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REGISTERED STUDENT ORGANIZATIONS AT UNIVERSITY OF TAMPA

Student Affairs and the Office of Student Leadership and Engagement

The Division of Student Affairs at the University of Tampa (UT) actively supports Registered Student Organizations (RSOs). The
mission of Student Affairs is to educate and empower students to be global citizens through experiential and diverse learning
opportunities that reinforce the values of the Spartan Code and enrich the lives of others.

UT students distinguish themselves by taking an active role in campus life and the community by joining RSOs and serving as
leadersinmany capacities. Motivatedto"make adifference" orsimplyto make friends, you willfind avariety of registered
clubs and organizations, including four major student publications, academic recognition societies, peer education groups,
community service organizations, student government, fraternities and sororities, special interest and leadership groups,
nationally recognized ROTC programs and top-ranked NCAA Division Il sports.

The Office of Student Leadership and Engagement staff serves as a resource for student leaders, programming boards and the
registered student organizations through advising, leadership development and organizational support services.

Services & Resources

The University of Tampa is committed to supporting our students and have created several campus services and resources.

The Spartan Support Program was developed to assist students who may be having difficulty adjusting to the UT community or
who may need additional support to be successful in the University environment. The goal of the program is to identify
students in our community who appear to be troubled or troubling and intervene before the student reaches a crisis level. If you
feel a student is in need of help, please use the anonymous online referral form.

UTis proudto offervictimadvocacyservicestoanystudentwho has beenthevictimofaviolentcrime. The programis staffed
with trained advocates who are designated by the Office of the Attorney General to provide victim services and work on-campus
in student life. An advocate may be contacted during the fall and spring semesters through the victim advocate hotline (813) 257-
39000rbycontacting Campus Safety. Duringsummerterms orbetweenacademicterms,advocates maybecontactedsolely
through Campus Safety. You may always contact an advocate by emailing Victim Advocacy.

Spartan Ready®

The University of Tampa graduates’ students who are prepared to be successful individuals with an advanced understanding of
their field of study, the interdisciplinary workplace, and how to be leaders who contribute to society. By being involved in RSOs,
students could develop high demand competencies that are relevant for today’s workforce. These make up the Pillars of Spartan
Readiness, which are supported by professionalism and life skills education.

What is an RSO?

Registered Student Organizations (RSOs) are an important part of the educational experience at the University of Tampa
(UT). RSOs provide students with opportunities to form new friendships with individuals that share common interests and
to experience leadership development opportunities that will be beneficial in college, to the greater UT community, and
laterinachosen career. The University of Tampa Registered Student Organization Handbook and Resource Guideis
designed to familiarize an organization’s leadership with the policies and guidelines related to registered student
organizationsthereby helping the organization to be both compliant and successful at the University of Tampa.

RSOs are voluntary associations led by active UT students. RSOs are legally separate entities from the University. RSOs
are student-initiated and student-run. All student organizations must register with the University through the Office of
StudentLeadershipand Engagement(OSLE)toattain RSO status. By maintaininganactive RSO status, RSO members
may access certain University benefitsand resources, free of charge, such as facilities use and eligibility for Student
Government funding and equipment. All RSOs are accountable to the University for compliance with University policies,
regulations,andrules. Approval ofastudentorganizationregistrationasan RSO doesnotimplyanendorsementor
approval of the mission, purpose, and/or activities of the student group by the University of Tampa.
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Overview of RSO Benefits

e Access toreserve UT facilities for meetings, programs and fundraisers

e  Access to apply for Student GovernmentFunding

e  Accessto Involvement Suite including use of equipment such as computers, copy machine, and projector rental.
0 Free 800 black & white copies peracademic year

o Access to promote your RSO at the fall and the spring InvolvementFair.

e Listing in the University Organizations Directory on the website.
This provides incoming students and off-campus entities a formal platform to learn about your organization.

e Anindividualized RSO profile/portal on Engage UT

e  Accessto publicity opportunities throughout campus including bulletin board posting and sidewalk chalk.
e Accessto create anagency fund account, an on-campus bank account for your organization.

e  Opportunity to participate in campus-wide events such as Week of Welcome.

e  Opportunity to attend RSO-catered leadership development workshops and programs.

RSO Rights & Responsibilities

Membership

RSO membershipandallRSO privileges, includingvotingand officer positions, mustbe extendedtoall students
without regard to age, color, disability, gender identity, geneticinformation, national origin, race, religion status or
historicreligious affiliation, sexual orientation, veteranstatus orgender (unless exemptunderTitle [X). Certain
political, faithand spirituallybased RSOs mayreceive exceptional status throughthe Sykes Center for Faithand
Values policy.

Privileges

Privileges are given to those RSOs that have completed the formal registration process through the Office of Student Leadership
andEngagement(OSLE)and UT. Anyandallofthese privileges mayberevokedasasanction forviolatingany policies within The
University of Tampa Registered Student Organization Handbook and Resource Guide or Student Code of Conduct.

All RSOs are bound by the University of Tampa’s Student Code of Conduct and this handbook. Campus Recreation, Fraternity and
Sorority Life and the Faith, Values and Spirituality Resource team may have additional policies for their specific RSOs. RSOs
shouldpaycloseattentionandadheretothefollowing Universitypolicies: RSO Policy Regardingthe Consumptionof Alcohol,
Anti-hazing and Nondiscrimination Notice.
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Categories of RSOs

Below are areas within the Division of Student Affairs that provide additional support to RSOs.

Health and wellness RSOs such as
Overarching home of all /\ BreatheEasy, Disjointed, SOS, etc. May
RSOs. Start here with . have additional registration
registration and then if Live Well requirements. Contact the Wellness
needed reach out to one of UT Center.
the other RSO partners
illustrated here.

V;i':'& Fraternity &

— Sorority Life

Spirituality

All spiritual /religious
based RSOs will have
specific requirements.

Fraternity and Sorority RSOs such
as IFC, Panhellenic, MGC, and
NPHC. These organizations have

solntac;tsg _Mf:lt?t . specific registration requirements.
p Y . .
aues INtual R ec reatlo n/ Contact Fraternity and Sorority

Resource Team.

Recreational sport Club SpO rts Life.

clubs such as fishing,
golf, flag football and
intramurals. Contact

the Office of Campus
Recreation.

ADMINISTERING YOUR RSO

Engage UTis afree RSO software platform for UT students, RSOs, RSO advisors, and Student Affairs staff to manage student
engagement opportunities. You can think of Engage UT as a Facebook for RSOs that includes forms, event registration processes,
financial management tools, and rosteradministration.

OnEngage UT, studentscanviewalistingofallUT’s RSOs and checkout upcoming RSO events. RSO leaders can manage their
organization’s profile; upload important documents such as constitutions or by-laws; contact fellow members easily through
discussionboards;createevents byfillingouteventrequests;sharetheir RSO calendar withthe Universityorthroughsocial
mediasites; or create pollsto engage current members. Mostimportantly, RSO leadersrenew their RSO by updating their
organization profileon Engage UT andturn-inanyrequired paperworkto OSLE electronically through thesite.

Log-in to Engage UT

e GotoEngageUT
e Join a UT student organization (or makeyour own)

e Ifthereare any questions or concerns about using Engage UT, please contact a Peer Involvement Advisor.
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Starting a New RSO

Inordertobean officiallyrecognized RSO you arerequired tocomplete the registration process below through the Office of
StudentLeadershipand Engagement (OSLE) on Engage UT. Thisis often amulti-week process dependingonthe quality of the
first submission and the number of new organizations applying for registration.

Before logging-in to Engage UT

1. Read and agree to the policies and procedures for RSOs outlined in this handbook.

Recruit and maintain a minimum of six (6) currently enrolled undergraduate students, not including graduating
seniors, in good standing with the University to serve as charter members and officers. You will need their Spartan
emailaddressestoenterinto Engage UT. Allmembers willneedto beinyour Engage portal. Incertain
circumstances, OSLE mayissue a waiverifthe RSO fallsunder 6 members. Contact the Coordinator of Student
Engagement for more information.

3. Develop a constitution. The constitution should include: the organization name, purpose, proposed activities, rules and
procedures, the officers, their roles and responsibilities, their terms and methods of selection, the proposed nature and
frequency of meetings and activities, the financial intentions of the organization, including any proposed fees, dues and
assessments. For inspiration, see our Sample Constitution.

4. Recruitafaculty/staff advisor. Every organization is required to have an on-campus advisor, regardless of the number
of additional alumni or community (off-campus) advisors. Faculty/Staff Advisors must be full-time UT employees.

5. Boththe president and the advisor should review the RSO/Advisor Expectations Worksheet to guide the development
ofclearadvisor/organizationexpectations. Thecompleted worksheetistobeuploadedtotheregistrationform.

Complete all registration steps on the Engage UT
Loginto MyUTampa. Clickonthe Engage UT chicklet. Clickon Create Organization. This opens the RSO Registration
application, provideallinformation requested. OSLE will not acceptincomplete submissions.

Information that will be requested in Engage UT includes:

a. Official Name

b. Organization Description/Mission/Vision/Goals

c. Facebook, Instagram pages foryour organization

d. Organization Contact Information

e. Meeting times and locations

f.  Organization goals

g. Categories with which you would like your organization to be associated.

h.  Names and contact information for President, Vice-President, Treasurer and Secretary for the organization.
(All positions must be filled with a contact, even if your organization does not use these titles for executive
officersorisnot setup to have all of these executive officers —you may edit positions later). Enter any
additional members to the roster portion if applicable.

i.  Upload your Constitution/Bylaws (PDF format isrecommended)

j. Submit.

The Approval Process

1. The Student Coordinator of Organizations in OSLE will check membership and officer lists and evaluate constitution
and registration forms. If there are deficiencies in fulfilling any of the basic requirements, the Coordinator will notify
the primary contact listed for the organization. The organization will then have an opportunity to re-submit any missing
or corrected items within 14 business days.

2. Onceall materials are determined to be satisfactory, the Coordinator of Student Engagement will notify the president
and faculty advisor of the status of their registration. The organization President will have the ability to log in and make
changestoyourorganization’s portal, butthe publicwillnotyetbe abletoviewtheorganization’s portalon Engage
UT. At this time, the president should invite all current members to join the portal.

3. Onceall members, including the faculty/staff advisor have confirmed their membership, the president and advisor will
receiveemailapprovalfromthe Coordinator of StudentEngagement, and the organization willappearasactiveon_
Engage UT.
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Steps as a Newly Approved RSO

e  Start accessingresourcestopromote and strengthen your organization! This includes attending the Fall trainings and
registering for the bi-annual Involvement Fair.

e  Fulfillall the RSO requirements to maintain recognition. All your organization’s information will be on Engage UT.
Annual registration simply gives your organization an opportunity to update any information or officers that have
changed and is required by OSLE.

Reasons an application may be delayed include:

o  Deficiencies in the Constitution — the sample constitution provided is an example of the absolute minimum content
required for all organizations by OSLE. Please adhere to the example and be sure that all sections are covered in your
constitution. In addition, think of this document as a guide for your group for years to come, and make sure you have
provided information in a way thatis clear and adequate for new leadership to interpret when you are no longer here.

e  Duplication of Purpose — When your organization appears to have a mission and goal similar to an already established
organization, the Coordinator will likely encourage you to join or collaborate with that existing group to achieve your
aims, rather than creating an entirelynew organization.

e Insufficient Details — the Coordinator and OSLE’s primary goal is to help your organization become established in a way
thatissustainablelong-term.Ifyourorganizationappearstolackasolid basisonwhichtobuild, the Coordinator may
ask you to provide additional information about plans for sustainability and expansion.

New Recreation/Sport RSO Process
To gain official recognition by the University of Tampa for a sport club or organization you must:
Completeallrequirements listedinthe New Student Organization Registration Process.
e Bearegistered student organization in good standing for at least one semester.
o  Meet directly with the Coordinator of Competitive Sports to discuss club interest.
e  Recruit at least ten (10) full-time undergraduate student members
o (Create a proposed practice schedule including facilities, dates, and times.
e (Createalist of universities within a reasonable distance that the organization would compete against
e Create a proposed budget for the first year of operations —including facility needs, equipment needs, league dues,
tournament entry fees, travel, hotels, referees/officials’ expenses.
e (Createa plan of action as to how the organization will operate and what the organization plans to accomplish as a club
sportthat aligns with the mission of the University and the Office of Campus Recreation
e Beabletoexplainhowtheorganization willbe able to achieve club sustainability beyond the founding members.
e  Onceall outlined steps have been completed and paperwork has been turned into the club sports office, the
organizationwillbe contacted regardingthe dateandtime of their proposaltothe Club Sports Council*
e  The Club Sports Council will hear the proposal, ask questions, make recommendations, and will then decide whether to
approve or reject the organization’s application to become a recognized club sport.

*Allnew clubsport proposalswilltake placetowardsthe end ofthe springsemester

For more information on club sports please contact the Office of Campus Recreation.

New Spiritual RSO Process

Tostartaneworganizationorre-registeracurrent SRSO, students should contactthe Resource Teamfor Faith, Valuesand
Spirituality, (RTFVS), for an informational interview. This meeting will be held with the Chairperson of the RTFVS or designee
and one additional member of the RTFVS.

