GET INVOLVED

Students who wish to form a new club or organization are encouraged and welcome to do so, in accordance with the following criteria and procedures.  The Student Organizations and Greek Life Department provides this packet of informational materials to students to make the process easier.

Open Membership:
In keeping with the University’s Non-discrimination Policy, membership in a student organization cannot discriminate on the basis of race, color, religion, sex, age, national origin, disability, or disabled veteran status.  Organizations may limit membership to undergraduate, graduate, or full-time students, or on the basis of class year, residency status, special talents or merits required, or limited resources.  Such groups must state the rationale for their limitations and receive the approval of the Student Organizations and Greek Life.

Organization Size: 
A student wishing to form a new student organization must have a minimum of four (4) currently enrolled student members in order to be considered for student organization status and indicate who among those are willing to serve as officers for the organization.  In order to preserve opportunities for undergraduate students to gain leadership experience; other individuals within the University community may participate in a group's activities or programs, but may not be members or otherwise attempt to direct, lead, or inappropriately influence the group's activities. 

Constitution:
In order to provide for basic democratic principles and ensure the integrity of the organization, a group must demonstrate that it has developed a sound constitution as shown by inclusion of the following:

1. Purpose clearly articulated and accurately descriptive of the group's function.

2. Process for selecting an advisor as well as expectations of an advisor.

3. Free election of officers as well as clearly articulated procedures for removal of officers.

4. Voting membership and officers limited to currently enrolled students.

5. Specific definition of voting members and what constitutes a “quorum” at meetings.

6. Procedures for  handling finances of the organization.

7. Procedure for amendment of the constitution.

8. Reference to bylaws or other relevant documents that will govern the group's activities or functioning.

 

Advisor: 
Groups must select an advisor among the University’s faculty or staff, who must agree to serve as the group’s advisor upon elevation to student organization status.
Compliance with University Policy:
Groups must agree to comply at all times with any and all relevant University policies, procedures, rules, regulations, and guidelines. 

Review and Approval Process:
Once a group of interested students has submitted the required information, the Student Organizations and Greek Life Department will review the information and work with the group, if necessary, to edit or correct any information.  Upon approval, the group is elevated to student organization Level I status and recognized for that particular academic year or semester until the next required registration date for student organizations.

Organization’s Relationship to the University:

Aside from the supervision exercised through the Division of University Affairs over the Residence Hall Association, the Student Organizations and Greek Life Association, the Student Government Association, the Office of Student Affairs and certain social and cultural activities conducted on the campus of Stephen F. Austin State University, the University assumes no responsibility for student organizations or their programs. Such organizations, if closely connected with the activities of academic departments of the institution may, in some cases, receive special help and supervision from those departments.

University employees should not serve as officers within a student organization, other than fulfilling the role of advisor. No employee of the University has the authority to open a bank account in the name of or for the benefit of any student organization nor should any employee be included as an allowable signatory on any off-campus bank account of any student organization.

While Level Two student organizations may use the name of the University as a part of their name, the name of the University, including any abbreviations, may not be used within the name or description of any off-campus banking account established and/or maintained by any student organization.

Responsibility for any views expressed in a meeting or activity of a student organization is solely that of the individuals concerned and the University is not to be held to approve or disapprove such views, whatever their nature. The University is to be concerned exclusively with the discharge of its educational obligation and to facilitate free discussion of all points of view to the extent constitutionally guaranteed.
 Guide to forming a New Student Organization

1.
Have four (4) students (in good standing) to act as incorporators who will be legally responsible for the formation of the organization.  One of the four must be designated as the initial Registered  Agent. The Registered Agent is the legal contact and spokesperson for the group. After an organization forms, the currently registered president will be considered the organization’s Registered Agent.

