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I. Introduction

Although the publisher of this manual has made every reasonable effort to attain factual accuracy herein, no responsibility is assumed for editorial, clerical, or printing errors or error occasioned by mistake. The publisher has attempted to present information at this time most accurately describes the guidelines, policies, procedures, regulations, and requirements of the University. However, it does not establish contractual relationships. The University reserves the right to alter or change any statement contained herein without prior notice.

Student Self-Governance

The University of North Carolina at Chapel Hill has a long history of student self-governance. However, the first students enrolled in 1795 found conditions far different from those prevailing today. In these early days students were subject to strict University regulations on their social activities, academic affairs, and daily university life.

Beginning in the 1830s, the Dialectic and Philanthropic student societies began to work in conjunction with the University administration, which empowered them to control all matters of student discipline. With the basic premise that each student was expected to conduct himself as a gentleman, the societies were instrumental in shaping the University and furthering the concept of self-governance. They continued to serve as the voice of and for the students for more than 100 years.

Although the societies were prominent in campus life and contained many of the elements of student self-governance, it was not until 1904 that the first campus-wide student association was conceived and organized. This group, known as the Student Council, experienced a continuous broadening of its jurisdiction and extension of its powers and thus encouraged a deepening of the concept of student self-governance in the minds of students and administrators that remains to this day.

The Council was followed by the establishment of the Student Legislature in 1938. The Student Legislature became the Campus Governing Council in 1972, and in 1986 a referendum by the student body changed the Council's name to Student Congress. Today, Student Congress consists of 22 districts, determined by location and study, and has 37 representatives.

This evolution of self-governance was a reflection of the ever-changing composition and requirements of a diverse student population. While many modifications in organizational structure have occurred, the basic principle of self-governance retains the philosophy of encouraging the involvement of every student in both policy determination and program sponsorship.

Today, more than 600 independent student organizations flourish in an environment that fosters self-development and maturity while remaining mindful of the observance of University policies and regulations. Students at the University of North Carolina at Chapel Hill thus have a valuable out-of-the-classroom (co-curricular) opportunity to experience the democratic ideals of self-governance.

For more information on student self-governance at UNC Chapel Hill, see The Instrument of Student Judicial Governance and the website for Student Congress at The University of North Carolina-Chapel Hill.
University-Affiliated vs. University-Sponsored Student Organizations

The majority of officially recognized student organizations are considered "University-affiliated." The University does not sponsor or endorse activities associated with these groups. The use of the University's name in the organization's title is possible, so long as University sponsorship or endorsement is not implied or stated. These student groups receive the privilege of applying for funding from the Student Activities Fee, which is legislatively apportioned by the Student Congress. They also may obtain legal advice from Carolina Student Legal Services, Inc., and financial advice from the Student Activities Fund Office, both located in the Student Union Building.

In certain limited situations a student group may act, in the performance of one of its essential core functions, as an agent of the University. A student group can act to carry out this essential University function only through authority expressly delegated to that group by either the Chancellor or the Vice Chancellor for Student Affairs. This recognition is given with the understanding that these groups have agreed to act responsibly as agents for the University. On an annual basis, the Vice Chancellor for Student Affairs identifies those student organizations that are recognized by the University as "University-sponsored" as these may change from year to year. Although a student group may function as an agent for the University in the performance of certain core functions, it may not be an agent for all purposes.

II. Official University Recognition

Thank you for your interest in official University recognition of your student co-curricular organization. The University of North Carolina at Chapel Hill (UNC-CH) supports an atmosphere where students can openly share ideas, interests, and concerns. Through involvement with co-curricular activities and attendance at programs sponsored by student groups, students can develop their skills, knowledge, attitudes, and behaviors in regard to ethics, pluralism, communications, management, vision, and aesthetics, as well as find opportunities to confront and discuss ideas that may be new to them. Involvement in co-curricular activities plays an important and complementary role to learning in the classroom and the University strongly supports student creation of and involvement in organizations. NOTE: Official University recognition is an annual process with recognition expiring annually on September 30th of the next academic year, unless withdrawn earlier for cause.

If you are starting a new organization or seeking to recognize a student group that has not been recognized since the 2004-2005 academic calendar year, you must prepare and file a five-year business plan for your organization. Exceptions to this requirement will be granted only for organizations formed to support a campaign for student government. Your business plan must be filed no less than ten (10) academic class days prior to filing this Agreement. For help, please see        

http://cf.unc.edu/dsa/union/studorgs/vision.cfm.
For official University recognition and access to state, public resources – What you need to know:
A. The majority of your organization's membership must be full-time, registered students of the University of North Carolina at Chapel Hill.

B. All major officers of your organization must be full-time, registered students of the University of North Carolina at Chapel Hill.

C. One major officer of the organization must agree to serve as the primary contact of the organization, sign the Official University Recognition Agreement, and arrange for Governing Document review, as described in the section below.
Applying for Official University Recognition.

D. The organization must comply with University policies, including University policies on non-discrimination.  The University's commitment to equal opportunity for each member of its student body is unshakable.  The University does not discriminate in offering access to its educational programs and activities on the basis of race, color, age, national origin, religion, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression.  To be eligible for official recognition from the University -- and the privileges that accompany official recognition -- a student co-curricular organization must abide by the following: Membership and participation in the organization must be open to all students without regard to race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression.  Membership and participation in the organization must also be open without regard to gender, unless exempt under Title IX.   Student organizations that select their members on the basis of commitment to a set of beliefs (e.g., religious or political beliefs) may limit membership and participation in the organization to students who, upon individual inquiry, affirm that they support the organization’s goals and agree with its beliefs, so long as no student is excluded from membership or participation on the basis of his or her race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity, gender expression, or, unless exempt under Title IX, gender.   See http://www.unc.edu/campus/policies/studentorgnondiscrim.html.

E. The organization must comply with applicable federal, state, and local laws, including but not limited to state laws related to hazing and alcoholic beverages.

F. Your organization must provide students with disabilities accessible programming and facilities including, but not limited to, physical location, alternative printed materials and web pages, and communications (e.g., sign language)

G. Your organization may be required to affiliate with appropriate University of North Carolina at Chapel Hill departments or offices (Fraternity and Sorority Life, Campus Recreation). Contact those offices for further information prior to signing this agreement and submitting an application.

H. If you are starting a new organization, you may reserve University space for two organizational meetings prior to receiving Official University Recognition status. Room reservations are made through the Events Planning Office, 3105 Frank Porter Graham Student Union (9:00 a.m. - 4:00 p.m., Monday - Friday, 966-3832/962-4408).

I. Your organization must have an advisor who is a full-time, permanent member of the faculty or staff of UNC-CH or UNC Hospitals or is extended the privileges thereof.

Note: Official recognition does not mean that the University endorses the viewpoints of the organization. Tax-exempt status is not extended when groups receive recognition.

Applying for Official University Recognition – What you need to do:
A. Find an advisor for your organization. Any full-time, permanent employee (faculty, staff, or extended the privileges thereof) of UNC-CH or UNC Hospitals can serve as your organization's advisor.

B. Prepare a governing document for your organization (either a Constitution and Bylaws or a Statement of Purpose).

Outlines can be found in hard copy in the StORC (Union 2501) or in pdf form in the Student Activities section found under Forms and Documents on the Carolina Union website.

C. Request or pick up a copy of the current Official University Recognition Agreement. You can e-mail your campus or local off-campus address to activities_organizations@unc.edu or you can pick up a copy in the StORC (Union 2501).

D. Have your primary contact and your organization advisor read this document sign to confirm your agreement. Please make two copies: one for your advisor and one for your files. NOTE: you are signing a binding agreement between your organization and the University of North Carolina at Chapel Hill.

E. The primary contact then needs to e-mail jon@email.unc.edu with his/her available days and times so that a meeting can be scheduled to review the Agreement and your governing document and to receive the Official University Recognition UNC-CH Student Co-curricular Organization Listing card. Only the primary contact, the person who signed the Agreement, needs to attend this meeting.

F. NEVER MAIL THE AGREEMENT AND YOUR GOVERNING DOCUMENT, LEAVE THEM UNDER ANY DOOR, OR LEAVE THEM WITH ANOTHER PERSON UNLESS SPECIFICALLY INSTRUCTED TO DO SO.

If you have any questions, please contact activities_organizations@unc.edu.

Official University Recognition includes:

A. Use, through reservation, of specified University facilities, property, services, or equipment pursuant to the University of North Carolina at Chapel Hill's Facilities Use Policy.

B. Use of the University's name in the organization's title, so long as University sponsorship or endorsement is not implied or stated. If you desire to use the University's name as part of your organization's name, it should follow one of these forms.

C. (The) University of North Carolina at Chapel Hill...UNC-CH or UNC-Chapel Hill or Carolina not UNC

D. Access to funding from the Student Activity Fee that is legislatively apportioned by the Student Congress.

E. Assistance of the Division of Student Affairs including, but not limited to, Carolina Leadership Development, Carolina Union, Disability Services, Fraternity and Sorority Life, and the Student Activities Fund Office. Available are: leadership training and educational workshops, general organizational advisement, assistance in publicity and marketing, program planning advisement, reference materials, and more.

Governing Documentation

Official University recognition requires a statement of purpose or a constitution and bylaws. The University strongly recommends that groups that receive, collect, or administer funds adopt a constitution. The statement of purpose or constitution and bylaws should be the working document for the organization. At least once every three years, groups should submit an updated copy of their statement of purpose or their constitution and bylaws, keeping a copy with their original records. Additional copies of these documents provided to the group members will help them become familiar with the group and encourage their participation.

Statement of Purpose

Organizations that do not need a constitution can develop a statement of purpose. A statement of purpose is less formal than a constitution and is especially appropriate for new, temporary, or loosely structured organizations. Typically one typed page or less, a statement of purpose should be labeled "Statement of Purpose" at the top and should include the following elements:

· the official name of the organization and affiliations;

· a description of the organization;

· a description of the organization's goals;

· the manner in which the group intends to accomplish its goals;

· a list of the group's committees, officers, or both;

· a description of the role of the group's advisor;

· a clause stating that membership and participation in the organization is open to all students without regard to race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression. Membership and participation in the organization must also be open without regard to gender, unless exempt under Title IX.   Student organizations that select their members on the basis of commitment to a set of beliefs (e.g., religious or political beliefs) may limit membership and participation in the organization to students who, upon individual inquiry, affirm that they support the organization’s goals and agree with its beliefs, so long as no student is excluded from membership or participation on the basis of his or her race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity, gender expression, or, unless exempt under Title IX, gender.
· the signature of the group's primary contact;

· the date that the document was adopted or ratified.

Constitution and Bylaws

An organization should combine its constitution and bylaws in a single document that outlines its purpose and prescribes how the organization functions. This document also should list important rules so that they cannot be suspended or changed without previous notice to the members and the vote of a specified large majority, such as two-thirds.

Advisors

Each officially recognized organization must have an advisor who is a full-time faculty or staff member of UNC Chapel Hill or the UNC Hospitals or extended the privileges thereof. Advisors assist students on an as-needed basis with specifics of organizational management. Student groups should try to find faculty or staff members who are interested in their missions and who have knowledge of the University and its resources. An advisor may act in several roles, including teacher, coach, counselor, supervisor, advocate, mentor, and liaison with University faculty and administration. Groups may look to their advisors to attend meetings, to assist in training members, to ensure that members adhere to requirements, and to provide continuity when executive officers change. Most importantly, groups should look for faculty or staff members who are willing to provide counsel, service, dedication, and continuity with their organizations. To support these efforts, the Division of Student Affairs sponsors an Advisor of the Year award and reception to honor advisors who demonstrate these qualities. For more information about advisors, contact Jon Curtis in Suite 2501 of the FPG Student Union, 962-1461.

Notes:

· The role of the advisor is negotiated between the organization and that individual;

· there are no requirements placed on the advisor by the University.

· The University's liability coverage for its employees does not extend to those individuals serving as advisor when they act in the role of advisor.

Types of Recognized Organizations

A complete and current list of the student co-curricular organizations that have received official University recognition is available online at Student Organizations. Students may use this list to find organizations of interest to them or, if preparing to start a new group, to avoid duplicating the work of other organizations. All student organizations fall under one of the following categories: Academic/Pre-professional, Academic/Pre-professional/Business related, Academic/Pre-professional/Health Affairs related, Academic/Pre-professional Law related, Activist, Arts/, Dance, Performance, Visual; Cultural, Fraternity, Honorary, International, Media/Publications, Radio, Television; Religious, Service/Community, Public; Special Interest; Sports and Recreation; and Student Government/Student Elections The information posted on the listing of student organizations is the responsibility of each organization to maintain. As information changes, the organizations should update the list.

Linking to the UNC Chapel Hill Website

If you would like to create a homepage for your organization, you are urged to do so. If you wish to link your organization's homepage to the UNC-CH web site, the organization's primary contact must go online to http://www.unc.edu/studorgid/. After you have received approval, follow the information provided at: http://www.unc.edu/campus/aboutweb/howto/. This "how to" site has information regarding the creation of personal pages, creating web pages, and data storage and deletion.

It is critical that you keep the information about those persons responsible for the webpage up-to-date.  The primary contact for the organization as listed by the organization online at Student Organizations must go online to http://www.unc.edu/changegroup/ and complete the form for student organizations. 

