WHAT

MATTERS

MOST…

The QuicknDirty( Guide for Living as a Student Organization at Carolina
This guide is designed as a starting point.  Use it in conjunction with CONSIDER THIS… The Manual of Student Organization Life at Carolina found on-line at www.unc.edu/depts/union/student/ consider.htm

For more information, contact the Office of Student Activities and Organizations. 

Located in Room 201 of the Frank Porter Graham Student Union.  Telephone: 962-1461.  Activities@unc.edu

ADVISOR

Any organization seeking official recognition must have an advisor.  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 it employees does not extend to those individuals.  For more information: www.unc.edu/depts/union/student/ handrec.htm

ADVISOR OF THE YEAR AWARDS

The Advisor of the Year Award is given annually to that individual who, through his/her work with an officially recognized organization, has demonstrated outstanding counsel, service, dedication, and continuity with the group.  Advisors who serve as a requirement of their jobs are ineligible.  Applications are mailed and available in March each year with a ceremony held in late April.  For more information: www.unc.edu/depts/union/student/handlead.htm

ALCOHOL

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.  Further information is found in the Policy on Student Possession and Consumption of Alcoholic Beverages in Facilities of The University of North Carolina at Chapel Hill, Effective July 31, 1986. For more information: www.unc.edu/student/policies/alcohol.html

AMPLIFIED SOUND

Organizations seeking to have events outdoors that involve amplified sound must register their event as a Major Event (see below).  Additionally, amplified sound in the Pit is prohibited.  Personal stereo systems may be used but the sound is not to exceed the level of common speech (PA podiums may be used for speakers but the sound will be set and maintained by the Carolina Union Staff).  See “Noise Ordinance.”

ANNUAL BUDGET PROCESS

In January of each year, officially recognized student organizations may apply for Student Activities Fee Money for the next fiscal year.  The process begins with notification of a MANDATORY budget meeting wherein forms are distributed and the process is explained.  Contact the Student Activities Fund Office (Room 203 of the Union) and/or the Student Body Treasurer (Suite C of the Union).  For more information: www.unc.edu/depts/union/student/handfund.htm or www.unc.edu/student/orgs/congress.html and click on “Funding.”

APPLICATION

The application for official recognition is an ANNUAL process.  Applications for each academic year are available beginning the first day of undergraduate classes.  They are available in Room 201 of the Union, the Reservations Office of the Union, the Student Activities Fund Office, the Office of Greek Affairs, and the Sports Club Office.  In order to maintain continuous recognition, applications must be submitted by the middle of September.  Groups may re-apply at any time.  NEW organizations can apply for recognition at any time.  Official recognition expires on September 30 of each year.  For more information: www.unc.edu/depts/union/student/handrec.htm

BUDGETS AND FINANCES

Developing a budget for your organization and the management of your group’s finances is a critical undertaking.  It is also a requirement of any organization of any group seeking or receiving Student Activities Fee money.  For assistance, speak with the Student Body Treasurer, the Student Activities Fund Office, or the Office of Student Activities and Organizations.   For more information: www.unc.edu/depts/union/student/handfund.htm

BULLETIN BOARDS

See “Posting.”

CABINET

See “Executive Branch of Student Government.”

CAMPUS Y

“The pursuit of social justice through the cultivation of pluralism” is the mission statement of this department that promotes dialogue to improve the campus environment, facilitates student involvement in service, and provides forums that focus on issues of national and international impact.  Located in the Campus Y building.  Campus Box #5115.  Telephone: 962-2333.  For more information: www.unc.edu/depts/dsa/campusY.html

CAPS

An acronym of (See) “Counseling and Psychological Services.”

CAROLINA LEADERSHIP DEVELOPMENT

Carolina Leadership Development promotes effective leadership and citizenship through experiential learning, training, and resources.  This department offers a variety of programs and services including the North Carolina Fellows Program, Emerging Leaders Program, Delegates Program, Womentoring Program, academic courses including “Dynamics of Effective Leadership” and “Advanced Leadership Development Seminar,” a leadership library, newsletter, and workshops.  Located in the Garden Level of Graham Memorial.  Campus Box #5100.  Telephone: 962-8304. For more information: www.unc.edu/depts/lead.htm

CAROLINA UNION

The Carolina Union comprises the Frank Porter Graham Student Union building, its staff, its services, and its facilities, as well as the Carolina Union Activities Board.  Together they enhance the University experience by creating learning, experiential, and developmental opportunities for students through educational, cultural, recreational, and social activities, programs, and services for the entire University community.  Located in the Frank Porter Graham Student Union building.  Campus Box #5210.  Information Desk: 962-2285 and Administrative Office (Monday-Friday, 8:00 a.m.-5:00 p.m.): 966-3128. For more information: www.unc.edu/depts/union.htm

CAROLINA UNION POLICIES

The governing policies on use of the Frank Porter Graham Student Union building and the programs and services housed within.  These are in addition to any University, State, and Federal policy regarding programs and services. For more information: www.unc.edu/ depts/ union/about/p&b.htm

CENTRAL RESERVATIONS OFFICE

See “Reservations Office.”

