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Department of Student Activities 

 
Mission Statement 

 
 

The Department of Student Activities acts as an adviser, 

advocate, educator, and mentor to the students of Schreiner 

University by facilitating learning experiences through 

programming and activities including co-curricular 

leadership opportunities, student organizations, and other 

services that promote holistic personal growth and the 

empowerment of students for success in our diverse 

community and the global society beyond. 
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Types of Organizations 
Academic/Professional – Emphasize development in a particular academic or professional area.  
Activities include programs, business meetings, and social activities.  Provide students with a 
preview of their anticipated professional careers. Group activities include speakers, field trips, and 
volunteer or field work. 

Greek – While primarily social groups, these organizations focus on creating a connection between 
their members based upon the founding principles for the Greek-letter group. 

Honorary - Recognize high level of academic achievement and generally require a demonstrated 
interest in a particular career or academic discipline. 

Religious – Serve to support students based on their particular religious faith.  These groups are also 
coordinated by Campus Ministries. 

Service – Emphasize community service activity and its benefits. 

Special Interest – Focus on and promote specific issues or topics of interest to group members. 

Residence Hall Councils – Councils focus and address the needs of each residence area as well as 
program for the residents. 

Privileges of Recognition 
There are numerous privileges associated with being recognized on the campus of Schreiner 
University: 

 Access to campus facilities for meetings and other events 
 Publicity materials can be posted on campus with University approval 
 Opportunities to apply for funding allocations from the Student Senate 
 Help with program and event planning from the Department of Student Activities 
 Recruiting of members and possible fundraising activities on campus 
 Use of the Student Affairs copy machine for organizational purposes 
 Access to resources provided by Student Affairs and other university offices 

Responsibilities of Recognition 
With the privileges of recognition also come the responsibilities for organizations in order to 
maintain their relationship with the university.  As representatives of Schreiner University, on and off 
campus activities should reflect the standards of the institution and abide by all rules and policies.  
The following expectations apply to all Recognized Student Organizations: 

 Applying for university recognition annually through the Department of Student Activities.  
An overview of the student organization recognition process can be found in the Student 
Organization Rules and Policies section of this manual.  Recognition must be granted before 
the student organization may begin operating. 

 Adhering to all municipal, state, and federal laws, and Schreiner University rules and 
procedures. 

 Remaining in good standing with the university, including full compliance with any 
conditions, stipulations, or restrictions placed upon organizational recognition. 
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 Keeping the Department of Student Activities informed of changes to organizational 
leadership or governing documents in a timely fashion. 

 Demonstrating respect for the university community and other student organizations. 

 Operating in a manner consistent with the mission and goals of the university and the 
governing documents of the organization. 

 Consulting with the Department of Student Activities when planning events. 

 Ensuring continuity in leadership from year to year by training newly selected leaders and 
maintaining good records. 

Advisors 
Each student organization is required to have at least one advisor who is employed full-time by 
Schreiner University.  An advisor can have a strong impact on a student organization and its 
members by helping to create an atmosphere of learning that is productive, safe and enjoyable.  
There are many roles and responsibilities that an advisor may have, but it is up to the organization 
members and advisor(s) to establish a working relationship with which they are comfortable.   

Here are some effective steps that may be helpful when working with your advisor: 

 At the beginning of their tenure, the executive officers of the student organization should 
meet with their advisor to determine the roles and expectations for each other.  It is also 
helpful for the advisor to work with the executive officers to develop realistic goals for the 
academic year. 

 Maintain contact with your advisor as necessary.  Officers may consider meeting with their 
advisor prior to scheduled meetings to discuss agenda items or how to effectively run the 
meeting.  If the advisor is unable to attend organization meetings, the chief student leader or 
another officer should brief the advisor soon after the meeting.   

 Learn from your advisor.  The most important reason for having an advisor is to enhance the 
learning opportunities associated with student involvement.  Any consultation with your 
advisor can be useful whether it is in regards to organization matters or otherwise. 

 Include your advisor as part of the group.  Relations with your advisor can remain positive by 
introducing him or her to the group and allowing them some time to address the organization. 

To help facilitate the relationship between an organization and its advisor, a guide to working with 
your advisor is included in the Useful Resources section of this manual. 

Responsibilities of an Advisor 

• Must attend mandatory Risk Management training once a year. 

• Insure that sound financial practices are being followed as outlined in the RSO Handbook. 