 

2.
Select an advisor from the faculty or staff.

 

3.
Have officers and advisor(s) sign an anti-hazing statement.

 

4.
Prepare a constitution and statement of purpose.

 

5. Complete the enclosed forms by typing or printing neatly:

 

A. The "Request for Approval to Charter a Student Organization" form,

B. The "New Organization Registration" form.

 

6.   Submit all completed documents to the Student Organizations and Greek Life Department.

 

Checklist Required Documents Required to be able to Start a New Organization
 

· New Student Organization Registration Form 

· Complete Basic Training

· Request for Approval to Charter Form

· Organization Constitution

 

Student Organization:  Formation & Recognition University PolicyF-14

Stephen F. Austin State University acknowledges the right of enrolled students to form voluntary organizations for purposes that are not forbidden by state or federal law.

In order to form a recognized student organization, a group must:

1. Have four (4) students (in good standing) to act as incorporators who will be legally responsible for the formation of the organization. One of the four must be designated as the initial Registered Agent. The Registered Agent is the legal contact and spokesperson for the group. After an organization forms, the currently registered organizational president will be considered the organization’s Registered Agent.

2. Select an advisor from the faculty/administrative staff who is a benefits-eligible full-time university employee.

3. Have their officers and advisor(s) agree to and sign an anti-hazing statement.

4. Prepare and submit a constitution and statement of purpose.

5. Complete all of the required documents contained in the Student Organization Formation Packet, available in the Office of Student Organizations and Greek Life.

6. Submit all completed documents to the Office of Student Organizations and Greek Life.

A group seeking recognition must not:

1. Be a commercial enterprise.

2. Be an unsolicited and/or unrecognized auxiliary of a larger organization.

3. Allow minors to become organizational members unless they are full-time enrolled students at Stephen F. Austin State University.

Applications for recognition can be made at any time during the year. The Office of Student Organizations and Greek Life may grant a group temporary recognition while they are finalizing their formation paperwork. A temporary recognition will lapse 30 calendar days after it is initially granted.

The Director of Student Organizations and Greek Life will review the application for recognition when it is complete and determine whether recognition is granted.

REQUIREMENTS FOR MAINTAINING RECOGNITION

The authority of an organization to function as a student organization may cease upon:

1. the removal or resignation of the advisor, unless a qualified replacement is registered within 30 days.

2. violation by the organization of any rules or regulations of the University, state or federal law.

3. failure by the organization, its officers or advisor(s) to adhere to the requirements set forth by the University.

4. the organization remaining in an inactive status for three or more long semesters.

5. failure to provide acceptable documentation of affiliation with any parent organization when requested.

Students selected, elected or appointed as a student organization officer (an officer is an individual in a leadership position as defined in the organization’s constitution) shall be in good standing with the university and:

· For undergraduates, be enrolled for six (6) or more credit hours during their term of office.

· For graduate students, be enrolled for four (4) or more credit hours during their term of office.

All meetings and activities of each student organization shall be subject to, and held under, all applicable University regulations and policies. Student organizations must abide by the Policies and Procedures set forth by the SFA Board of Regents including the Code of Student Conduct.

Being recognized as a student organization is an awarded privilege, not a right, and requires responsibility on the part of the membership of the organization for meeting University requirements for student organizations.

All student organizations must register with the Office of Student Organizations and Greek Life as often as is required. At the time of registration, all information requested on the registration documents must be supplied. A constitution that provides information on the structure, purpose and operation of the organization must be provided and kept on file in the Office of Student Organizations and Greek Life, reaffirmed by the organization on an annual basis and updated whenever the document is revised.

Any student organization registering with less than four (4) members, who are currently enrolled students at Stephen F. Austin State University, will not be eligible for funding through the Student Organization Reserve SORF.

 

RELATIONSHIP BETWEEN THE UNIVERSITY AND STUDENT ORGANIZATIONS

 

Aside from the supervision exercised through the Office of Student Affairs over the Residence Hall Association, the Student Organizations and Greek Life Association, the Student Government Association, and certain other social and cultural activities conducted on the campus of Stephen F. Austin State University, the University recognizes registered student organizations as independent entities and assumes no responsibility for their programs or activities. Some organizations, if closely connected with the activities of academic departments of the institution may, in some cases, receive special help and supervision from those departments.

University employees should not serve as officers within a student organization, other than fulfilling the role of advisor. No employee of the University has the authority to open a bank account in the name of or for the benefit of any student organization nor should any employee be included as an allowable signatory on any off-campus bank account of any student organization.