CHANCELLOR’S AWARDS

Nomination forms for these awards, which recognize outstanding students for both curricular and co-curricular achievements, are generally available in late January/early February.  A ceremony is held in mid-April. For more information: www.unc.edu/ depts/dsa/ovc/office.html 

CLASSES

See “University Class Attendance Policy.”

CLEANUP AND DAMAGES

 For any program or event, the sponsors of the event are responsible for cleaning the facilities and the surrounding areas as well as any damages that occur.  It is highly recommended that sponsors conduct a review of the facility with the facility manager prior to the event to establish both the overall condition of the facility and the expectations for the condition of the facility at the conclusion of the event. For more information: www.unc.edu/depts/union/handmaj.htm

CODE OF STUDENT CONDUCT

Otherwise known as the Instrument of Student Judicial Governance, the Code is updated annually and includes both individual and group offenses.  Student organizations are subject to the same standards as are individuals within the community.  Falsification of or misrepresentation on the application for official recognition, as well as the violation of any University policy will result in disciplinary action. For more information: www.unc.edu/depts/union/student/handsums.htm

CONGRESS

See “Student Congress.”

CONSTITUTION AND BY-LAWS

When applying for official recognition, student organizations must submit a statement of purpose OR a constitution and by-laws.  Rules of thumb for determining which is better for your organization is to determine if you are going to have officers and elections, if you are affiliated with any national organization, and/or if you plan to conduct your organization in a formal manner.  A yes to any of these means you are best served by a constitution. Your document should include a statement that says your organization is open to full membership and participation without regard to race, color, religion, national origin, disability, age, veteran status, sexual orientation, and – except as allowed by law, gender For more information: www.unc.edu/depts/union /student/ handrec.htm

CONTRACTS AND LETTERS OF AGREEMENT

If you are planning any type of program or service where you are arranging to have any agency or person outside of your organization perform a service (food, DJ) or program (concert, speech), you should ALWAYS have a contract or letter of agreement.  The larger and more well known the act, the more likely s/he/they will have a contract and a rider for you.  NEVER CALL FOR A CONTRACT UNTIL YOU HAVE CONFIRMED THE RESERVATION OF SPACE AND SPOKEN WITH THE OFFICE OF STUDENT ACTIVITIES AND ORGANIZATIONS.  Both that office and Carolina Student Legal Services will provide assistance to you in this process. For more information: www.unc.edu/depts/union/student/handsums.htm

COPYING

As a service to the student body and student organizations, there is now a copy center, The Spitting Image, located on the ground level of the Frank Porter Graham Student Union. Black and white copies, color copies, banners, laminating, transparencies, and faxing are all available.  Currently, their hours of operation are Monday – Friday from 8 am – 1 am, Saturday from 9 am –1 am, and Sunday from 11 am – 1 am.  Student organizations can set up a charge card and be billed monthly.  Also, work can be submitted electronically after house.  For more information, stop by the center during business hours.

CORPORATE SPONSORSHIP

Corporate sponsorship is greatly limited through the University’s Facilities Use Policy (see “Facilities Use Policy).  Before agreeing to any program or service that is being offered through any business, corporate, or marketing agency, please request a written letter and packet outlining the expectations of the agency regarding sponsorship.  This will need to be reviewed by the Office of Student Activities and Organizations and University Counsel. For more information: www.unc.edu/depts/union/student/handsums.htm

COUNSELING AND PSYCHOLOGICAL SERVICES (CAPS)

This department within the Division of Student Affairs offers students assistance with a wide range of problems including academic difficulties, personal concerns, and making decisions about a college major and career.  Located in the James A. Taylor Student Health Services Building.  Campus Box #7470.  Telephones: 966-3658 and 962-3652. For more information: www.shs.unc.edu

DEAN OF STUDENTS

The Office of the Dean of Students provides a variety of direct student services and works closely with a wide number of student programs including Judicial Affairs (see below).  This office is the contact for information about the University’s policies on racial and sexual harassment, and counsels and advises students, parents, and members of the University community in dealing with crisis situations.  Located in 01 Steele Building.  Telephone: 966-4042. For more information: www.unc.edu/depts/dos

DISABILITIES

In becoming an officially recognized student organization, the organization agrees to be open to full membership and participation by student with disabilities, this includes accessible programming and facilities.  Accessible programming includes, but is not limited to, physical location, alternative printed materials and webpages, and communications (e.g., sign language interpreters). For more information: “Disability Services” and www.unc.edu/depts/union/student/handsums.htm