• Accompany the organization when overnight stays are required or the organization is 
traveling more than 30 miles from campus. A list must be submitted attending participating 
in off campus trips including the groups destination information (hotel name, contact 
numbers, etc.) along with expected date and time of return.  This list should be submitted 10 
business days prior to departure.  See organization travel for more information.  If the advisor 
is unable to accompany, the advisor may send another full time faculty/staff in their place 
upon approval of the Director of Student Activities or the Dean of Students. 

• Supervising, by personal attendance to all banquets, registered parties and other social events. 
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Recognition Information and Rules 
Starting a new Recognized Student Organization 
If you do not find a student organization that fits your interests, we encourage you to begin one of 
your own.  Students, staff and faculty interested in starting a new Recognized Student Organization 
(RSO) or reorganizing a group that is currently inactive may obtain a registration form online or by 
visiting the Student Activities Office in the Cailloux Center across from the Lion’s Den. 
All new student groups must complete the following steps in order to be recognized by the 
university. 
Step One—Provide the following information to the Director of Student Activities: 
1. A current and up-to-date constitution.  See the Useful Resources section for guidance. 
2. Completed New RSO Application form. 

 
 

Step Two—Recognition  
After the Director of Student Activities approve a student group, the Director of Student Activities 
will notify the organizer through e-mail, the group will officially become an RSO and must adhere to 
all RSO and campus policies. 
 

In order to maintain RSO status, each organization must: 
1. Complete the re-recognition process at the beginning of each semester – including submitting all 

registration material.  
2. Submit a complete roster of all members an d their offices held in the organization. 
3. Submit a roster of all officers’ information at the beginning of each semester. 
4. Follow all rules and regulations in the Student Organization Manual. 
5. Host a campus wide event on twice during the academic year (once each semester—must 

complete an event form).  Each organization must also do two community service projects (once 
each semester).   The each event should be in line with the organization’s mission.  Each event 
and service project must be scheduled and approved with the Director of Student Activities.  
Please submit a Philanthropy Form to the Director of Student Activities once the community 
service project is completed. 

6. Must be open in its membership to any students, faculty or staff, unless otherwise permitted 
under applicable federal law. 

7. Not engage in conduct that is prohibited by Schreiner University rules and policies, or federal, 
state, or local law.  The organization and its individual members are subject to discipline whether 
such conduct takes place on or off campus or whether civil or criminal penalties are also imposed 
for such conduct. 

8. Meet with the Director of Student Activities once a semester.  This will be a time to discuss 
upcoming projects, leadership development, budget related issues, etc. 

9. Attend Mountaineer Council meetings (schedule of meetings will be distributed to RSO’s each 
semester). 

10. Check mail in RSO mailbox located on the first floor of Cailloux Campus Activities Center on a 
regular basis. 

11. Have a representative from your organization attend Student Senate meetings (optional if you 
group wants to be recognized by the Student Senate. 

12. Attend mandatory Risk Management Training once a year. 
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Alcohol Policy 
Alcohol may be served at on-campus and off-campus events only when the appropriate university 
personnel have given authorization.  Recognized student groups and organizations wishing to serve 
alcohol at an event must submit an Event/Alcohol Form with the appropriate authorizations to the 
Student Activities Office no later than ten days prior to the event date. . If an event is going to be 
held off campus by a third party vendor than you must also submit the Third Party Vendor 
Agreement form.   Authorization will be given to those groups demonstrating sufficient evidence that 
the following guidelines will be observed.  Alcohol cannot be purchased with student organization 
funds!  The following precautionary measures will be taken to ensure that alcoholic beverages are 
not accessible or served to persons under 21 years of age or to persons who appear to be intoxicated: 

 The lawful sale and/or service of alcoholic beverages will be conducted solely by non-student 
personnel from Sodexho Food Services when the event is on campus or an approved third 
party vendor when the event is off campus.  Also, no one under the age of 21, other than 
(non-student) employees of the third party vendor, may assist with, handle, sell or serve 
alcoholic beverages.  If the event is going to be held of campus you must have the Third 
Party vendor complete and sign the Third Party Vendor Agreement. 

 There can be no serving of alcoholic beverages before 12:00 noon on any day, or after 12:00 
midnight Sunday thru Thursday.  Alcohol may be served until 1:00 a.m. on Friday (Saturday 
morning) and Saturday (Sunday morning). 

 Consumption of alcohol is permitted only within an established and approved area designated 
for the event. 

 Beverage containers will not be allowed in or out of the event location.  All open alcohol 
containers must be disposed of before leaving the designated event area. 