New Social Fraternity or Sorority Organization Registration Process

New social fraternity or sorority organizations will only be recognized during the official expansion period, which is determined
by Fraternity and Sorority Life, ordesignee.
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MAINTAINING RECOGNITION

To maintain good standing with the University, RSOs must meet the requirements below to maintain recognition.
Renewal on Engage UT
Each RSO is required to fully update their officers' and advisor’s information and profile on_ Engage UT by April 1%
forthe upcomingacademicyearorwheneverthereisachangeinadvisororpresident®.
0 Withthisregistration, RSO officers annually acknowledge reading this Student Organization Handbook and
agreethatthe practices of the student organization shall not be contrary to the stated policies of the
University.
0 Allstudents and student organizations are responsible for knowing the conduct standards and regulations of
the University.
0 RSOsarerequired to maintainan updated roster on Engage UT all current members and undergraduate officers.
L-E-A-D UT - During COVID L-E-A-D UT will be virtual or replaced with other necessary health and safety
training modules.
Atleastone member ofeachRSOisrequiredtoattendtheL-E-A-D UT atthebeginning ofthe fall semester.
Thisisarequirementforrecognitionandeligibility for Student Government funding.
0 Absences may be excused based on the following reasons with valid documentation submitted to OSLE at
least2 weeks priortotheworkshop. Ifyour RSO failsto attend, youwillneed to meet withthe Coordinator
of Student Engagement.

= Class conflict
=  Medical
=  Family emergency
Transition Meeting
At least one outgoing (retiring) officer of each RSO are required to attend a transition meeting with the Coordinator of
Student Engagement in the spring semester. The only exception will be made for social Fraternities and Sororities
with the approval of the Office of Fraternities and Sororities Life.
Ongoing Event Registration
All RSO events must be registered through Engage UT.
0 This only excludes weekly recurring meetings and tabling requests.
Good Standing
AIIRSOs mustbeingood standing with OSLE, the Office of Student Conductand, ifapplicable, the Resource team
for Faith, Values and Spirituality, Campus Recreation or the Office of Fraternities and Sororities Life. This includes
complying with all University policies and procedures, including but not limited to, those detailed in the Student
Code of Conduct, as well as local, state and federal law.

*Updates to an RSO’s portal can be made at any time throughout the academic year. Simply update your RSO’s portal and OSLE will review it before it goes live.

RSO Responsibilities Summarized

Registered Student Organizations (RSOs) are recognized for educational, professional, social, recreational, or other purposes, and
derive their membership and all their leadership from the student body of UT.

All student organizations must:

e Comply with all University policies and procedures, including but not limited to, those detailed in the Student Code of
Conduct, as well as local, state and federal law.

e  Comply with all Registered Student Organization, (RSO), policies and procedures, including but not limited to, those
detailed in this Handbook.

e  Maintain their Engage UT portal updated with current contact information for all officers, a current roster containing all
active members, and any changes to the organization’s constitution.

e  Havean advisor that is a permanent, full-time faculty or staff member at the University. This advisor’s information
should be kept up to date on Engage UT.

e Adhere to the organization’s constitution and bylaws.

e Beopentoall currently enrolled UT students who are in good academic standing.

e  Refrain from discriminating based on age, color, disability, gender identity, genetic information, national
origin, race, religion status or historic religious affiliation, sexual orientation, veteran status or political and
religious affiliation in any of its policies, procedures or practices.

e Develop and maintain honest and open lines of communication with their advisor.
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e  Sponsor and supervise programs in a safe and responsible manner and ensure that they do not interfere with
the normal operation of theUniversity.
o  Utilize UT facilities for the purpose for which they were scheduled. This includes reimbursing the University for any
damage to property orfacilities.
e  ComplywithallUniversityfiscal policies. Thisincludes payingallbillsand debts ofthe organizationinatimely manner.

OSLE utilizes Engage UT to send vital communications to RSOs, therefore, any changes to elected student leaders, constitutional
changes and faculty advisors must be submitted via Engage, as soon as the change takes place. This ensures the RSO will
remain active and recognized by the University. Ifthe RSO does not have an advisor, oris unaware of whomthe advisoris,
officers should contact the OSLE immediately.

All inactive organizations or those who have not provided current information will be administratively suspended. All privileges
will be suspended and will not be reinstated until current information is available. Any student organization found to be inactive
as defined by the University can be deactivated and will have to go through the New Registered Student Organization process.

Advisor

EveryRSOmusthaveanadvisorthatisafull-time Universityfaculty orstaff member. Advisorsmay notbeonleave ofabsenceor
onsabbatical and maynotusethe RSO’sresources or benefits for personal, professional, or departmental gain. The Office of
Student Leadership and Engagement reserves the right to require a RSO change their advisor when the advisor is unable to fulfill
their duties or is not adhering to University policies and procedures.

Thepurpose ofthe advisoristo assistthe RSO on aregularbasis. An advisoris expected to provide guidance and support, lend
their expertise, share historical perspectives, and provide continuity. It is expected that advisors and RSO members will maintain
open lines of communication. The advisor should stay informed of the RSQO’s activities, help oversee financial matters and ensure
that University policies and procedures are adhered to, including guidelines for advisors.

Advisor Responsibilities

Foranyrelationshiptobe effective, open,andhonestcommunication mustbe established fromthebeginning. Itisstrongly
encouraged that RSO officers, members and advisors discuss expectations at the start of each academic year. The president or
executive board members and the advisor should review the RSO/Advisor Expectations Worksheet to guide the development of
clear advisor/organization expectations.

The responsibilities of advisors to their RSO may include, but are not limited to:
e Challenge and support RSO leaders to fulfill the mission of their organization.
e  Provide mentorship and feedback.
e  Assist in strategic planning and program planning.
e Assist in officer transition andtraining.
e  Guide the organization to comply with all University policiesand procedures.
e Help to resolve inter-group conflict.
e  Help to maintain Organization records.
e Attend meetings, activities, and programs.
e Approve expenditures.

The responsibilities of Student Organizations to their advisor include, but are not limited to:
o Discuss expectations of the advisor and the role they play in the Student Organization.
e Notify the advisor of all meetings, activities, and programs.
e  Provide copies of meeting minutes in atimely manner.
e  Meet regularly with your advisor to discuss Organizational matters.
e  Consultthe advisor prior to making significant changes to the structure of the Organization.
e Consult the advisor when any significant Organization policy changes are made.
e Allow the advisor to share their thoughts and ideas.
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Writing Your Own Constitution

Using your own constitution in conjunction with the University recommended constitution (see Appendix A) is great way to make
your organization highly personalized. Sometimes, certain parent organizations require local or chapter organizations to create a
constitution that aligns with the national standards. OSLE will gladly aid you in writing or revising your own constitution, and ask
that you please follow the guidelines below, triple checking your work for errors and typos.

Resources Available
Involvement Suite

The Involvement Suite is located on the second floor of the Vaughn Center and specifically designated as a creative meeting
room for RSO leaders and members. The Involvement Suite is equipped with art supplies, materials, and tools necessary for
creating marketing for your organizational events.

Here is some information that you should know about the Involvement Suite:
e The Involvement Suite will be available during the academic year.
The Involvement Suite is accessible to all members of a RSO, you do not need to reserve the space
All resources are free.
Materials should not be used for personal use.

Equipment and Supplies
The Involvement Suite offers a full array of services, equipment and supplies for RSOs. Supplies are available free to any RSO for
programs, events and activities sponsored by the RSO.

Available Supplies Include:

Sidewalk chalk

Art Supplies

Helium Tank Balloons

Laminator

Die Cut Machine, Poster/Banner machine

Free to rent for 24 hours, fill out the request form prior to picking up:
Lawn games

Technology

Pop up tents

“A” frame board

Printer/Copier
Each organization is allowed 800 black and white prints per academic year, if your organization prints in excessive of the
allotment there may be a charge.

OPERATING YOUR RSO

Budget and Finances
Tax-Exempt Status

Many RSOs believe that because they are essentially non-profit and are comprised primarily of students, that they are
automatically tax-exempt. Your RSO status does not cover you under the University’s tax-exempt number. In other words, an
RSOisnot “TaxExempt” unlesstheRSOappliedforandwasgrantedthatstatusfromthelnternalRevenueService.
Organizations with national affiliation may check with the national organization to see if they fall under the national tax-exempt
number. Exceptions may include Big 8, fraternities, and sororities recognized by FSL.
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Student Government Appropriations

Aportion of the Student Government fee paid by each undergraduate student s reserved to support undergraduate organizations
toenrichtheirgroup’s co-curricularenvironmentand the campus community. The amount of funds allocated for student
organizational programsis solely determined through the Student Government appropriation process.

Eligibility Criteria for Receiving Student Government Funds

To receive funding RSOs:
e  Must be active and in good standing with OSLE.
e  Must bein good standing with all UT departments and not on any type of disciplinary action.
o Anyorganization on probation more than twice within one academic year will not be eligible to receive funds for that
year.
Must be in good standing regarding Student Government meeting attendance and recognition.
Must have at least one member attend the Fall LXE*A*D UT organized by OSLE, and
Mustsubmitallreceiptsfor reimbursementand follow the guidelines under “Funding Criteria for Appropriations.”

RSOs are only eligible to receive funding once per semester. RSO'’s that meet all the requirements will be considered for funding asavailable.
Those organizationsreceivingfundingwillbeaccountabletoturninallreceiptsfromthe use oftheappropriated funds.RSOsthatreceive
fundsfromStudent Governmentmustusethe StudentGovernmentlogoinadditiontothe organizational logo on all promotional
materials for the event.

Please refer to the Student Government Engage UT portal for the most up to date appropriation information including submission
deadlines and eligibility. Advance planning is essential when applying for appropriations.

Workday Cost Center Accounts

RSOs may not use the personal checking account(s) of a member or members to manage organization funds. All RSOs must have
theirown oncampus costcenter. Businessrecords for the RSO mustbe maintainedinthe RSO’sname and notinthename of
any officer. Officers will change regularly but financial records must be consistent. Any funding received should be deposited in
yourorganization’scostcenterassoonas possible. Wealsoalways recommend that the organization advisor have access to
the cost center for easier transition.

ShouldtheRSOdissolveandisnolongeractive oncampus, allremainingfunds willbe puttowardtheendowmentforone ofthe
leadership experience scholarships. The exception would beif anational organization requests the remaining funds upon
dissolution, which would need to be stipulated on the cost center form at set up.

Please note: Fraternity and Sorority Life (FSL) has specific requirements for checking accounts. Please speak FSL if you are a
fraternity or sorority.

Budgeting
Some general tips for preparing a budget include:
e Determine what kind of events/activities your organization will take on during the year.
e  Record funds you have available from the previous year.
e  Estimate your expected income and when it will be available (appropriations, t-shirt sales, etc.)
e Determine what you will need to spend (rentals, travel expenses.)
e Identify extra funds (back-up money) to allow for unforeseen expenditures.
e Review your income and expenditures and create a final budget.
e Members should vote to approve or revise the budget.
e  StudentGovernment funded budgets must have SG presidential approval to revise their budget.
Some general tips for maintaining a budget include:
e Set and maintain a minimumbalance.
e  Formulate a general procedure for withdrawing funds from the budget.
o  Keep an up-to-date log of income and expenditures. You may also choose to keep a written ledger. The treasurer
should oversee keeping track of the budget and/or ledger.
e Haveperiodic meetings between the treasurer, president, and organization’s advisor about the state of the budget.
e  Periodically check your ledger against your bank statement to make sure they are both accurate.
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Deposits, Donations & Financial Transactions

e Allfinancialtransactions, both expenditures and deposits, must be fully handled through the RSO’s cost center.

0 Allfundsgenerated mustbe collected and deposited through the sponsoring RSO’s cost center.

0 Allexpenses should also be expended through the RSQ’s cost center and any charitable donations should

come from this account aswell.
e  Groups willneed to obtain written verification from your desired beneficiary before final event approval.
e  Good cash handling procedures should be followed including regular, if not daily, deposits of income, detailed accounting of funds
and prompt contributions to the non-profit

o |Ifticketingisrequired,allonlineticketingshouldbehandledbythe Coordinatorof StudentEngagementthrough UTampatickets
e  Final accounting of your event and the donation to beneficiary should occur within 4-6 weeks of completion.
e  Good stewardship of a current event will impact the approval of future ones.

RSO’s may engage in the distribution of items for a suggested donation when the funds raised are for the use of the organization
inits regularactivities (including philanthropic efforts) and are deposited into the organization’s University cost center.

Pleasenote:IfanRSOreceivedanappropriationfrom Student Governmentforanevent,the RSO is NOT allowed to charge for
attendance/entry fee.
e Merchandise (t-shirts, pens, sunglasses,etc.)
0 Must be offered for suggested donation.
0 IftheUTlogois printed in any way, it must be approved through the UT Licensing Program
0  Students must use an approved vendor

See Fundraising for details onraising funds for yourRSO.

MEMBERSHIP

Recruiting New Members

One ofthe main privileges ofbeingan RSO is being able to participatein new member recruitment events such as the
Involvement Fair. Thisevent takes placeinthebeginning of the falland springsemestersandisopentoallRSO’s on afirst-
come first-serve application basis. For tips to help recruitand grow your membership, see Appendix E.

Leadership Development

AlIRSOsareinvitedto participateinthe RSO Fall Leadership Workshop. This workshop takes placeinthefirstfew weeks of the
fall semester and RSOs are encouraged to send at least on executive board member. In addition to learning RSO and University
policies and procedures RSO leaders willalso:

e Learn leadership skills from various staff, faculty, and student mentors.

e Interact with fellow student leaders from a variety of organizations.

o Improveindividual leadership skills through experiential workshops and team building activities.
e Brainstorm ways in which student leaders can help to improve campus life.

In addition to the RSO Fall Leadership Workshop, OSLE runs leadership development programs throughout the academic year.
For more information contact studentorganizations.
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EVENT PLANNING

Astudentorganization mustbe registeredasan RSO to holdevents oncampus. Beforeaneventcan behosted onoroffcampus,
OSLE must approve the event at least two weeks in advance to allow for space reservation. All events, except for regular
weekly meetings, must be registered. During COVID all events including regular weekly meetings must be
registered and all attendees must be checked in for contact tracing.

To register an event, please follow the following steps:
1. Request your room on Ad Astra.

Log onto Engage UT

Navigate to your Admin Dashboard.

Click on “Create” on the top right menu.

Choose “Event.”