Election/Selection of and Transition of Officers

Effective leaders ensure that their organizations maintain their strength after they step down. This means that old and new leaders must communicate so that organizations thrive through transitions. Soon after they have been selected, new leaders should:

· schedule a meeting with Jon Curtis, 2501 FPG Student Union,

· 962-1461 (jon@email.unc.edu);

· update your organization's information online with the Official University Recognition UNC-CH Student Co-curricular Organizations Listing card your predecessor should have given you and keep it up to date at all times;

· meet with outgoing officers and discuss issues, timetables, and key people;

· obtain a copy of the statement of purpose or constitution and bylaws (if possible, electronic copies work best);

· review files and books of past years;

· gather and file important papers, correspondence, minutes, and press clippings;

· complete a transition report on job descriptions, annual reports, budgets, issues, accomplishments, goals, evaluations, and other areas and share a copy of the report with the group's advisor;

· schedule a workshop or retreat at which the new officers and, if possible, outgoing officers and the advisor can schedule meetings, define the officers' and the advisor's roles, develop goals for the organization, develop goals for the executive officers, and develop personal goals;

· consider having staff from Carolina Leadership Development (lead@email.unc.edu) conduct training workshops or retreats to assist the group in a smooth transition.

· developing new committees, creating new offices, advertising the organization, getting training to develop specific leadership skills, and revising the statement of purpose or the constitution and bylaws;

· meet with key people, including the group's advisor, residence hall representatives (if applicable), advisory board members, leaders of other groups, and staff at the Student Activities Fund Office (Union 2519, Monday - Friday, 8:00 a.m. - 4:30 p.m.);

· meet with your Student Congress representatives (contact Speaker of the 90th Session of Student Congress, Tim Nichols, to determine your representatives and/or address other concerns you might have (Union 2501-D, 962-5592).

· make sure sufficient funds are available to complete the current fiscal year.

· determine if the group received funding for 2008-2009 through Student Congress, the Student Opportunities Fund or other campus-based grant, and/or other governing agencies such as the Student Bar Association, Whitehead Medical Society, etc.;

· change mailing addresses and authorized signatures on any bank and Student Activities Fund Office accounts;

· develop a budget proposal;

· if changing officers prior to mid-February, be sure to apply for or renew work space in the

· if changing officers after the middle of February, double-check if you were allocated work space in the for the coming year;

· remember that official University recognition is an annual process; you will need to apply for 2008-2009 official University recognition between late August - late September. The information will be sent to the individual listed as the primary contact at the organization's address as listed by the organization on-line at the Student Organizations listing.
III. Use of University Space

Officially recognized student organizations may request the use of University space. To ensure the safety and enjoyment of those who present and attend activities in this space, the University has established some policies and procedures. Note: The use of University space is always subject to the approval of the University.

The policies and procedures that come into play are based on the following:

· Status of Organization: Use of space is limited to student organizations that are affiliated with the University through the official recognition process administered by the Carolina Union.

· Scale of Activity: Student activities range from small internal meetings to large-scale public events. Major events require special assistance and expertise to produce, and the University requires review and approval of program plans to ensure the safety and enjoyment of all.

· Type of Activity: Federal and state laws, local regulations, and University policies and procedures dictate how student organizations may use University space. These laws and guidelines prohibit some types of fund-raising activities, benefits, commercial promotions, and other activities.

· Location of Activity: University space and facilities are heavily used resources that are managed by University-designated professional staff. Reservations and approvals are always required. The safe use of space is carefully evaluated before approvals are granted.

The University has the responsibility to determine how its space will be used. University professionals consider time, place, and manner of activities when they administer policies, procedures, guidelines, and laws.

Policies, Procedures, Guidelines and Laws

All rules governing the use of University space are subject to interpretation and change. What follows is a summary of guidelines that cannot be interpreted as literally as you may like. All reservation requests are subject to approval, and approval is based on the interpretation and judgment of guidelines by those so designated by the University. The University's Facilities Use Policy - not the following summaries - is the official document on which decisions will be made. For answers to any questions, refer to the full policy.

Facilities Use Policy

This document is the primary guideline for the use of all University space, clarifying what and how such space may be used. The following interpretations may be helpful to officially recognized student organizations when they are planning events:

· The University's name may not be used in a manner that represents or suggests University sponsorship of the event.

· Any fund-raising efforts must follow the Fund-Raising Guidelines. (See Funding.)

· Facilities must be appropriate to the event in areas such as staging, anticipated audience, and safety regulations.

· Costs and damages resulting from the use of facilities are the responsibility of the student organization using the facility.

· Requests for use of space must be made in advance-no less than one month in most cases- and are subject to specific facility guidelines. Approvals will be given in writing by appropriate administrative offices.

Scheduling

A number of offices on campus are responsible for scheduling events. In particular, major events require a notice of at least four to six weeks in advance. (See Additional Resources for a listing of facilities, capacities, and reservation contacts.)

Technical Rider

The review of any technical rider precedes the signing of any contract. Many University facilities and many contracted events require special equipment and labor. The Carolina Union, through its Production Services staff, can provide program support for all campus events at less than commercial rates. Early contact with the Production Services Department is critical. They can review technical requirements of a program and generally can determine whether they can be met. A written cost estimate will be provided for each program. (See Programming for guidelines and forms.)

Outdoor Events

Subject to restrictions, the University permits assemblies of affiliated and non-affiliated groups without approval in Polk Place, McCorkle Place, Y Court, and the Pit in front of the Union. Use of any other outdoor space must have written approval from the Vice Chancellor for Business and Finance or delegate. A full definition of restrictions governing the use of exterior space can be found in the Facilities Use Policy.  In particular, amplified music in the Pit is prohibited.  Personal electronic amplification devices may be used, but the volume is not to exceed the level of normal speaking.  PA Podiums for speakers may be used as well but the volume level will be monitored by the Carolina Union staff. See Amplified Sound  under Forms and Documents on the Carolina Union website for more information. University space where outdoor events are possible is quite limited. Any outdoor program would follow procedures outlined in the guidelines for major events. In addition, the following three policies govern outdoor events:

· Chapel Hill Noise Ordinance: Only events held during certain times may exceed the Town of Chapel Hill's noise ordinance.

· Police and Security Policy: Any outdoor campus event requires the University's Department of Public Safety to provide proper levels of security. The nature and requirements of the event dictate whether the event may occur and the number of police required. All decisions regarding police coverage are determined by Public Safety. Requests for service must be made at least three weeks in advance of the event. (See Major Events.)

· Residence Halls Policy: Planned residence hall events may occur in the immediate environs of the residence hall and are governed by the Lounge Reservation Policies of Department of Housing and Residential Education. (See the Summaries of Policies and Procedures.) Contact the Community Director for the area you are considering for more details.

Distribution of Written Materials

There are two distinct methods of distributing written materials: hand distribution and use of surfaces and bulletin boards.

· Hand Distribution: Groups and individuals may distribute written materials at any open, exterior campus space without registration or advance approval, provided that the use of the space is not restricted under the Facilities Use Policy and the written materials are designed for informational and not commercial purposes.

· Use of Surfaces and Bulletin Boards: Bulletin boards bearing the title "General Purpose" are provided on campus and may be used for informational purposes, student election materials, and events that meet all criteria for authorized use of University space. All notices are subject to removal at approximately one-week intervals. Some bulletin boards require approval prior to posting. For more information, contact the appropriate staff in those locations, such as the Frank Porter Graham Student Union Building and residence halls.
No document of any kind may be attached to any wall, door, lamp post, tree, sidewalk, or other surface on campus. Sidewalk postings are a hazard for the visually impaired because when they are wet, they become slippery.  Persons and organizations violating this policy may be held responsible for labor to remove materials and for damage to surfaces. Violations may result in criminal penalties, loss of official University recognition, or other sanctions.

Mailboxes

Officially recognized student organizations may request mailboxes, located in the FPG Student Union, for their organization. Contact activities_organizations@unc.edu.

Frank Porter Graham Student Union Building

The student-funded Union is operated for the use and enjoyment of the student population. Recognized student organizations may use the facility for meetings, programs, work space, and the distribution of information. Because your student fees have already paid a sizable portion of the operating costs of the facility, there is no charge for most uses.  Below are some guidelines for commonly used services of the Frank Porter Graham Student Union building.

· Student Organization Meetings: The Frank Porter Graham Student Union has a number of meeting rooms that can be reserved at no charge by completing a Reservation Request in the Events Planning Office. Building hours for meetings and programs during the fall and spring semesters are 8 a.m.-11 p.m. Monday through Thursday; 8 a.m.-midnight Friday; 9 a.m.-midnight Saturday; and 11 a.m.-11 p.m. Sunday. Organizations may have two meetings prior to receiving official University recognition. Officially recognized student organizations may begin requesting space on the first day of classes of the semester preceding the reservation date(s) requested. Example:  if you are looking to book your meetings for Spring Semester, you can do so on the first day of classes of the preceding Fall Semester.  For more information, contact the Events Planning Office, 962-3832, between 9 a.m. and 4 p.m. Monday through Friday. 
· Student Organization Programs: The Frank Porter Graham Student Union has two areas that are frequently used for student organization programs. The Great Hall is suitable for many types of programs. This flat-floor venue has a capacity of 800 for cleared-room functions, 600 for auditorium-type functions using chairs, 300 for functions using tables set completely in the Hall, and 500 for functions using partial table-chair sets. The room is equipped with a stage and some theatrical lighting. Additional equipment, including a sound system, is available through Production Services of the Carolina Union. Officially recognized groups may make requests for use of the Great Hall on the first day of classes in the semester preceding the reservation date requested. Because of the high demand for the space, each recognized group may hold only one weekend-day event per semester. There are special guidelines for holds, security requirements, equipment, and labor charges, based the scale of the event. The Cabaret is a small performance space for solo artists and entertainment programs with limited audiences. The Cabaret is reserved through the Events Planning Office, and events must be open to all students. Reservations are taken on a first-come, first-serve basis, and programs must be advertised on campus at least one week in advance to be considered open to the public. Usually, use of the Cabaret entails expenses for staffing (both production and house); the Assistant Director for Events Management determines when and if it is appropriate to waive staffing.
· Work space: The Frank Porter Graham Student Union has a limited number of work spaces designated for use yearly allocation to officially recognized student organizations. The Union's Board of Directors has delegated responsibility to the out-going Student Body President for allocating student work spaces. Applications for work space are available in late January of each year, and organizations should expect a mailing at that time (or stop in Suite 2501 of the Frank Porter Graham Student Union to pick up an application). Space is assigned based on the organization's ability to demonstrate a need for office space. The space must be used primarily for daily operations of the organization, and the organization's primary focus must be the provision of services to students. Space may not be used for storage; other prohibitions apply as well.

· Other reservable spaces in the Union are the Auditorium, Auditorium Lobby, 2nd Floor Lounge, West Lounge, and Underground Lounge. These spaces are reserved by contacting the Events Planning Office.
· Student conferences: Conference requests are evaluated and approved on a case-by-case basis. Factors taken into consideration are the requested date or dates, number of Carolina students participating, scale of the event, and value to the student body of UNC Chapel Hill. Charges for spaces will be levied.
IV. Major Events

An event is defined as the use of a public area or facility on campus for a specific purpose by a group. Recognized student organizations may sponsor events that are classified as "major events" such as lectures, entertainment engagements, concerts, and conferences. An outdoor event is automatically considered a major event.  All events are subject to the Facilities Use Policy. The following guidelines may be helpful in deciding how University space could be used for major events:

· An officially recognized student organization is holding an admission event to benefit itself or a charitable group (charitable groups are those groups, contributions to which are tax-deductible under Section 170(b)(1)(A) of the Internal Revenue Code or student organizations officially recognized by The University of North Carolina at Chapel Hill). The group itself must provide the principal performance (at least 50 percent of the performance is by the sponsoring group).

· An officially recognized student organization is holding an admission events designated as a dance or similar social event, lecture or similar educational program, or showing a film (limited to once each academic year and one of the summer sessions) provided that the host has procured the necessary license or licenses.

· The activities of certain student groups, which are attached to University departments, fall under the guidelines of University-sponsored events.
Additionally, the guidelines for major events come into play when student organizations sponsor events that require contracting between the organization and a third party such as speakers, bands, or other types of entertainment.

The University neither sponsors nor endorses these events or the contracts associated with them. Events funded by the Student Activities Fee are governed by the policies and procedures of Student Government. Groups in this category should contact Carolina Student Legal Services, Inc., when contracting with a third party and the Student Activities Fund Office for expenditure of funds.

At all times, events are subject to the following rules:

· The University's name may not be used in a manner that represents or suggests University sponsorship of the event.

· If located on campus, the event is subject to the Facilities Use Policy.

· If the event is a fund-raising activity, the intended recipient of the proceeds must be a University officially recognized student group or a charitable group (charitable groups are those groups, contributions to which are tax-deductible under Section 170(b)(1)(A) of the Internal Revenue Code.

· No sales of merchandise may occur on campus except as permitted by the Facilities Use Policy.
· Legal review of matters related to the event must be completed by Carolina Student Legal Services, Inc., for University-affiliated groups. Legal review of matters related to the event must be completed by University Counsel for University-sponsored groups.

· If the event is located on campus, the Department of Public Safety must determine needs related to security, traffic control, and crowd control.

· No raffles are permitted.
The guidelines for major events are provided to benefit students in all phases of campus life, including the planning, design, and implementation of co-curricular programs.