While Level Two student organizations may use the name of the University as a part of their name, the name of the University, including any abbreviations, may not be used within the name or description of any off-campus banking account established and/or maintained by any student organization.

Responsibility for any views expressed in a meeting or activity of a student organization is solely that of the individuals concerned and the University is not to be held to approve or disapprove such views, whatever their nature. The University is to be concerned exclusively with the discharge of its educational obligation and to facilitate free discussion of all points of view to the extent constitutionally guaranteed. 
Privileges Enjoyed By SFA Organizations
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	Privileges
	Level 1
	Level 2

	Use of University facilities for meetings
	
	

	Use of University facilities for organizationally sponsored activities
	
	

	Use of University facilities for approved fund-raiser on campus 
	
	

	Use of University facilities for posting registered material in approved locations 
	
	

	Listing in the OSA Organizations Guide during Freshmen Orientation
	
	

	Participation in OSA-sponsored Freshman Convocation and Organization fairs
	
	

	Access to Jack Sorc in the Student Organizations and Greek Life area for organizational business
	
	

	Free fax service for official organizational business
	
	

	 Eligible for free storage locker in the Jack Sorc Area
	
	

	Student Organization Training sessions
	
	

	Free ticket sales service from the SFA Ticket Office
	
	

	Eligible to win annual Student Affairs Awards
	
	

	Eligible for Student Organization Reserve Funds (SORF)
	
	

	Use the University name and/or its symbols as a part of the name of the organization.
	
	

	No cost mail box service in the Jack Sorc Area 
	
	

	Use of Jack Sorc supplies for advertising and other organization business
	
	


Advisor Expectations Checklist
· Attend all general meetings

· Attend all executive committee meetings

· Call meetings of the executive committee when believed to be necessary

· Explain University policy when relevant to the discussion

· Explain University policy to the entire group once a year

· Depend on the officers to observe University policy throughout their terms

· Meet with the chief student leader before each meeting

· Help the chief student leader or other officers prepare an agenda before each meeting

· Speak up during discussion when the advisor thinks the group may make a poor decision

· Be quiet during the general meetings unless called upon

· Take an active part in formulating the goals of the group

· Initiate ideas for discussion when the advisor believes they will be helpful to the group

· Be one of the group, except for voting and holding office

· Attend all group activities, meetings and events

· Request to see the treasurer’s books at the end of each semester

· Check the secretary’s minutes before they are written in final form

· Check all official correspondence before it is sent

· Get a copy of all official correspondence

· Be a custodian of all group paraphernalia, records, etc. during the summer and between officer transitions

· Keep the official files of the organization

· Inform the group of infractions of their bylaws, codes, and standing rules

· Make the group aware of its stated objectives when planning events

· Veto a decision when it violates a stated objective, the bylaws, or University policy

· Mediate interpersonal conflicts that may arise

· Be responsible for planning leadership skills workshops

· Let the group work out its problems; allow for mistakes and “doing it the hard way”

· Insist on an evaluation of each activity by those students responsible for planning it

· Take the initiative in developing teamwork and cooperation among the officers

· Let the group thrive or decline on its own; do not interfere unless requested

· Represent the group in any conflicts with members of the University staff

· Be familiar with University resources and procedures that affect group activities

· Recommend programs, speakers, etc.

· Take an active part in the orderly transition of responsibilities between old and new officers at the end of the year

· Cancel any activities when you believe they have been inadequately planned, will violate University rules, or are unsafe.
 Student Organization Leadership
The following are suggested student organization leader responsibilities by semester. Each organization has different needs, so a more complete list should be developed by your organization. 

Fall Responsibilities

1. Complete the Fall Student Organization Registration Form and turn in by the deadline to the Student Organizations and Greek Life.  Forms are placed in the organization’s mailbox in Student Organizations and Greek Life by move in day at the beginning of each long semester.  If you did not receive your form, stop by the Birdwell Building room 125 to get one.