 Wristbands will be issued by a Student Services professional or a designated full time faculty 
or staff member to those who are 21 or older. 

 No event shall include any form of “drinking contests.” 

 One security guard per 100 people must be contracted by the organization hosting the event.  
Security must arrive 15 minutes prior to the start of the event and remain 30 minutes after the 
conclusion of the event. 

 An organization’s faculty/staff advisor and one Student Services Professional must be present 
for the entirety of the event where alcohol is being served.  In the event that the advisor is 
unavailable, then another faculty or staff member must be present with the approval of the 
Director of Student Activities. 

 Attractive, non-alcoholic beverages must be available in the same location and featured as 
prominently as the alcoholic beverages.  If the event is being held in the Callioux 
arrangements must be made with Sodexho for non-alcoholic drinks and food.  The 
organization can ask for a waiver to purchase food outside of Sodexho. 

 Food items must be available in the area where alcohol is served free of charge. 

 Organizations can not use the sale of alcohol as a fundraiser for their group. RSO’s can not 
receive any money or donations from the sale of alcohol.  This includes tips for serving or 
“donations” for serving alcohol. 
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Student Organizations 
Guidelines for Facilities Usage 

 
 

1. Make your reservations as far in advance as possible.  All reservations are on first 
come, first serve basis. 

2. If you have any specific setup requirements, they need to be stated at the time the 
reservation is made, NOT the day of the event. 

3. The room must be left exactly as it was found.  If the tables are rearranged, they must 
be moved back to their original location at the end of the meeting. 

4. Remove all trash from the room upon departure. 
5. Any chairs brought into the Theatre from the The Lion’s Den must be removed at the 

end of each meeting.  Tables must be stored neatly at front of room.  All AV 
equipment must be returned to proper storage units. 

6. Any group reserving meeting room space that fails to notify the Director of the 
Cailloux Center of a cancellation at least 24 hours in advance of the scheduled event 
will be charged the full amount for any expenses incurred by the CCAC staff to 
prepare for the scheduled reservation. 

7. If an RSO has reserved a university facility and their event is not approved by the 
Director of Student Activities it is the RSO’s responsibility to cancel any reserved 
facilities for the event with the Director of Event Services. 

8. Organizations with outstanding financial obligations to the University will be denied 
further use of the facilities until such obligations are met.  

9. Room reservations are not transferable.  Neither may an organization turn over a 
reserved facility for use to another organization or individual.  

10. Organization members may not reserve facilities under the organization name for 
individual or personal use.  

11. All events must be approved by the Director of Student Activities. 
12. Every effort should be made so that no event will be scheduled in the CCAC that is 

timed so as to conflict with events sponsored by other organizations.  
13. For events outside of the Cailloux Center that require tables, chairs, equipment, etc. a 

fee will be assessed by Environment Management for delivery.  Organizations must 
provide a BLI number before any work orders will be turned in to Environment 
Management.  EM will deliver equipment on trailers to designated location.  
Organization members are responsible for unloading and reloading trailers.  If 
equipment is not reloaded onto the trailer at the end of the function, additional fees will 
be charged to organization’s BLI. 

14. Abuse or disregard of the above guidelines will result in denial of further use of 
facilities.   



Some ABCs of 
Creative  
Campus 

Advertising 
 

‘A’ boards…sometimes called sandwich boards 
Activities that lead up to an event 
Announcements before programs, meetings, other campus events 
“Ask Me” buttons 
Balloons 
Banners…be creative (Use bed sheets, have a contest, hang in new approved places) 
Bathrooms stall advertising..posters, fliers or newsletters 
Book covering advertising…printing with information and give away 
Bookmarks 
Bookstore bag fliers 
Bulletin board displays 
Bumper stickers 
Business cards that look like tickets for the event 
Buttons 
Cafeteria tray liners 
Calendars (weekly, monthly, semesterly or yearly) 
Campus announcements section of the newspaper 
Campus newspaper inserts 
Candy giveaway with information attached 
Cash register posters around campus 
Clothesline posters 
Facebook Groups 
Helium balloons 
Highlighters printed you can give away 
Hot air balloons 
Ice scrapers 
ID Holders 
Key chain giveaways 
Kites with information on or attached to 
Laundry machine advertising…people have time to waste 
Letters to campus organizations 
Logos that you use on all events 
Mail packages to some students…they love getting boxes 
Mailbox stuffing 
Mailing to fraternity or sorority social chairs 

