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The Student Activities department provides co-curricular opportunities for students that are an integral part of the holistic educational experience and beneficial to student retention efforts. 

The purpose of the Student Activities Office is to compliment the curricular, residential, and commuting experiences by providing opportunities for students to develop leadership, organizational and communication skills through involvement in student groups, organizations, and activities. Through co-curricular experiences Gwynedd-Mercy College actualizes its commitment to community and collaboration, competence, and social responsibility. This manual serves as a guide to assist you with creating, registering, and sustaining a student organization. However, it does not replace all of the policies and guidelines outlined in the Gwynedd-Mercy College Student Handbook. We hope that you find your organizational experiences to be both educational and rewarding. 


The Student Activities Office staff is available to assist your organization with a variety of leadership and programming needs. Feel free to contact us with any questions regarding starting an organization or concerning a current organization.
Office Staff
Tom Friel

Director of Student Activities

Friel.t@gmc.edu
215-646-5565

Marissa Turchi

Assistant Director of Student Activities

Turchi.m@gmc.edu
215-646-7300, x458

Office Location

Lower level of the Griffin Complex

Office Hours

Monday – Friday: 9am – 5pm



Recognition is a process which all student organizations must go through in order to receive official campus acknowledgement. Official recognition includes the privileges of utilizing campus facilities and services, hosting and promoting events on campus, and applying for student organization funding. All student organizations requesting official recognition from Gwynedd-Mercy College must agree to:
· Abide by all federal, state and local laws and College policies;

· Create a purpose that is consistent with the College’s mission and core values;
· Have and maintain a minimum of at least 8 student members who are matriculated and in good academic and disciplinary standing with the College (individual organizations may set higher academic requirements for membership);

· Develop, maintain, and function with a clear set of bylaws pertinent to the respective organization;

· Have an advisor who is a member of the GMC faculty, staff, or administration;
· Register annually with the Office of Student Activities (registration forms available in the Student Activities Office);

· Identify all dues or costs associated with membership;

· Accept the responsibility for all financial dues incurred by the respective organization.
Recognition will be denied to any student organization that selects its members on the basis of race, religion, age, gender, national origin or disability. Only officially registered students (not including full time internships or graduate assistantships) shall be eligible to serve as officers within a student organization. Failure to comply with the above criteria will risk a student organization’s right to function as a fully recognized organization of the College.

All student organizations must register annually through the Office of Student Activities. Registration forms are available in the Office of Student Activities. Forms for registering an organization include information such as membership information, officer information, and a statement of commitment from the President and the Advisor. Completed registration forms must be submitted by the last business day in September in order for the organization to renew its official recognition.
In the instance that an organization is created in the middle of an academic year, the respective organization must submit a completed registration form within a time period negotiated with the Office of Student Activities. 

                  

Step 1: Coordination
A. Select a name for the organization

B. Ask a faculty, staff or administrator to serve as an Advisor

C. Have a minimum of at least 8 students for prospective members

D. Outline the purpose (goals and objectives) of the proposed organization

E. Complete a “petition” form from the Office of Student Activities

F. After submitting the petition the proposed organization is allowed a maximum of three campus space reservations for organizing purposes only. In the event that the organization requires additional meeting times, the request will be left to the discretion of the Student Activities Office. The prospective organization is also allowed a three month period of posting for recruitment purposes. Organizations are not eligible to receive college funding or to host events until they receive official recognition.  

Step 2: Request Recognition

A. Complete a  “new organization recognition” packet from the Office of Student Activities which requires prospective organizations to submit:
· one paragraph description of the prospective organization

· a timeline of development for the organization

· a clear set of  bylaws for the prospective organization (sample bylaws are available in the Office of Student Activities)

· names and contact information for the membership and Advisor

· optional request for Student Government Association affiliation and funding

Step 3: Review and Approval

A. Schedule a meeting with a staff member from the Office of Student Activities to review the completed new organization recognition packet

B. Once the bylaws and the recognition packet are approved, the organization will be officially recognized by the College and should complete a “Student Organization Registration” form.