DISABILITY SERVICES

This department develops programs and services at no charge to enable disabled students to meet the demands of university life as independently as possible.  They are available to provide assistance to student organizations with the compliance stated above (see “Disabilities”).  Located in 01 Steele Building.  Campus Box #5100.  Telephones: 962-8303/962-8299/962-8300 (TDD). For more information: www.unc.edu/depts/disability

DIVISION OF STUDENT AFFAIRS

The Division of Student Affairs concerns many aspects of student life outside the classroom and seeks to enhance the learning that occurs experientially.  Departments housed in the Division of Student Affairs include the Campus Y, Carolina Leadership Development, Carolina Union, Counseling and Psychological Services, Dean of Students, Disability Services, Greek Affairs, Housing and Residential Education, International Center, Orientation, Student Health Service, University Career Services, and the Office of the Vice Chancellor. For more information: “Office of the Vice Chancellor” and www.unc.edu/depts/dsa/

DRUG POLICY

The Policy of Illicit Drugs requires specific consequences for the use, possession, and/or sale of illegal drugs and all controlled substances.  Members of the University community are subject to both civil authorities and 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. For more information: www.unc.edu/depts/union/student/handsums.htm

EMAIL ACCOUNTS

An organization email account can be established when a group has received recognition.  It is important to remember to update information about the account when there is a change of officers so that the account can be kept active.  To establish your email account, go to https://bes.isis.unc.edu/cgi-bin/atn_id/g.pl and follow the directions.

EMERGING LEADERS PROGRAM

This program is offered each fall by Carolina Leadership Development and helps sophomores strengthen their leadership abilities through assessment, practice, meetings, strategy planning and additional means of leadership development. For more information: www.unc.edu/depts/lead

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 further comply with the University policies regarding discrimination and harassment.  Further information is available from Carolina Student Legal Services, Suite 222 of the Union.  See “Harassment” below, also www.unc.edu/depts/union/student/handsums.htm

EXECUTIVE BRANCH OF STUDENT GOVERNMENT

This branch of Student Government oversees the administrative aspects of student life on and off campus as outlined in the Student Code.  Elections for the Student Body President are held annually on the second Tuesday in February.  The newly elected SBP then appoints his/her Cabinet to address the concerns of the student body.  Interested individuals are encouraged to become involved at any time throughout the year.  Located in Suite C of the Student Union, 962-5201.  For more information: www.unc.edu/ studentgovt/exec.htm for a copy of the Student Code.

FACILITIES AND RESERVATIONS DIRECTORY

For information about using other spaces not reserved through the Central Reservations Office of the Student Union: www.unc.edu/depts/union/student/handadd.htm

FACILITIES USE POLICY

This document covers the use of all University Facilities.  All recognized student organizations and members of the University community are subject to compliance.  Of particular concern is the distribution of pamphlets, written materials, publications, and advertisements; solicitation of charitable contributions; and commercial promotions, commercial sales, and fund-raising events. For more information: www.unc.edu/depts/union/about/facpoly.htm or contact the Office of Student Activities and Organizations.

FACTORS

The Factors Program is coordinated by Carolina Leadership Development and selects upper-class students each spring for training to help with leadership and organizational development. For more information: “Carolina Leadership Development” and www.unc.edu/depts/lead

FAVORITE FACULTY AWARDS

Any senior may nominate a faculty member whose “leadership, dedication, and innovation” were noteworthy in advancing his or her undergraduate education in this award program, sponsored by the Senior Class, the Division of Student Affairs, and the General Alumni Association.  For more information: www.unc.edu/depts/dsa or http://alumni.unc.edu

FILM AND VIDEO

Because of copyright an exhibition licenses, student organizations CANNOT show a film or video without making the necessary arrangements with the motion picture industry.  Specifically, “neither the rental nor purchase of a videocassette carries with it the right to show the tape outside of the home. No license is required to view a videotape inside the home by a family or social acquaintances and home videocassettes may also be shown, without a license, in certain narrowly defined face-to-face teaching activities.”  The actual process to obtain permission is simple but extremely critical.  The Office of Student Activities and Organizations can help.  For more information: www.unc.edu/depts/union/student/handpro.htm (scroll down to “Film and Video Piracy”)

FLIERS AND POSTERS

For more information: “Posting” and www.unc.edu/depts/union/student/handpro.htm for a list of the number of general use bulletin boards available and their general locations.

FOOD, DINING SERVICES, AND CATERING

Sales or distribution of food must meet the requirements outlined by the Health and Safety Department of the University and Orange County Health Department.  Please be sure that you will be held responsible for compliance with all policies and procedures and that you will be held liable if any problems develop.  Additionally, necessary arrangements must be made for disposing of leftover food and related food trash items. For more information: www.unc.edu/depts/union/student/handmaj.htm

FREE SPEECH

Subject to the Facilities Use Policy (see above), the University permits assemblies and gatherings of affiliated and non-affiliated groups in Polk Place, McCorkle Place, Y Court, and the Pit.  Any use of such spaces scheduled pursuant to the full policy shall have priority over any unscheduled use.  For the Pit, contact the Central Reservations Office (966-3832).  For all other areas, contact the Office of the Vice Chancellor for Business and Finance (966-7248).