2. Four (4) of the organizations officers are required to attend one of BASIC Trainings offer during each September.  This is the only place the Level II organizations s this year’s SORF application, if they choose to request funding.  This is where you will receive updated information about the funding procedure requirements/

3. Schedule meeting times and locations. If you are going to meet in the Baker Pattillo Student Center remember to reserve your room through Carol at 468-3400.

4. Conduct a general meeting/open house to invite membership. 

5. Plan activities to help your members get acquainted with each other. “Icebreakers” are always helpful at the first few meetings. Visit the Office of Student Affairs to get suggestions for icebreaker activities.  

6. Put together materials for each member including your group’s constitution; a membership list; a list of goals and objectives; and a calendar of meeting times and locations, plus set dates for projects or special events. 

7. Update officer information with Student Organizations and Greek Life as changes occur throughout the year. Provide copies of all updated constitutions and bylaws as the

8. Must provide verification of your organization’s national, state or regional affiliation, if applicable.

Spring Responsibilities 

1. Level II organizations turn in the Spring Student Organization Registration Form by the deadline.  Level I organization updates your information if your officers changed since fall.

2. Review your goals and objectives. 

3. Schedule meeting times and locations. If you are going to meet in the Baker Pattillo Student Center remember to reserve your room through Carol at 468-3400.

4. Update your constitution and by-laws.  Bring a copy to the Student Organizations and Greek Life.  It must have the date on each page and be signed by the president and at least one advisor.

5. Prepare for officer election/selection early.

6. Write an annual report summarizing the group’s activities, successes and failures. Make recommendations for upcoming year.  This is very useful for the new leadership and it provides historical information for the files.

7. Consider nominating advisor, student leaders, organizations or events for a Student Affairs’ Award.  The annual awards banquet is in April. 

8. Schedule regular meetings with the other officers and the advisor. 

9. Check on the status of your bank or University accounts. University SORF accounts must be applied for each year. More information is available at the fall BASIC Training. 

10. Check on the group’s financial status. Does the group need to plan any fundraising activities?  Start planning now. 

New Officer Responsibilities

1. Review organizational files and information with outgoing officers.  Ask them for the files!

2. Locate all membership records/rosters and discuss them with the outgoing officers so you will be able to complete you SORF application quickly, yet thoroughly, in the fall.

3. Have a meeting with your advisor and other new officers to talk about what direction you would like the organization to move in. 

4. Hold a goal setting session for next year with the entire group. 

5. Plan now for participating in the Fall Organization Fair and other early fall events. Set dates, make plans and delegate tasks. 

6. GET A SUMMER AND FALL ADDRESS AND PHONE LIST OF ALL MEMBERS. It is very difficult to get started in the fall when you do not know how to contact your members.

Summer Responsibilities 

1. Write letters to the officers and members to keep them updated.  

2. Organize your files and discard any unneeded materials. 

3. Prepare and organize for early fall events.

4. Update officers information with Student Organizations and Greek Life.
SFA Hazing Policy
SFASU is unequivocally opposed to any activity by an organization or individual(s) within the organization that is herein defined as hazing.

Definitions: Hazing. Any intentional, knowing  or reckless act occurring on or off campus by one person alone or acting with others, that endangers the mental or physical health or safety of a currently-enrolled or prospective student for the purpose of new member intake, being initiated into, affiliating with, holding office in, or maintaining membership in that organization.

Hazing acts include but are not limited to: any type of physical brutality such as whipping, beating, striking, branding, electronic shocking, placing a harmful substance on the body, or similar activity; any type of physical activity such as sleep deprivation, exposure to the elements, confinement in a small space, calisthenics or other activity that subjects the student to an unreasonable risk of harm or  that adversely affects the mental or physical health or safety of the student; any activity involving consumption of a food, liquid, alcoholic beverage, liquor,  drug or other substance that subjects the student to an unreasonable risk of harm or that adversely affects the mental of physical health of the student; any activity that intimidates or threatens the student with ostracism, that subjects the student to extreme mental stress,  shame, humiliation, that adversely affects the mental health or dignity of the student or discourages the student from entering or remaining registered at the institution, or that may reasonably be expected to cause a student to leave the organization or the institution rather than submit to the acts described in this policy; any activity that induces, causes, or requires the student  perform a duty or task which involves a violation of the Penal Code.