C. As an officially recognized student organization, the organization has the following privileges:

· utilizing campus facilities and services 

· hosting programs and events on campus

· promoting for events on campus

· the ability to apply for student organization funding through the Student Government Association, which will include affiliation with SGA (see SGA Affiliation guidelines on page 6)
D. If you have not already done so, hold Officer elections at this time (in accordance with your bylaws). Be sure to update Officer information on your recognition form with the Office of Student Activities
E. Feel free to meet with a staff member from the office of Student Activities at any time with questions,  concerns, or guidance throughout the creation process

                                

Recognized student organizations are expected to:
· Abide by all federal, state, and local laws and College policies;

· Have current bylaws and a current list of officers on file with the Office of Student Activities;

· Apply for renewal of recognition in the beginning of every academic year with the Office of Student Activities (see “Registering a student organization” page 4);

· Restrict membership to currently enrolled Gwynedd-Mercy College students;

· Select students in good academic standing as members and Officers;

· Maintain internal systems for tracking the organization’s expenditures and fund balances; 

· Support the mission and core values of the college.

Advisor Selection:
The Advisor must be a member of the Gwynedd-Mercy College faculty, staff or administration. Selection of the Advisor must be a mutual consent between the organization and the Advisor
Advisor Purpose:
The primary goal of organizational advising it to provide an educational experience for the students in the club or organization which they are advising. Organizational Advisors often want to know exactly what role they should take within the student organization. This unique role varies according to Advisor and situation
Advisor Responsibilities:

· Ensure that the organization is following College guidelines and policies as stipulated in the College handbook and this manual. 
· Act as the connection between the student organization and the college (For example, the advisor reserves facilities, and AV/Plant services).
· Be informed of the organization’s purpose – keep the goals and objectives of the group in mind;
· Discuss and clarify the Advisor’s role and set clear expectations: what does the Advisor expect from the students in the organization? What can the student members expect from their advisor?

· Be available as a resource for students: Let students know the best way to contact the Advisor.
· Check in with the leadership of the organization on a regular basis.
· Encourage feedback: Help students assess the events they plan and the meetings they run.


A student organization may choose to be associated with the Student Government Association.  The benefits of association are:


a)    Become a part of a communication network of student organizations.


b)    Connect to the skills, knowledge and resources of experienced student leaders.


c)    Gain valuable student leadership training to assist student organizations.


d)    Connect to the decision-making and planning of the college.


e)    Have the opportunity to apply for a budget to assist the work of the student organization.

 

To become affiliated, a representative(s) from the organization contacts the President or Vice-President of Student Government to get on the agenda of their Executive Council meeting (inquire at Student Activities office for names of these officers). The student organization representative(s) present all of the information that the student organization gathered for the start of the organization (see the previous section in this pamphlet titled "How to start a student organization"). The Executive Council of Student Government works with the student organization to follow the process of affiliation.        


Billing/Purchasing
A. All expenditures must be approved by the organization’s treasurer, as well as by the advisor, prior to purchase

B. Checks received by your organization should be made payable to “Gwynedd-Mercy College”

C. No funds will be given for reimbursement without valid receipts with tax exemption
SGA Affiliated Organizations

A.   All student organizations must have a member designated to learn and follow current SGA treasury guidelines. Typically, this will be the organization’s representative to SGA, since that person receives detailed training from the SGA treasurer.

                    
All Student Organizations must follow the following guidelines when requesting the use of campus facilities and services including room reservations, Physical Plant set ups, and AV/Media requests. Organizations should work with their Advisor throughout the reservation process.

1. All Events and Reservations MUST be made by the Advisor through the Gwynedd-Mercy College Calendar and the Facilities Coordinator.

2.  All Events or Meetings requiring Plant or Media Services must be reserved TWO weeks ahead of time.  All Media and Plant Requests must be made through the GMC Calendar and the Facilities Coordinator.  All Media and Plant requests made after that 2-week mark cannot be guaranteed.

3.  Requests for events beyond the 90-Day Advance Notice Mark will not be approved unless the Plant and Media service requests accompany the reservation.  Too often than not these events are never revisited and their plant and media needs end up as last minute requests.  Please do not put in the internal log….. “Set up to be discussed, TBA” etc.  Detailed requests are needed for our service departments to properly prepare.