Student organizations have the responsibility of planning, organizing, and implementing events while ensuring and respecting the rights, privacy, and safety of members of the campus community. Individuals also bear responsibility. All members of the community are responsible for their own behavior and should take appropriate action to ensure that their behavior does not negatively affect the campus community, individuals, or property. If students choose to ignore their responsibilities in this regard, rights and privileges are withdrawn.

Guidelines

· Any organization sponsoring an event is responsible for following and enforcing the guidelines for major events and North Carolina state laws. Violations of these policies will be handled through the campus judicial system, North Carolina state laws, or both.

· Student Organizations are required to comply with the University's Policy on Student Possession and Consumption of Alcoholic Beverages in Facilities of the University of North Carolina at Chapel Hill.
· All reservation requests are subject to approval, and approval is based on the interpretation and judgment of guidelines by those so designated by the University.

· The University's name may not be used in a manner that represents or suggests University sponsorship of the event.

· Organizations will follow the guidelines for major events for all such events sponsored on campus. The sponsor or sponsors of an event must register the event by completing a Major Event Registration Form and obtaining all needed signatures.

· Events held in or on property owned or operated by UNC-CH must comply with the regulations of the facility where the event is held. Different facilities have different governing regulations, policies, and hours of operation.

· Organizations must follow the University's Fund-Raising Guidelines.

· The number in attendance at an event may not exceed the mandated fire code capacity for the location where the event is to occur. All exits are to be kept clear of people, furniture, and other obstructions to allow for normal and emergency exits and entries. Organizations sponsoring major events are required to be trained in emergency procedures prior to the event unless the sponsor has hired Carolina Union House Staff for the event. Contact activities_organizations@unc.edu for training.

· Any organization that sponsors an event is responsible for the action of all invited and uninvited individuals and guests attending the event.

· Any organization that sponsors an event will be held responsible and appropriately billed for any damage incurred to the facility where the event was held and to other locations that were designated as areas for which the event sponsors were responsible, such as bathrooms or lobby. The facility areas for which the event sponsors are responsible will be designated before the event by the facility manager and agreed upon by the event sponsors. You should put any agreement in writing. 

Registering a Campus Event

A student organization must register an event and complete a Major Event Registration Form with the appropriate offices or individuals at least 20 business days (four weeks) prior to the function. Steps and approvals within the registration process take time to complete and require adequate planning. Good major event planning takes a minimum of six to nine weeks. Forms are available at Events Planning Office, Frank Porter Graham Student Union and in the Student Activities Office, Frank Porter Graham Student Union. You may also view and print the Major Event Registration Form.

Events held on Polk Place and McCorkle Place cannot involve amplified sound between 8:00 a.m. and 10:00 p.m., Monday through Thursday, and between 8:00 a.m. and 5:00 p.m. on Friday. Events held on Polk Place and McCorkle Place during hours outside of these restricted times are subject to the Town of Chapel Hill's Noise Ordinance.

Events held in or on property owned or operated by UNC Chapel Hill must be initially registered with the appropriate office. In no circumstances is the Major Event Registration process completed with the facility contact person; that individual should alert the sponsors as to what steps are necessary for registering the event. For more information on facility contact persons, see Additional Resources.

It is the responsibility of the event sponsors to meet with the facility contact person to determine whether the needs of the program can be met and whether the organization's arrangements are acceptable to the facility contact person. This should be done at least six to nine weeks in advance of the event. Events that require the physical plant, food service, or use of the dining halls may require additional time.

Note: An event may not occur unless and until the event is registered and approved by all of the appropriate offices or individuals.

Steps for Major Events

Whether or not your event requires a contract, be sure to follow these steps. Before committing to a contractual agreement, you should develop an action plan incorporating the following steps:

· Step 1: See Programming for planning your event.

· Step 2: Reserve space.

· Step 3: No less than four weeks in advance of the event, submit a fully completed Major Event Registration Form, along with any contract, technical rider, or letters of agreement; be sure that your organization's advisor has signed the form. More advance time is highly recommended.

· Step 4: Obtain legal review of the contract or contracts. (See Contracts below.)

· Step 5: Preceding the signing of any contract: Be sure that the Carolina Union reviews the contract rider. Many University facilities and many contracted events require special equipment and labor. The Carolina Union, through its Production Services staff, provides program support for all campus events. Early contact with the Production Services Department (962-5787) is advisable. The staff of the Carolina Union can review technical requirements of a program and generally can determine whether they can be met. A written cost estimate will be provided for each program. (See Programming for guidelines and forms.)

· Step 6: Upon review of the contract by the appropriate legal office and the Carolina Union, the event may be given approval by the Office of the Vice Chancellor for Student Affairs.

· Step 7: Approval of the event, given by the Office of the Vice Chancellor for Student Affairs, must come at least three weeks prior to the event. Remember that there are a number of individuals who must review and sign off on the Major Event Registration Form.

· Step 8: Promotions, etc., cannot begin until both parties have signed the contract.
Contracts

Contracts should be reviewed by the appropriate legal office before they are signed. Before entering a contractual agreement, all University-affiliated student organizations should have contracts reviewed by Carolina Student Legal Services, Inc. All University-sponsored organizations should have contracts reviewed and signed by University Counsel. Be sure to read "Contracts" in the Summaries of Policies and Procedures.

Food

Sale or distribution of food must meet the requirements outlined by the Orange County Health Department and requests must be approved by the facility manager or contact person before the sale and distribution. Organizations may purchase food to serve at meetings, but may serve it only in specific areas of the designated space and only according to the Facilities Use Policy and the Food Service Guidelines (see Use of Non-University Dining Services below).

Use of University Dining Services

Recognized organizations may have events catered by Carolina Dining Services, depending upon the availability of its services. For more information, contact Carolina Dining Services.
Use of Non-University Dining Services

Recognized organizations may bring pre-packaged food or prepared food from licensed establishments to reserved rooms and may serve these refreshments during approved programs, meetings, and receptions. Requiring that food come from a licensed establishment ensures that the food has been prepared in a kitchen following local health regulations. When serving these foods, sponsors must follow the appropriate precautions related to food safety as mandated by the Orange County Health Department.

Sponsors must clean up and dispose of all food and related items after an event. If not, the group will be assessed a cleaning fee and will risk forfeiture of further reservation space.

Outdoor Events

University space where outdoor events are permitted is quite limited. Because of the nature of outdoor events, you may want to consider event insurance or rain insurance should you wish to protect your investment. There are very limited venues available as appropriately sized rain sites. For more information, contact the Events Planning Office, Student Activities Fund Office, or Carolina Student Legal Services, Inc. Any outdoor event would follow procedures outlined in the Major Events Policy. In addition, the following govern all outdoor events:

1. Chapel Hill Noise Ordinance - The Town of Chapel Hill requires a permit for all outdoor events using amplified sound. This permit must be requested and approved at least 7 days prior to the event. The ordinance stipulates that "a person or group of persons may apply for a permit specific to the time and place of a planned activity in order to produce or cause to be produced sound no more than ten (10) dB in excess of the sound limits specified in section 11-39 only during the daytime hours on Friday and Saturday."
There is a fee charged by the Town of Chapel Hill of $50.00/permit. Checks are accepted on any North Carolina based bank. Apply at the Town of Chapel Hill Police Department on Airport Road.


For more info, visit the Town of Chapel Hill website.
2. Publicity - Any organization sponsoring an event is responsible for ensuring that all procedures for advertising indicated in the Facilities Use Policy are followed. In particular, event sponsors may not advertise social events that indicate that alcoholic beverages are free, are sold, or are all-you-can-drink for the price of admission or that otherwise appear to encourage drinking. Such advertising will be taken down, and event sponsors will be held responsible. Violations of this nature committed on campus may be handled through the University's judicial system.
Please note that taping flyers to the brick walkways is prohibited.  It is unsightly and, when wet, creates a hazard for pedestrians.

3. Police and Security - University Police Officers may be assigned to the event based upon the following criteria or at the discretion of the Director of Public Safety:

· The expected attendance exceeds 50.

· The event is open to the public.

· More than one group is involved.

It is understood that if University Police is assigned to an event, the sponsoring organization will be charged for this service. The charge will vary according to the officers working the event and are billed at time and a half.

4. Cleanup of Events - Sponsors are responsible for cleaning the facilities and surrounding areas, including lobbies and restrooms, and returning them to their original condition immediately following an event. The sponsors will be charged when Physical Plant or any other employees clean up. Arrangements for cleanup must be approved by the facility manager prior to the event. It is advisable to have a walk-through of the facility with its manager prior to the start of your event to ensure that unfair charges for cleaning and/or damages are not levied.

Event sponsors have a responsibility to monitor the areas for which they are responsible to ensure that damages do not occur. Event sponsors will be held responsible and appropriately billed for any damages incurred to the facility where the event is to be held and to the additional areas designated by the facility manager.

V. Programming

Preparation - 3 Months Before the Event

1. Assess the interest of your group or the campus by scheduling a planning meeting to brainstorm ideas.

· Seek out other relevant organizations for co-sponsorship using this manual as a guide.

· Schedule first and second planning meetings in a facility accessible to persons with disabilities and advertise the meetings as such.

· Generate lists of possible program ideas. Do not judge any idea at this stage. Think creatively, be innovative, and have fun.

· Suggest experiential methods rather than passive methods of programming. For example, a hunger banquet allows the individuals to experience inequities of food distribution more than a lecture does.

2. Identify available campus resources.

· Create a list of relevant faculty and departments. Assign individuals for follow-up.

· Contact the Office of the Provost, the Kenan-Flagler School of Business, and Office of International Student and Scholar Services for lists of visiting professors for the current academic year. Some of these lists may be repetitive; however, consulting them will allow you to compile an extensive master list.

· Include in your plan some steps to involve interested students who may not belong to an organization.
3. Assess the financial needs of the program. (See Funding )

· Develop your publicity strategy. Consider the costs of media advertisements, postage for mailed announcements, long-distance telephone calls, professionally printed posters, and so on.

· Consider whether receptions and other food costs will be necessary.

· Consider the costs of honoraria and per diem payments. Before drawing up any written agreement, contact Carolina Student Legal Services, Inc., as soon as possible.
Planning the Program - 2 Months Before the Event

1. Considering information gathered previously, establish an overall theme of your program.

· Break the project into tasks to be completed.

· Assign tasks according to the skills and interests of those involved.

· DELEGATE. You may want to assign subgroups on fund-raising, speakers, publicity, and facilities.

· Establish timetables for each major task assigned and use a check-off sheet.
· Schedule meetings every two weeks to determine progress and to make adjustments in plans, as needed. This is one way of ensuring accountability for completion of assigned tasks. Be flexible, based on these reports.
2. Confirm the sources of funding needed for the program.

· Develop a documentation sheet if you are seeking additional financial sponsors for your program.

· DO NOT obligate your organization or the University, as applicable, beyond your resources.

· Review any contracts with Carolina Student Legal Services, Inc. (University-affiliated groups) or University Legal Counsel (University-sponsored groups). Be sure to complete a Major Event Registration Form before signing any contract.
3. Contact relevant University or town offices.

· Contact Public Safety to assess security needs other than those included in the facility.

· Contact the Associate Vice Chancellor for Campus Services if the program will take place outdoors anywhere other than in the Pit.

· Contact athletic offices for scheduling of major sporting events.

· Contact the local Chamber of Commerce, police, or parks and recreation office to avoid conflict with major town events and to obtain the appropriate permits, such as noise permits.
4. Confirm speakers, facilities, or other needed resources. See the Sample Program Checklist.

5. Submit a completed Major Event Registration Form.

1 Month Before the Event

1. Finalize publicity strategies. Use several of the following resources:

· the CUBE;

· classroom bulletin boards;

· residence hall boards (as available within guidelines);

· public service announcements, guest editorials, and feature articles;

· free calendar pages in all local media;

· paid advertising in The Daily Tar Heel, The Black Ink, and other publications;

· publicity options available in the dining halls, libraries, or Student Stores;

· Leadership Matters... newsletter, departmental newsletters, The Gazette, and other publications;
· UNC Events Calendar
· Word of mouth. Tell other students about your program. Share your excitement and enthusiasm about it--it works!
2. Determine the feasibility of using the University News Services to assist in publicity. See "Working with UNC-CH News Services" below. Some questions to consider:

· Is the event open to the public?

· Does it present the University in the best light?

· Is there a student hometown news interest ?

· Will releases have more credibility if your student organization contacts the media directly?
3. Determine the safety issues involved in implementing the program.

· Encourage the use of P-2-P, SAFE Ride, and security for evening programs.
· Consider the availability of first aid.
· For answers to any questions regarding building capacity or other health and safety issues, contact the Environment, Health and Safety.
2 Weeks Before the Event

1. Confirm all plans to date.

· Confirm overnight accommodations and meals.

· Walk through the facility or facilities and determine any additional needs.

· Assign a cleanup detail crew.
2. Activate publicity plans. Most news sources require a minimum of two weeks notice before publicizing an event.

3. Continue with meetings as indicated earlier.

4. Assign an Evaluation Coordinator to provide oversight of program review efforts. Evaluation is a major step in the planning of a program even though it will not be implemented until the end of an activity. As a result of the timing of the process, evaluation is usually ignored or given little priority. Now is a good time in your planning to focus on how your organization will document program effectiveness.

· As you discuss the components of a successful program as a group, give direction to the Evaluation Coordinator. How will you know that you have had a successful program?

· Review different types of evaluation forms.
· Plan for the use and collection of forms.

· Set a date, time, and place for an evaluation session no later than two weeks after the program date.
Implementation - Day or Days of the Program

1. Set up and carry out assignments for the following:

· guests;

· hospitality;

· audience evaluation;

· cleanup.