FUNDING

Officially recognized student organizations are eligible to seek a variety of fund sources at the University.  These include but are not limited to Student Activities Fees (allocated by Student Congress, see below), the Student Opportunities Fund, grants (and assistance in writing grant applications, see below), Preferred Gifts Fund Administration, self-developed fund-raising programs, the Student Activities Fund Office, guidance on developing organizational and program budgets, and assistance in becoming a non-profit organization.  For more information: www.unc.edu/depts/union/student/handfund.htm

GRANTS

Writing grant applications is an extremely complex task.  A benefit to officially recognized student organizations is the assistance provided by the Office of Research Services, 300D Bynum Hall. For more information: www.unc.edu/depts/union/student/handfund.htm and http://harpo.admin.unc.edu/ors/index.html

GREEK AFFAIRS

The Office of Greek Affairs provides services, programs, and assistance to the 45 fraternities and sororities of the Chapel Hill Greek community. Located in 01 Steele Building.  Telephone: 962-8308/962-8298. For more information: www.unc.edu/depts/greek

HARASSMENT

Sexual and racial harassment constitute unlawful discrimination, violate law and University policy, and are not tolerated in the University community.  For more information, contact the Dean of Students office, 01 Steele Building.

HAZING

The University’s policy on hazing states, “Causing or permitting a person, incident to initiation into or membership in a society or club, or similar organized groups (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 person has consented to participation in the activity, is prohibited.  For more information: http://www.unc.edu/student/policies/isjg/instr_code.html

HEALTH AND SAFETY

The Department of Health and Safety has provided guidelines that reflect several of the regulations that commonly apply to campus activities.  Further, all organizations must abide by all laws of the State of North Carolina.  When planning a major event, the sponsor may be required to meet with Health and Safety to determine that all aspects of safety are addressed properly in the plans for the event.  For more information: www.hsafety.unc.edu/Manuals/ HSMManual/Chapter1html/1tp.htm (sponsors should read chapters 2 and 3).

HOUSING

See “Housing and Residential Education.”

HONORARY SOCIETIES

UNC-CH recognizes students involved in leadership and student activities with a number of awards and honor societies.  The Order of the Golden Fleece, the Order of the Grail-Valkyries, the Order of the Old Well, and the Society of Janus are the four most noted on campus.  For more information: www.unc.edu/depts/union/student/listintr.htm

HOUSING AND RESIDENTIAL EDUCATION

This department endeavors to provide students with a supportive community in which to live and develop, as well as an atmosphere in which students can establish a home of their own consistent with the belief that such an environment supports and contributes to learning.  When posting in a residence hall, contact the area director for information regarding policies. Located on the main level of Carr Building.  Campus Box #5500.  Telephone: 962-5401. For more information: http://housing.unc.edu/   For posting information: www.unc.edu/depts/union/student/handadd.htm

INTERNATIONAL CENTER

The International Center fosters international scholarship, exchange, and understanding through its multicultural programs and services and serves as the principal administrative, programming, and counseling office for international students and faculty.  Located on the mail level of the Frank Porter Graham Student Union building.  Campus Box #5240.  Telephone: 962-5661. For more information: www.unc.edu/depts/interctr/

JAMES A. TAYLOR STUDENT HEALTH SERVICE

See “Student Health.”

JUDICIAL AFFAIRS

This branch of Student Government works closely with the Dean of Students Office and is charged with the responsibility to oversee the Code of Judicial Self-Governance.  Offices within Judicial Affairs include the Student Attorney General, the Honor Court, and the Student Supreme Court.  Located in Room 207 (Suite D) of the Student Union.  Campus Box #5210.  Telephone: 966-4084.  For more information: http://www.unc.edu/studentgovt/judicialbranch.htm and www.unc.edu/depts/dos

LEADERSHIP COURSES

There are two major courses offered by Carolina Leadership Development (see above).  The first, “Advanced Leadership Development Seminar,” is open to student organizations and their leaders.  This three-credit course refines the leadership abilities of students in major leadership positions, thereby enhancing the overall effectiveness of student organizations.  It is offered in the fall and is open to 20 students who meet the criteria.  The second, “Dynamics of Effective Leadership, “ is open to individual students.  This one-credit course teaches the fundamentals of leadership theory and skill development and is a beginning level course limited to 30 undergraduate students. For more information:  www.unc.edu/depts/lead.htm

LEADERSHIP RESOURCE LIBRARY

Located in the garden level of Graham Memorial Building in the Carolina Leadership Development Office (see above), 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-CH students, staff, and faculty may review the materials in the office or check them out.  www.unc.edu/depts/lead.htm