Fill out all sections and submit.

o v eE wWwN

Room Reservations

PLEASE NOTE: all reservations should be made at least 2 weeks in advance and are subject to approval based on
availability.

Each area/department on campus has their own requirements for scheduling and requesting space. Please see Appendix C for
contact information.

Duringthe scheduling process, you should be in contact with Facilities, Media Services, Campus Safety and other campus
partners that need to be involved in your event planning. These offices work in conjunction with all events on campus and should
be notified as soon as you request your space.

Reserving Meeting and Event Space:

e  Only RSOs and academic departments can request space oncampus.

e Requestsare per semester not academicyear. If you make an academic year request, it will be denied.

e Thespace requests must be completed at least (14) business days prior to your event date.

e  Requestsare considered in the order of receipt. While late requests will be accepted, there is no guarantee of
confirmation. Spaces fill upfast.

o While every effort will be made to confirm reservations within (3) business days, the timeliness depends on the space
availability and the complexity of your event details. If your request has been approved, you will receive a confirmation
viaemail. However, if additional informationis required or the space/time is not available we will contact you to
discuss alternatives.

o  Atthetime ofthe event, you must have your confirmation email; if you do not and the event is not in the system you
may not gain access to aroom.

e  You must request additional services such as Media Services, Facilities or Dining Services after your room reservation
is confirmed.

e  Non-food vendors must be sponsored by an organization to offer their products on campus. Registration form and
liability insurance must be submitted to the Involvement Suite prior to booking the vendor. Registration forms can be
obtained by emailing a Peer Involvement Advisor. During COVID vendors and non-UT visitors are not
permitted on campus unless previously approved by OSLE.

e Toreserve any rooms on the Vaughn Center 9" floor, you must complete a request form 2 weeks prior to the date of
your event. The form is available on EngageUT.

e Tablingeventscanonlybescheduled between8amand5pm onweekdays. Tablingis offeredinsidetheVaughn
lobbyandthelobbyofPlantHall. Duetospacerestraintsandtobefairtoallorganizations,only 1table per day
per organization can bereserved. Please see the new COVID Tabling policy for updates and changes.

e  TheVaughn Courtyard, Sykes front lawn and Agliano Park are not for tabling, they are to be reserved for special events
and have a separate approval and reservation procedure.

e Eachareahasaspecificcheckinandcheckoutprocedure. Please see Appendix Cfor Student Affairs procedures.
Your eventis scheduled and confirmed only once you have received a confirmation from the appropriate scheduler.
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Rooms can be requested through the following procedure:

© 00 N O EWN

10.
11.
12.

13.
14.
15.

Log onto MyUTampa.

Click on the “Ad Astra” chicklet.

Click on “Sign In” on the upper rightcorner.

Click the “Events” tab in the top right corner, and from that drop down select events.

Click the “Add” at the top left corner of thepage.

Enter the start time and end time of your event.

Enter the start date and end date of the event.

Enter the event name.

Nexttotheblankspaceforroom,clickonthehouse symboltotheright. This will allowyoutoseeavailable roomsfor

the time and date that you entered.

Enter the event type (most event types will be “meeting”).

Enteryournameinthecontactbox. Ifyournameisnotinthe contactbox, please contactaPeerInvolvement Advisortobeadded.
For Customer, enter the organization for whom you are reserving the room. If your name does not match with the organization,
please contact a Peer Involvement Advisor to be added.

If your name and organization pop up under the “Contact and Customer” click save

After you click save and no error message pop up your submission is completed

You will be notified via email if your room/facility request has been accepted or declined.

The following areas are exceptions to the above procedure. Click on the locations below to be directed to their reservation
procedures:

Vaughn Center — Involvement Suite through the form on Engage
Parking lots and road closures —email facilitiesrentals@ut.edu
Sword & Shield — email LarryMarfise

Martinez, Pepin, Athletics — email Jerome Fulton

Falk Theater — email AlexAmyot

Library — email David Davisson (roomAV2)

Pool — email CampusRecreation

For additional spaces and contacts, please see Appendix

CANNOT BE RESERVED:

Chiseler’s Conference Room (PH CHIS)

Computer Labs (non-classroom)

Delo Park (DP)

John H. Sykes College of Business — Room 148

Music Department (MD) including rooms in Ferman MusicCenter
Plant Hall 248, 321, 340 and345

R.K. Bailey Art Studios (BAS and AD)

Saunders Art Center

Room Usage Guidelines

RSOs and university departments are expected to leave spaces in good condition and ready for the next user. Please follow
these general guidelines when using any University space for an organization meeting or any other use:

Leave room as you found it (white board clean, remove trash from building, chairs and tables arranged neatly)

If your room is locked, please contact Campus Safety, (813) 257-7777 or x7777, for access to space reserved. Be ready
to show reservation confirmation.

Do not exceed your allotted time.

Contact Campus Safety, (813) 257-7777 or x7777 to lock spaceafter event.

No fire/candles allowed in any space at anytime.

Do not use any other rooms than what you have requested.

Donotusetapeonwallsinanyrooms. Anydamagesresultingfromwalldecorations willbereferredtothe Office of
Student Conduct.

12 | Latest updated 11/20/2020. Due to the depth and complexity of RSO responsibilities, rights, privileges, and benefits, it is understood that changes to this Handbook will be made from time to time without prior notice.


https://utampa.okta.com/login/login.htm?fromURI=%2Fapp%2FUserHome
mailto:rso@ut.edu
mailto:rso@ut.edu
mailto:facilitiesrentals@ut.edu
mailto:lmarfise@ut.edu
mailto:jfulton@ut.edu
mailto:aamyot@ut.edu
mailto:ddavisson@ut.edu
mailto:recreation@ut.edu

Facilities Equipment Rental

RSOs may request several items from Facilities Rental for an event. Some may have an associated charge, while others may be
free for student users. The items are reserved on a first-come, first-serve basis. Once your event space has been reserved you
should contact Facilities 2 weeks prior to secure your tables, chairs, power boxes, etc. You can either email Facilities Rental or
fill out the online request form. If the UT equipment is not available, the items may be obtained from local vendors who may
have a higher rental rate.

Media Service Guidelines

e RSO members may not use technology that is installed in classrooms unless directly supervised by the organization
advisor and with prior Media Services approval.

e Anyorganizationwishingtoshowafilm mustobtainalegitimate copyofthe moviethroughanauthorizedcompany
that provides licensed movies. The use of personal videos or DVDs rented videos or DVDs, and/or streaming sites (i.e.
Netflix, Hulu, etc.) are not exempt from the public viewing licensing fee.

e Academic courses (officially recognized by the University of Tampa) are exempt from said licensing fees. The film may
only be viewed by class members officially registered for the course.

e Thecostforshowingafilminapublicsettingcanrangeanywhere from $200to $600dependingonthestudio, title,
movie’s release date, etc. Several companies, such as, Swank Motions Pictures, and Criterion Pictures, offer licensed
filmsto college campuses. These films can be shipped within a week’s time to the university and in time foran
organization’s event.

Campus Safety

Campus Safety may be required for events that fit any of the following (additional fees may apply):
e Are open to the public.
e  Expect large crowds orattendance.
e Involve large concerts/shows/rock bands.
e Result in heavy traffic and/orparking
e  May result in possible attendee conflictor protests.
e Display or use of very valuableitems.
e Involve a celebrity presence.
e May cause serious injury or property damage.
e  Overnight activities (ifapproved)
e Dance parties/ Pool parties (ifapproved)

To contact Public Safety please e-mail Campus Safety.

Catering/Food

Please note that, per university policy, you must use UT Catering Services, Sodexo, for any events held on campus. Dining
services information, including the catering menu, can be found by visiting Dining Services or Vaughn Center room 229.

If you would like to provide food through another vendor, Sodexo must approve your request at least two weeks in advance.
Releaseformscanbefoundbycontacting CateringServices. Itistheresponsibility ofthe RSOto obtaintheinsuranceliability
certificate from the vendor and submit to Sodexo. All three forms must be submitted together to the catering office at least 10
business days in advance. During COVID outside food vendors will not be permitted.

Please be aware that there are no exemptions for a vendor approval form. Any special events, luncheons, promotions, etc. held
on campus that sells or serves food for an off-campus vendor is subject to a UT approval form.

Bake Sales

The University of Tampa prohibits bake sales. Home-prepared food cannot be sold or served to the campus community. This includes
potluck events.

Organizations may sell pre-packaged food (i.e. bags of chips, candy bars, etc.) and/or hot/prepared food. Hot/prepared food may
not be prepared, sold, or given to the campus community unless provided by the University of Tampa Dining Services or an off-
campus vendor approved by UT Dining Services. A vendor approval form must be filled out and turned into UT Dining Services at
least 10 business days in advanced if the organization has chosen to use an off-campus vendor.
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Barbeques

Outside of the Office of Residence Life designated spaces, open-air barbeques are NOT allowed on campus. This includes, but is
not limited to, propane grills, charcoal grills, bonfires, etc. Email Residence Life to request use of the grill behind McKay.

Fundraising

Benefit fundraisers are events whose proceeds will be donated to a US based 501(c)3 non-profit organization. University policy
requiresthatall benefiteventsand activities at the University of Tampa must be fully organized and sponsored by and must
receive prior university approval through OSLE before speakers are arranged, sponsors are sought, advertising conducted or funds
collected. University departmentsorindividuals cannotsponsor benefitfundraisingactivitiesinthe name of the University of
Tampa.

Allfundraisingevents mustberegistered. Allfundraisingactivities must follow University policiesand guidelines. Registered
Student Organizations (RSO) should consult the Coordinator of Student Engagement before planning any fundraisers and register
the event through Engage UT.

RSOs must refrain from actions that impair the university’s purpose or its reputation, including but not limited to the unauthorized
and/or inappropriate use of the university’s name, logo, or brand. This also includes entering into contracts or agreements without
proper authorization.

Guidelines

o  There must be a clear link between the mission of the sponsoring student organization, the off-campus non-profit and
the planned activity.

e  Events must be targeted primarily to the UT community and occur during the regular academic year when most
students are present.

e  Activities must be student-led and represent the initiative of students acting independently of off-campus entities.
Student leaders must make all arrangements including managing all fundraising, reimbursements, and final
accounting.

o Benefits must be planned as fundraisers from the conception of the event and advertised as such.

e  The proposed beneficiary must have a current and valid US taxpayer ID number, registered as a 501(c) 3 organization,
and meet reasonable expectations of responsible stewardship and service, including a minimum of three consecutive
years of effective philanthropy. All desired beneficiaries must be verified through Guidestar. Create a free account and
you can read a non-profit’s annual tax statements.

e  Mostfundraisersmustbecenteredonaplannedeventoractivityandnotsimplyasaleofgoods. Forsuchspecial
circumstances, university policies still mustbe followed.

0 Organizations may wish to sponsoranapproved company, person, etc. to come to campus andsell their
goods or services. In exchange for sponsoring, the organization usually receives 10-15% of the vendor’s gross
sales, or another amount agreed upon by both parties. Arequired Vendor/Organization Agreement Form must
be filled out and turned in to OSLE before the scheduled date of the vendor coming onto campus. The
organization is completely responsible for the vendor and the vendor’s actions.

o Adetailed and well-considered budget with estimates of realistic income and expense projections should be discussed
withthe organizationadvisor. Charitable events should generatereasonable funds forthe off-campusbeneficiary
relative to the event costs and generate a minimum of a 10% of net proceeds for the non-profit.

e  Forlarge-scale or otherwise unique events, availability of university staff (e.g. public safety, facilities, advisor, etc.) will
be an important factor for approval and may notbe approved.

Exclusions

e Cash solicitations (e.g. passing thehat)

e Crowdsourcing (e.g. using an off-campus fundraising site in the name of UT)

e Gambling

e  Partisan political activities/lobbying

e Mostfoodsales. Bakesalesorsaleofhotorcoldfood. Instead, we suggestsale of pre-packaged fooditems as part of
a larger student program.

e  Activities during campus breaks and times when students are not present.
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e Activities designed to support more than two beneficiaries.

Fundraising Guidelines for Off-Campus Venues

e Studentorganizations are permitted to hold fundraising events at off-campus venues under the following conditions:
0 Alcohol sales may not be the primary function ofthe venue.
0 Ifthevenueservesalcohol, the student organization must provide documentation to prove that the venue
generates no more than 49% of its profit fromalcohol sales.
0 Advertising materials for an off-campus fundraiser may not contain images or words that promote the
consumption of alcohol.

Liability Waivers
Liability waivers are necessary for events that may present risk or injury to the participants. For example, events that involve:
e Sports-related activities
e  Manual labor
e Food eating contests
o  Water fights
e Special Events (additional proceduresapply)
e  Orwhere participants may in any way potentially harm themselves or others.

Participants will need to sign a liability waiver for events listed above.

Contracting

If your event will include an outside vendor, speaker, entertainer or organization, please make sure to note that in your event
details on the Event Registration form on Engage UT. As the representative from your organization, you will act as the liaison
between UT and the outside agent, but cannot sign contracts. UT creates their own contracts, terms, and conditions, and asks
thatif an outside agent provides their own contract, that you refer them to the Office of Student Leadership and Engagement.
Please keep in mind that when planning an event that the contract process can take up to 3-4 weeks.