2. Let it flow.

3. Evaluate your efforts as if the future of your organization depended upon your carrying out this last step.

· Read the completed evaluation forms.

· Make notes and recommendations for your successors.

· Keep files of this information in a permanent location.

Film and Video Piracy

Public performance and the unauthorized exhibition of pre-recorded videocassettes. This information is provided by the Motion Picture Association of America, Inc., copyright 1992. More information is available from the Office of Student Organizations and Activities, FPG Student Union.

What are "Public Performances?”

Suppose you invite a few personal friends over for dinner and a movie. You purchase or rent a copy of a movie from the local video store and you view the film in your home that night. Have you violated the copyright law by illegally "publicly performing" the movie? Probably not.

But suppose you took the same videocassette and showed it in a public venue, such as a meeting room or residence hall lounge. In this case you have infringed the copyright of the movie. Simply put: DVDs and videocassettes obtained through a video store are not licensed for exhibition. Home video means just that: viewing of a movie at home by the family or close circle of friends.

What the Law Says

The Federal Copyright Act (Title 17 of the United States Code) governs how copyrighted materials, such as movies, may be used.

Neither the rental nor purchase of a DVD or videocassette carries with it the right to show the tape outside of the home. No license is required to view a videotape or DVD inside the home by a family or social acquaintances and home videocassettes or DVDs may also be shown, without a license, in certain narrowly defined face-to-face teaching activities.

Taverns, restaurants, private clubs, prisons, lodges, factories, summer camps, public libraries, day-care facilities, parks and recreation departments, churches, and non-classroom use at schools and universities are all examples of where a public performance license must be obtained. This legal requirement applies regardless of whether an admission fee is charged, whether the institution or organization is commercial or non-profit, or whether a federal or state agency is involved.

Penalties for Copyright Infringement

"Willful" infringement done for purposes of commercial or financial gain is a federal crime and is punishable as a felony, carrying a maximum sentence of up to five years in jail and/or a $250,000 fine. Even inadvertent infringers are subject to substantial civil charges, ranging from $500 to $20,000 for each illegal showing.

How to Obtain a Public Performance License

It's relatively easy and usually requires no more than a phone call.

Fees are determined by such factors as the number of times a particular movie is going to be shown, how large the audience will be, and so forth. While fees vary, they are generally inexpensive for smaller performances. Most licensing fees are based on a particular performance or set of performances for specified films. You should consider contacting the Carolina Union Activities Board Film Chair to seek his/her assistance on booking a film; you may be able to save on the cost.

For contact information regarding obtaining a public performance license, contact activities_organizations@unc.edu or call 962-1461.
University Class Attendance Policy

As stated in the Undergraduate Bulletin, the following legislation gives each instructor the authority to prescribe attendance regulations for his or her classes: "regular class attendance is a student obligation, and a student is responsible for all work including tests and written work, or all class meetings. No right or privilege exists that permits a student to be absent from any given number of class meetings." Absences from class for valid reasons are excused only by the instructors.

Additionally, it is strongly encouraged that if a student knows that s/he will be absent for a student organization function, they should contact the faculty member to discuss their situation prior to departure or absence. Final exams are to be taken at the regularly scheduled time, however, if other extenuating circumstances beyond the student's control prevent taking a final exam at the scheduled time, s/he must see a dean for a possible excused absence.  

Publicizing Your Event

There are numerous ways to publicize your event on campus. UNC Chapel Hill News Services is one of the university agencies which can assist officially recognized student organizations with their staff and services. If you provide them with the rudimentary information below, they can prepare an article and distribute it for you.

Calendar: University Web-Based Events Listing

This is a simple and inexpensive means for student organizations to advertise their meetings and events. By using your organization's classification (from the application for official recognition), you can submit an event to be reviewed and, if approved, posted on this calendar. On the University's homepage (http://www.unc.edu/), scroll down and click on "Events and Calendars" (lower left of your screen). On the calendar page, click on "Select a Calendar" then, after that page opens, scroll down to and click on "Student Organizations." This will open the current month's calendar and, across the top of the page, there are several buttons. Click on "Guest Submit" and complete the form that follows in its entirety. Please note that your information will be reviewed for applicability (like, um, no keggers will be listed- not that you do that sort of program anyhow) and that it is expected that your entry be free of spelling and grammatical errors.

University News Services

Utilize the following information to generate a report that can assist the UNC Chapel Hill News Services (962-2091) and submit that report to them two weeks or more ahead of time.  (A printable copy of the questions below.)

1. What is the event (the formal name and description, i.e. is it a lecture, debate, concert, etc.)

2. When is the event (date and time)

3. Where is the event (building and room number)

4. Can the general public attend

5. What is the ticket information, if applicable (price and where available)

6. Who is sponsoring the event

7. Is there additional information on the event

8. Who submitted this information (include telephone number)

9. Who can answer further questions (name and telephone number), and

10. Is there an information number that can be published for this event (if yes, give number)?
The professionals at News Services meet the University's media relations needs in a number of ways:

· They write, produce, and distribute news releases, advisories, tip sheets, and photographs on topics ranging from upcoming cultural and academic events to the latest University research. Story placement efforts target wire services, newspapers, magazines, specialty publications, and radio and television stations.
· They advise the University community--faculty, administrators, staff, and student groups--about media relations. This assistance may range from advice on specific situations to workshops on working with the media.
· They coordinate responses to reporters' requests for expert faculty and administration sources, story ideas, and general information.
The professionals at News Services work daily with members of the media and can answer questions about what reporters do and why. Call them at 962-2091. News Services is at 210 Pittsboro St., across from the Carolina Inn.

Of Special Interest to Student Groups

News Services can help student organizations publicize their events to the off-campus public through the news media. Because the media need plenty of advance notice of events to inform the public in a timely manner, News Services needs to know about events as soon as possible, preferably at least two weeks in advance.

News Services can help groups gauge media interest in the event or speakers. When appropriate, the office can help arrange media sessions or one-on-one interviews. Feel free to call for help.

News Services also likes to hear about unusual projects--especially public service projects--that student groups are conducting. These projects may make a good news release or might be just the story a reporter is seeking. The office is particularly interested in keeping students' hometown newspapers informed of newsworthy events in which the students are involved.

If you are working with any radio or television station, the Facilities Use Policy requires you to inform News Services. Again, they will be very helpful in coordinating the event.

There is a list of the addresses and telephone numbers of local media available from the Marketing Manager, FPG Student Union.

University Gazette

For listing your event with the University Gazette, please go to their site.

Flier Distribution

Below are estimates of the numbers of fliers that should be put up in academic buildings and residence halls, based on the number of bulletin boards in each area. Depending on how well your committee wants to publicize your event, you may choose to put up more or fewer fliers than the number recommended here. Many of the classrooms have additional bulletin boards that were not counted. The buildings are grouped into areas that one person should be able to cover.

Hanes Art Center 3

Alumni Building 4

Hill Hall 3


Howell Hall 4

Hill Hall 3


New East 4

Abernathy 3


New east 4

Swain 3



Davie 5

New West 4


Campus Y 3

Peabody 5


Saunders 4

Phillips 8


Murphey 4

Hanes 4



Manning 4

Gardner 4


Hamilton 6

Caldwell 4


Venable 15

Bingham 5


Dey 5

Greenlaw 4


Beard 5

Student Union 2


Mitchell 5

Lenoir 2



Wilson 4

Davis Library 8


Coker 4

Undergrad Library 2

Note: The use of bulletin boards is subject to preemption for University-sponsored activities and notices.
Table Tents for Cafeterias

Seek approval from Carolina Dining Services before printing table tents; the contact person is their Marketing Manager at 962-0296

Considering a Community Service Project?

These discussion questions should be answered before your proceed.  You should also contact the Carolina Center for Public Service to determine if another organization or University agency is working on a project similar or identical to your idea.

1. Why are you interested in community service?

2. What does the community need or want from volunteers? How will you involve community members in the planning process?

3. What issues would you like to address (i.e. homelessness, literacy, the environment)? Does your national affiliate (or "parent") organization have an issue they address? Can you link with a local "parent" organization (i.e. Kiwanis)? What groups on campus address this issue? What groups in the community address this issue? Can you combine with another group and work on the issue together?

4. Who will participate from your group?

5. When are they available? Be sure to get very specific dates and times available from each member of your group. Take into consideration break, holidays, and exam periods.

6. Who will benefit from the community service?

7. What kind of orientation will be conducted before the group begins service? Who will conduct the orientation?

8. How will you reflect on the service project? What did members learn from the experience?

9. How will you evaluate the service project? What will be your indicators of success? How will you get feedback from the community?

10. Are you prepared to make a long-term, on-going commitment to the project?

What community agencies need from adoptive organizations:

1. Consistency in communications. Agencies may prefer to deal primarily with one or two representatives of your organization. This liaison can track the needs the agency has for volunteers, be responsible for recruiting the best members to do the volunteer work, remind them of their commitment and keep them on task. Members with free time who are willing to do service on their own can ask the liaison what the agency's needs are, rather than individuals regularly calling the agency's volunteer coordinator with requests for work to do.

2. Consistency in service provided- the need for commitment. Define for yourself how much of a commitment your organization is willing to give to an agency, what kind of projects you can assist with, and communicate that to the agency. The importance of following through on commitments made cannot be overemphasized. If you committed 5 people to help with a fair on Saturday, make sure they are there.

3. Volunteers with skills that match the agency’s needs. Sometimes agencies may have, for example, a painting project. Problems arise when the volunteers don't know what they're doing. Try to find people within your organization who have the skills and interest to fill certain volunteer jobs.

4. Sensitivity to what the agencies are trying to accomplish. Agencies are not always able to come up with a group project on a date that an organization would like to have one. Most agencies have small paid staffs who may not be able to supervise Saturday work projects at the end of their already busy weeks. Group projects take time and work to organize, from getting the idea to getting the supplies together to supervision of the project.

5. Knowledge of and commitment to the importance of the agency's mission/sensitivity to clientele. Get to know the agency you plan to commit to. Dealing with clients who, for example, have mental retardation or are homeless takes extra sensitivity and awareness. Organizations should conduct an information session on the agency you plan to adopt. Be sure to ask the agency for any guidelines or information on dealing with their clients if they assist a special population.

6. Creativity and Initiative. After you have asked and the agency doesn't currently have any major projects, try brainstorming your own projects. Be sure to keep in mind the feasibility of the proposed project and get it approved by the appropriate agency people first. Is the project something you can do without the direct help of the agency? As mentioned before, many agencies are understaffed, so try to select a project that doesn't involve much direct work by the agency itself and can be completed fairly independently.

7. Long-range planning. Find out when the agency has large projects to which it is already committed and plan accordingly - either to help a lot during that time or to schedule project ideas for other times of the year. What could your organization do for the agency over a year's time? Two years?

8. The point. The point of agency adoption is to build service-oriented relationships and awareness: awareness among your organization of community needs and what the agency does to serve them. When the agency needs someone or something in a pinch, they have the resource of a group of people to call on for consistent support; a group who is knowledgeable of their mission and everyday workings. The trust built through this relationship ideally helps the agency function better, with less time spent orienting new volunteers and supervising.

For more information, call the Carolina Center for Public Service (843-7568), Volunteer Orange (929-9837), or the A.P.P.L.E.S. Program (962-0902).

VI. Funding

Student Government Funds

Student Government Treasury Laws pertaining to the receipt of student fee monies and the procedures governing the use of these monies are primarily found in UNC-CH Student Government Code (95 SGC) dated April 1, 2005. A student group requesting funds for the first time should review this document and get any desired clarifications from either the Student Body Treasurer, the Chair of the Student Congress Finance Committee, or the Student Activities Fund Office, known as SAFO (962-1159).

Only officially recognized student organizations may apply for funding from the Student Activities Fee. University recognition must be renewed annually. (See the section of this manual entitled Official Recognition of Student Organizations.)

General Philosophy

Student Activities Fees should be used mainly for the funding of programs, services, and events of benefit to the campus. They should not be used for the development or perpetuation of membership in clubs or groups. Membership enhancement should be accomplished essentially through membership dues, donations, or other revenue-producing activities.

Once everything is in order, the organization presents the budget request to the Finance Committee. Each organizational treasurer is required to be present, and one additional representative is encouraged to attend. The Finance Committee will evaluate the expenditures being requested to determine that efforts were made to be cost-conscious. The income budget and the ability to raise funds to support the expense budget also will be reviewed by the Committee. Organizations can make quantitative and factual presentations to support their requests. The Finance Committee will present the Annual Budget Bill to the Student Congress for its approval for the next fiscal year--that is, May 16 of the current year through May 15 of the following year.

Note: Organizational representatives must be present to address the Student Congress with information concerning the character, purpose, appeal, and scope of the organization and any additional budget information.

Subsequent Appropriation

If an organization misses the annual budget process, becomes recognized after the annual budget process, or is not satisfied with the amount received, it may request additional funds through the Subsequent Appropriation process, which occurs after the annual Student Congress budget process. Any remaining eligible Student Activities Fees not allocated by Student Congress in the initial allocation can be distributed at this time. The funds requested must be for the current fiscal year.

All funds allocated to an organization will be credited to its SAFO account. All cash transactions relating to Student Activities Fees and all funds generated by the organization will be handled by SAFO.