LEADERSHIP RESOURCES

All of the programs and services of Carolina Leadership Development (see above) are available for students to expand and enhance their skills, knowledge, attitudes, and behaviors regarding leadership and its responsibilities.  For more information: www.unc.edu/depts/lead.htm or www.unc.edu/depts/union/student/handlead.htm

LISTINGS

The list of officially recognized student co-curricular organizations is printed 5 times a year.  Copies are available for a 48- hour checkout period from Room 201 of the Student Union (Monday – Friday, 8:00 a.m. – 5:00 p.m.).  Additionally, a list is maintained on the web (and is much more up-to-date) at www.unc.edu/depts/union/student/listintr.htm  All information is provided by the student organizations and updated upon receipt of new or different information regarding officers, addresses, telephone numbers, and electronic addresses (see www.unc.edu/depts/union/student/changfm.htm).  Officially recognized organizations may obtain mailing labels of the organization with 24-hour notice provided that they are going to be used by the organization for organizational purposes and not commercial enterprises; there is no charge for this service.

LICENSING AND LOGOS

All officially recognized student organizations may use UNC-CH 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.  Any organization wishing to sell products bearing UNC-CH trademarks to the public are also required to purchase those products from licensed manufacturers and the UNC-CH Licensing Office must approve design artwork.  For more information: www.licensing.unc.edu/ and http://www.unc.edu/depts/union/student/handdix.htm#Licensing/Logos or contact Steve Brummett at 962-8060, steve_brummet@unc.edu

MAILBOXES

There are 50 mailboxes available at the Union Desk for use by officially recognized student organizations.  An organization seeking a Union mailbox, at any time during the year, should contact the Assistant Director for Operations at 962-1555 or dhudson@email.unc.edu to be put on a waiting list for an opening.  When an organization does not have an organizational mailbox, the address used is that for the primary contact.  Organizations should speak with the advisor as to the feasibility of using the advisor’s address for organizational mail.

MAJOR EVENTS

A major event is any program or activity that is open to the general public and held in a facility with a capacity of 300 persons or more.  It is also any outdoor program.  These events require advance planning and approval from a number of University offices.  Please submit your request and schedule your meeting no less than 4 weeks prior to the event.  For more information: www.unc.edu/depts/union/ student/handmaj.htm or contact the Office of Student Activities and Organizations. 

NEWS SERVICES

Officially recognized student organizations can use News Services for assistance with publicity for their events and services.  Call them at 962-2091 as soon as you think you have an event to publicize; two weeks notice minimum is the best guide in your planning.  For more information: www.unc.edu/news/newsserv/ and www.unc.edu/depts/union/student/handpro.htm

(scroll down to “When You Have an Event to Publicize”).

NOISE ORDINANCE

The University of North Carolina at Chapel Hill is subject to the Town of Chapel Hill’s noise ordinance.  Additionally, there are restrictions around the residence halls and courtesy concerns regarding academic facilities whether the event is indoors or outdoors and regardless of time of day and day of week.  If you are planning an outdoor event, for more information: www.unc.edu/union/student/handmaj.htm and read the section, “Outdoor Events.”

NOMINATIONS AND LETTERS OF RECOMMENDATION

Many of the awards programs and honoraries require nominations and letters of recommendation.  For more information: www.unc.edu/depts/union/student/handlead.htm

NON-DISCRIMINATION

All student organizations must certify, annually, that they are open to full membership and participation without regard to race, color, religion, national origin, disability, age, veteran status, sexual orientation, and – except as allowed by law, gender.  The University also maintains a policy of non-discrimination in employment. The University has adopted an internal policy on non-discrimination on the basis of sexual orientation. That policy provides that educational and employment decisions should be based on individuals' abilities and qualifications and should not be based on irrelevant factors or personal characteristics that have no connection with academic abilities or job performance  .For more information: www.unc.edu/depts/ union/ student/handsums.htm

NORTH CAROLINA FELLOWS PROGRAM

This program is a major leadership development opportunity that begins in the spring semester of freshman year.  Only 20 students are selected for the 4-year program.  Applications are available in the fall.  For more information: www.unc.edu/depts/lead.htm

OFFICE OF GREEK AFFAIRS

See “Greek Affairs.”

OFFICE OF STUDENT ACTIVITIES AND ORGANIZATIONS

See “Student Activities.”

OFFICE OF THE DEAN OF STUDENTS

See “Dean of Students.”