Schreiner University 53 of 68 Student Organization Manual 2008-09



Mannequins holding a sign 
Messages attached to candy or another type of giveaway 
Messages on the corner of classroom chalkboards 
Mock tail booth….make drinks and advertise an upcoming event 
Multiple colors of the same flier hung next to each other 
MySpace.com 
Napkins printed with information 
Newspaper articles and interview 
Noon teasers/attention getters 
Paint a vehicle and drive it around campus 
Smile pins…passes 
Solicitation table before an event 
Something stupid on a campus sign…this is a publicity stunt for… 
“Song” routines in high traffic areas 
Speak at campus meetings, residence hall meetings, club meetings, Senate, etc. 
Squeeze bottles 
Stairwell advertising 
Stickers 
Stickers with event info you can put on your calendar 
Streamers or flags advertising an event 
Stunts in places where many people are gathered 
T-shirts advertising an event 
Table tents 
Teasers 
Temporary tattoos 
Tents 
Text Messaging 
Themes 
Trash can posters 
University Web calendar 
Velcro banners you can change for various programs 
Vending machine advertising…on the machine and in the product inside 
DVDS…play in high traffic areas 
Word of mouth  
Zebra’s …I had to have something that started with a Z  

 
Adapted from "200 Ideas to Creatively Advertise Events on Campus" by Brian Borski at the University of Dallas. 
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Working with your 
Advisor 

 

 
 
There are many ways to work with the advisor(s) of your organization.  Most importantly, the 
advisor-organization relationship should entail two-way communication.  Because advisors can have 
a variety of roles and responsibilities associated with the organization, it is important that the officers 
and advisor come to an agreement on expectations. 
 
Listed below are some expectations that can help student leaders and advisors arrive at a clear and 
mutually agreed upon role for the advisor.  The advisor and officers of the organization should rank 
the following items (from 1-5, with 1 being an essential duty of the advisor and 5 being absolutely no 
responsibility for the advisor) and then meet to compare answers and discuss any differences.  For 
items that are determined not to be the responsibility of the advisor, it is important to establish whose 
responsibility it will be. 
 

― Attend all general meetings 

― Attend all officer meetings 

― Call meetings of the officers when believed to be necessary 

― Explain University policy when relevant to the discussion 

― Explain University policy to the group at the beginning of the academic year 

― Meet with the chief student leader before each meeting 

― Help officer(s) prepare an agenda before each meeting 

― Speak up during discussion when the group is making a poor decision 

― Be quiet during general meetings unless called upon 

― Exert influence with officers between meetings 

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

― Initiate ideas for discussion when the advisor feels it is helpful or relevant 

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

― Attend all group activities, meetings, events, etc. 

― Request to see the financial officer’s records at the end of each semester 
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― Check the minutes before they are distributed in final form 

― Check all correspondence before it is sent 

― Be a custodian of all group records during the summer and between officer transitions 

― Keep the official files of the organization 

― Inform the group of infractions of the bylaws, codes or standing rules 

― Make the group aware of its objectives when planning events 

― Veto a decision when it violates a organizational objectives or policies, or University policy 

― Mediate interpersonal conflicts that may arise 

― Be responsible for planning leadership skills workshops 

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

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

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

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

― Represent the group in any conflicts with University staff 

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

― Recommend programs, speakers, etc. 

― Take an active part in the orderly transition of responsibilities between old and new officers 

― Cancel any activities when you believe they have been inadequately planned, will violate 
University rules, or are unsafe. 

Adapted from Texas A&M University Department of Student Activities 

The relationship between an organization and its advisor should be one that facilitates positive 
learning experiences for everyone involved.  The Department of Student Activities shares in this 
endeavor and is available to help make this happen.  Contact the Director of Student Activities for 
resources and guidance in making the advising relationship a successful one. 

Schreiner University 56 of 68 Student Organization Manual 2008-09



 

 
 
 

Forms
 
 

Schreiner University 57 of 68 Student Organization Manual 2008-09



Office Use Only 
_______________ 

Date Received 
_______________ 

Director Initials 

 
 
 
 

Schreiner University 
Re-recognition Registration Form 

 
**To continue recognition you must complete and submit this form to the Director of Student Activities every semester.  Failure to turn 

in form will result in loss of University recognition as well as Senate recognition.** 
 
Organization Name & Abbreviation:____________________________________________ 
 
Faculty/Staff Advisor Information (at least 1 required): 
 
Name:__________________________________Name:_____________________________________  
 