Student Opportunities Fund

Student organizations that need funding for special projects should be aware of the Student Opportunities Fund. Administered by the Division of Student Affairs and the Carolina Parents' Association, the fund makes financial assistance available to officially recognized student groups. The assistance is available for groups to execute programs, projects, or publications on a wide variety of sponsored activities. Awards are made in the fall semester by a committee of faculty, staff, and students for use the following spring semester. Proposals must be written and submitted by student members of organizations. Criteria for selection include:

· A demonstrated need for assistance for the establishment or enhancement of a specific project or program on campus.

· Originality. While repeat programs are not automatically disqualified, new and innovative ones will be given a higher priority.

· Student participation or involvement, based on the number of students affected or required by the project and how it enhances their University experience. Priority is given to undergraduate projects.

· Independent initiative on the part of the student organization to fund the project; a demonstration of collaborative effort or planning to provide sources of funds from other fund-raising efforts. (A projected budget must be submitted with proposals)

· Potential for demonstrating and exemplifying regionally or nationally the excellence of the University.

· Potential for benefiting the University by showing some "return" on investment made, through publicity or goodwill.

An evaluation report must be submitted after the funded initiative to account for effective use of funds. Applications are available at the Office of Student Activities and Organizations, FPG Student Union. For more information, call 962-1461 or contact activities_organizations@unc.edu.
Grant Applications

Because writing grant applications is very complex, student organizations must be cautious about pursuing this source of funding. Increased competition for philanthropic dollars has led many grant-providing organizations to become more demanding as they determine which applications are most deserving of the limited funds available. Applications are being scrutinized as never before. Nationally, only 1 in 10 grant applications are funded. However, if the application is carefully targeted, well-conceived, and precisely written, the chances for success are good.

Before preparing a grant application, student groups should read the guidelines thoroughly. The grant packet may seem overwhelming, but the tasks are not complicated when followed step by step. Organizations may receive assistance from the Office of Sponsored Research, 104 Airport Drive Suite 2200, 966-3411.

Common Errors Made When Preparing a Grant Application

· Late Submission: One of the most important factors in the grant-seeking process is to submit the application well in advance of the deadline. Grant officers have less time to read last-minute applications; consequently, they may receive less consideration.
· Soliciting the Wrong Foundation: A critical element in the grant application is an acknowledgment of the "fit" between your needs and the interests of the grant-making organization. Application requests prepared for organizations whose guidelines make it clear they are unlikely to support your project are usually a waste of time. Many foundations and grant-providers show preference to 501 (C)(3), tax-exempt organizations because of the deductibility provisions of the IRS Code. For this reason, make sure that your group has 501 (C)(3) status or that it is not a requirement for receipt of funds. Note: The University’s status is not extended to any student organization. Contact Carolina Student Legal Services for assistance in obtaining this tax exemption. You might also want to check with the Office of University Development, 962-2336, for assistance. See "Preferred Gift Funds Administration" and "Tax Status" below.
· Not Following Instructions: The reason that most applications are returned, if not outright rejected, is that application instructions are not completed or are insufficiently completed. If you do not understand the instructions, ask.
· Vagueness: Too often grant applications fail to demonstrate the impact of the project clearly. Donors want to be assured that their gifts will be used for the intended purpose and that their donations will make a difference. Explain in clear, concise terms the significance of the problem and the importance of funding to the problem solution.
· Wordiness: Length does not ensure approval. Quality of the presentation will always win over quantity. Generally, the donor institution will set guidelines as to the appropriate length. These guidelines should be followed carefully.
· Omitting Details of Financial Management: Grant providers want to know that they are investing their funds wisely. It reflects poorly on the application when it fails to explain adequately how the funds will be managed and how they will be spent to the best advantage.
Note: You can't expect to receive money just because you want it; there also has to be some reward for the grantor. Any funds you receive are the result of how well your needs meet the grantor's interests and needs.

Resources

The N.C. Center for Non-Profits suggests the following publications as useful sources to review when planning to apply for a fund grant:

· Fundraising for Social Change, by Kim Klein;
· Securing Your Organization's Future: A Complete Guide to Fundraising Strategies, by Michael Seltzer;
· Guide to Application Writing, by Jane C. Geever and Patricia McNeill;
· The Individual's Guide to Grants, by Judith M. Margolin;
· North Carolina Giving: The Director of the State's Foundations, by Capital Consortium;
· Philanthropy Journal of North Carolina;
· Grassroots Fundraising Journal;
· Guide to Grants of the N.C. Arts Council
Designated Gifts Fund Administration

This program permits a donor, such as a parent or alumnus, to make a tax-deductible gift to the University with the designation that the gift be used to support one or more of the officially recognized student co-curricular organizations. Since the donation to the University is tax-deductible by the donor, it is necessary for the University to be certain that the money is spent in support of a University purpose and not simply "passed through" to another organization.

Of course, a donor may instead choose to make a gift directly to a student organization without claiming it as a tax-deductible gift. It is only when the gift is to the University for purposes of claiming it as tax-deductible that the procedure noted below must be followed. Also, many "matching gift" programs operate on the premise that the gift being matched is made to a qualified organization such as the University to permit it to be tax-deductible for both the "giver" and the "matching" organization.

In those instances in which a donor wishes to make a tax-deductible gift to the University in the "preferred gift" program, the check is made payable to The University of North Carolina at Chapel Hill and sent to the University Advancement, Attn: Julio Lujan, 208 W. Franklin St. CB #6100, UNC Chapel Hill, Chapel Hill, NC 27599. In an accompanying letter, the donor should indicate a preference that the gift be expended in support of the named officially recognized student co-curricular organization or organizations. The Business Manager of the Carolina Union is notified monthly of contributions to this program and the officially recognized student co-curricular organizations that donors wish to assist. Funds received to the benefit of such organizations do not revert at the end of a fiscal year. Neither do they draw interest for the organization.

Funds in this account can be expended on behalf of officially recognized student co-curricular organizations on the authorization of the Carolina Union. Such authorization typically requires several elements:

· a letter from the student president or chairperson of the officially recognized student organization requesting that funds be spent for the purpose noted and in the amount specified;
· indication that the organization has current standing as an officially recognized student co-curricular organization;
· an original of the invoice or bill to be paid OR, in the event a reimbursement is requested, a copy of the invoice or bill and the original canceled check used to pay it or a receipt marked paid for smaller reimbursements such as gasoline, tolls, food, or hotels.
Please note that the authorization to draw money from this fund will not be made for alcohol or any other purpose that, in the judgment of the Carolina Union, is not consistent with the overall educational mission of the University. The typical turnaround time to receive funds from this account is between three and four weeks. Generally, because of the paper work involved, the account should not be used for purchases of small dollar amounts.

Fund-Raising Guidelines

In addition to the following, all other policies of the Facilities Use Policy will be followed.

· Recognized student organizations may conduct fund-raising events involving the sale of goods, services, subscriptions, and tickets in the Pit in front of the Frank Porter Graham Student Union or at an applicable facility in the case of certain professional schools. Reservations for space must be made in the Events Planning Office, Frank Porter Graham Student Union, for the Pit and in the appropriate Dean's office in the case of professional schools. Each organization must display a sales permit issued by the Events Planning Office or by the appropriate Dean in the case of a professional school. These are the ONLY locations such activities can be held.
· The primary purpose of sales shall be to raise money for the benefit of the student organization or the benefit of a charitable group (tax-deductible as defined by the Internal Revenue Code).
· All sales and promotional activities must be conducted by members of the recognized student organization.
· Promotional materials may acknowledge the assistance of a non-University group; however, no student organization may conduct any activity that shall establish or extend these privileges to campus for a commercial enterprise.
· Ticket sales may be handled at the Union Desk or Union Box Office at the discretion of the Union Director. (There may be a charge for this service.)
· The number of organizations scheduled for sales and promotions shall be limited to 15 per day. Each recognized student organization shall be limited to ten sales days per semester and two sales days during each of the summer sessions. Contact the Union Director for more information.
· Recognized student organizations may sell, in places other than the Pit, group-identifying merchandise and tickets to events sponsored and carried out by the organizations subject to the administrative jurisdiction and approval of the Vice Chancellor of Student Affairs.
· Recognized student organizations may hold admission events to benefit themselves or charitable groups, provided that the sponsoring organizations provide the principal entertainment.
· Recognized student organizations may hold admission events to benefit themselves or charitable groups, provided that the sponsoring organizations provide the principal entertainment.
· Refreshments, at cost, may be sold in connection with residence hall program activities, such as social events and athletic events.
· Recognized student organizations may charge admission for film and video showings, provided that they have proper copyright clearance. Each organization shall be limited to one showing per semester and one show during the summer sessions. Each organization shall be responsible for procuring any necessary license for such showings.
· No recognized student organization may offer goods or services for sale on consignment, rent, or lease. (APO Book Exchange and Student Government's rental of equipment and student-related services are exempt.)
· Individual students may invite anyone into their residence hall rooms to consider or purchase goods and services.
· No raffles may be held on University property.
· Recognized student organizations may solicit contributions without prior permission in Polk Place, McCorkle Place, Y Court, and the Pit. Tokens symbolizing contributions may be given by the soliciting organization or group.
Student Activities Fund Office

In 1932, Student Government and the University recognized the need to establish an operation that would provide accounting and fund control for student fees collected by the University and returned to Student Government for their allocation and administration. Student Government, with the consent of the University, chose to establish a permanent office, the Student Activities Fund Office​​, with a full-time, non-student staff. While groups do not have to use the Student Activities Fund Office for their own generated funds, it is highly recommended. Because of substantial tax responsibilities with accounts, SAFO staff can provide great support and assistance.

Control of Student Fee Moneys

Here is a brief description of the SAFO system: First, SAFO receives all funds pertaining to Student Activities Fees after University collection. These moneys are credited to the appropriate student organization in accordance with the annual budget allocation process or as determined through Student Government constitutional funding. All funds received at SAFO are deposited into a single account at Central Carolina Bank and Trust. SAFO becomes responsible for keeping the account balance for each student organization separate and accurate. From this single account, disbursements are made according to the individual organization's procedures and needs or, as in the case with Student Government funds, in accordance with Title V (Financial Affairs) of its Code. A record of each transaction is maintained, and no funds may be withdrawn except with the signature of a certified student financial officer or treasurer and that of the SAFO Director. Since student groups generally own little property and generally do not merchandise products, most of their banking and accounting functions revolve around cash deposits and cash disbursements.

Independent Student Organizations

Shortly after its inception, SAFO was expanded to include all organizations that used University buildings or equipment for meetings or fund-raising activities. The service was later expanded to include any officially recognized UNC student organization that wished to use SAFO services.

In addition to Student Government and all organizations funded by Student Government, groups using SAFO include fraternities and sororities, honorary societies and clubs, sports clubs, Carolina Student Legal Services, Inc., Carolina Athletic Association, residence halls, and numerous independent student associations. With few exceptions, the same accounting procedures and fund control available to Student Activities Fee moneys and to Student Government are similarly provided for independent student groups.

Summary

The Student Activities Fund Office provides a systematic and convenient means of controlling the financial and accounting requirements for a large assortment of student groups. However, SAFO also serves as the unofficial point for considerable help to student groups in matters pertaining to fund-raising, budgets, incorporation, non-profit status, tax problems, vendors, cash collectors, and payments.

Budgeting

Setting Targets and Measuring Results

Organizations are expected to have their events' finances covered and reviewed by appropriate persons before approval of the events. Many student organizations need to be familiar with preparation of financial plans and budgets and the benefits of using a budget as a management tool. There are three primary purposes for developing a budget:

· to put the group's plans into monetary terms;
· to provide a means of allocating limited resources among the organization's activities;
· to aid in tracking the organization's actual revenues and expenditures against its goals.
Student organizations should budget their operations annually. The larger the organization, the more critical is the management of limited fund resources. Also, the more complex the group's objectives, such as managing multiple programs with different activities and funding sources, the more important the budget process becomes. If a group has both restricted Student Government funds and unrestricted generated funds, the use of budgets to identify expenditures provides the necessary means for tracking the two fund types.

While all student organizations are required to have a budget to manage the Student Government funds, it is equally important to have a budget for generated funds.

Developing a Budget

If your organization has been in operation for a fair amount of time, the easiest way to prepare a budget is to start by recording your last two or three years of actual financial data by year. A schedule thus prepared will allow you to compare trends and identify major expense centers. It will also point out areas where your group is growing or declining and indicate areas where reductions and cost savings might be possible.

This historical information can then be used as a basis for preparing a current year budget forecast. The budget forecast is adjusted and modified from the historical data for projected major changes in revenues, programs, or expenditures. Since historical data are easily obtained from your records, this portion of developing the budget should present no problem. The difficulty often arises when you try to project past revenues and expenditures into the future and to identify funds that are being spent on programs that no longer serve the intended purpose of the organization. This becomes not only an accounting exercise, but also an exercise for your governing body as the cost of each program or cost center should be evaluated and its overall effectiveness determined.

Choosing a Format

What form should your budget take to monitor your actual results against your projected budget? You can choose among several methods of preparing and monitoring budgets. They can be done by program and cost item, fund type, or solely by program.

The most commonly used format uses program and cost item. This method provides a sufficient level of detail for analyzing the individual budgeted items and identifying cost item variances by categories, plus overall program variances.

Summary

While preparing a budget may seem excessive and cumbersome, any student organization that operates without a formal budgeting process cannot effectively manage or plan its operations. A properly prepared budget allows even small groups to identify potential problems and to take corrective action before they become major issues. SAFO can assist any group that has an account with the office in preparing its budget.