There are three types of contracts:
e  Lecturer/Guest Speaker/Consultant Contract
0 Single person speaking and/or lecturer (non-entertainment) type services.
0 Short-term low risk activity; no need for Certificate of Insurance
0 Needed documents:
= W9
= Rider or additional documents if provided.
e  Entertainment/Artist Contract
0 CompanyorSingle person providing entertainment services: musicians, magicians, hypnotists, etc.
0 Neededdocuments:
= W9
=  Rider or additional documents
= Certificate of Insurance
e  Student Activity Equipment Contract
0 Companiesthatsupplyandoperate equipment activities (ex: inflatables, mechanical bulls, etc.)
0 Needed documents:
= W9
=  Rider or additional documents
= Certificate of Insurance

Tips for Contracting:

e Donotsignanycontracts! Beclear withtheagentthatyouaretherepresentative coordinating the event, not
approving the event.

e Whenincluding costs or fees associated with the event (if any) ask for an all-inclusive price so you are not responsible
for arranging transportation orlodging

e Donotguaranteea price or confirm an event is happening until a contract is done. Until then, you are "tentatively
planning".

e Itis always okay to check back with your advisor and negotiate on price.
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o TheOfficeofStudentLeadershipand Engagementworkswithagentsallthetimeandwearehappytohelpyouifthis
is your first time!

Pageant Guidelines

RSOs are permitted to hold pageants if they meet the following criteria:
e Pageant theme and all judging criteria must be tasteful in nature.
e  Pageanttheme and judging criteria may not objectify participants based on gender, gender expression or identity,
sexual orientation, age, body type, race, or religion.
e Date auctions of any kind are prohibited.
e  OSLEreserves the right to terminate any pageant that violates the criteria listed above.

Marketing and Publicity

Social Media Outlets

UTrecognizesthat RSOs may chooseto use social mediasites as an effective tool for exchanginginformation and recruiting
memberswhileraisingthevisibility of the University. The UT Social Media Policy (PDF)isdesigned to help clarify howto utilize
social media when creating, maintain or posting to a site representing the University.

RSO Advisors: If you areanadvisor foraregistered student organization, you must have administrative access to the social
media pages created by the student organization. Often, when students graduate, they do not pass on the access information for
theorganization’ssocial media pagestothenext class of organization leaders. Asanadvisor withaccess, you canfacilitate the
continuity of the organization’s social media presence. Also, advisors should regularly monitor the content of the organization’s
social media sites.

The Social Media Best Practices guide provides tips and suggestions for communicating via social media. It is recommended all
RSOs read this document before pursing social media as a communication tool.

Aviolationofthe Social Media Policyalso constitutes a violation of the Acceptable Use Policy. RSO violating this policy willbe
referred to the Office of Student Conduct.

OSLE Calendar of Events

OSLEadvertisesitseventsontwocampuscalendars—Engage UTandtheStudent Events Calendar. Events willautomaticallybe
posted after RSOs complete the Event Registration form on Engage UT. Select events will be posted on the Student Events
Calendar per request.

General Campus Posting Guidelines

All posters, fliers, banners, A-frames, etc. must be approved, stamped, and dated by OSLE before being posted in designated
areasacrosscampus.Anysuch materialspostedoncampusthatarenotapprovedandstampedwillberemoved.
e  Only RSOs and academic departments can post oncampus.
o  AlIRSOflyersshould be brought to the Involvement Suite for stamped approval located in Vaughn Center room 209.
o Allflyers and banners MUST have contact information to get approved.
o Thecontentofthe postingmustadheretothelawandother University policies, includingbut notlimitedto, the
following: Discrimination and Harassment Policy, Student Conduct Code, Registered Student Organization Handbook
e  Banners must not impede the flow of traffic and provide a minimum of 6'6” clearance.
0 Bannersthatare not providing that minimum clearance will be taken down.
e Dueto limited space, any organizations or individuals not affiliated with the University may have only one poster/flyer
stamped and hung onthe Community Events bulletin board located across from Vaughn Centerroom 206.
o Ifyouwould like to hang anything in the residence halls, you must receive additional approval from the Office of
Residence Life located in Vaughn Center room213.
OSLE and the Office of Residence Life reserve the right to not approve posters/flyers thatinclude material thatis
offensive in nature, violates state/national laws or the student code of conduct, or includes references to alcohol that
are not in accordance with the University alcohol policy.
e  Flyers and banners may not be posted more than two weeks prior to the event date.
e  The maximum amount of time a poster/flyer/banner may be posted is twoweeks.
0 Iftheflyerlists several dates, the flyer will be stamped and removed on the last date.
0 Dates for certain flyers may be extended at the discretion of the OSLE staff.
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e  Materials may not be placed on painted or glass surfaces, including windows, walls, or doors. Only designated bulletin
boards may be used.

e Postingis not permitted ontrees, benches, trashcans, rocks, telephones, banisters, or campus exteriors.

e Bluetapeistheonlytapetobeused. Duct tape, maskingtape, strapping tape and washable paintsare prohibited.

e Posters and fliers will be removed if tape other than blue painters’ tape is used.

e Stands/signs/A-frames cannot block the free flow of traffic or encroach on walkways or stairs.

e  Vaughn Center Building Managers and the OSLE Staff Assistant will assist with managing the posting policy.

e [faposterorbannerisinviolationofthese policies, they willbe taken down and violations willbe given. See
Violations section fordetails.

o  Atotal of 30 fliers may be hung, 18 around campus and 12 in residence halls.

Hanging Flyers on Campus

Plant Hall
As per facilities regulations, postings are NOT permitted on pillars floors 2 through 4. If they are found, they will be removed.

e Organizations may post six (6)flyers:
0 Aroundthe marble columnsin Plant Hall Lobby and on marble columns near Fletcher Lounge
0 Onthe 2nd, 3rd, and 4th floor bulletin boards only (at the top of the stairs)
0 The Science Wing Bulletin Board
e  Organizations may hang one (1) banner:
0 Between the columns in Plant Hall Lobby
Banners may NOT be hung between the columns outside of the President’s office.

Vaughn Center
There is no posting allowed on the first floor of the Vaughn Center.
e Atotal of five (5) flyers may be posted on the bulletinboards located:
0 Bathroom Lobby (2nd floor)
Hallway by the PEACE Volunteer Center
Hallway by OSLE
Spartan Club and GameRoom
Commuter Lounge

O O OO

John H. Sykes College of Business
e Atotal of two (2) flyers may be hung:
0 On the first-floor bulletin board located in the vending machine area
0 Onthesecond OR third floor bulletin boards located around thefaculty offices

Various Other Areas on Campus
e One (1) flyer may be posted in each the followingareas:
0 Macdonald-Kelce Library: Bulletin board inside the frontdoor
Information Technology: Bulletin board outside of room 113 in the Jaeb Computer Center
Military Science: Bulletin board outside of the ROTC building
Speech, Theater, and Dance: Bulletin board located on B Street.
Music Center: Bulletin board in the Furman Music Center in front of room110

O O OO

Most buildings have one or more bulletin boards dedicated for postings. If there is no bulletin board, then you are not allowed to
post in that building.

Helpful Information
e  WhenUThostsanAdmissions OpenHouse (usuallyheldontheSundayaroundthe 15th ofeach month, datescanbe
found on the UT Admissions Website), all fliers, banners and other advertisements will be taken down for these events
anddisposed of by Facilities. We recommend you postpone youradvertising until after these events.
e  Banner paper, markers, paint, and other supplies are available for RSOs to use. These supplies are provided by Student
Government (SG) and are availablein the Student Organization Suite (Vaughn Center, room 209).
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Chalking Policy

The use of sidewalk chalk by students is considered an acceptable way to promote campus events, make announcements, and
share messages.

The use of water-soluble chalk (sidewalk chalk) by students is permitted on UT sidewalks, provided the chalking complies with
the following requirements:

e Chalking is permitted only in open areas that can be directly washedby rain.
0 Chalking must be on a horizontal surface not covered by anoverhang.
e Chalkingis permitted only on sidewalks around campus EXCLUDING near the chapel.
e Eachindividual chalking must bear the name or signature of the sponsoring organization or student.
0 The name and/or signature must belegible.
e The material used must be water-soluble sidewalk chalk.
0 Theuseofmarkers,paints,oil-based products, spray-ablechalk,orotheraerosol-based productsisprohibited.
e Overwriting, erasing, defacing, or altering the chalking of another person or organization is prohibited.
e Chalking is prohibited on all structures and vertical surfaces, including buildings, walls, benches, signs, columns, light
poles, and trees.
e  Chalking is prohibited on steps or brick and all parking lots and parking structures.
o Thecontentofthechalkingmustadheretothelawandotheruniversity policies, includingbutnotlimitedto, the
following: Discrimination and Harassment Policy, Student Conduct Code, Registered Student Organization Handbook
e  Chalking must be a minimum of 10 feet from entrances.

OSLE will notify students and/or student organizations, responsible for improper chalking and shall provide the said party a 24-
hour period to clean up any chalking in violation. Should the offending party not remove the chalking within 24-hours the party
will be appropriately sanctioned.

OSLE Global E-mail

OSLE sends a global message outlining all student organization events each Monday. Student organizations can submit their

blurbsfortheemailbysendingthemto Marketingorsubmittingthe Involvement Weekly GlobalformonEngage UTnolater

than Friday at 8 a.m. Event descriptions are posted for no more than two weeks. OSLE Global emails are not sent during winter
break, spring break or summer break.

Student Governmentand RSOs thatare supported by Student Government, (i.e., Diplomats, Diversity Fellowship, Student
Productions, The Minaret, The Neon, The Moroccan, PEACE, etc.) will be allowed to send one (1) stand-alone global per semester
for events that affect the campus community as a whole (i.e. Party in the Park, Student Government elections, Yearbook picture
anddistributiondates, etc.). Theserequestsneedtobe submitted to OSLE atleast 2weeks priortotheeventtoreceive the
appropriate approval.

Campus Sound Policies

Indoor Sound Policy
Musical content, spoken word and any other amplified sound must adhere to the law and other UT policies, including but not

limited to, the following: Discrimination and Harassment Policy, Student Conduct Code, Registered Student Organization
Handbook.

Inside University buildings, amplified sound must be limited to an appropriate level as to not disturb or distract the recreational
orUniversitybusiness entities withinthe building. Tablingwithinthe Vaughn Centerand Plant Hall will follow theserelevant
noise guidelines established by OSLE in conjunction with Media Services.

Anappropriatelevelisonethatyoucanstillhearothersspeakingandcarryonaconversationifwalkingthroughtheareaswhile
music is playing in the background.

Aspartoftheeventplanningprocess,theeventsponsor mustobtainallappropriateapprovalsregardingthe use ofamplified
sound during an event or activity. If the event will include amplified sound (i.e. drum circles, step practice, etc.) notification must
be givenin advance to OSLE. OSLE reserves the right to deny all requests at their discretion.
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University officials, including but not limited to, faculty, staff, advisors, event organizers and campus safety can ask for the sound
leveltobelowered atanytimeregardless ofiftherequirements are being met. University officials have the right to require
amplification systems to be turned down, or off entirely, if it is determined the sound level is too high or inappropriate. Failure to
respond immediately may result in the cancellation of the event and/or the shutdown of the power source for the sound
equipment.

Outdoor Sound Policy

Amplified sound is allowed during the following times:

e 12:00 p.m.-10:00 p.m., Monday-Thursday
e 12:00 p.m.-11:00 p.m., Friday and Saturday
e  2:00 p.m.-10:00 p.m., Sunday
e  Full Bands (three or more performers) and DJs must setup in the Northwest corner of the Plaza. All other artists will be
determined by Media Services and OSLE.
e Forsocialand DJ events,the Sound Pressure Level decibel, (SPLdb), is not to exceed 84 db A weighted at 20 feet from
the loud speaker.
e ForBandsandotherlargerscale events,theSPLdbisnottoexceed 94 db Aweighted at 20feetfromtheloudspeaker.
e Undernocircumstancescansponsoredtalentgobeyondtheabovestatedlevelsduringtheentireduration oftheirset.
e The Media Services Office will take soundreading.

Plant Hall, Parking Lots, College of Business, Agliano Park
No amplified sound will be allowed around these spaces during academic hours so as not to interrupt students’ classes.
Appropriate times for amplified sounds for these spaces:

e  Friday after 5:00 p.m.

e  Saturday and Sunday after 12:00 p.m. (times may vary on Saturday and Sunday depending on testing)

Plant Park and the UT Pool
Plant Park and the UT Pool may have amplified sound during academic hours but must be kept at a minimum and responsible
level. Ifany complaints arereceived, the sponsoring organization will be forced to either lower the sound or turn it off.

Transportation

Off campus trips/events
Any time an RSO needs to rent a vehicle for any university-related event or activity, they must follow the guidelines listed below
toensuretherentaliscovered underthe University of Tampa’s liabilityinsurance. See the UT Travel Policy for more details.
e Rental car age is 21 orolder.
e  Anystudent driver must complete and submit the “Motor Vehicle Records” consent form with a copy of a valid driver’s
license to OSLE at least five (5) business days prior to rental. This form is available in OSLE.

Bus Rental Information

University departments and RSOs may have a need to utilize charter bus services for university-sponsored local trips, out of town
trips orextended multi-day trips. Tomeet this need, agreements with several charterand school bus companies have been
developed (see Appendix J). Advantages of using approved companies:

e Risk Management has verified insurance and has current certificates of insurance on file.

e  Blanket Agreements are on file with these approved bus companies, saving you time by eliminating the contract
review/signature process.

e Universityapproved companies have satisfactory Federal Motor Carrier Safety Administration Safety Ratings
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Use of Other Non-Approved Charter Bus Companies:
If you are unable to utilize an approved bus company, please follow the instructions below:

e Look Before You Book! Check the Federal Motor Carrier Safety Administration (FMCSA) Safety Rating of the charter
bus company. If the charter bus company has a FMCSA Safety Rating of Satisfactory:
1. Request a Certificate of Insurance with evidence of $5 million Auto Liability and $1 million Commercial
General Liability with The University of Tampa endorsed as an Additional Insured; and Workers'
Compensation Statutory Benefits/S1 million Employers Liability.
2. Submit the contract and certificate of insurance to OSLE for review at least 5 business days prior to a trip.