Primary Student Leader 
 
Name: _________________________________ Position:___________________________________ 
 
Cell Phone: _______________________  

 

Officers 
 

Name: _________________________________ Position:___________________________________ 
 
Cell Phone: _______________________  

 
Name: _________________________________ Position:___________________________________ 
 
Cell Phone: _______________________  

 
Name: _________________________________ Position:___________________________________ 
 
Cell Phone: _______________________ Phone:_____________________ 
 
Type of Organization (check one):  
 

 Service     
 Academic/Professional 
 Fraternity/Sorority 
 Governance  
 Health & Recreation  
 Honorary  
 Religious  
 Residence Life  
 Special Interest  
 Sport Clubs  

 
Established Meeting Time (day, time, and location): ______________________________ 

We acknowledge that a failure to follow Student 
Activities policies and University rules may result in the 
loss of organization privileges or recognition by the 
University.  SU requires that all RSO Officers maintain a 
minimum of a 2.25 cumulative GPA and that all 
members maintain a minimum of a 2.0 cumulative GPA. 
 
___________________________ 
 Signature Primary Student Leader 
 
____________________________ 
Signature of Faculty/Staff Advisor  
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Schreiner University 
Student Organization Event Form 

 
PLEASE TYPE OR PRINT 

 
 COMPLETED FORM MUST BE SUBMITTED 10 WORKING DAYS IN ADVANCE OF THE EVENT 

TO THE STUDENT ACTIVITIES OFFICE. 
 

As a representative and Event Coordinator of this organization, I hereby assume full responsibility for the organization adhering to all the University policies, procedures, 
and regulations; for the payment of necessary fees; and for the clean up arrangements related to this event.   

 
RSO Name:____________________________________________________________________________ 
 
Event Coordinator Name:________________________________ Cell Phone:________________________ 
 
Event Coordinator Signature:__________________________________ Date:______________ 
 

Event Basics/Facilities 
 
1. Date of Event:__________________ Day of the week of the event:____________ 
 
2.  Name of Event:______________________________________________________ 
 
3. Event Time:  Set up time:_______ am/pm  Clean up time:______am/pm  
 

Event start time:_______am/pm Event End time:______am/pm 
  
4. Facility/Location Desired:______________________  
 
 If event if off campus please provide the name and address of the facility:___________________________ 
______________________________________________________________________________________ 
 
Type of Event: (Please circle all that apply):  Service  Social   Fundraising  Educational 
 
If event is also a fundraiser you must fill out the Fundraising form before final approval will be given for the event. 
 
5. Estimated Attendance: ___________ Admission Charged: Yes___ No___ Amount $_______ 
 
6. Invitation Only_____ Campus Only___ Public Invited____ Campus & Outside Attendees_____ 
 
7. Additional Event Approval 
Events involving food (Sodexho), Pool (Campus Rec.), Softball Fields (Athletics) you will need to contact those departments and make 
arrangement prior to your event.   
Each RSO is responsible for the clean up of the facilities reserved. If the facility is not clean a cleaning fee will be charged to the RSO. 
Special Arrangements 
8. SODEXHO FOOD SERVICES: Sodexho Food Services has EXCLUSIVE rights to catering for ALL on campus events.   
We will have food at this event:  YES NO 
If yes, I have contacted Sodexho and have made arrangements for one of the following: (Check one only!)    _____ 
Sodexho will be catering our event     ______Sodexho has waived catering for this event 
 
 
 
 
9.  Security 
University Security are required at any functions where alcoholic beverages are sold and/or at other events identified by 
University Security or the by Student Services.  The ratio is 1 officer per one hundred (100) estimated attendees.  Security 
is required to be present 15 minutes before and 30 minutes after events.  The University requires the right to delay or cancel 
an event if University Security has not been contracted or is not present at the event. 
____ Security will be needed due to estimated attendance 

Schreiner University 59 of 68 Student Organization Manual 2008-09



____ Number of Security required 
 
10.  Required Signatures: (in this order and all that apply to your event) 
 
(  ) ____________________________      (  ) ____________________________      
     RSO Advisor                                                           Director of CCAC        
                          (required for all facility reservations)   
                             
(  ) ____________________________      (  ) ____________________________     
      Sodexho  ( Events with Food)                                                           Director of Security  
              (signature only needed if security is to be waived or provided) 
 
 
(  ) ____________________________ 
     Director of Student Activities 
 
Revised on 3/16/2008  
 
 
 
 
 

***FOR OFFICE USE ONLY*** 
 

Date Rec’d:________  Time Rec’d:________  Rec’d By:____________________________ 
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Schreiner University 
RSO Event/Alcohol Form 

 
 COMPLETED FORM MUST BE SUBMITTED 10 WORKING DAYS IN ADVANCE OF THE EVENT 

TO THE STUDENT ACTIVITIES OFFICE. 
 