Tax Status: Non-Profit Organizations
In order to understand not-for-profit organizations, it is important to understand how non-profit entities are classified. There are five main classifications of non-profit organizations:

· colleges and universities;
· hospitals;
· state and local governmental units;
· voluntary health and welfare organizations;
· all others, such as churches, private elementary and secondary schools, libraries, museums, trade and professional associations, social and service clubs, veterans and fraternal organizations, cemetery associations, and dramatic and performing arts groups.

The Internal Revenue Code then lists approximately 30 categories of non-profit organizations, each of which has different permitted and prohibited acts, rules, regulations, and filing requirements. For example, Greek fraternities and sororities are incorporated as non-profit and are tax-exempt as relating to category 501(C) (F) (Social and Recreation Clubs) of the Code, while Student Television is incorporated as non-profit, tax-exempt as relating to category 501(C) (3) (Religious, Educational, Charitable, Scientific, Literary, Testing for Public Safety, to foster National or International Amateur Sports Competition, or Prevention of Cruelty to Children or Animals Organizations).

Note: Most student groups will be concerned primarily with category 501(C) (3) of the IRS Code.
Non-profit organizations are not automatically tax-exempt. Tax-exemption status is determined by the IRS from information provided to it on Form 1023 (Application for Recognition of Exemption). Only organizations that are tax-exempt under 501(C) (3) of the Code are eligible to receive tax-deductible contributions.

Obtaining Exemption

To obtain IRS recognition of tax-exempt status, a 501(C) (3) type organization must file Form 1023 with the IRS within 15 months of the organization's inception or, with properly approved extensions, within 27 months to qualify for exempt status before the date of application. If an organization is not interested in achieving tax-exempt status for a prior tax year, the date of filing is at the convenience of the organization.

Form 1023 requires a substantial amount of information about the activities to be undertaken by the organization. The group must demonstrate that it has a broad charitable purpose within the meaning of the Internal Revenue Code and that it has adopted appropriate safeguards to prevent prohibited activities.

The IRS requires a significant amount of information on potential funding sources. Funding must be sufficiently broad-based to ensure qualification as a public charity. The possibility of being classified as a private foundation with reduced benefits is also available to tax-exempt, non-profit organizations.

Form 1023 is complicated and often requires assistance from an attorney or a Certified Public Accountant who charges a user fee. The IRS also charges approximately $300 as a user fee to file the form with it. SAFO and Carolina Student Legal Services, Inc., can provide limited assistance in completing and filing the form. Upon filing, the organization will receive notice of the IRS's decision within six to eight weeks. The IRS can fine groups daily for not filing this form, up to a maximum of $5,000.

Income Tax Returns

Most organizations exempt under 501(C) (3) must file a federal information return, such as Form 990 or 990-EZ. If an organization receives less than $25,000 in gross cash receipts a year from any source, the organization is exempt from filing information returns. Most, if not all, banks require either an individual Social Security number or a Federal Tax Identification number before opening an account. An individual whose Social Security number is used can be held liable for any income reported to the IRS. Compiling data and preparing Form 990 is a time-consuming and difficult process and will normally require professional assistance. SAFO prepares this form for most non-profit, officially recognized student organizations having an account with SAFO.

VII. Risk Management for Student Organizations

In any given year, more than 200 lawsuits are filed against student organizations. It is an unfortunate fact of life that student organizations today must be concerned with risk management. Just as society has become more conscious of risk management, so must student organizations.

Risk management is the reduction of risky events and behavior that can cause someone harm. On one level, risk management means avoiding lawsuits. On a much higher level, risk management means making sure that no one gets hurt at an organization's event. All of a student group's activities--receptions, athletic contests, and other events--carry some risk. For this reason, organizations must learn to identify and reduce risky behavior.

Two Steps to Risk Management

Part 1: Identifying Risky Behavior
While there is no such thing as a risk-free event, some things carry more risk than others. The simplest way to identify risky behavior is to ask, "Can someone get injured as a result of attending or participating in this event?" If the answer is yes, the event can be considered risky. For instance, events that cause participants to be in or on unsafe facilities carry substantial risk. Of particular concern are events that cause people to be on roofs. Numerous people have fallen off roofs and sustained serious injuries. Remember that you are responsible for injuries that occur because your event took place in an unsafe facility.

If you are unsure whether an event could result in injuries, review past events at UNC-CH or elsewhere. Past behavior is a good indicator of future behavior. For example, if a tackle football tournament has resulted in serious injuries, then this type of event obviously poses some risk.

Part 2: Eliminating or Reducing Risky Behavior

Reducing risky behavior means finding ways to have a safer event. For example, a flag football tournament is safer than a tackle football tournament. Flag football may still result in injuries, but these injuries probably will be less numerous and serious than those resulting from tackle football. Similarly, an alcohol-free event is much safer than one at which alcohol is served.

One of the riskiest types of behaviors is hazing. Groups must eliminate this type of behavior. Both North Carolina law and the UNC Chapel Hill Hazing Policy prohibit hazing for any student group. The UNC Chapel Hill policy also prohibits hazing for individuals. You need to be familiar with these laws since your group is responsible for what happens to new members. There is no defense for hazing, and UNC Chapel Hill policy specifically prohibits it, regardless of the willingness of the person.

There will always be risks in life. The trick is to reduce your risks to acceptable levels. Finding ways to reduce your risk is a smart thing for any student leader to do. It is also very prudent for you personally.

The bottom line is that we want people to attend our events or participate in them and not be injured. Liability aside, it is ethically wrong to encourage harmful behavior if it can be avoided. Good leaders plan ahead and reduce risk to their members and guests.

Greatest Area of Risk: Use of Alcohol

Ninety percent of the lawsuits filed against student organizations involve alcohol. Having alcohol at your event increases your risk substantially because people do not always make the best decisions when they are drinking. The situation can be exacerbated when alcohol is introduced to events requiring any physical behavior, such as athletic contests, or when people drive away from your event. Thus, the first lesson to be learned is that if alcohol is to be part of the event, you already have a serious increase of risk.

Student organizations should be aware of a number of alcohol-related laws, guidelines, and policies:

· North Carolina law states that no one under 21 may possess alcoholic beverages. If your event involves the serving of alcohol, then everyone who receives the alcohol must be 21 or older. Given that more than 75 percent of the undergraduate population at UNC-CH is under 21, serving alcohol at your event involves considerable risk that alcohol will be served to those under 21.
· North Carolina social host liability law states that you are responsible for someone if you provide him or her with alcohol, regardless of the person's age. If your group provides alcohol at your event, you increase your risk substantially, even if everyone is of the legal drinking age.
· North Carolina law states that you cannot serve someone who is noticeably intoxicated. If you provide alcohol at your event, you must ensure that those receiving it not only are 21 or older, but also are not intoxicated. If you provide them with alcohol and they are intoxicated, your group is responsible for their actions. This is a very high standard to maintain.
· No student fee monies may be used to purchase alcoholic beverages. Any monetary transaction leaves a paper trail. Purchasing alcohol with student fee monies likely will leave a trail that leads directly back to the student group.
The best course of action involving the use of alcohol at an event is to avoid it. If people wish to consume alcoholic beverages, they may do so after your event.

In addition, as a student organization leader, you face personal liability. If an accident occurs or the law is broken at your organization's event, you may be held personally responsible along with the group. You reduce this possibility considerably if you obey the law and UNC-CH policies and attempt to reduce your risk.

VIII. Summaries of Policies and Procedures

Members of all officially recognized student organizations must abide by certain rules outlined below and should be familiar with a number of policies and procedures. When a student organization becomes officially recognized, the primary contact person and the faculty or staff advisor certify that:

· In keeping with applicable law and University policy, including the Official Recognition of Student Organizations Non-Discrimination Policy of May 25, 2005, membership and participation in the organization is open to all students without regard to age, race, color, national origin, disability, religious status or historic religious affiliation, veteran status, or sexual orientation. Membership and participation in the organization must also be open without regard to gender, unless exempt under Title IX. Student organizations that select their members on the basis of commitment to a set of beliefs (e.g., religious or political beliefs) may limit membership and participation in the organization to students who, upon individual inquiry, affirm that they support the organization’s goals and agree with its beliefs, so long as no student is excluded from membership or participation on the basis of his or her age, race, color, national origin, disability, religious status or historic religious affiliation, veteran status, sexual orientation, or, unless exempt under Title IX, gender.

· the majority of members of the organization are registered students at The University of North Carolina at Chapel Hill;

· all major officers of the organization are registered, full-time students at The University of North Carolina at Chapel Hill;

· the organization agrees to abide by all University regulations and local, state, and federal laws, including but not limited to state laws relating to hazing and alcoholic beverages;

· all information furnished on the application is true and accurate to the best of their knowledge and ability and that it conforms to the specified requirements for University recognition;

· the faculty or staff advisor (a full-time, permanent employee of the University or UNC Hospitals) has discussed the advising role with the student officers and will actively consult with the organization as mutually agreed upon in discussion.

Policy statements that appear below and throughout this manual are summarized only. Members of the University community are responsible for understanding the full content of the applicable policy. Copies of the full policies may be found in the following locations:

· Carolina Union, Events Planning Office, 3105 Frank Porter Graham Student Union, and the Office of Student Activities and Student Organizations, 2501 Frank Porter Graham Student Union;

· Carolina Leadership Development, Third Floor, FPG Student Union;

· Office of Vice Chancellor for Student Affairs, 110 Carr Building.

Definitions of Terms - Negligence and Liability

Negligence, liability, and risk management are complex issues. Student organizations should seek legal advice in determining risk liability. University-affiliated groups seek assistance from Carolina Student Legal Services, Inc., and University-sponsored groups seek assistance from University Legal Counsel.

All members of student organizations and the organization itself are held accountable to a standard of due care. The standard may be established by statute, such as housing codes or fire codes, or by cases previously decided by the courts, such as duties recently imposed upon social hosts who provide alcohol to their guests. If a student group is incorporated as a non-profit organization, it is a legal entity having a legal status separate from the individual members. A negligent act by a member of the non-profit organization may give rise to liability by both the group and the individual member who is negligent. In the case of a student organization that has failed to incorporate and is deemed at law to be an un-incorporated association, the same conduct might result in liability by every member of the organization. Most nationally organized student associations, such as fraternities and sororities, purchase insurance coverage to protect against potential liability only if you follow all applicable laws and the conditions of your policy. It is important to learn whether or not your organization's activities are covered by insurance and what the risk management rules are in order to benefit from that insurance coverage. Advisors of student organizations may want to consider obtaining extensions for liability coverage. For more information, contact the Associate Director for Student Activities and Organizations.
The law of negligence encompasses a civil wrong (tort) that has caused harm to another person or property. The tort arises when a party infringes on the rights of another when there is no agreement to do so, thereby causing harm. The North Carolina Supreme Court has defined actionable negligence as the failure to exercise that degree of care which a reasonable and prudent person would exercise under similar conditions. Ultimately, it is an issue for a judge or jury to decide what a reasonable and prudent person would or should have done. A defendant is liable for his or her negligence if the negligence is the proximate cause of the injury to a person to whom the defendant is under a legal duty.

University-Affiliated vs. University-Sponsored Student Organizations

The majority of officially recognized student organizations are considered "University-affiliated." The University does not sponsor or endorse activities associated with these groups. The use of the University's name in the organization's title is possible, so long as University sponsorship or endorsement is not implied or stated. These student groups receive the privilege of applying for funding from the Student Activities Fee, which is legislatively apportioned by the Student Congress. They also may obtain legal advice from Carolina Student Legal Services, Inc., and financial advice from the Student Activities Fund Office, both located in the Frank Porter Graham Student Union.

In certain limited situations a student group may act, in the performance of one of its essential core functions, as an agent of the University. A student group can act to carry out this essential University function only through authority expressly delegated to that group by either the Chancellor or the Vice Chancellor for Student Affairs. This recognition is given with the understanding that these groups have agreed to act responsibly as agents for the University. On an annual basis, the Vice Chancellor for Student Affairs identifies those student organizations that are recognized by the University as "University-sponsored" as these may change from year to year. Although a student group may function as an agent for the University in the performance of certain core functions, it may not be an agent for all purposes.

Previous examples of University-sponsored organizations include, but are not limited to, the three branches of Student Government, Carolina Union Activities Board, Campus Y, and the Graduate and the Professional Student Federation. University-sponsored organizations receive some privileges different from those given to University-affiliated organizations, including contracts reviewed and signed by the University Counsel and University support in terms of liability if the group is performing an official function.

Waivers

Organizations often ask participants to waive their rights to any and all claims for damages from injuries, accidents, or deaths arising as the result of the negligent acts of the organization or one of its members. These liability releases take many forms, including waivers, releases, and assumption of risks agreements. Courts are often reluctant to recognize these documents; therefore, it is imperative that organizations have such documents drafted by attorneys if they wish to rely on them for protection. Liability waivers may be ineffective if the courts find they are against public policy, are unclear, are overly broad, or are executed by a minor. A well-drafted release may serve the interests of an organization, but the group should make certain that it indeed is relying upon an effective waiver. University-sponsored groups should rely on University Counsel to provide those waivers. All other student groups funded with Student Activities Fees may obtain a waiver from Carolina Student Legal Services, Inc.  If your organization decides to use waivers, be sure to reconsider your program plans. This would imply risk; thus, you need to evaluate the danger of your activities. Remember, waivers often are not upheld.