OFFICE OF THE VICE CHANCELLOR

The Office of the Vice Chancellor for Student Affairs works, through several teams, to ensure that students and the Carolina campus are provided with programs and services that foster learning and compliment the University community. Staff in the Office of the Vice Chancellor work closely with campus administrators, faculty, and most importantly—students themselves--in supporting the campus learning environment.. For more information: www.unc.edu/depts/dsa/ovc/

OFFICE SPACE ALLOCATION

There is an annual process for allocation of the office space within the Frank Porter Graham Student Union building.  Early in the spring semester of each year all currently and officially recognized student organizations are invited to apply for space in a letter and form from the Student Body President and advertisements are placed in The Daily Tar Heel.  Applications are generally due in mid-late February with decisions posted by spring break.  Applications are assessed carefully to determine if a student organization really requires space, how much space, type of space, and use of space.  For more information, contact the Office of Student Activities and Organizations or the Executive Branch of Student Government (see above).

OPEN EVENTS VERSUS CLOSED EVENTS

An open event is defined as an event that any person, including the general public, can attend.  A closed event is one where admission is limited to members of the sponsoring organization and their guests.  Defining the admission for an event will determine the applicability of University policies governing the event.  For more information, contact the Office of Student Activities and Organizations (see above).

ORIENTATION OFFICE

The Orientation Office develops and implements orientation programming for two distinct groups of new students – freshmen and transfer students.  Its general mission is to assist new students in making a successful transition in their academic work and in all other aspects of life at Carolina.

OUTDOOR EVENTS AND FACILITIES

Planning an outdoor event requires much more advance time since any event held outdoors is considered a Major Event (see above).  Amplified sound and the Town of Chapel Hill’s noise ordinance must be considered (see above).  A final consideration that must be determined at the very beginning is the rain plan.  There are very limited venues available as appropriately sized rain sites.  Events for which there is no rain plan will not be permitted.  For more information, contact the Office of Student Activities and Organizations (above).

OUTSTANDING SENIOR AWARDS

Any officially recognized student organization may nominate a senior whose “leadership, dedication, and innovation” were noteworthy in his or her organization.  The Senior Class, the Division of Student Affairs, and the General Alumni Association sponsor these awards. For more information: www.unc.edu/depts/dsa or http://alumni.unc.edu

PEER MENTORS

This program is offered each fall by Carolina Leadership Development and helps sophomores strengthen their leadership abilities through assessment, practice, meetings, strategy planning and additional means of leadership development. For more information: www.unc.edu/depts/lead

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 Campus Safety: the expected attendance exceeds 50, the event is open to the public, and/or 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.

POSTING

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. 

Additionally, no document of any kind may be attached to any wall, door, lamppost, 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.  See “Facilities Use Policy” and www.unc.edu/depts/union/about/facpoly.htm

PREFERRED GIFTS

This program permits a donor, such as a parent or alumnus, to make a tax-deductible gift to the University with the preference 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.  For more information, www.unc.edu/depts/union/student/handfund.htm and www.dev.unc.edu/development/

PRIVILEGES

Officially recognized organizations may use specified University facilities, property, services, or equipment pursuant to the Facilities Use Policy.  These organizations may use the University's name in their titles, so long as sponsorship or endorsement by the University is not implied or stated. If used, the title should follow one of these forms: "The University of North Carolina at Chapel Hill," "UNC-CH," or "Carolina." (Please note that UNC is not acceptable.)  These organizations may apply for funding from the Student Activities Fee, which is legislatively apportioned by Student Congress.  These organizations may obtain assistance from the Division of Student Affairs, including leadership training, educational workshops, general organizational advising, major event planning, publicity, and reference materials.  It is critical to note that official recognition does not mean that the University endorses the viewpoints of the organization and tax-exempt status is not extended when groups receive recognition.  For more information: www.unc.edu/depts/union/student/handdix.htm#Quick Glance

PROGRAM PLANNING

PLAN AHEAD.  No one other thing that you do when planning a program is more important and the larger the scope of the program, the more advance time is required.  It is important to remember that programs and planning do not happen in a vacuum and it can take a number of offices and people to ensure an event happens.  For more information: “Major Events,” www.unc.edu/depts/union/student/handpro.htm and the Office of Student Activities and Organizations.

PUBLIC ASSEMBLY

See “Health and Safety.”

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: www.fac.unc.edu/WasteReduction/

REGISTERING AN EVENT

If you are planning a program, you are advised to contact the Office of Student Activities and Organizations to determine the overall nature of the planning necessary to ensure a safe and productive event.  For more information: www.unc.edu/depts/ union/student/handmaj.htm and www.unc.edu/depts/union/student/handpro.htm

REQUESTING WEB SPACE

Space on the University’s server for your web page is one of the privileges extended to officially recognized student organizations.  The request can be made on-line but can only be made by the president/primary contact of the organization.  This is required to prevent unassociated individuals from developing a site in the name of an organization.  Depending on availability of staff, the process may take up to 5 working days.  To request web space, go to http://bes.isis.unc.edu/studorgid

REQUIREMENTS FOR OFFICIAL RECOGNITION

To become officially recognized, student organizations must complete an application ANNUALLY. The majority of the membership of the group must be UNC-CH students.  The leaders of the organization must be full-time, registered student of UNC-CH and the organization must have a UNC-CH faculty or staff advisor.  The Personal ID Number (PIN) for each officer must be provided.  The application must be submitted with a constitution and bylaws or statement of purpose.  The primary contact must initial in the spaces provided that the organization is open to full membership and participation without regard to race, color, religion, national origin, disability, age, veteran status, sexual orientation, and – except as allowed by law, gender.  Finally, both the primary contact and the faculty/staff advisor must sign the application.