 Committing an Offense: The organization and any individual involved in hazing commit an offense by:  engaging in hazing; soliciting, encouraging, aiding or directing another engaging in hazing; intentionally, recklessly or knowingly permitting hazing to occur; having first-hand knowledge that a specific hazing incident is being planned or has occurred and failing to report said knowledge in writing to the Judicial Officer. 

Organization Hazing Offense:  An organization commits an offense if the organization condones or encourages hazing or if an officer or any combination of members, pledges, or alumni of the organization commits or assists in the commission of hazing.

Consent: It is not a defense to prosecution of an offense that the person against whom the hazing was directed consented to or acquiesced in the hazing activity.

Penalties – University:  Individual: Each individual committing an offense is subject to University penalties ranging from probation to expulsion.
Organization: Student organizations committing an offense may be placed on University probation and are subject to withdrawal of University recognition.

Penalties – Criminal:  Individual: Penalties relative to criminal prosecution range from a fine of $2,000and/or 180 days in jail for failure to report a hazing incident to a fine of $10,000 and two years in jail for an incident which causes the death of a student.
Organization: The student organization may be penalized with a fine of up to $10,000 or double the expenses involved due to the injury, damages or loss. 
Notice of Policy:  To General Campus Community:  This policy shall be published in the General Bulletin, SFASU Website, Schedule of Classes and The Pine Log, so as to cause all students to be aware of the provisions of this policy. 
Of Offender:   A list of organizations that have been disciplined for hazing or convicted for hazing on or off campus during the previous three years shall be published in the same manner. The three year publication will begin as soon as the organization’s name can be placed in the next printing of the General Bulletin.
Constitution Layout

A constitution reflects the policies and procedures of organizations. Since every organization is different, constitutions will vary in their content. The following sample constitution contains areas typically addressed in constitutions and possible wording. When writing a constitution, however, student organizations should be sure that their constitution reflects the policies and procedures of their particular organization.

Constitution of "Name of Organization"
Preamble
We, the members of "Name of Organization" do hereby establish this Constitution on (date ratified or amended) in order that our purpose be realized to its fullest extent.

Article I - Name
The name of the organization will be "Name of Organization," henceforth referred to as "Name of Organization."

Article II - Purpose
1.  "Name of Organization" is established for the purpose of developing leadership skills and an awareness of the responsibility to participate in public affairs.

2. "Name of Organization" understands and is committed to fulfilling its responsibilities of abiding by the Stephen F. Austin 's policies.

Article III - Membership
Active membership shall be limited to persons officially connected with the University as enrolled undergraduate students. In addition, the following requirements are necessary to constitute voting membership.

1. Payment in full of financial obligations as determined by the organization.

2. Attendance at 75% of all meetings during a given semester.

3. Active participation in all activities sponsored by "Name of Organization" unless the activities interferes with either a class or job.

4. "Name of Organization" openly admits students to its membership and does not discriminate on the basis of race, color, religion, sex, age, national origin, disability, or disabled veteran status.

Article IV - Officers
 Officers of "Name of Organization" must be enrolled for as an  undergraduate for a minimum of six (6) and for a graduate student a minimum of enrolled for four (4) or more credit hours at Stephen F. Austin University during their term of office . "Name of Organization" will be governed by the following means:

1. An elected President (or other designated officer) will preside at all meetings of "Name of Organization." The President will maintain the power to appoint all committee chairpersons, shall present all motions to the body present and shall be present at 90% of the meetings of "Name of Organization." The President is responsible for communication between "Name of Organization," its advisory board, and Student Involvement and Leadership.

2. "Name of Organization" shall also maintain a Vice President. The Vice President's duties shall be to preside at all meetings and functions that the President cannot attend.

3. Club members shall also elect a Secretary-Treasurer who will keep the lists of voting and active members, handle all dues, accounts, expenditures, new members, rule observances and stated meetings, protocol, etc....