Disclaimer

Although the publisher of this manual has made every reasonable effort to attain factual accuracy herein, no responsibility is assumed for editorial, clerical, or printing errors or error occasioned by mistake. The publisher has attempted to present information which, at the time of preparation for printing, most accurately describes the guidelines, policies, procedures, regulations, and requirements of the University. However, it does not establish contractual relationships. The University reserves the right to alter or change any statement contained herein without prior notice.

Access to Student Related Data (mailing lists and labels)

University Registrar's Policy Memo No. 21, Effective Date September 1, 1994 (Note: This policy is designed to comply with the provisions of the Family Educational Rights and Privacy Act (FERPA) of 1974.)

With certain exceptions, officials of UNC-CH will not disclose personally identifiable information from a student's educational records without the student's prior written consent. Directory information will be disclosed without the student's prior written consent unless the student has notified the Office of the University Registrar to restrict release of that information.

Student organizations requesting address listings and printed reports should obtain a "Request for Release of Student Related Data" form at the Admissions Office. The authorizing official will review the request and, if approved, will ask the group to forward it to the office having custody of the records. The authorizing official can place restrictions or conditions on the release of the requested information. The department having custody of the records will review the request to ensure that the data are available and current. The department will then submit the request to Administrative Data Processing. Lists and labels of prospective students will not be released until students are fully registered--that is, after the fall semester drop-add period. To obtain mailing lists and labels, student organization members must submit a check in advance to pay for the processing of the listings or labels.

Alcohol and Drug Policies

Policy on Student Possession and Consumption of Alcoholic Beverages in Facilities of The University of North Carolina at Chapel Hill, Effective January 1, 1996; The University of North Carolina at Chapel Hill Policy on Illegal Drugs, Effective August 24, 1988.
Generally persons who are over 21 years of age may purchase, possess, or consume alcoholic beverages. This privilege extends to their homes or temporary residences. It is unlawful for any person under 21 to purchase, possess, or consume any alcoholic beverage; to give or to sell any alcoholic beverage to anyone under 21; or to aid or to abet anyone under 21 in purchasing, possessing, and consuming any alcoholic beverage. Student organizations are subject to the Late Night Party Policy or the policy of any on-campus building in which an event occurs. Groups that belong to the Interfraternity Council, Panhellenic Council, or National Pan-Hellenic Council are subject to the Greek Risk Management Policy and its Greek Community Alcohol Policy.

Among other provisions, the Policy on Illegal Drugs requires specific consequences for trafficking in illegal drugs and for possession of illegal drugs or for illegal possession of any controlled substance. The policy states clearly that a member of the University community is subject to both civil authorities and to the University, which will proceed with its own disciplinary actions when this is in the interest of the University. Any student organization violating this policy may have its recognition revoked or restricted, be placed on probationary suspension, be placed on social probation, be subject to other possible sanctions, or sustain a combination of these sanctions.

Frank Porter Graham Student Union Policies

Many campus activities take place in the Frank Porter Graham Student Union and the Pit. When using this space, student organizations must adhere to a number of policies and procedures governed by the Carolina Union. Many of these policies and procedures are noted throughout this manual.  More information may be found under the Forms and Policies section of the Carolina Union’s web site, or by visiting the administrative offices of the Union in room 3103.

Code of Student Conduct
Instrument of Student Judicial Governance
Updated annually, the Instrument of Student Judicial Governance for The University of North Carolina at Chapel Hill sets forth the Code of Student Conduct and all structures and procedures for the Code's implementation and adjudication. This Code includes both individual offenses and group offenses. Societies, clubs, or similar organized groups in or recognized by the University are subject to the same standards as are individuals within the community. Therefore, all officially recognized student organizations are subject to policies as outlined in the Code of Student Conduct. Revocation or restriction of recognition, probationary suspension, social probation, or lesser sanctions may result from the commission of a group offense. Student organizations have been disciplined as a result of falsifying records, misrepresenting student status of members, and hazing. Copies of the Instrument are available at the Dean of Students Office in Suite 1106 of the Student Academic Services Building.

Conferences

Student groups interested in playing host to an organizational conference--such as a state, regional, or national conference--should see the following sections of this manual: Programming, Major Events, and Funding It is important to have a thorough understanding of all aspects because of the complexity of such events. Also, groups should ensure that use of the University's name does not suggest sponsorship of the event. Groups may be charged for the use of any University space for conferences depending on the details of the events.

Contracts

A student organization frequently enters into a contract, which is a legally binding agreement that obligates it to do something that it was not already obligated to do or to refrain from doing something to which it was legally entitled. Such a contract may create a duty on the part of the organization to perform certain acts; if it fails to perform as agreed, the other party to the contract may be entitled to monetary damages. To create a contract, four basic events must occur. There must be:

1. at least two parties who
2. have legal capacity and who
3. agreed to the contract and
4. have exchanged consideration.
As with the law of negligence, the law of contracts creates obligations that differ based on the legal nature of the student organization. For example, the rights and obligations of an un-incorporated association are no greater and no less than the cumulative rights and obligations of its members. Any member entering into a contract on behalf of a student organization that is in fact an un-incorporated association will be personally liable on the contract; the same is true for any members granting such authority. An un-incorporated association cannot sue one of its members and vice versa, so individual students may be financially harmed by the contracts entered into by fellow members of the organization. If a student group is incorporated as a non-profit corporation, it is a legal entity having a legal status separate from the individuals who formed it, and a contract would bind only the organization.

An agency relationship is created when one party, known as the agent, acts on behalf of another party, known as the principal. In certain limited situations, a student group may act as an agent of the University. If the Vice Chancellor of Student Affairs has identified an organization as having as one or more of its essential core functions the furtherance of the educational mission and has specifically delegated to that group the authority to act on its behalf, that organization may be approved to have the official signatures that will obligate the University as a principal party to the contract. Such an organization is a University-sponsored group. In all other circumstances, a student organization is not authorized to sign contracts in the name of the University and may sign contracts only in the organization's name or in the names of its individual members. Many third parties refuse to enter into contracts with student groups unless the University is willing to sign on as a principal to the contract.

A student organization should make certain that the other party to a contract with the group has the actual authority to act on behalf of the company. If it is a corporation, the signature should indicate both the name of the agent and the full corporate name. A student organization should never authorize more than one member at a time to sign contracts on its behalf, and that member should never act unless it has the approval of the membership.

Before signing any contract, a student organization should seek review of that contract either by Carolina Student Legal Services, Inc., or, in the case of an agency relationship on behalf of the University, by the University Legal Counsel. Such a review will ensure that there is clear agreement between the parties as to specific responsibilities pursuant to the contract, time for performance, method of payment, identification of the parties, an so on. More importantly, if a student organization is entering into an agreement without a contract, it should seek legal advice regarding drafting an agreement that will reflect the understanding of the parties.

Corporate Sponsorship

See Facilities Use Policy
The sales or sales promotion materials of goods or services used by a University-affiliated group may acknowledge the assistance or contribution of a non-affiliated group, but no sales or sales promotion shall be conducted in such a manner as to establish on or extend to the campus a commercial enterprise, as determined in the sole discretion of the Vice Chancellor for Student Affairs or his or her delegate.

Disabilities

A disability is defined as a condition that affects one or more major life activities. All officially recognized student organizations should conduct their activities in locations that are physically and functionally accessible to all members of the University community. This assumes that your acknowledgment of the non-discrimination statement will be actively practiced. All publications and publicity for events sponsored by recognized student organizations should include the following information: "Any person requiring assistance or accommodation should contact (name, phone) by (date, time)." Should any requests be made, Disability Services can assist the organization in providing those accommodations. A notice of 48 hours is required for some assistance such as sign-language interpreters or cued speech translators. If a person shows up to a function requiring assistance and has not informed the organization, the organization should tell the person that the necessary accommodations will be provided as soon as they can be arranged. If the above notice is not printed, the organization is, in effect, saying that all special services--such as interpreters, assertive listening devices, physical accessibility, Braille/large print materials--are in place and immediately available upon request. Your organization’s website must also be accessible.

Employment

Student organizations that employ individuals to perform clerical, professional, or domestic tasks must observe numerous state and federal laws. All officially recognized student organizations must comply with the University policies regarding discrimination and harassment. (See the non-discrimination and harassment policy summaries below.)

Employees hired without a written contract are deemed at law to be "employees at will." The employee or the employer can terminate the employment at any time for any reason, provided that the reason is not an impermissible one, such as discrimination. Organizations should screen and supervise employees who will have access to the group's funds. It is also a good idea to produce a written job description, which will provide clear guidance to the employee regarding the expected duties. An organization should designate one officer with the authority to hire and supervise employees. Accurate documentation of wages paid for hours worked is critical in order to comply with federal and state laws. Each hire should be authorized and approved by the organization's governing board. Below is a brief outline of policies with which organizations should be familiar. This outline is limited, and student organizations with employees should review Employment Law for North Carolina Nonprofits: A Handbook for Managers and Board Members of Nonprofit Organizations, North Carolina Bar Association and the NC Center for Nonprofits, which is available from Carolina Student Legal Services, Inc., Frank Porter Graham Student Union.

Federal policies:

· Age Discrimination (20 plus employees);

· Americans with Disabilities Compensation (15 plus employees);

· Federal Minimum Wage;

· Family and Medical Leave (50 plus employees);

· Immigration Reform and Control Act Protection;

· Pregnancy Discrimination Act (15 plus employees);

· Title VII of the Civil Rights Act of 1964 (15 plus employees).

State policies:

· OSHA;
· Unemployment;
· Wage and Hour;
· Workers' Compensation;
· Disabled.
When hiring employees, complete all necessary paper work, including Employment Eligibility Verification (I-9), Federal Tax Form (W-4), and State Tax Form (NC-4). If you are hiring employees age 65 or older, review all appropriate policies.

Facilities Use Policy - Policy on Use of University for Noncommerical and Commercial Purposes, Effective January 1, 2002

This policy governs the use of the physical facilities of The University of North Carolina at Chapel Hill and is one of the most commonly referred to policies by student organizations. Several references to the policy have been made throughout this manual to clarify procedures that relate to particular sections, such as Use of University Space and Funding. Contents of the full policy include:
· applicability;

· general guidelines for use of university facilities;

· additional guidelines for use of exterior space;

· additional guidelines for the use of interior space;

· scheduling procedures and priorities;

· distribution of pamphlets, written materials, publications, and advertisements;

· solicitation of charitable contributions;

· use of University facilities for commercial promotions, commercial sales, and fund-raising events;

· accountability;

· disclaimer;

· appeals.
Free Speech

See Facilities Use Policy
Subject to the restriction on the use of University facilities prescribed elsewhere in the full policy, the University permits assemblies and gatherings of affiliated and non-affiliated groups in Polk Place, McCorkle Place, Y Court, and the Pit in front of the Frank Porter Graham Student Union Building. Any use of such spaces scheduled pursuant to the full policy shall have priority over any unscheduled use. For more information, contact Events Planning for the Pit and the Office of the Vice Chancellor for Business and Finance for other locations.

Harassment

Sexual Harassment Policy and Procedures of The University of North Carolina at Chapel Hill; Racial Harassment Policy and Procedures of The University of North Carolina at Chapel Hill, both Effective January 1, 1993.
Sexual and racial harassment constitute unlawful discrimination. Both forms of harassment violate the law and University policy, and they will not be tolerated in the University community. It is the responsibility of all students, employees, and student organizations to contribute to an environment free of sexual and racial harassment. Additionally, the University has a policy regarding Sexual Orientation. For more information, contact the Dean of Students Office, Suite 1106 Student Academic Services Building.

Hazing

North Carolina General Statute 14-35;

Instrument of Student Judicial Governance
The North Carolina General Statute defines hazing as activities that would tend "to annoy any student by playing abusive or ridiculous tricks on him (her), or to subject him (her) to frighten, scold, beat or harass him (her), or to subject him (her) to personal indignity." The Campus Code requires that every student "conduct oneself so as not to impair significantly the welfare of the educational opportunities of others in the University community." A chargeable offense of the Code of Student Conduct is "causing or permitting a person, incident to initiation into or membership in a society, club, or similar organized group (whether or not recognized by the University), to participate in any activity that subjects that person or others to risks of physical injury or mental distress or personal indignities of a highly offensive nature, whether or not such a person has consented to participation in the activity."

Health and Safety

Public Assembly Regulations

The Environment, Health and Safety has provided guidelines that reflect several of the regulations that commonly apply to campus activities. This list is not exhaustive, and groups must abide by all laws of the State of North Carolina. Sponsors of an event using campus facilities are to coordinate with the Environment, Health and Safety, especially when the activity falls under the definition of Major Event. Guidelines are provided for all of the following:

· occupant load capacity;
· exits;

· open flames and fireworks;

· decorations;

· temporary electrical service;

· temporary seating;

· food;

· vehicles;

· use of flammable and compressed gases.