As a representative and Event Coordinator of this organization, I hereby assume full responsibility for the organization adhering to all the University policies, procedures, 
and regulations; for the payment of necessary fees; and for the clean up arrangements related to this event.   

 
RSO Name:____________________________________________________________________________ 
 
Event Coordinator Name:_________________________________ Cell Phone:______________________ 
 
Advisor:_____________________________ Home (emergency only):_____________________________ 
 
Event Coordinator Signature:__________________________________ Date:______________ 
 

Event Basics/Facilities 
 
1. Date of Event:__________________ Day of the week of the event:____________ 
 
2. Event Time: 
Set up time:_______ am/pm  Clean up time:_______am/pm  
 
Event start time:______am/pm Event end time:______ am/pm 
  
3. Facility/Location Desired:______________________ 2nd Choice:________________________ 
 
 If event is off campus please provide the name and address of the facility:___________________________ 
______________________________________________________________________________________ 
 
4. Name of Event:___________________________ Type of Event:________________________ 
 
5. Estimated Attendance: ___________  
 
6. Invitation Only_____ Campus Only___ Public Invited____ Campus & Outside Attendees_____ 
 
7. Additional Event Approval 
For events involving food (Sodexho), Pool (Campus Rec.), Softball Fields (Athletics) you will need to contact those departments and they must sign off on the event 
form.  For tables & chairs at facilities outside of the CCAC you must contact Plant Operations for arrangements.  ***For set up of room and additional AV Needs meet 
w/ Director of Cailloux .  Each RSO is responsible for the clean up of the facilities reserved. If the facility is not clean a cleaning fee will be charged to the RSO. 
 
Special Arrangements 
1. SODEXHO FOOD SERVICES: Sodexho Food Services has EXCLUSIVE rights to catering for ALL on campus events.  All 
alcoholic beverages sold or served on campus MUST be sold and served by Sodexho Food Services. 
I have contacted Sodexho: (circle one)   YES     NO     WAIVED 
We will have _____ Food    _____ Alcohol 
 
2. ALCOHOL: 
Will alcohol be served at your event? (circle one)   YES        NO 
I have met with the following regarding the requirements for an alcohol event: 
_____ Director of Student Activities  
_____ Danny Flores from University Security 
_____ I have met with Sodexho Food Services  
 
 
 
In accordance with University policies, the following precautionary measures must be taken: 

1. No serving of alcoholic beverages before 12:00 noon on any day, or after 12:00 midnight Sunday thru Thursday.  Alcohol may be served 
until 1:00 am on Friday and Saturday. 
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2. Beverage containers will not be allowed in our out of the event location.  All open containers must be disposed of before leaving the 
designated area. 

3. Wristbands and ID’s will be issued by a Student Services professional or designated full time faculty or staff member to those who are 21 
years of age or older. A Student Services professional and one advisor must be present during the entire event. 

4. No event shall include any form of “drinking contests” 
5. Organizations sponsoring event must provide (free of charge) non-alcoholic beverages as well as food (for example chips, salsa, cookies, 

cheese, crackers, cookies, etc.) 
6. Organizations may not sponsor an event with alcohol, on or off campus, during weeknights (Sunday thru Thursday) when classes will be in 

session the following day, without written permission from the Dean of Students. 
7. All advertising for events serving alcohol must have the approved alcohol stamp from the Director of Student Activities.  You cannot list the 

prices of alcohol provided at event, but can state that “Alcoholic Beverages will be available for purchase”. 
8. Organizations can not use the sale of alcohol as a fundraiser for their group.  You can not receive any money or donations from the sales of 

alcohol. 
9. If your organization is affiliated with a national or international organization you must also abide by their policies regarding events with 

alcohol. 
10. Failure by a Recognized Student Organization to abide by and enforce these conditions during an event where alcohol is served will result in 

disciplinary action against the organization and/or its members. 
11. Please list a minimum of four members of your organization that will not consume alcohol during this event to ensure that the conditions of 

this agreement are followed: 
NAME       SIGNATURE 
__________________________  __________________________ 
__________________________  __________________________ 
__________________________  __________________________ 
__________________________  __________________________ 
 

12. I understand that the lawful sale and/or service of alcoholic beverages will be conducted solely by      
personnel from Sodexho Food Services or third party vendor off-campus.  Also, no on under the age     of twenty one, other than (non-
student) employees of Sodexho or the third party vendor, may assist with, handle sell or serve alcoholic beverages.  

