations within Northfield city limits for free with St. Olaf/Carleton student ID.  Hours are Monday - Friday, 8:30 am-7:30 pm and Saturdays, 10:00 am-2:00 pm.  Call Dial-a-Ride at 645-7250 to make reservations (minimum 2 hours in advance).  

The St. Olaf/Carleton Co-op Bus runs to the Twin Cities Fridays, Saturdays, and Sundays.  Scheduled stops are St. Olaf, Carleton, Mall of America, MSP Airport, and downtown St. Paul.  Cost for the bus is $5 one way.  Tickets must be purchased from the Information Desk in the Buntrock Commons, 8:00 am - 5:00 pm, Monday through Friday and 10:00 am - 5:00 pm on Saturday and Sunday.  Reservations are required.  

Airport-Only Break Bus runs to the airport at major campus breaks.  Tickets are $15 one-way and reservations are required.  Sponsored by the Office of Student Activities, x3999.

Problems, questions, or concerns for the previous three items should be directed to the Office of Student Activities, x3999.

Charter service for student organizations trips--contact Northfield Lines (645-5267).  

Updating Student Org Info via the Web

http://fusion.stolaf.edu/orgs/
This website is the official way to update your organization with the college.  Org leaders can login at the top of the page to change descriptions, add/delete leadership, list advisor(s), list meeting times, etc.  Org leaders can also find their account number and copy codes here – but only if logged in.

All officers listed with email addresses then are able to receive emails regarding student org issues and/or announcements from the Office of Student Activities, Buntrock Commons, and the Student Organization Committee.  This is an extremely important communication link!  Please update officers on a regular basis.

If an org has not updated this account for over a year, the account will automatically generate a notice that it is becoming inactive.  If no action is taken by students at this point, it is assumed the org is no longer functioning on campus and accounts will be disabled (electronic, financial, etc).

Using the school logo, seal, or lion

Communications/Marketing, Boe House, x3032

Unauthorized or inappropriate use of the college name or logo, or the names or likenesses of identifiable organizations or features of St. Olaf College is subject to review by the Dean of Student’s Office. These include, but are not limited to, the names or logos of college athletic teams or organizations; recognized student organizations, residence halls and other campus buildings; images and descriptions from college publications. Inappropriate use includes, but is not limited to:
a. Use of college names and images for commercial purposes without permission.

b. Use of college names and images by groups not recognized by St. Olaf College.

c. Use of college names and images in conjunction with activities not in accordance with St. Olaf policies.

If you need an official version of the St.Olaf logo, lion or seal, review the "logo request checklist" and send your request to communications specialist David Gonnerman. He will then send you a copy of the logo that best suits your communications needs. 
It’s not as simple as just cut-and-paste.  Please go to this site for instructions:

http://www.stolaf.edu/offices/communications/logo/index.html

Vehicle Reservations
Nancy Stuckmayer, Buntrock 147, x3017

If your organization would like to reserve a college vehicle, you will need to arrange for an authorized driver (see below) to drive.  For liability/insurance reasons, all drivers must have attended a driver awareness training session and provided information necessary to obtain a Motor Vehicle Record (MVR).   Org account balance will be checked prior to confirming reservation.

You will need the following information:  

· name of  organization

· account number

· name of the authorized driver(s)**

· destination

· date(s) and times when the vehicle will be picked up and returned

· size of the vehicle needed

Reservations must be made as far in advance as possible.  

Always return vehicle with a full tank!

On the day you are to be using the vehicle, you will need to go to the Buntrock Commons front desk to pick up the key packet.  This packet must be brought back to the office or desk immediately when you return to St. Olaf.  

Trips leaving before 9:00 am on Saturday or Sunday must pick up key packets the night before, as the desk is not open prior to 9:00 am
Costs for use of college vehicles:

(Must be charged to a college account number: cash or personal checks are not accepted)

7 passenger mini-vans..................................................42¢/mile*

12 passenger vans.......................................................... 52¢/mile

Charges include gasoline, insurance and maintenance. (*Charges are subject to change.)

A cancellation charge of $10 will be assessed if your request is not cancelled within 24 hours of reservation.

Local trips are charged a $8 minimum fee.
If a college vehicle is not available, Nancy can arrange for you to rent from our local source.  

· Charges vary according to size.  

· With rental vehicles, gas is over and above the regular charge.  

· Driver requirements are the same.  

· Cancellation of rental vehicles must be made at least 48 hours prior to scheduled use or a cancellation charge will be incurred.  

· There are some restrictions regarding states rental 12 passenger vans can be taken through.

**In order to be an authorized driver:

· Driver must be a minimum of 20 years of age.

· Driver must attend one of the driver safety training sessions held on campus, and is authorized to drive for 2 years.  Re-certification is required every 2 years.

· Driver must have a good driving record as verified by a Motor Vehicle Record (MVR) issued by the Motor Vehicle Department of the state of issue of the driver's license.

For additional information, or to set up a driver training class, contact David Leake, x3592. 

If your organization has a trip coming up, please plan for a training class well in advance. 

Websites for Orgs
All officially recognized clubs and organizations are permitted to have a webpage that resides on the Olaf network.   

If an organization wants a web site (something more than the org database entry), one of the contact people listed in the database for that org should contact <webmaster> directly with the request.  A space will be set up, and more directions will follow.

Wellness Center



Buntrock 115, x2966

The St. Olaf Wellness Center provides substance abuse prevention services for the St. Olaf student population.  It is located on the second level of Buntrock on the north side.  The Center also provides information, activities, and resources for wellness and healthy lifestyles.  Wellness has several dimensions:  physical, emotional, spiritual, social, intellectual, and vocational.

Activities include Healthy Lifestyles Week, Health Fair, Lutefest, 5K Fun Run/Walk, Pause programs, 101 Club, finals study breaks, and residence hall programming on wellness topics.  These and other educational activities promote active and responsible lifestyle choices that have a positive effect on personal well-being.   The staff supports programs and collaborates with other groups on campus to encourage dimensions of wellness. 

For further information and/or to make an appointment, contact the Wellness Center.  Students interested in wellness concerns or working on wellness programs and activities are encouraged to leave their name and phone number in the Wellness P.O. Box.

S:\Student Activities Office\Office\student org handbook\Getting Things Done spr 05.doc
PAGE  