RSO POLICIES

Gift Card Policy

e  Gift cards may not be issued in lieu of compensation to employees, performers, or contractors. According to the IRS
tax code, compensation for services rendered by employees for job-related or unrelated tasks are reportable as
taxable incomeforanyamount. Similarly, paymentstoindependent contractors, includinggiftcardsas
compensationare subject to reporting on IRS Form 1099 Misc.

e  Agift card issued out of appreciation can easily be misconstrued as compensation. Items, bookstore gift cards and
dining services certificates may be issued for amounts not more than $25. The purchaser is responsible for
maintaining financial records associated with any gift cards distributed. This includes all records regarding why the
person is receiving a gift card and a signed receipt when presented.

Gambling Policy

Itis prohibited to playinanunlawful game of chance for money or for anything of value on UT premises or atany event
sponsored byanRSOunlessitisaneventapproved by OSLE strictlyforentertainmentpurposesandno exchange of actual
money. Additionally, RSOs may not sponsor or co-sponsor events at gambling establishments. To sell, barter, or dispose of a
ticket,order,oranyinterestinascheme ofchance bywhatevernameon UT premisesoratanyaffairsponsoredbyanRSOis
prohibited. Additionally,to wageronaUTteamororganizationinacompetitionwithadirectinterestinthesuccess ofthe
competition is prohibited.

Gift and Recognition Policy

Student Government funded RSOs may participate in working meals provided they are intentional and included in budget
projections. Thisincludes, butnotlimitedto, trainings, staffretreats, etc. Thisis restricted to one meal per semester.

Appreciation refreshments and/or snacks (if budgeted for) can be provided for Student Employee Appreciation Week as part of
the end of year gathering, not to exceed one per semester.

Recognition gifts for advisors or graduating members is limited to UT memorabilia that can be purchased at the bookstore not
more than $25 per person. All anticipated purchases by the RSO must be approved in Workday prior to purchasing or
reimbursement may not be provided.

C.A.R.E Monitor Policy

C.A.R.EMonitors(sober monitors)arecrucialinthesafety ofallmembersand guests at events wherealcoholis present. All
RSOswantingtohave events withalcoholarerequiredtohave C.A.R.E Monitorsthatareactive membersofthesponsoring
organization. Itisthe duty ofthe C.A.R.E Monitors and organizational leadership to ensure members are behavingin an
appropriate manner as well as intervening when members become too intoxicated or rowdy at events with alcohol. A C.A.R.E
Monitor should be at the entrance to the venue ensuring that individuals on the guest list are admitted to the event. The C.A.R.E
Monitor along with security is responsible for not allowing intoxicated persons into the event. C.A.R.E Monitors are to remain
completely sober before, during and afterthe event.

The organization officer planning the event must contact the Coordinator of Student Engagement 4 weeks prior to requesting an

event with alcohol to receive C.A.R.E Monitor training to be eligible to hold the event. OSLE staff members will maintain a list of
all members in your organization that are trained to be in this role.
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Solicitation Policy

Students should be free from unnecessary distractions and be able to live and study in an environment that is predictable and
orderly. Unauthorized soliciting, merchandizing, or canvassing on campus is prohibited. If RSOs wish to sell articles, conduct
fundraisers, or canvass for political or other reasons, they may do so only after their event is registered and approved through
Engage UT. No publicity concerning the fundraiser may be posted prior to receiving the written approval.

Onceapproved, fundraising activities must be conductedinamannersuch thatstudents are notapproached but, instead,
students maychoosetoapproachthesolicitor,vendor, orcanvasser. Nodoor-to-doorsolicitation or canvassingisallowed on
campus. Persons with the intention of soliciting, selling, or distributing who are not affiliated with or do not have permission from
TheUniversityareforbiddentobeon UT propertyorenterany UTbuilding. Additionally, postingon campusbulletinboards by
people not affiliated with UT is prohibited. Any member of the UT community who is approached by a non-UT solicitor should call
Campus Safety immediately at (813)257-7777.

Events with Animals

ForeventsinwhichanRSOwill be bringingnon-serviceanimalsas partoftheirevent, the followingitemswillberequired.
These events need extra time for approval and to obtain all required documents, therefore, a request must be submitted 4
weeks priorto scheduled date of event. An example would be an event hosted by a pet rescue or eventin which the
organization is using a pet rescue.

e  RSOsmustprovide afull listof animals/breeds they would like to bring to campus in advance for review by OSLE.

e  The organization must describe how participants of their program will interact with the animals. OSLE, in collaboration
with the Vice President of Student Affairs and Dean of Students, will make determinations on what animals/breeds are
acceptable for the event and those that are not permitted on campus.

e  Constant supervision of animals should always take place during an event.

e Temporary fencing must surround the event arena.

e  Certificate of Insurance: Non-University affiliated organizations and/or unapproved vendors that will stage events,
orprovide productsorservicesoncampus, needtoprovideacurrent Certificate of Insurance. The certificate must
indicate a minimum General Liability limit of $2 million per occurrence and list the University of Tampa as “Additional
Insured”.

e  Health Certificates and/or Licenses: Florida Statute 828.30 requires all dogs, cats, and ferrets to be vaccinated
against rabies by a licensed veterinarian. Based on those recommendations and Florida Statute 828.30, only animals
vaccinated according to those recommendations will be allowed.

0 Priortotheevent,eachanimal’shealthcertificateshowingcurrentvaccinations, mustbe submitted for
review to OSLE. If health certificates cannot be submitted prior to the event, then special arrangements may
be made withthe approval ofthe Vice President of Student Affairs and Dean of Students.

e  Waste: the participant handling the animal, the owner of the animal or the event organizer, must dispose of any waste
properly. Please note that any waste not disposed of may resultin the organization receiving a written warningand
charged for damages.

e  Fight:Althoughthisshould not occurastheanimalsaretobekept atleast 3 feetapart,ifafightbreaksout between
twoormoreanimals, participantsaretoleavetheareauntiltheanimalsare calm.|ftheanimalsare unabletocalm
themselves down, the event organizer will remove the animals from the event.

e  Leashes: Animals must beleashed atalltimes with their professional handler. Inthe event thatthe animal gets out
of its leash and/or the leash fails, the event organizer, designated event staff and/or the animal’s owner should be the
onlyonestoattempttosecuretheanimal,asanyone outside thisgroup maybeinjured. ltistheresponsibility ofthe
eventorganizertoimmediately notify participantsofthelooseanimalsotheyhavethe opportunitytosecuretheir
animal to avoid a type of incident described above, or possible injuries to the animal or participant. Once the animal is
properly secured, participants should be notified.

e  Food&Drink:Basedonthedurationandtimeoftheevent,foodand/orwatermayneedtobesuppliedforthe
animals. Inthatsituation, onlyoneanimal should be allowed atthe food or water bowlatatime.

e Vendorsand organizations should ensure safe practices for event attendees by having all participants read and sign the
UT waiver and the vendorwaiver.

“Pie-in-the-Face”

The University of Tampa is aware that many organizations host fundraisers and other events that include pie-ing individuals in
theface. Whilethese are fun events, proper precautions must be taken to ensure the safety of all participants.
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Below are a set of guidelines that must be met to have such events approved that include pie-ing in the face.

e The Vaughn Courtyard grass must be fully covered by a tarp and pie-ing may only take place on the tarp.

o Thefollowing are the only substances permitted when pie-ing individuals: shaving cream, whipped cream, and
Cool Whip.

e  You must disclose what type of substance is utilized to all participants.

e Theonly plates that may be utilized for pie-ing are paper plates. Tin pie plates or plastic plates are not permitted due to their
potential for sharp protruding objects, which could cause injuries.

e Youmay notthrowthe pie in someone’s face. Instead, you must gently place the pie in their face.

o Topreventfalls, the area around the individual being pied must be cleaned up after every attempt at pie-ing them
in the face.

e Individuals and organizations soliciting funds as part of their pie in the face events must comply with UT fundraising
regulations.

e RSOsmustcleanuptheeventsiteaftertheevent.Ifpiesubstanceisfoundongrass,concrete, benches, signs,or
other areas on the site, your RSO will be sanctioned and financially responsible for damages.

e RSOsshould ensure safe practices for event attendees by having all participants read and sign the UT waiver.

Inflatable Policy

When you contract with a company to provide inflatable bouncers, toys, games, etc. the contracting company must provide UT
withacertificate ofinsurance showingthattheycarryliabilityinsuranceinthe amount of $2 million dollarsand namingthe
University of Tampa as additionallyinsured.

Becauseoftherisksinvolvedin manyoftheseamusementitems, UTrequiresthattherental companyprovidestaffforsetup,
tear down and being present to supervise the equipment always. UT students, staff or faculty are not allowed to set up, tear
down or supervise the use of the equipment.

It is imperative for RSOs to consider the following safety precautions:

e  Organization’s must reserve and obtain approval for Vaughn Courtyard or Naimoli fields. These are the only approved
locations for inflatables oncampus.

e Inflatables are not allowed in front of Sykes College of Business.

e TheVaughn Courtyard grass must always be protected, and nothing can be staked into the grass.

e Inflatablesshouldberentedfromvendors whoare membersofthe SafeInflatable Trainer’s Organization (SIOTO).

e Vendorsand organizations should ensure safe practices for event attendees by having all participants read and sign the
vendor and UT waiver.

e Have arain location and a way to make announcements due to inclement weather.

e Explain the rules and risks involved inthe activity.

e  Some outdoor toys, e.g. mechanical bulls, etc. are considered high risk and may require special event insurance to be
purchased.

o  UTmay require a signed waiver that communicates risk and indemnification to participants before they access the
contracted service.

Please contact OSLE for guidance when renting or contracting for this type of equipment or for questions about what items apply
to this policy.

Dunk Tank Policy

Theuseandoperationofdunktanks pose unique hazards, therefore, onlya “tankless” dunktankwillbe considered for
approval.Thefollowing guidelines have been developedto assist event organizersin mitigating those hazards while
maintaining the integrity of the attraction. Failure to comply with these guidelines could result in denial of the event, or at
least the portion in which dunk tank use is planned.

Before approval of your event form, a layout showing the placement of the dunk tank must be submitted to OSLE and Facilities
for review. Because buckets of water will be poured over the dunkees head, the tank must be placed in a location that
providesquickdrainageofthewaterandawayfrompeopleandanyelectricalsource. Itisrecommendedthatthedunktank
be placed onasoftsurface, such as grass or turf. Facilities willrecommend a space on campus that canaccommodate the
dunk tank.

A Certificate of Insurance from the vendor is required, indicating a minimum General Liability limit of $2 million per occurrence.
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The Certificate needs to list “The University of Tampa” as an Additional Insured.

To prevent possible injuries from a slip and fall, event organizers must keep the splash area around the dunk tank clear of
observers and participants.

Once setup of the dunk tank is complete, both the event organizer and operator of the ride must thoroughly inspect the tank for
anyhazardsordamagethatcouldbe present,suchassharp edges, loosescrewsorbolts, or unsteadyframe, and both must
approve of the safety of the ride before operation begins. If possible, a test operation is recommended before the attraction
opens to participants.

Below are general rules that must be followed during the operation of the “tankless” dunk tank. Please familiarize participants
with these rules.

o  Dunkees(participantswhowillbegettingintothetank) mustbe 18 yearsorolder, atleastfive (5)feettall.Ifunder18
yearsofage, dunkers (participantsthrowingthe ball) must have approvalfroma parentor guardian.

o Allsharp objects on the participant, such as glasses, jewelry, and watches, should be removed prior.

e  Observers and participants should keep food and drinks away from activity area.

e Only one person is allowed on the seat or in the tank atone time.

e The dunkee should never stand on the seat.

o The dunkee should be sitting up straight with hands on lap or knees.

e  Observers or participants are not allowed to hold onto the bars or put themselves or any object through the bars.

e  Onlythe operator or event organizer is permitted behind the tank or target area.

e  Participants under the influence of alcohol or drugs are not permitted in the tank.

e  Only participants that meet the manufacturer’s maximum weight limit are permitted in the tank.

e  Participants with chronic knee or other joint conditions, previous back or neck injuries, respiratory conditions, heart,
or circulatory conditions and those who are pregnant are encouraged to consult with their doctor before participating
in the dunk tank.

e  Only balls provided by the dunk tank manufacturer are tobe used.

e  Whenunattended byvendor/operator, the dunktank must be drained completely to avoid accidental drowning or other
injuries.

e  Theattraction must not be operated during inclement weather, which includes rain, lightning, wind exceeding 15
miles per hour and temperatures below 40 degrees Fahrenheit.

e Vendorsand organizations should ensure safe practices for event attendees by having all participants read and sign the
UT waiver and the vendorwaiver.

UT Travel Policy

RSOs must abide bythe UT Travel policy by followingthe procedurelisted below. A first offense failure to comply with said
policy and procedure will result in a written warning to both the RSO president and advisor and a meeting with the Coordinator
ofStudentEngagement. Anysubsequentinfraction will be referred the Office of Student Conduct. Pleasesee herefor more
details.

Any student who agrees to attend a University sponsored and funded event that does not show or cancels without is adequate
notification is responsible to reimburse the University for fees paid on their behalf.

Domestic Travel Guidelines

Any RSO planning domestic travel for any reason that pertains to the organization is encouraged to do the following:
e  Mandate that each participant sign a travel waiver. A blank travel waiver can be found on the “Leadership” portal in_
Engage UT under “Files.”
e Makea copy of all waivers and leave them behind with either an advisor or another campus professional.
e  Ensurethatthe RSO’s campus advisor is aware and has approved of the travel plans.

International Travel Guidelines

Any RSO planning international travel for any reason MUST meet with the International Programs Office several monthsin
advance and have the travel plans approved and facilitated through that office.