 
3.  Security 
University Security are required at any functions where alcoholic beverages are sold and/or at other events identified by University 
Security or the by Student Services.  The ratio is 1 officer per one hundred (100) estimated attendees.  Security is required to be present 
15 minutes before and 30 minutes after events.  The University requires the right to delay or cancel an event if University Security has 
not been contracted or is not present at the event. 
____ Security will be needed due to alcohol being sold/served at the event 
____ Security will be needed due to estimated attendance 
____ Number of Security required 
 
4.  Required Signatures: (in this order and all that apply to your event) 
 
(  ) __________________________   (  ) _________________________  (  )  __________________________ 
     Advisor                                               Director of CCAC              Director of Security       
                            
(  ) ___________________________ (  ) _________________________  (  ) _________________________            Sodexo  (Events with 
Food or Alcohol)               Off Campus 3rd Party Vendor        Director of Student Activities 
  
(  ) ____________________________    
      Dean of Students                

***FOR OFFICE USE ONLY*** 
 

Date Rec’d:________  Time Rec’d:________  Rec’d By:___________________________Approved    Y     N 
 
Last Updated on 6/9/08 
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Schreiner University 
Third Party Vendor Agreement  

For Student Events 
 

Event: _____________________________ 
Date of Event: _______________________ 
Location: ___________________________ 
Sponsoring RSO: _____________________ 
Third Party Vendor:____________________ 
 

• I verify that as the third party vendor I hold the appropriate license to serve 
alcohol. 

• I understand that the lawful sale and/or service of alcoholic beverages at this event 
will be conducted solely by personnel employed by the third party vendor. 

• Must have liability insurance with limits of 1,000,000/2,000,000 
• No Schreiner students will assist with, handle, sell or serve alcoholic beverages 

during this event. 
 
 
Vendor’s authorized representative: 
Signature:_______________________________ 
 
Printed name:____________________________ 
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Student Organization Fundraising Form 
 
 
 
 
 
 
 

 

 

What is your fundraising goal (amount)? ____________________________ 

(You must report your final fundraising total and where it goes to the Director of Student Activities!) 

Estimated event expenses (total)?_________________________________ 

(expenses should not exceed 50% of total amount raised)  

Please describe the fundraiser you will conduct and the purpose: 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Location: _____________________ Date: _____________ Time:___________ 
 

Will you request donations from any local businesses?  Yes  No 

If yes, what business(es) please attached a typed list and attach it  

Please circle the type of advertising you plan to use: 
 

Mountaineer  Flyers/Posters    Facebook/MySpace    Email 

Other: __________________________________________________________ 
 

I have read, understand and agree to follow the rules and regulations regarding fundraising stated in the student 

organization manual and on the back of this form.  I understand failure to follow these guidelines may result in loss 

of University privileges. 

RSO Officer’s Signature: __________________________ Date: _____________ 
 

Advisor’s Signature: ____________________________ Date:______________ 
 

Approval   No     Yes 
 
_______________________________________________Date: ___________ 

Director of Student Activities or V.P. President for Enrollment & Student Services 

 

 _____________________________________________Date: _____________ 

Director of Development or VP Advancement and Public Affairs 

 
 
 
 
 

 

Office Use Only 
Amount of Funds Raised 

$___________________ 

Donated To: (if applicable) 

____________________ 

 

RSO:______________________________________  

Student Contact: ____________________________ Phone No.:_____________ 

CMB: __________Student email: ____________________________ 

Advisor Name: ________________________ Advisor Phone No.:_____________ 
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Schreiner University Philanthropy/Service Report 
 

The form must be completed and submitted to the Director of Student Activities & Greek Life no more than 30 
days from the events. 