Article V - Operations
1. Voting Eligibility:  Those members meeting all requirements of active membership by (date) as set forth in Article II will be eligible to vote.

2. Election Process:  All officers shall be elected by a majority of eligible members of "Name of Organization." All elections will be held on an annual basis by February 1 of each academic year.

A.
The President will take nominations from the floor, the nomination process must be closed and the motion seconded. The nomination parties will be allowed to vote if they are eligible voting members.

B.
All voting shall be done by secret ballot to be collected and tabulated by the Secretary-Treasurer and one voting member of "Name of Organization," appointed by outgoing President.

C.
Newly elected officers will assume office on (date), except in the case of midterm elections. Officers elected midterm will assume office immediately after their election.

3. Removal:  Any officer of "Name of Organization" in violation of the organization's purpose or constitution may be removed from office by the following process:

a. A written request by at least three members of the organization.

b. Written notification to the officer of the request and asking the officer to be present at the next meeting prepared to speak in their own defense.

c. Written notification to the membership.

d. 75% of the voting membership must be in attendance to vote on removal of an officer. A two-thirds (2/3) majority is necessary to remove officer.

4. Replacement:  Should an officer resign or be removed, a special election will be held one week after written notification to all voting members. Midterm elections shall be conducted as specified in Article V, section 2.

5. Meetings:  All meetings will occur on a weekly basis or other regular basis at a time selected by "Name of Organization" and will follow the procedures set forth:  Attendance,  Report by President,  Committee reports.  Vote on all committee motions and decisions
Any other business put forward by the members of the club
Dismissal by the President

Article VI - Finances
"Name of Organization" will finance the activities it engages in by the following means:

1. Membership dues (appropriate amount set by "Name of Organization").

2. "Name of Organization" will conduct all financial activities in accordance with university policy and place all funds in its university account.  Who can sign on the bank account and contracts of club.

Article VII - Amendments
This constitution is binding to all members of the "Name of Organization," but the constitution is not binding unto itself.

1. Amendments to the constitution may be proposed in writing by any voting member of "Name of Organization" at any meeting which two-third (2/3) of the voting members are present.

2. These amendments will be placed on the agenda for the next regular meeting of the executive council or other officer grouping.

3. Proposed amendments will become effective following approval of two-thirds (2/3) majority vote of voting members.

Bylaws
(Date ratified or most recently amended)

To complete your registration by clicking here:  SFA Student Organizations Registration Form
Also complete the form on the following page.


Temporary Recognition Approved:     _____ Yes  _____ No





Student organizations and Greek Life                               Date approved





 


 


Officer #2 (Incorporator)


 


 


 


Phone Number		Cell Phone


 


 


 


Email Address


 


 


 


Street


 


 


 


City     	Zip Code





Signatures:


     Officer # 1 


 


     Officer #2


 


     Officer # 3


 


     Officer # 4





Advisor:   _________________________________________       Email Address ____________________________________


 


Work Phone:  ____________________  Evening Phone:  ______________________  Campus Mail: _______________________


 


Office Location:   


_________________________________





The initial registered agent is ____________________________________________( usually Officer  # 1)


 


The named incorporators will be responsible for supervising this organization, both financially and operationally, in compliance with Stephen F. Austin State University Policies and Procedures.


 


An SFA Student Organization Registration Form must be submitted to the Student Activities at the beginning of each fall semester or whenever the organizational officers’ information changes.


 


 





Advisor





 


 


Officer #4 (Incorporator)


 


 


 


Phone Number		Cell Phone


 


 


 


Email Address


 


 


 


Street


 


 


 


City     	Zip Code





 


 


Officer #3 (Incorporator)


 


 


 


Phone Number		Cell Phone


 


 


 


Email Address


 


 


 


Street


 


 


 


City     	Zip Code





 


 


Officer #1 (Incorporator)


 


 


 


Phone Number		Cell Phone


 


 


 


Email Address


 


 


 


Street


 


 


 


City     	Zip Code





Organization Name





The following persons, acting as incorporators, hereby request approval for the following student organization:





Please Print





Return completed information to: Student Activities, Baker Pattillo Student Center Room 3.301