RESERVATIONS

The Central Reservations Office handles meeting rooms and program spaces in the Frank Porter Graham Student Union building as well as major auditoriums on campus after hours and the upper floor of Chase Hall.  Reservations are processed in the order received and are accepted one semester prior to the semester requested.  Additionally, this office handles sales permits that enable organizations to sell in the Pit.  For more information, www.unc.edu/depts/ union/student/handspac.htm and www.unc.edu/depts/union/reserve/reserve.htm

RESIDENCE HALLS

See “Posting,” “Noise Ordinance,” and “Housing and Residential Education.”

RETREATS AND RETREAT CENTERS

Organizations should consider holding a retreat on an annual basis as a way for the group to form more closely and further their mission through the development of goals and objectives for the year.  It is also recommended that organizations go off-campus and even out of town for a retreat as it establishes the special nature of the program.  Financial considerations, as well as the time and distance involved, should be reviewed carefully.  For assistance in developing a retreat, contact the Office of Student Activities and Organizations or Carolina Leadership Development.  A listing of retreat centers can be found at www.unc.edu/depts/union/student/handlead.htm

RISK MANAGEMENT

Risk management is the reduction of risky events and behaviors 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.  For more information: www.unc.edu/depts/union/student/handrisk.htm

SAFO

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.

STATEMENT OF PURPOSE

See “Constitution.”

SCHEDULE

There are many dates that organizations should monitor over the course of the academic year.  FallFest is held on the Sunday prior to the start of classes in August and Campus Recreation hosts Sports Club days within the first two weeks of classes.  In September currently recognized organizations need to apply for recognition for the next year, with current recognition expiring on September 30.  Many of the programs from Carolina Leadership Development begin during September.  In January organization receive information about the Annual Budget Allocation from the Student Body Treasurer and Office Space Allocation from the Student Body President.  Also in your mail at the beginning of spring semester will be nomination forms for various honoraries and the Chancellor’s Awards.  Around spring break, nomination forms for Advisor of the Year will be sent out from the Office of Student Activities and Organizations.  At the beginning of April, the Student Organization Annual Report, Change of Officers/Advisor/Address form, and FallFest interest form will be sent out.  Also, at the start of the month in which you hold elections, the Change of Officers form will be sent to you.  Around the middle of both fall and spring semester, applications for the Student Opportunities Fund Awards will be sent from the Office of Student Activities and Organizations.

SOLICITATION

See “Facilities Use Policy” and www.unc.edu/depts/union/student/handsums.htm

STUDENT ACTIVITIES

This office provides assistance to all officially recognized student organizations and to those groups seeking official recognition.  Assistance provided includes program planning, event management, organizational development, group dynamics, interpretation of University policy, and general and individual concerns.  Located in Room 201 of the Frank Porter Graham Student Union building.  Telephone: 962-1461. For more information: www.unc.edu/depts/union/student/stuac3.htm

STUDENT ACTIVITIES FUND OFFICE

See “SAFO.”

STUDENT BODY TREASURER

Patrick Frye holds this office for 2000-2001.  You can reach him in his office in Suite C of the Union, by telephone at 962-4864, email pcfrye@email.unc.edu, or through www.unc.edu/studentgovt/exec.htm 

STUDENT CONGRESS

Student Congress is the legislative branch of Student Government at UNC Chapel Hill.  It represents the student body by serving as a voice of the students, by allocating a portion of the student activities fees, and by writing, amending, and preserving the student laws contained in the student government code.   Student Congress also creates and maintains a dialogue between students and the University administration, thus representing student opinion in decisions that affect students.   The body is comprised of 37 student representatives, both undergraduate and graduate, elected from 23 districts. Led by a Speaker, Congress members belong to one of three standing committees: Finance, Rules and Judiciary, and Student Affairs. Five members also serve on the Ethics Committee, which is considered a special standing committee.