23 | Latest updated 11/20/2020. Due to the depth and complexity of RSO responsibilities, rights, privileges, and benefits, it is understood that changes to this Handbook will be made from time to time without prior notice.


https://utedu.sharepoint.com/teams/EnterpriseSolutions/SiteAssets/Enterprise%20Solutions%20Wiki/University%20Travel%20Policy/Travel%20PolicyUT%201-2018%20Adopted.pdf
https://ut.presence.io/

Student Sponsored Political Activities

The University is a prime location for special events, whether sponsored by our University community or through a connection with an
outsideorganization.Please knowthatgreatcareistakeninconsideringwhatlarge eventswe canhost,aswedonotwanttoimpede
regular University processes.

Ifyouare consideringan eventthat mayrequire parkingin excess of 50 spaces, have more than 200 non-University participants, include
outside media, requestsome or all fees waived, or otherwise isdeemed by the Facilities Rental staff as needing additional discussion by
senior leadership, there is a review process that determines if the event can proceed. Please see the policy Campus Events Requiring Senior
Staff Approval that can be found inSpartanNet.

In addition, it is the University’s policy not to participate in, directly or indirectly, or to intervene in (including by means of the publishing or
distributing of statements) any political campaign on behalf of or in opposition to any candidate for public office. The policy statement Use
of University Facilities for Political Activities, also on SpartanNet, provides instructions for how to manage on political activities.

The Facilities Rental staff can help answer your questions and can be reached at 813-253-6238.

Student Sponsored Political Activities

The University of Tampa supports providing students with opportunities for vigorous discussion of all ideas, including politics and
thepolitical process. While UT encourages passionatecitizenshipinitsstudents, faculty, andstaffindividuallyand collectively,
the University has drafted the following policy to assure that its educational mission will be fulfilled in a neutral and non-partisan
manner in regards to political activities held in campus facilities.

General Policy
It is the policy of The University of Tampa not to participate in, directly or indirectly, or to intervene in (including by means of the publishing
ordistributing of statements) any political campaign on behalf of or in opposition to any candidate for public office.

This policy is not intended to limit educational opportunities, but instead, to allow for meaningful dialogue amongst the university
community without being disruptive to UT’s educational mission.

Procedures

1. TheOfficeofFacilities Rental coordinatesfacilities usage for political activities and all facilities usage requests forsuch eventsshould
beinitiated with the Office of Facilities Rental. Senior staff, withinputfromselectdepartmental directors, willexamineallrequests,
and will make final determination on allapprovals.

2. All proposed activities that use campus facilities are subject to approval by UT administration, and may be denied due to such reasons
as scheduling conflicts, space or resource limitations, parking requirements (the number of off-campus guests and cars may be limited
due to other events occurring simultaneously), safety concerns orimpact on the UT educational experience. The University reserves the
righttoimposeanyconditionsorlimitationsupontheuse ofits facilities thatit, initssolediscretion, deems appropriate. This policyis
partofthelarger policy document guidingfacility usage, and as such, requesters may be asked tofill outafacilities request form to
help administration gain a thorough understanding of the nature of the event and the necessary resources.

3. While the University will attempt to be as accommodating as possible in regards to logistical matters (basic A/V equipment, personnel,
furniture, etc.), the sponsoring organization, department or individual may be required to obtain and fund extra equipment, personnel or
services. All additional costs incurred will be passed on to the sponsoring organization.

4.  Certain facilities have specific restrictions and requirements for use of the facilities such as capacity limits, sound amplification,
photography restrictions, fees and the serving of food and beverages.

5. Allsignage (banners, posters, yard signs, etc.) placed in association with a political event must follow the University’s posting policy.
6. Atthebeginningofapolitical eventthesponsoringorganizationshould deliver the following disclaimer:"This eventis sponsored by
.Theuse of University of Tampa facilities for this event does not constitute an endorsement by the University. The

views ofthoseinvited to speakoncampus are the views of the speakerand not of UT. The University of Tampa does notendorse or
oppose any candidate or organization in connection with this or any other political campaign or election." The sponsoring organization
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7. willalsoneedtodistributethisstatementin printformtoeachaudience member, orwithinsignage atthevenueentrance.

8. Anycommunicationsadvertisingthe event must containthe following disclaimer language: "This eventis sponsored by
. The use of University of Tampa facilities for this event does not constitute an endorsement by the University. UT
doesnotendorse oropposeanycandidateororganizationinconnection withthisoranyotherpoliticalcampaignorelection."

9.  Sponsor will provide copies of the invitations, promotional materials, and social media posts prior to the event to the Director of Public
Information and Publications.

10. Rentals of University space for speeches, rallies, or fundraisers are subject to the same rules, regulations, policies, procedures,
and fees associated with any other contractual rental. No non-standard discounts or privileges may be granted to political
campaigns or candidates who rent University of Tampa space.

11. Use of meeting space by faculty, staff or students for educational purposes are permitted so long as the regular University procedures
fortherentaland use of facilities are followed and solongas such activities arefocused on educational purposesand should not be
timedorstructuredtowardsupportingaparticularcandidate orcampaignforelectivefederal, state orlocal publicoffice.

12. While an approved event may be private, reasonable accommodations for students and faculty should be considered as part of the UT
educational mission.

13. Candidate appearances on campus will be limited to the designated speaking/meeting site. Door-to-door campaigning is not permitted.

14. Media coverage and management must be coordinated with the Director of Public Information and Publications. Unless instructed
otherwise, the University may permit the presence of news media personnel during the event.

15. Ifadditionalassistanceis needed orrequired from University staffin Campus Safety, Facilities, Media Services or Information
Technology and Security, or other offices beyond what is normally encompassed in the base rental fee, an appropriate fee for this
staffing will be charged.

Registered Student Organization Requirements:

Student organizations registered with the Office of Student Leadership and Engagement (OSLE) may reserve University facilities,
including lecture halls, outdoor space, and any other space available to conduct organizational meetings or to host or sponsor
a politicalevent.Anyeventshouldbegearedtowards UTstudentsastheprimaryaudience,andsuch programs mustbeopen
to all members of the University community regardless of their political affiliation.

In addition to those described above, the following requirements apply for registered student organizations (RSO) that reserve
University facilities to host, sponsor and/or publicize an event on behalf of a candidate:

1. The sponsoring student organization is responsible for communicating the policy and guidelines to the speakers at the
event (including the political candidate if applicable) to ensure awareness of and compliance with the University’s policy
and guidelines.

2. Organizations may not use a University of Tampa wordmark or logo on letters, posters or other written materials intended
forsupportofapolitical campaignorto publicize a political event. Organizations may use theirown custom, clearly
recognizable logos, or marks to identify sponsorship of an event.

3. Organizations may not use University facilities to raise funds through admissions, fees, contributions, donations, or sale of
materials or services to benefit a political party, campaign, or candidate.

4. Organizations mustfollow policiesregardingthe use of Universityand organization fundsto payhonorariaorcover

transportation, media services, advertising, accommodation or meal expenses, or any other costs for candidates for

public office or for speakers and presenters at an event on behalf of a candidate.

The RSO president or delegate must meet with Campus Safety staff prior to event.

The RSO advisor mustapprove eventand attend or RSO must select afaculty/staff designee to be onsiteduringthe event.

An external guest list is required to be submitted at least 48 hours prior to the event to OSLE.

The RSO member planning the event should not be working or volunteering for the speaker and/or political organization to

avoid any conflicts of interest.

0 N o

Political Speakers

Personsspeakingoncampusonbehalfofapolitical candidate(s) orissue(s) at theinvitation of students willbe subject tothe
provisions in the policy above and the Event Planning Policies. Additional provisions within this policy to be especially aware of
are:
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o  The speaker must be sponsored by anRSO.

e Itisrecommended thatthe event be registered by submitting a Demonstration/Protest form located in the on Engage
UT.

o Ifthe formis submitted, the Director of Student Leadership and Engagement will request a meeting with the RSO
president to discuss event logistics.

e  Forpurposes of coordinating the activity with available space and other campus events, the event should be registered
at least 14 days prior to the event.

e The speaker may not incite the audience to take unlawful action.

Protests and Demonstrations

Protests and Demonstrations may be conducted on campus if the following guidelines are adhered to:

o Itisrecommended that plans for conducting a protest and demonstration be registered by submitting a
Demonstration/Protest form located in the Office of Student Leadership and Engagement portal on Engage
UT.

o Ifthe formis submitted, the Director of Student Leadership and Engagement will request a meeting with the
RSO president to discuss event logistics.

e The protest or demonstration shall not obstruct or disturb the free movement of persons, the normal operation of
the University and the normal use of University buildings and facilities, or contravene University ordinances,
regulations, or State or Federal laws.

NON-COMPLIANCE OR VIOLATION OF UNIVERSITY POLICIES

Anymemberofthe University community mayfileviolations of misconductagainstanystudent organization formisconduct
relatedtothe Student Code of Conductand the Registered Student Organization policies directly with the Office of Student
Conduct. The Office of Student Conduct may also file violations on behalf of the University. Violations shall be preparedin
writingand willbereviewed bythe Director of Student Conduct, ordesignee, whoisresponsible for the administration of the
Student Conduct process. The Director of Student Conduct, or designee, may conduct aninvestigationto determineifthe
allegations have merit. Ifthe alleged violations are found to have merit, the responding student organization will have an
investigation conducted to determine if policy violations have occurred. If the allegations do not have merit, the Office of Student
Conduct may choose not to file violations of misconduct against a student organization.

Allegations of misconduct by any RSO at the University should be directed as follows:

o Allalleged behaviors which may be considered code of conduct violations for all recognized student organizations,
includingfraternities, sororities, and club sports, will be directed to the Office of Student Conduct. Additional
Information about this process can be found onthe UT website Office of Student Conduct page.

Violations may be submitted to the Office of Student Conduct and the RSO may be subject to Conduct proceedings as outlined in
the Student Conduct Procedures - Registered Student Organization(s).

Failure to complete any assigned sanctions because of the conduct process may result in additional violations and sanctions up
to and including de-recognition and removal of all RSO privileges.

Loss of Recognition

e  Failure to meet the Responsibilities of Registered Student Organizations or willful or negligent violations of university,
state or federal standards, codes or policies could result in the organization losing one or more privileges of
recognition.

e The privileges and recognition of an RSO may be withdrawn or discontinued:

0 When astudent organization fails to carry out its programs consistent with the organization’s stated purpose
and constitution.

0 At the written request of the student organization.

0 When, by constitutional provision, the group isdissolved.

0 Negligence of the stated policies and procedures stated in this Student Organization Handbook.

e Recognition may be withdrawn by the university, a warning issued, if for any reason, an organization becomes
delinquent in its obligations as a student organization.

e Intheeventofahandbook, postingand/orroomreservationviolation, the followingdisciplinaryactionsmayoccur:

0 Warning: Anotice to the Faculty Advisor(s) and officers of a student organization that they will be placed on
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probationary statusif specified obligationsare not met within a designated period.
e Allother RSO violations will be referred to the Office of Student Conduct.

Procedures for Reactivating an Inactive RSO

AsidefromtheStudent Conductprocess,RSOs mayfallintoaninactive ordormantstatus. This maybeduebutnotlimitedtoan
RSO falling below the required number of members, the RSO is being dissolved or failure to renew annually. Prior to completing
thestepsbelowthestudentleader must contactthe Coordinator of Student Engagementtodiscuss reactivation.

e Toreactivate aninactive RSO, the New Student Organization Registration Process must be completed.

e RSO must be in good standing with the Office of Student Conduct and the Office of Student Leadership and
Engagement. Ifapplicable, the RSO must also be in good standing with the office for Faith, Values and
Spirituality.

e  Newsocial fraternity or sorority organizations will only be recognized during the official expansion period, which is
determined by the Coordinator of Fraternity and Sorority Life, or designee.

e Upon confirmation of receipt by the Office of Student Leadership and ENGAGEMENT, the group will be given three
months (90 days) to complete the reactivation process:

0 Secureafaculty advisor, including the completion of the RSO/Advisor Expectations Worksheet

Identify two (2) chapter officers, to include the President and one additional officer

Review and update the current constitution.

Collectinterest, to include four (4) additional individuals who were not previously members.

Inadditiontocompletingthe processforanew RSO, studentleader mustalsosubmitaletterofintentto

reactivate, toinclude why the organization should be reinstated and goals for the introductory three-month

period (90 days)

0 Uponsubmission of all required documentation to the Office of Student Leadership and Engagement, the
petition will be reviewed and receive an approval/denial.

O Reactivated chapters must hold an election within three months (90 days) of university approval to maintain
university recognition.

O Professional organizations or honor societies may not submit documents for national recognition until
receiving approval to reactivate from the Office of Student Affairs.

O O OO
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APPENDIX A. SAMPLE CONSTITUTION

“Your Registered Student Organization’s Name” Constitution
l. Name
a. ThenameofthisRegistered Student Organizationshallbe
Il. Purpose/Mission
a. RSO seeksto
M. Membership
a. Membership shall be divided into two categories: voting and non-voting.
i. Voting Members
1. Shall attend at least X% of meetings and X% of events per semester.
Shall be currently full time, enrolled students at University of Tampa University.
Shall have the right to vote in all matters affecting RSO.
Shall be able to hold office in RSO.
Shall have the right to attend and participate in all RSO meetings and events.
Onceastudentgraduatesorceasestobeastudentatthe University, his/hermembershipinthe
organization shall cease.
ii. Non-Voting Members
1. Shallbeanyfulltime, enrolledstudentofthe Universityof Tampacommunity whoattendsat least one
meeting per semester.
2. May not vote or hold office in RSO.
3. Shall have the right to attend and participate in all RSO meetings and events.

b. AsanRSOofthe Universityof Tampawe agreetoupholdthe University of Tampa University Inclusivity Statement: Our RSO
recognizesits role and responsibilities asa member of an engaged and inclusive University community.