 
RSO Name:  

Person Completing the Form:  
Person’s Contact Information:  

 
Name of the Event:  

Date of Event:  
Where the events was held:  

Start Time of Event & End Time of Event:  
 

Agency Name (Benefactor):  
Agency Contact Person Name:  
Agency Contact Person Phone:  

 
Amount Donated (in Dollars):  

 
Number of members participating:  

Hours of service per person:  
 

The organization wants this repost to count for the following (Circle only one) 
Drive   Money   Hours 
 
Brief Description of Event:             
               
               
               
               
               
       
 

** ON THE BACK PLEASE LIST THE FIRST AND LAST NAME OF EACH PERSON WHO 
PARTICIPATED AND THE NUMBER OF HOURS WORKED.*** 
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Name       # of hours worked 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
 

_______________________________  _________________ 
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Last Name:____________________________ 
Schreiner University 

Waiver of Liability, Assumption of Risks, & Indemnity Agreement 
 

1. In consideration of being permitted to participate in_______________________________________, I, for myself, my heirs, 
personal representatives or assigns, do hereby release, waive, discharge, and covenant not to sue Schreiner University, its 
officers, employees, volunteers, participants, and all other persons or entities acting on their behalf.   

2. a.     I acknowledge that there is a potential risk for injury involved in my participation with this event.  These injuries entail 
both known and unanticipated risks, including but not limited to inherent risks of participating in a variety of games and 
relays. 

b. I expressly agree and promise to accept an assume all of the risks existing in this activity.  My participation in this activity 
is purely voluntary, and I elect to participate in spite of the risks.  

c. I agree to abide by University rules and guidelines pertaining to____________________________.  I also agree to pay for 
and/or reimburse the University for costs incurred by the University that are related to my failure to abide by these rules 
and guidelines. 
 

3. I hereby voluntarily release, forever discharge, and agree to indemnify and hold harmless Schreiner University from any and 
all claims, demands, causes of action, suits, procedures, and damages or liabilities, including attorney’s fees which are in any 
way connected with my participation in this activity, and to reimburse them for any such expenses incurred. 

 
   Signature__________________________________________________________     Date___________________ 
 
   Printed Name______________________________________________ 
              
   Parent/Guardian Signature____________________________________________ 
                                              (If participant is under age)  

Emergency Medical Information 
 

Name of participant:___________________________________________________  Date of Birth:_________________________ 
 
Permanent Address:________________________________________________________________________________________ 
 
___________________________________________________________Phone# at this address:___________________________ 
 
Emergency Contact name:______________________________________________  Relationship:__________________________ 
 
Phone #s: home(     )___________________________work(      )___________________________cell(     )___________________ 
 
Are you allergic to any food or medication?  NO     YES, please list:__________________________________________________ 
Please list any other conditions or special medical needs:___________________________________________________________ 
_________________________________________________________________________________________________________ 
Please list any medications you are currently taking:_______________________________________________________________ 
 
Medical Insurance Company:__________________________________________ Policy #:_______________________________ 
Policyholder’s name:____________________________________________________ 

 
1. I certify that I have adequate insurance to cover any injury or damage I may cause or suffer while participating, or else I agree 

to bear the costs of such injury or damage myself.  I further certify that I have no medical or physical conditions which could 
interfere with my safety in this activity, or else I am willing to assume and bear the costs of all risks that may be created, 
directly or indirectly, by any such condition. 

 
2. I authorize Schreiner University personnel to call for medical care for me or to transport me to a medical facility or hospital if, 

in the opinion of such personnel, medical attention is needed by me.  I further authorize appropriate personnel to render such 
medical treatment as is necessary for my health, in their professional opinion.  I agree that once I am in the care of medical 
personnel or a medical facility, Schreiner University shall have no further responsibility for me and I agree to pay all costs 
associated with such medical care and transportation. 

 
Signature_____________________________________________________________Date:_______________________ 
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Schreiner University 
Request for Authorization for Student Travel 

 
Part I.  Organizational Information 
 
Name of Organization:________________________________________________________________________ 
 
Authorized Student Representative:_____________________________ Cell Phone No.:____________________ 
 
Name of Advisor:_______________________________________ Contact No: __________________________ 
 
 
Part II. Trip Information 
 
Purpose of Trip:_____________________________________________________________________________ 
 
 
 
 
Destination: ________________________________________________________________________________ 
 
Dates of Travel: Departure:____________________  Return: __________________________ 
 
Total number of participants: _______________ Number of participants under 18:______________ 
 
Lodging Arrangements (Address and phone number required and the name of the reservation):_______________ 
 
______________________________________________________Phone No.:____________________________ 
 
Transportation Arrangements: 
 
_____ Personal Vehicle _____ University Van  _____ Rental Car 
 
Name of Drivers: ____________________________________________________________________________ 
 
 
Office Use Only: 
 
Event approved: Yes  No 
 
Date approved: ____________________ 
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