STUDENT GOVERNMENT AND STUDENT SELF-GOVERNANCE

Student self-governance is a long standing tradition at UNC-CH.  In the 1830s, Carolina students began to work with the University in the establishment of a code of judicial governance and from those days, student government has grown to encompass three distinct governing bodies with major responsibilities to the student body.  The three branches are the Executive Branch (E-Branch, Cabinet), the Judicial Branch (J-Branch, Student Attorney General, Honor Court, Student Supreme Court), and the Legislative Branch (Student Congress).  For more information: www.unc.edu/studentgovt.htm

STUDENT GOVERNMENT AND STUDENT ACTIVITIES FEES

Student Government Treasury Laws pertaining to the receipt of student fee moneys and the procedures governing the use of these moneys are primarily found in the UNC-CH Student Government Code.  The Student Body Treasurer, the Finance Chair of Student Congress (Mark Townsend, 962-5592), or SAFO can provide assistance in the interpretation of these laws.  For more information: www.unc.edu/student/orgs/studgov/content.htm

STUDENT HEALTH

The Student Health Service offers a comprehensive program of health care for the student body and provides both inpatient and outpatient facilities staff with physicians, psychiatrists, psychologists, health educators, counselors, pharmacists, and a full nursing complement.  Programs are also offered in Sports Medicine and Health Education, along with specialty clinics including Dermatology, ENT, and Orthopedics, and the operation of a Wellness Resource Center and the Center for Healthy Student Behavior. Located in the James A. Taylor Student Health Building.  Campus Box #7470.  Telephone: 966-2281. For more information: www.shs.unc.edu

STUDENT RELATED DATA POLICY

Officially recognized student organizations may request mailing lists and labels for students subject to the University Registrar’s policy.  For more information: www.unc.edu/depts/union/student/handsums or http://regweb.oit.unc.edu/

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 receive 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. Groups seeking such funding should meet with the Student Body Treasurer for an overview in and assistance with the process.  Once the request is in, the organization’s treasurer and president will be asked to present their request to the Finance Committee of Student Congress and, approximately a week later, to the full body of congress.  For more information: www.unc.edu/student/orgs/congress/

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 each semester by a committee of faculty, staff, and students for use the following semester. Proposals must be written and submitted by student members of organizations.  For more information: www.unc.edu/depts/union/student/handfund.htm or the Office of Student Activities and Organizations.

TAX STATUS

Student organizations DO NOT automatically become tax-exempt upon official recognition and the University’s status does not apply to them either.  It is a complex process but not impossible to do.  For more information: www.unc.edu/depts/union/ student/handfund.htm and http://metalab.unc.edu/sls/index.html/

TECHNICAL RIDER

A technical rider is a document that accompanies many contracts and is equally binding between the sponsor and the artist.  When planning a program that involves a contract, ask for a copy of the technical rider as well.  A review of the document by skilled staff at the Carolina Union will determine if the program is possible, what can be negotiated with the artist, and what it will cost to do.  For more information, contact the Office of Production Services.

UNIVERSITY CAREER SERVICES

The mission of University Career Services is to provide progressive services and resources that help students prepare for their careers, learn job search skills and find employment.   UCS serves underclassmen, seniors, graduate students* and alumni who have graduated within five years.  Services include individual career advising; internship information; workshops on job-seeking skills; resume mailing service to employers; on-campus interviewing; job-vacancy notebooks and occupational and employer information.  Located in 211 Hanes Hall.  Telephone: 962-6507.  For more information: www.unc.edu/depts/career

UNIVERSITY MAIL

Officially recognized student organizations may use the University mail service only for business relating to the group. The use of campus mail facilities is controlled by policies administered by the Vice Chancellor for Business and Finance. To establish an account for billing, contact University Mail Services in Hamilton Hall.  Labels are provided free of charge from the Office of Student Activities and Organizations; specific instructions for their use, in compliance with University Mail’s system, are included.  Student groups can also use envelopes designed for campus mail; they are available from the University Mail Office in the basement of Hamilton Hall.  For more information: www.unc.edu/depts/uncmail/ and www.unc.edu/depts/union/student/handdix.htm

UNIVERSITY SPACE

Every space at the University is subject to the University’s Facilities Use Policy (see “Facilities Use Policy”).  This document is extremely important for student organizations to read and understand how it applies to their programs and activities.  Assistance with the policy is available from the Office of Student Activities and Organizations and Carolina Student Legal Services.  Additionally, there are guidelines from the Health and Safety Office that must be understood and complied with when planning and hosting an activity (see “Health and Safety).  For more information: www.unc.edu/depts/union/student/ handspac.htm

UNIVERSITY AFFILIATED VS. UNIVERSITY SPONSORED

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. 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.  For more information: www.unc.edu/depts/union/student/handintr.htm

VIDEO, VIDEOCASSETTES, AND PROGRAMS

See “Film and Video.”

WEBSPACE

An organization can establish web space on the University’s server once the group has received recognition.  It is important to remember to update information about the site when there is a change of officers so that the site can be kept active.  To obtain space, go to https://bes.isis.unc.edu/studorgid/ and complete the form.  A response should come from the campus webmaster in approximately 5 working days.

WOMENTORING

This program is coordinated by Carolina Leadership Development.  The mission of the program is to pair self-selected first year female students with professional women of the University; together they explore gender issues in leadership and gain a greater understanding of women’s ways in leadership.  For more information: www.unc.edu/depts/lead
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