¢. AsanRSOofUniversityof Tampawe agreetouphold University of Tampa University Non-Discrimination Statement:Itisthe
policy of University of Tampa University not to discriminate on the basis of sex, disability, race, age, religion, color, national or
ethnic origin, ancestry, marital status, veteran status, sexual orientation, gender identity, gender expression, genetic
information, physical characteristics, or any other category protected by federal, state, or local law in its educational
programs, admissions policies, financial aid, employment, or other school-administered programs. The policy is enforced by
Universityof Tampaand, whereapplicable, federallawssuch as Title IXofthe Education Amendmentsof 1972, Title Vlofthe
Civil Rights Act of 1964, Section 504 of the Rehabilitation Act 0f 1973, and the Age Discrimination Act of 1975. The University
is an equal opportunity educationalinstitution.

d.  Asan RSO of University of Tampa we agree to uphold University of Tampa University Hazing Statement: University of Tampa
Universityvaluesthe equality ofall people, recognizingits responsibility to protecthuman dignityand promote positive
personal growth, hazing s strictly prohibited by any member of the university community. University of Tampa defines hazing
asanactthatthreatens the mental, physical, academic health, or safety of a student through actions or situations that
endanger,embarrass, harass, demean orridicule any personregardless of locations, intent or consent of participants

V. Officers
a. Elections
i. Officerelectionsshalltake place duringthelast monthofthe Spring (Fall) semesterandnolaterthan five weeks

prior to the last day of classes.

ii. Electionsofofficersshallbe conductedbythecurrentpresidentunlesshe/sheisrunningforre-electionin which
case it will be handled by the RSOAdvisor.

iii.  Election of a candidate requires a vote of more than 50% of present voting members.

iv. Notificationofthelocation, date, and candidates forelection must be senttoallmembersatleasta weekpriorto
voting.

b. Removal

i. Avoteof2/3of the present voting membership is required to remove an officer for any reason.
ii. Dateandlocationofaremovalhearingisrequiredtobepublicizedtotheentire RSOmembershiponeweekpriorto
the hearing date.

¢.  President

i. Shall be the official representative of RSO in all functions.
ii. ~Shall chair all meetings of RSO.

iii. shall fill officer seats in the case of vacancies.
iv. Shall chair a reqgular meeting of all RSO officers.

v. Shall regularly communicate RSO affairs toAdvisor.
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vi. Shall be responsible for any paperwork required by the Office of the Student Leadership & Engagement and other
University offices.

d. Vice-President
i. Shall facilitate the planning and management of RSO events.
ii. Shall become President in the case of a vacancy.
iii. ~Shall execute other duties as the President may specify.
e. Secretary
i. Shall be responsible for all RSO correspondences and records.
ii. ~ Shall maintain the attendance and membership rosters.
iii. ~ Shall maintain records of all RSO events and meetings.
f. Treasurer
i. Shall create and maintain RSO’s budget as voted upon by RSO.
ii. ~Shall be familiar with all University financial procedures.
iii. ~ Shall be responsible for all RSO funds.
g. SGSenator
i.  Shall be the official representative of RSO at SG meetings and functions.
ii. Shall regularly report the business of the SG to RSO.
iii. ~ Shall attend all required SG meetings and events.
h.  Advisor
i. Must be a full time faculty or staff member at the University of Tampa
ii. Shall be appointed by the President.
iii. ~ Shall be an ex-officio, non-voting member ofRSO.
iv. ~ Shall maintain a working knowledge of RSO’s events and initiatives and work with the President to communicate
RSO’s purpose with outside entities.
v. Shall be responsible for mentoring the members and officers of RSO.
vi. Shall oversee officer elections.
V. General Provisions
a. RSO shall reference the most current edition of Robert’s Rules of Order during all official meetings.
b.  Noofficial business of RSO shall occur without a quorum of atleast 50% plus one voting members.
¢.  RSOshall comply with all federal, state, local, and University laws, policies, and procedures.
d. RSO shall not condone or participate in any action taken or situation created intentionally, on or off the University campus, by
students or off-campus individuals to produce physical discomfort, embarrassment, harassment, or ridicule.
e. RSOrecognizesitsrole and responsibilities as a member of an engaged and inclusive University community.
f. RSO willmaintain contact with the Office of Student Leadership & Engagement on a regular basis regarding RSO matters.
VI National Affiliation (Optional)
a. RSOshallbe affiliated with RSO National known as
b.  RSOshallcomplywithallNationalpoliciesandprocedures where they are notin conflict with this Constitutionand/orany
University Policy.
VII. Dues (Optional)
a. Dues of RSO shall be determined by a vote of 50% of the entire membership.
b.  Failure to pay dues shall result in a suspension of voting privileges.
VIII. Amendments
a. Amendments to this constitution may be proposed by any member at a regularly scheduled meeting.
b.  Anamendment mustbe publicized to the entire RSO membership atleast one week prior to the ratification vote.
¢.  Ratification of an amendment requires a vote of 2/3 of the entire voting membership.
d. Ifan amendment is successfully ratified an updated constitution must be provided to the Office of Student Leadership and

Engagement for approval.
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APPENDIX B. SPARTAN READY® COMPETENCIES

Competencies
(Definitions) Example of Skills
1 Communication Public speaking, presentation mastery (use of PowerPoint, Prezi, etc.),
(Clearly and effectively exchange information, ideas, facts, professional speaking with clear diction and language, writing
and opinions with persons inside and outside of an professional correspondence, phone etiquette, active listing,
organization) understanding body language, negotiation, sales, persuasion, providing
effective direction, elevator speeches, etc.
2 Interpersonal Abilities Building a network, emotional intelligence, maintaining relationships, building
(The ability to develop personal insight to ENGAGE with trust, conflict resolution, dealing with difficult people, building working
others and create meaningful relationships.) relationships, handling difficult conversations, the art of mingling, building a
positive first impression, handling organizational politics, becoming more
approachable, learning to approach others, positive 15t impressions, etc.
3 Critical Thinking Analytical thinking, problem solving, goal setting, decision making,
(Identify and respond to needs based upon an communicating meaning from data, understanding qualitative and quantitative
understanding of the situational context and logical data, strategic planning, reading comprehension, etc.
analysis of relevant information)
4 Leadership Timemanagement, projectmanagement, event planning, prioritizing, resource
(Recognize and capitalize on personal and team strengths development, organizational budgeting, attention to detail, management,
to achieve organizational goals.) multi-tasking, coordination, scheduling, embracing change, dealing with
the unexpected, etc.
5 Equity and Inclusion Awareness of otherness, multiculturalism, inclusion, community change,
(Understand, respect, and advocate for diverse volunteerism, civic responsibility, global perspective, ability to consider
perspectives and engagement with cross-cultural local/regional/national/global impact, ability to discern one’s own world view
viewpoints individually, as a community, and and that of others, etc.
organizationally)
6 Teamwork Delegation, leadership, following, coaching, motivation, empowerment,
(Build and maintain collaborative relationships to work understanding group dynamics, accountability, cooperation,
effectively toward common goals, while appreciating brainstorming, debating, providing feedback, meeting facilitation, agenda
diverse viewpoints and shared responsibilities.) creation, consensus building, conflict resolution, etc.

7 Self-Awareness Resilience, reliability, sense of humor, positive competitiveness,

(Identify, articulate, and promote one's skills, strengths adaptability/flexibility, ethics, work ethic, self-confidence, enthusiasm, tenacity,
knowledge, and experiences relevant to personal growth innovation, creativity, motivation/initiative, independence, stress
and professional success.) management, wellness, dealing with failure, learning from feedback, etc.

8 Professionalism Personal branding, business etiquette, professional dress, resume writing,
(Knowing work environments differ greatly correspondence, references, interviewing techniques, social media presence,
understand, and demonstrate effective work salary and benefits negation, transition from backpack to briefcase, career

habits, learn from mistakes, and act in the exploration and management, etc.
interest of the larger community.)

3 Life Skills Planning your future, financial literacy, identity protection, building positive life
(The ability to effectively meet the challenges and habits, life balance, personal health and wellness, community engagement, good

expectations of leading a fulfilling life.) credit rating, managing debt, understanding insurance, life after college, etc.
Digital Literac T . . -
(Understand and /gevera e di ‘i,ta/ technoloaies Digital Literacy leverages knowledge of information and communications
ethically and efficient? to go/ve rob/emi technology, and media literacies, and uses the interpersonal skills necessary to
y y ) p ’ succeed in a digital space.
complete tasks, and accomplish goals.)
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APPENDIX C. TIPS TO HELP RECRUIT AND GROW YOUR RSO

Know and understand your organization - The current members should understand the vision of the organization so they can
communicate its purpose to potential members.

Setsomerecruitmentgoals-Recruitmentgoalsshouldnotonlyincludehow many membersyouwantinvolved, butalsothe
kinds of members. As an organization, consider the number of members you can reasonably accommodate in your organization?
What common interests should our membershave?

Get everyone involved - Have current members contact people they know who might want to get involved. The “rule of two” is an
effective recruitment strategy. Create a rule that requires every current member to bring in two new members within their first
semesteroryear. Those new members willbe expectedtodothesameandsoforth. Thiscanincrease numbers exponentially
and prevents one person from carrying the full responsibility of recruiting.

Escort people to their first meeting - Have existing members meet prospective members at the entrance of the room so they feel
more comfortable coming to the first meeting.

Be professional- Have business cards with your organization’s name and contact information made, so that you can hand them
outtopotentialnewmembers. Also, makesureyoukeep yourregistrationinformation uptodate with OSLE to ensure your
listing in Engage UT includes current contact information.

Retaining Members
PlanaSpecial Welcome-Planaspecialeventor meetingtowelcomethe new memberstotheorganization.Ithelpstoforma
bondbetween old and new membersand will hopefully give them a sense of belonging to the organization.

Teach - Itisimportant to orient new members to your organization’s goal and objectives, organizational structure, rules and
norms. Proper orientation leads to better understanding, more commitment, and less frustration.

AssignResponsibilities-Tobesure, thattheirfirstorganizational experienceisapositive one, assignnew memberstasks
that are well within their skill level and that they can successfully accomplish.

Havefun!-Maketimetosocialize and celebrate yourachievements. Ifallyoudoasan organizationis work, it willbecome a
burden to participate and your members will quickly lose interest.
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APPENDIX D. OFFICER TRANSITION

Every semester, officers newly elected to positions in their student organizations are unaware of university requirements.
Registrations lapse, appropriation deadlines are missed, and student officers are left in the dark about how to proceed in their
roles.Thefollowingareinstructionsforsmoothtransitions betweendeparting officersandtheirreplacements.

For outgoing or departing leaders:

Organization Roster
The first thing an organization should do after electing new officers is update their organization’s roster.

Banking

Update your authorized signer information on your agency account. If your signers are not accurate on the University records,
you will experience a majordelayin withdrawing any funds. If you do not change the designations and the new authorized
signerstrytotransactbusiness, Financial Managementcanrefusetocompletethetransaction. MakesureFinancial
Managementknows who overseesyouraccountseverysemesteroryearthatnew officersare elected. Contact OSLE to find
out how they process a change of signers. Each institution handles this process slightly differently, but most require that at least
oneofthe previous signers authorize the change. This should be a requirement for outgoing officers.

Outgoing Officer Procedures

e Afternew officers are elected, it is a good idea to ease them into their new roles to make them more comfortable and
help members get used to new leadership.

e Include the incoming officer in your duties for the last few weeks of your term.

e  Usingthe Filesand Forms section in Engage UT, you can upload and organize important documents. Include a list of
thedutiesandresponsibilities of your position, procedures for registering your organization.

¢ Inform Financial Management of any change of the organization’s authorized signer for your agency account.

o  Wrapupanyoutstanding correspondence related to your student organization. Inform your contacts that you will be
stepping down and let them know who will be succeeding you.

e  Prepare an end of the year report of what the organization has achieved and what it still needs to work on. Upload the
report to your Engage UT portal. Make sure your successor knows how to keep membership documentation current
with the Office of Student Leadership andEngagement.

e Arrange a meeting between yourself and your successor and, your advisor.

e  Passdown anytransition documentation your successor will need and discuss goals for the positioninto the future.

e  Remindthe new officers to participate in any mandatory training for officers conducted by the Office of Student
Leadership and Engagement.
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APPENDIX E. EVENT PLANNING GUIDELINES

Oneoftheprivileges of beingan RSO at UT is that you could use manyresources free for hosting events. Below s a guide
designed to assist you in many aspects of planning an event as simple as a meeting of your organization’s officers or a
complex event.

Planningaprogramfor10peopletakesthesamecareasplanningforaneventfor 500—you willgo through similarstepsand
planning strategies to make sure the event goes smoothly. When planning for a large event, or if you need to do fundraising for
your event, you should start planning a semester ahead or 10 to 12 weeks in advance of your event.

Besuretostartwith plentyofideas, enthusiasm,andtimetogetitalltogether.Rememberthatitisuptotheorganizationtobe
responsible to make sure you have secured all the resources you need for a successful event. The information provided below is
a general guideline for what goes into the planning process.