4. Be clear in your requests for Plant and Media Services.  Please let us know what you need and where you need it to the best of your ability so that we may better serve you.

5.  When reserving a space, please look carefully at your needs and see if your group is suited to a space that may already have the media equipment and seating that you need.  We have multiple conference rooms equipped with technology that are great spaces for meetings.

6.  If you have an event in the calendar that requires changes or modifications to your set up both with Plant or Media Services, please make those changes in the calendar and notify the Facilities Coordinator and those whose services will be affected by the change.  Those changes need to be made by that 2 week window.

7.  If you have a space reserved and your event or meeting gets cancelled or moved, please make those changes in the calendar and notify the Facilities Coordinator and any departments that you may have requested services from. Please give us as much advanced notice as you can so we can be prepared to serve you properly.

8. Requests for Media Services outside of regular hours need to be made in advance.  A Media Services Technician will be available during regular hours to show you how the equipment works and ensure the requests are set up in advance.  There are no evening and weekend hours for Media Service Technicians to be on-site.  (Services can be provided by our tech vendor at an hourly rate)  JBA will be set up in advance for all weekend and evening events, due to the nature of the facility; the Media Services department cannot guarantee that their set up will go undisturbed.
9. Multiple Day Events requiring different set ups need to be reserved as separate single day events.  Our calendar is a marketing tool that has been altered to suit our needs and doesn’t always send our service departments the proper information where Multi-Day Events are concerned.  

10. Requests for space by a faculty or staff member for Non-GMC related meetings/events MUST go through the Facilities Coordinator before entering it into the calendar.  These events are to be set up and treated as outside events.

11. Please be specific when titling your meetings/events. “Meeting” or “Orientation” makes it hard to sort our events in the calendar, be specific to who the meeting is for and what the actual meeting/event is.

All student organizations must follow the following guidelines when posting promotional materials on campus. It is the responsibility of Student Organization Advisors to review this information with all student membership. 
GMC Posting Policy:

· All flyers/posters must be approved for posting within the Office of Student Services or the Student Activities Office located in the Griffin Complex.  All postings must have the following:


Name of club or organization

Contact name and number/email
· Only masking tape can be used for approved walls and only scotch tape for windows.

· When an individual (including faculty and staff) comes to the Office of Student Services or the Student Activities Office, they will be provided with this list of acceptable places to post.  Any postings placed in any area other than the designated areas will be removed and receive a warning.  

· No papers/posters/flyers or directional arrows are to be posted to any permanent directional signs (e.g., the signs outside that identify buildings or parking lots). 

· To post in the residence halls, give to Secretary in Loyola Hall at least 2 days prior to the date they need to go up.  You will need to make approximately:





630 – one for each mailbox

  



30 - one per hallway and one for each designated posting area





215 - one taped to each door (with masking tape only)

· Posters/flyers must be removed by the date on the approval stamp, which is 48 hours after the event.

· Painting on window must be removed within 48 hours after the event.  The windows must be cleaned thoroughly, with no trace of paint.  Violations to this will forfeit their organization’s right to paint on the windows for the rest of the semester and also receive a warning (see fines).

· All directional signs and balloons must be removed at the conclusion of the event.
· Painting on windows – 3 locations for approved designs.  Designs must be presented and approved by the Office of Student Services or the Office of Student Activities.  

1. Keiss Hall front window on second floor

2. Lobby of St. Bernard, window between the two front doors

3. Lobby of JBA, window looking into St. Bernard’s Grille

· Sidewalk Chalk – may only be used on sidewalks; advertising with sidewalk chalk may only be done on the day of the event.  Must be removed at the conclusion of the event.  Violations to this will forfeit their organization’s right to advertise with sidewalk chalk for the rest of the semester and also receive a warning (see fines).