Housing Policies

Student organizations wishing to use facilities in the campus residence halls must be familiar with rules of the Housing and Residential Education. The policies most applicable to student groups are the following:

· Lounge Use: Officially recognized organizations not directly affiliated with University Housing may reserve designated common facilities in the residence halls for organizational meetings with the understanding that the person making the reservation and his or her guests agree to abide by established guidelines. Failure to comply with the guidelines or other residence hall and University regulations may result in disciplinary action, housekeeping fees, the loss of the privilege of reserving all residence hall lounges or common areas, or more than one of these sanctions. Residence hall staff and government have priority over the use of common space. In the event of a schedule conflict, every attempt will be made to notify the group one week in advance. To obtain more information or a reservation form, contact the Community Office. Reservations are required at least 10 days before the event.
· Solicitation Within Residence Halls: See "Solicitation" below and Facilities Use Policy.
· Posting Information in Residence Halls: Any organizations wishing to post materials in the residence halls should present a sample of the materials to the Community Office for approval. The staff will indicate available bulletin boards. The Department of Housing reserves the right to remove items posted without permission, items posted on non-public bulletin boards, and items posted in inappropriate places. Specific posting guidelines for campus elections are available from the Student Government Office, Suite 2501, Frank Porter Graham Student Union.
· Use of Campus Mail Through University Housing: The following three steps must be followed in order for campus mail to be processed through University Housing: 1) Each piece of mail must be individually addressed. 2) Mail must be sorted by residence hall and bundled by area. (See the Additional Resources for a listing of residence areas.) 3) Mail must be brought to the first floor of Carr Building and placed in the area boxes.
Licensing/Logos

All University departments and student organizations may use the UNC Chapel Hill trademarks for newsletters, publications, letterhead, etc.  Products such as plaques, caps, etc. bearing trademarks that are used for internal use should be purchased from licensed manufacturers. A list of approved manufacturers is available from the UNC Chapel Hill Licensing Office.  It is updated monthly.  Products purchased at retail stores should have the "Officially Licensed Collegiate Product" label attached.

Any departments or student organizations wishing to sell products bearing UNC Chapel Hill trademarks to the public are also required to purchase those products from licensed manufacturers.  UNC Chapel Hill Licensing Office must approve design artwork.  Artwork approval requests can be dropped off at the Auxiliary Services Office located in the basement of Lenoir Hall.  Requests are usually processed in one (1) business day.  For more information, please refer to the Appendix and/or contact Derek Lochbaum, Licensing Director, at 962-1441, derek_lochbaum@unc.edu.
Major Events

Several policies and procedures apply to student organizations sponsoring major events. Because of the significant responsibilities associated with planning, implementing, and evaluating these programs, a entire section of this manual has been devoted to major events. In addition, the Programming and Risk Management sections will assist groups in understanding all that is entailed in major events.

Noise Ordinance

See Major Events

Non-discrimination
The organization must comply with University policies, including University policies on non-discrimination.  The University's commitment to equal opportunity for each member of its student body is unshakable.  The University does not discriminate in offering access to its educational programs and activities on the basis of race, color, age, national origin, religion, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression.  To be eligible for official recognition from the University -- and the privileges that accompany official recognition -- a student co-curricular organization must abide by the following: Membership and participation in the organization must be open to all students without regard to race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression.  Membership and participation in the organization must also be open without regard to gender, unless exempt under Title IX.   Student organizations that select their members on the basis of commitment to a set of beliefs (e.g., religious or political beliefs) may limit membership and participation in the organization to students who, upon individual inquiry, affirm that they support the organization’s goals and agree with its beliefs, so long as no student is excluded from membership or participation on the basis of his or her race, color, age, national origin, religious status or historic religious affiliation, creed, disability, veteran’s status, sexual orientation, gender identity, gender expression, or, unless exempt under Title IX, gender.  See http://www.unc.edu/campus/policies/studentorgnondiscrim.html.
The University is committed to providing an inclusive and welcoming environment for all members of our community and to ensuring that educational and employment decisions are based on individuals, abilities and qualifications. Consistent with this principle and applicable laws, it is therefore the University’s policy not to discriminate in offering access to its educational programs and activities or with respect to employment terms and conditions on the basis of race, color, gender, national origin, age, religion, creed, disability, veteran’s status, sexual orientation, gender identity or gender expression. Such a policy ensures that only relevant factors are considered and that equitable and consistent standards of conduct and performance are applied.  See http://www.unc.edu/campus/policies/nondiscrim.html.
Open vs. Closed Events

Student organizations should consider whether events will be open or closed to the public. This decision will have an impact on the programming process, as well as facilities planning.

Outdoor Facilities

See Facilities Use Policy, Major Events and Additional Resources.

Recycling

On July 1, 1994, the North Carolina General Assembly enacted a law that prohibits aluminum cans from being discarded into county landfills. Aluminum cans must be recycled in containers located in communal areas, such as classrooms, auditoriums, hallways, and snack areas. Student organizations also are encouraged to recycle paper and other goods in appropriate containers. For more information, call 962-1442.

Selling or Giving Away Food at Events Open to the Public

Organizations hosting an event open to the public at which the group plans to give away or sell food must contact the Environment, Health, and Safety Office to ensure that they are in compliance with food safety regulations as required by the University and other agencies. In addition, if the organization is hosting the event with food in the Union, they must speak with the Events Planning Office at the time they reserve the space to ensure compliance with any Union regulations as well.

Solicitation

See Facilities Use Policy
Student groups may distribute written materials at any open, exterior campus space without registration or advance approval, provided that the use of this space is not otherwise restricted or scheduled under the Facilities Use Policy and the materials are designed for informational rather than commercial purposes. Donations may be accepted in connection with such distribution. Publications of affiliated groups may be distributed or sold at any open, exterior campus space, the use of which is not otherwise restricted or scheduled under the policy, without registration or advance approval. Newspaper vending is covered by the University's Business Manual, which can be obtained from the Finance Division.
Solicitations of charitable contributions refer to groups for which contributions are tax-deductible under Section 170 (b) (1) (A) of the Internal Revenue Code. Groups may solicit charitable contributions in Polk Place, McCorkle Place, Y Court, and the Pit, subject to restrictions. Charitable solicitation that involves in whole or in part the sale of goods, services, subscriptions, admissions tickets, or the like shall be governed by the section of the Facilities Use Policy dealing with the use of University facilities for commercial promotions, commercial sales, and fund-raising. University-sponsored groups are prohibited from holding benefit events for non-University entities. University-affiliated groups are prohibited from holding such events, except as expressly permitted in charitable contributions, commercial promotions and sales, and fund-raising events as outlined in the Facilities Use Policy.
University Mail Service

Officially recognized student organizations may use University Mail Services only for business relating to the group. The use of campus mail facilities is controlled by policies administered by the Finance Division. To establish an account for billing, contact University Mail Services in Hamilton Hall. For mailing guidelines, please refer to the Appendix.

IX. Leadership Resources

Carolina Leadership Development is a central resource for leadership and organizational development services for student organizations and their members, as well as all other UNC Chapel Hill students. For more information, contact the office, 3505 FPG Student Union, (919) 962-7724, or lead@email.unc.edu.
Programs and Courses Designed for Student Organizations and Their Leaders:

· The Programming and Leadership Coordinators program trains upper-class students, selected each spring, to help recognized student organizations in leadership and organizational development.
· The Advanced Leadership Development Seminar, a three-credit course, refines the leadership abilities of students in major leadership positions, thereby enhancing the overall effectiveness of student organizations. It is open to 20 students who meet the criteria.
Programs and Courses Designed for Individual Students:
· The Womentoring Program inspires women's leadership by pairing incoming female students with female faculty, staff, and alumnae. In addition to attending four programs per semester, Womentors and protegees meet regularly to discuss goals and achievements.

· The Emerging Leaders Program, offered each fall, helps sophomores strengthen their leadership abilities. Participants assess leadership styles, practice techniques, meet campus and community leaders, plan strategies for campus involvement, and pursue further leadership development.

· The North Carolina Fellows Program accelerates the development of exceptionally motivated students with leadership potential. Open to all freshmen in January, it is a highly selective, four-year program in which students examine issues and develop skills critical for leadership by participating in annual retreats, academic seminars, monthly dinners with community leaders, and summer internships.

· Dynamics of Effective Leadership, a one-credit course, teaches the fundamentals of leadership theory and skill development. Designed for beginners, it is open to 30 undergraduate students.

· Leadership Foundations Workshops cover broad topic areas of interest to student organizations and their leaders, or those who are interested in furthering their leadership skills.

· Leadership Resource Library, Located in Carolina Leadership Development’s suite in the Carolina Union, the Leadership Resource Library contains more than 150 books, tapes, and handouts on conflict management, public speaking, ice breakers, diversity, women's issues, psychology, grant writing, organizational management, higher education, and other topics of interest to leaders. UNC Chapel Hill students, staff, and faculty may review the materials in the office or check them out.

Retreat Centers

This list includes the most popular locations available for meetings or retreats. The University does not officially recognize or sanction any of the facilities. Organizations are responsible for contacting these sites and determining liability in consultation with University officials.

· Aqueduct Conference Center

Route 6, Box 508, Mt. Carmel Church Road

Chapel Hill, NC 27514

(919) 933-5557

http://www.aqueductcc.com
· Avila Retreat Center

711 Manson Road

Durham, NC 27712

(919) 477-1285 http://www.dioceseofraleigh.org/where/centers/avila
· Blue Ridge Assembly (YMCA)

84 Blue Ridge Circle

Black Mountain, NC 28711

(828) 669-8497

http://www.blueridgeassembly.org/
· Camp Caraway

PO Box 36

Asheboro, NC 27204-0036

(910) 629-2374

http://www.caraway.org
· Camp Chestnut Ridge,

4300 Camp Chestnut Ridge Rd

Efland, NC 27243-9722

(919) 304-3900

info@campchestnutridge.org http://www.campchestnutridge.org
· Camp Kanata

13524 Camp Kanata Rd

Wake Forest, NC 27587

(919) 556-2661

· Camp New Hope

Route 2

Chapel Hill, NC 27514

(919) 942-4716

· Fairfield Harbour

750 Broad Creek Rd

New Bern, NC 28560

(252) 638-8011

http://www.fhpoa.com
· Montreat Conference Center

PO Box 969

Montreat, NC 28757

1-800-572-2257

http://www.montreat.org/
· Sheraton Greensboro Hotel/Conference Center, 303 N. Elm St.

Greensboro, NC 27401, (336) 379-8000

http://www.sheratongreensboro.com
· The Summit

339 Conference Center Drive

Brown Summit, NC 27214

(336) 342-6163

· Trinity Center

PO Drawer 380

Salter Path, NC 28575

(919) 247-5600

http://www.trinityctr.com
· Washington Duke Inn and Golf Club

3001 Cameron Boulevard

Durham, NC 27700

(919) 490-0999

http://www.washingtondukeinn.com
· Quaker Lake Conference Center

Route 1, Box 132

Climax NC 27233

(919) 490-0999

· Carolina Adventures

Outdoor Education Center

UNC-Chapel Hill

(919) 962-4179

http://campusrec.unc.edu
· West Point on the Eno

Roxboro Road

Durham, NC, 27705

(919) 560-5358

http://www.enoriver.org/eno/parks/WestPoint/westpoint.html
Awards and Honorary Societies

UNC-Chapel Hill recognizes students involved in leadership and student activities with a number of awards and honorary societies.

The Chancellor's Awards

These awards recognize undergraduates for excellence in student activities and leadership. Specifically, they reward students for humanitarian contribution, character, leadership, self-governance, honor, scholarship, publications, campus life involvement, community service, international awareness, and athletic and co-curricular activities. For more information, contact Tammy Lambert, Carolina Union.

Edward Kidder Graham Awards

Any senior may nominate a faculty member whose "leadership, dedication, and innovation" were noteworthy in advancing his or her undergraduate education. Any officially recognized student organization may nominate a senior whose "leadership, dedication, and innovation" were noteworthy in his or her organization.

These awards also include the Advisor of the Year Award. Students in an officially recognized student organization may nominate the group's advisor for this award, which recognizes outstanding contributions and leadership in a student organization. More specifically, it recognizes a faculty or staff member for his or her counsel, service, dedication, and continuity with the student organization. This award is sponsored by the Division of Student Affairs and selected by the Leadership Development Committee.

These awards are sponsored by the Senior Class, the Division of Student Affairs, and the General Alumni Association.
Honorary Societies

· The Order of the Golden Fleece recognizes students, faculty, and staff who have made lasting, innovative, and extraordinary contributions to the entire University.
· The Order of the Grail-Valkyries recognizes students who have served primarily as organizational leaders and who have demonstrated excellent scholarship, leadership, character, and service.

· The Order of the Old Well recognizes students of high character who have demonstrated exemplary and generous humanitarian service and who have served in a capacity such that their service contributions have not been previously recognized.

· The Society of Janus recognizes students who have made outstanding and lasting contributions to the quality of residence hall life, primarily through innovative programming. Contact the Residence Hall Association for more information.

Writing Nominations and Letters of Recommendation

Recommendation letters and nomination forms often serve as the only bases for selection decisions. The following suggestions are intended to help students write effective recommendations and nominations.

· Read the selection criteria well and follow the directions carefully.

· Give specific examples that demonstrate the criteria for which you are nominating.

· Address all the award criteria first and elaborate on other points later.

· Submit the nominee's resume if you think it may be helpful.

· Use good grammar, spelling, and punctuation. A flawless, well-written nomination form makes an impressive statement.

· Explain why the person is unique; include his or her strengths and weaknesses.

· If you are recommending a person on the basis of his or her involvement in an organization, do not assume the person reading your letter is familiar with your group; briefly explain the organization's mission. You may also mention the size of the group, the length of the person's involvement in the group, and the person's impact on the organization.

Generally, when writing a letter of recommendation, use the following format. In the first paragraph, explain your acquaintance with the person you are recommending. Next, give specific examples of ways the person meets the award criteria. Close by summarizing and offering to provide more insight if necessary.