Pre-Planning (10 — 12 weeks prior to event or one semester prior to the event date)
e  What are the goals and mission of the organization?
o Doesthe event fit with the goals and mission of your student organization?
e  Why does the organization want to sponsor theevent?
e How will you determine if your event was successful?
e Number of Attendees?
e Amount of Funds Raised?
e  PublicAwarenessGenerated?
Determine the type of program.
o  Will the program be a traditional event or anew one?
e s this a program the campus community would like to attend?
e Hasthe organization researched the entertainment, artist, speaker, or event has been successful elsewhere?
e Canthe organization brainstorm ideas to create a new or unique event to sponsor?
e  Will the event involve servingfood?
e Arethere anyuniversity policies, city ordinances, state or federal laws that prohibit the organization from sponsoring
the event?
Assess Your Financial Resources
e  How much money does the organization have to put towardsthe event?
e How much money does the organization have to generate from ticket sales or other resources?
e Isthere another student organization interested in financially co- sponsoring the event?
e Does the organization have enough members to plan, market and work the event?
e  Haveyouconsideredrequestingfundingfrom Student Government
Appropriations Determine the date(s) and time
o  What facilities are available? Consult with the Office of Student Leadership and Engagement and facility office for
available dates and times.
e Ifthe organization is sponsoring a performer/speaker, what dates is the artist available?
e  Arethere meetings, major events, mid---terms or other activities scheduled during the date requested? Check Trumba,
University Calendar and other eventcalendars.
e Doesthe organization have other commitments during the time of the program that may hinder planning efforts?
e Doesthe date allow enough time to plan the event and promote it to the campus community?
e Determine the type of location and space needed for the program.
e How many people will beattending?
e  What type of event is the program?
e  Willthe program need chairs, tables, stage, sound, lighting, and audiovisual equipment?
e  Doesthe facility have any policies that may prevent the event from being scheduled in the space?
Reserve the space
e Complete necessary forms to reserve facilitieson campus.
e  Request access to the space to allow set---up time to lead---in equipment, sound check, rehearse, decorate, and seat
audience members.

e  Reserve additional rooms for artists’ green rooms, rehearsal space for performers, equipment storage and other
activities associated with theevent.

o Review all facility policies to ensure compliance.
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e  Receive aconfirmation from space scheduler. It isimportant that you do not assume that you have the space until you
have received a written confirmation.
Confirm the Event/Book the Entertainment
e  Contact the performers or agents to discuss details.
e Submit an offer for the performer.
e Obtain or create contract for the performer.
e Reservetables,chairs,staging,sound, light,and audiovisual equipment
e Foroutsidevendors, obtain contracts, insurance, and invoices for payment.
Budget
e Create a budget to include all program expenses.
e Determine the current balance, ticket revenue, a subsidized funding to cover expenses.

Tickets
o Determine if the program will require tickets and at what cost.

o Determine ticket price based on marketability of program
o« Determine the best dates to begin to sell tickets.
o Fordoor sales, order cash box and make sure you have adequate change in the cash drawer.

Marketing
e  Create a marketing plan and schedule to the target market.
e Review University publicity and posting policies.
o Design flyers, posters, banners, newspaper advertisements, email announcements and social media ads if appropriate.

o Determine whether food will be served for organization’s members, attendees, or the performer.
o Catering orders must be placed through Sodexo unless a waiver has been approved and obtained along with a
certificate of insurance.

Security
e Determinesecurity measures for guarding performer and equipment, securing the venue and cashbox, and insuring
crowd control.
e Contactand consult with Campus Safety to assign officers for all major events.
e Campus Safety will contact the Tampa Police Department for additional security when needed to guard performer,
dressing rooms, event stage, andvenue entrances.
Program Details
e  Completeallother programarrangementsincludingtravel arrangements, hotel reservations, decorations, supplies,
design/print programs.
e  Submitinvoices and contracts to Advisor for approval then Financial Management for processing checks to pay vendors
and performers.
e Confirmallroom, equipment, transportation, and catering reservations.
e Plan Day of Event
e Createaday-of-showschedule with hour-by-hourlisting of duties and activities before, during, and afterthe event.
e  Assign members to duties to prepare for the event (load---in equipment, decorate, sell/take tickets, usher).
e  Gather supplies,signs, and any items needed at the venue during the event.
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APPENDIX F. VIOLATIONS AND SANCTIONS

Posting Violations:

The University has the right to remove any flyers they feel are inappropriate, not hungin the correct manner, have been up for an
unreasonable amount of time, or any other reason we see fit. Forgery or an intentional misuse of the Office of Student
Leadershipand Engagementstamp will resultinanautomaticloss ofall posting privileges for the remainder of the academic
year.

Sound & Room Reservation Violations:
To keep our process fair for all parties, all registered student organizations and University departments will be held
accountable for sound policy violations. Violations include:

e Not turning down the music when asked to do so.

e  Turning the music back up to an inappropriate level after being asked to lower it.
e Being disrespectful to the person asking you to lower your music.

e Playing music with inappropriate content

e  Missing a reservation without priorcancelation

e Not properly checking in or out of a reservedspace

e Not showing up for a scheduledreservation

e Showing up late to a reservation without notifying EventServices

Violations by RSOs for the policies listed about will be reported the Office of Student Leadership and Engagement and:

0 Forfraternities and sororities, alleged violations of individual Council governing documents will be referred to
Fraternity and Sorority Life.

0 For club sports, alleged violation of Campus Recreation policies and rules specific to club sports will be
referred to the office of CampusRecreation.

0 Forfaith, values and spirituality organizations, alleged violations of Sykes Center for Faith and Values policies
will be referred to the Resource Team for Faith, Values and Spirituality.

After three violations, a report will be submitted to the Office of Student Conduct and the RSO will be subject to Conduct
proceedings as outlined in the Student Conduct Procedures - Registered Student Organization(s).

Failure to complete any assigned sanctions because of the conduct process may result in additional violations and sanctions up
to and including de-recognition and removal of all RSO privileges.
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APPENDIX G: RSO ANNUAL RECOGNITION

The University of Tampa recognizes outstanding individuals and RSOs at its annual Leadership Awards Night, usually held in
April. Registered Student Organizations and individuals may nominate students, faculty and staff (as appropriate) for these
awards. Awards packetsare madeavailablein Februaryandareduein early March. AllRSOs areencouragedto nominate

members and advisors for awards, as well as, other outstanding organizations.

Awards distributed are listed below. For award criteria and application process, please visit the LAN Guidebook.

Bob Ruday Outstanding First Year of Involvement
e 5500 scholarship

Bob Ruday Outstanding Second Year of Involvement
e $500scholarship

Bob RudayOutstanding Third Year of Involvement
e $500scholarship

Bob Ruday Outstanding Transfer Student Involvement
$500scholarship

Bob Ruday Servant Leader Award
e $200 cash award

Bob Ruday Spartan Award
e 5200 cash award

Bob Ruday Student Unsung Hero Award
e $200 cash award

Student Employee of the Year

Leadership & Academic AchievementAward
Fraternity/Sorority of the Year

Greek Man/Woman of the Year

Most Improved Organization of the Year

J. Richard Piper Outstanding Advisor of the Year
Outstanding New Organization of the Year
Outstanding Organization of the Year

The Tom Fitzgerald Most Spirited Organization of theYear
Outstanding Commitment to Diversity Award
Active Citizen Award

Alternative Breaks Volunteer of the Year
Experience Award

Joyce Keller Faculty/Staff Volunteer of the Year

Student Volunteer of the Year Volunteer Organization of the Year

Office of Undergraduate Research and Inquiry Intern of the
Year Award

e $300 cashaward

Office of Undergraduate Research and InquiryInternational
e  $300 cash award

Office of Undergraduate Research and Inquiry Leadership
Award

e  S$300 cash award

Office of Undergraduate Research and Inquiry Service-
Learning Award
e  $300 cash award

Office of Undergraduate Research and Inquiry
Undergraduate Research Award
e 5300 cash award

SustainableUT Handprint Award (to be awarded annually).

SustainableUT Student Handprint Award (to be awarded
annually).

SustainableUT Handprint Award for Outstanding
Sustainable Practices by an Organization (to be awarded as
warranted)
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APPENDIX H. APPROVED BUS COMPANIES

Assured Transportation, Inc.
13650 2nd Ave NE

Bradenton, FL 34212
(727)823-4118
info@assured-transportation.com
www.assured-transportation.com

Martz Group

4783 37th Street N

St. Petersburg, FL 33714
Phone: 727-526-9086
Fax: 727-522-5548
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APPENDIX I: ADVISOR WORKSHEET

Organization Presidents and advisors may perceive his/her relation to a student organization differently. Some advisors play
very active roles, attending meetings, working with student officers, and assisting in program planning and
development. Others maintaina moredistantrelationship tothe organization. Itis the hope of the Office of Student
Leadershipand Engagementthateachadvisor willmaintainsomeregularcontact with your organization. An advisor
accepts responsibility for keeping informed about activities of the organization and for advising officers of the organization
ontheappropriateness of policies and activities. However, advisors are not responsible for the actions or policies of
studentorganizations; studentsaresolelyresponsible. Advisors should be both accessibleandinterestedand should
provide whatever counsel an organization or its members might seek.

Given the myriad of purposes, activities, and objectives of various student organizations, the role of the advisor will vary in
some degree between organizations. The purpose of this sectionis to outline basicroles of an advisor. As organizations
vary in their expectations and needs, it is important that you develop an understanding with your advisor as to the nature of
yourinvolvement.Theadvisorandorganizationshouldagreeonasetofexpectationsofoneanotherfromtheonsetand
should write this list down as a contract between the organization and the advisor. Following are some of the roles an
advisor may assume:

Mentor

Team builder
Conflict Mediator
Reflective Agent
Educator

D NI N NI N

On the next page are some expectations that a student/organization could have of its advisor. This form is designed to help
advisors and organization members arrive at a clear and mutually agreed upon advisor role.

Directions: Thestudentorganization executive board, as wellas the advisor, should rankthe followingitems, and then talk
through their responses and negotiate when necessary to find a common ground. For items that are determined not to be the
advisor’sresponsibility, itis valuable to clarify which studentin the organization will assume responsibility.

For each of the following statements, respond on a scale of 1 - 5 how important this function is:
1 =essential for the advisor to do

2 = helpful for the advisor to do

3 =nice, but the advisor doesn't have to do

4 = would prefer the advisor not do

5 = the advisor should not do

THE ADVISOR IS EXPECTED TO:

1. Attend all general meetings.

2. Attend all executive board when he/she believes it is necessary.

3. Explain University policies when it is relevant to the discussion.

4. Explain University policies to the entire membership at a general meeting once a year.

5. Help the President prepare the agenda before each meeting.

6. Serve as mediator for the organization.

7. Speak up during discussion when he/she has relevant information.

8.Speak up during discussion when he/she believes the group is likely to make a poor decision.
9. Be quiet during general meetings unless called upon.

10. Take an active part in formulating the goals of the group.

11. Initiate ideas for discussion when he/she believes they will help the group.

12. Be a part of the organization except for voting and holding office.

13. Attend all group activities.

14.Requestthe treasurerto clear allexpenditures with him/herbefore financial paperwork is submitted.
15. Request to see the treasurer's records at the end of each semester.

16.Checkthe secretary's minutes before they are writtenin final form.

17. Check all official correspondence before itis sent.

18. Receive a copy of all official correspondence.
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19.Becustodianofallgroup paraphernalia, records, etc., duringthe summer and between changeover of officers.

20. Keep the official files in his/her office.

21.Informthe group of infractions of their bylaws, codes and standing rules and University policies.

22. Keep the group aware of its stated objectives when planning events.

23.Vetoadecision whenitviolatesastated objective, the bylaws, and codes, standing rules or University policy.

24. Mediate interpersonal conflicts that arise.

25. State what her/his advisor responsibilities are at the first of the year.

26.Let the group work out its problems, including making mistakes and "doing it the hard way."

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

28.Take the initiative in crating teamwork and cooperation among the officers' group.

29. Let the group thrive or decline on its merits; do not interfere unless requested to do so.

30. Represent the group in any conflicts with members of the University staff.

31.Befamiliar with University facilities, services, and procedures, which affect group activities.

32. Recommend programs, speakers, etc.

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

34. Approve all candidates for office in terms of academic standing (GPA) and check periodically to ensure that officers
are maintaining the required grade point average.

35. Cancel any activities when he/she believes they have been inadequately planned.

PLEASE ADD ANY OTHER IDEAS YOU HAVE ON THE ADVISOR'S ROLE

39 | Latest updated 11/20/2020. Due to the depth and complexity of RSO responsibilities, rights, privileges, and benefits, it is understood that changes to this Handbook will be made from time to time without prior notice.




APPENDIX J: LIABILITY WAIVER

The University of Tampa

(813) 253-3333
401 W. Kennedy Blvd Tampa, FL 33606-1490

Release of Liability & Hold Harmless Agreement
Whereas | wish to participate in the EVENT as arranged by The University of Tampa

Whereas | understand and recognize that there exists the possibility and risk of bodily injury to me or damage to my property
while traveling to and from or participating in EVENT; and

Whereas | report that to my knowledge | am appropriately fit and capable to participate in the program; and

Whereas | acknowledge that my participation in EVENT is voluntary and will generate no academic credit that cannot be earned
through an alternative assignment.

Now, Therefore, forandin consideration of The University of Tampaallowing me to participateinthis voluntary program, |
herebyrelease, relieve,and hold harmless The Universityof Tampa, itstrustees, officers, employees, contractors, agentsand
representativesfromanyliability orclaimofliability, includingliability for bodilyinjury or property damagearisingout oforin
connection with my participation in EVENT; including travel to, from and around the location. | hereby release those parties from
allclaims, includingthoseclaimsarisingfromtheirownnegligence orthe negligence ofanyone ofthem.lhavereadthe above
release and | understand and agree tothe terms.

Inconsideration of permitting meto participateinthe EVENT, Iwillindemnifyand hold the University of Tampa, Inc., its

employees, contractors, agents and representatives harmless from any claims, losses, damages, expenditures, liabilities or
chargesofanykind ornature, whetherarising oralleged to havearisen outofanyact, action, neglect, oromission by the
University of Tampa Inc., its employees, contractors, agents or representatives, during or arising out of my participation in

EVENT.

Bysigningbelow, lacknowledge thatlhavereadthis Release of Liabilityand Hold Harmless Agreement and amsigningit
voluntarily.

Signature Date

PrintName Student ID #

In Case of an Emergency contact:

Phone#: Relationship:

Iflam under the age of 18, l understand that I need a parental consent to my participationin the EVENT to this
Release of Liability and Hold Harmless Agreement.

| hereby give my consent to the participation by inthe EVENT and | agree to the terms of
this Release of Liability and Hold harmless Agreement.

Signature of Parent

Print Name of Parent

Date
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