· 2 Community Sections-Waldron Center Breezeway (next to Pepperazzi)-bulletin board on the right, at the end, going to Resident’s Hall and outside Fatima Hall on the left side of the Big Green Bulletin Board  (anything that is not a Gwynedd-Mercy College event that is approved)

· Fines – any violation to this policy will receive a warning, after three warnings you will receive a written (email) violation from the Posting Committee, after three violations in the same semester you will be required to pay a $50 fine.  If your posting violation causes damage you may be required to pay for the repair in addition to the fine. Furthermore, failure to pay fine may result in denial of postings for your organization.
· Digital Signage Board at Gwynedd-Mercy College serves two purposes.  First, it is a tool to inform the College community, particularly students about current events on the campus.  Additionally, it is for emergency notification system that allows Gwynedd-Mercy College administration to provide time-sensitive messages to the campus community in the event of an emergency.  If an emergency bulletin needs to be displayed, the screen on the digital sign board will change colors to red and then provide the emergency information.  


The Office of the Vice President for Student Services is responsible for the management of communication for the board.  All communication intended for the electronic signage must be approved through this office.  All postings must have the following:

· Name of sponsoring club or organization

· Contact name and number/e-mail for requester

· Intended time period of posting so that information may be removed from display at stated time

· No posting for regularly scheduled meetings will displayed.  The board is intended to 
highlight 

special coming attractions.

· All postings must be emailed to mintzer.v@gmc.edu (in landscape format)

Note:  Postings, including pictures will not be displayed longer than one (1) week.

For further information regarding the digital displays on campus or to report any violations please contact Ginny Mintzer at extension 546 or mintzer.v@gmc.edu
Locations to Post

Waldron Center

Pepperazzi/ 
Table tents

(Breezeway):
Bulletin board on right going to the resident’s hall (Community Section is on the 



left)

Windows (not glass doors)

NO posting on any painted walls

2nd Floor:
Glass in hallway going to cafeteria




Bulletin board at top of stairs on right

Bulletin board on left going into cafeteria

Cafeteria:
Table tents

Walkway between Waldron and Rotelle Lounge:

Windows and glass block only
Grey doors between Waldron & Rotelle

NO posting on any painted walls (not even directional signs)

Elevator (inside walls)

THE GRIFFIN COMPLEX

Rotelle:
Windows in Rotelle lounge

Bulletin board by restrooms

Walls outside Student Services KEISS HALL

1st Floor:
Bulletin boards in classroom hallway (not the small nursing bulletin board)



Hanging strips on pillars



Hanging strip on left wall in lobby




NO posting on wood or painted walls

2nd Floor:
Hanging strips on pillars




Hanging strip at Griffin Grounds




Glass on classrooms at either 
side of Griffin Grounds

FATIMA HALL

Outside:
Big bulletin board

Hallway:
Bulletin board strips

Lobby:

Small bulletin board at steps


Shelf under clock

Restrooms:
Inside stalls or over urinals

CONNELLY FACULTY CENTER

Elevator:
Walls

GUSTAV MARTIN

Outside:
Glass coming in (not doors)

Lobby:

Wall over water fountain

Restroom:
Inside on posting strips

2nd Lobby:
Walls

ST. BERNARD AND JBA: (nothing on painted walls)



Windows in lobby



Bulletin board at top of steps



Bulletin board strips in hallways


Windows going into Waldron


Grey doors going into Waldron

Gym:
Windows along walkway



Walls in stairway



Wall along outside of gym



Walls in racquetball hallway

CAMPBELL HALL: Bulletin board in front vestibule


The Office of Student Activities is committed to helping students enhance their leadership, organizational, and communication skills through involvement in student groups, organizations, and activities. Programming and event planning serve as foundational mechanisms to leadership development. A successful student organization necessitates organized and well orchestrated programs and events. The Office of Student Activities has a programming manual which serves as a guide to understanding the creation, implementation, and assessment components of co-curricular programming. Student Organizations and Advisors may obtain copies of the programming manual through the Office of Student Activities.


Reserving campus facilities and services:

Robin Oster: Oster.r@gmc.edu, x575

Parkhurst Dining Services:

Al Marter: Marter.a@gmc.edu, x330

Karen Koch: Koch.k@gmc.edu, x330

Kruti Patel: Patel.k@gmc.edu, x330

Campus Copy Center:

Anne Marie Mullen: Mullen.A@gmc.edu, x102
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