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About Student Engagement & Student Union (SESU)

We in the Student Engagement & Student Union (SESU) Department strive to create a vibrant campus
experience through fostering community with our programs, events, and services. We facilitate learning
in critical thinking, global fluency, collaboration, and leadership to strengthen students’ career
readiness.

Our department's mission is to facilitate learning and build community. This is accomplished through:

e an active network of student-run organizations and student-led initiatives

e the growth of leadership skills

e socially enriching activities that provide opportunities for connection and fun
e experiences that enable appreciation of a diverse world.

In all these ways, our team supports you to make a difference for yourselves and others. We directly
oversee student organizations, Fraternity and Sorority Life, campus activities, Orientation, the Student
Government Association, and Blue & Gold Week.

Our department also runs the Mori Hosseini Student Union! The Student Union is a central space where
students can dine, study, and relax. Students also help run the place - our student managers lead a
Union Operations team that supports all events in this busy building. The Welcome Desk staff provide
directions to both students and visitors and help students access study rooms and gaming resources.

We serve RSOs at ERAU through advisement, leadership, development, and organizational support. We
are committed to providing exemplary service and support to you and your organization and to
removing barriers to make your experience with organizations on campus positive and beneficial. Our
role on campus regarding RSOs is to coordinate the registration process for all organizations and to
review applications for starting organizations, organizational bylaws/constitutions, and the enforcement
of university regulations and policies relating to student organizations.

By completing the process for becoming an RSO, you formally acknowledge the administrative authority
of SESU. For RSO support, we have several full-time professional staff on campus, as well as a host of
student assistants in the Student Leadership Suite. Contact information for SESU is provided below.

Student Engagement & Student Union:
Mori Hosseini Student Union - SU 225
(386) 226 - 6045

dbsesu@erau.edu



Foreword/Welcome

Hello Eagles!

We are extremely excited that you have begun to take this significant step in your college career, joining
one of our many student organizations. The Daytona Beach (DB) campus of Embry-Riddle Aeronautical
University (ERAU) has over 210 Registered Student Organizations (RSOs) on campus that help increase
the vibrancy of our university community. These student-led organizations provide transformative
experiences and opportunities for you to develop as an individual, a community member, and a leader.
The social and cultural events, lectures, hands-on opportunities, and familiar relationships provided by
student organizations contribute to making your experience at ERAU the best it can be!

We are here to help guide you and your organization by providing you with the necessary education,
training, and support to be successful. We are here to serve as facilitators and guides to you by helping
define appropriate boundaries between you and your fellow students, sharing university information
with your organization, and assisting them in the decision-making process when asked. We are here to
help you manage your organization’s risks and help you achieve your personal and organizational goals!

We have compiled this handbook to serve as a resource guide for the RSOs at ERAU. To help ensure
success, this document provides helpful information for the executive board, members, and advisors of
your RSOs regarding both departmental and university policies, procedures, and operations, as well as
provides a list of resources that you can utilize during your time on campus. Please take some time to
familiarize yourself with this handbook and ERAU’s policies and available services pertaining to your
organization.

On behalf of all the staff in Student Engagement & Student Union, we look forward to getting to know
and working alongside both you and your student group during your time here!

Brandon Collins

Student Organizations Coordinator
Student Engagement & Student Union
Daytona Beach Campus



Benefits of Involvement

Research has shown that those who are involved on campus are more likely to be successful and to gain
more meaningful experience from their time in college (Astin, 1984). Accordingly, RSOs provide our
students with opportunities to gain valuable experience in a variety of practical areas. As such, student
involvement in clubs and organizations are a key component to campus life at ERAU that provide an
outlet for your voices to be heard and allow for you to have a substantial impact on campus and to get
an early start with hands-on experience prior to joining the workforce.

By exploring both your academic and personal interests through co-curricular activities, you can meet
other students who have similar interests and goals. In these groups, you can learn new skill sets and

gain valuable experience that will help you along with your academic career and beyond. Some of the
skills that you gain through involvement are:

e Career Preparation e Collaboration e Communication

e Critical Thinking e Digital Fluency e Event Management

e Global Fluency e Intellectual Growth e Interpersonal Relationships
e Leadership e Risk Management e Teamwork

Registered Student Organization Purpose and Overview

RSOs at ERAU provide a forum for the social, intellectual, and educational benefit of our students. By
registering as an RSO, you can receive support from us and access certain resources available to our
student groups. By registering as a student group, you and your organization are bound by expectations
and requirements set forth in applicable law, university policy, and departmental policy and procedures.

To be considered an RSO, you must meet the listed eligibility criteria and requirements as defined in this
document. Each RSO will have one (1) or more category designations, the definitions of which are
provided below. Each group must initially register as an RSO pursuant to the instructions set forth below
and you must renew your resignation on an annual basis with our department. Our review of an RSOs
initial registration, and subsequent re-registrations, is conducted on a content-neutral basis and our
approval or denial is not based on the mission, goals, or beliefs of the student group. Our decision on
whether to approve your application as an RSO is based solely on your submission of a properly
completed registration application, as set forth below, and its demonstration of a genuine intent to
sponsor programs, activities, and/or events for ERAU students. Registration of a student organization
does not constitute endorsement by ERAU or approval of the student organization’s policies, activities,
or beliefs by our department or university.

You and your peers are entitled to form an organization, if membership is open to all ERAU DB students,
regardless of race, religion, sex, disability, nationality, color, age, disability, gender identity/expression,
sexual identity, or veteran status. The only exception is in cases of designated fraternal and sororal
organizations that are exempted by federal law from Title IX regulations concerning discrimination
based on sex.



RSO Categories

Organization categories describe the common purposes that exist among organizations with a similar
primary mission. All RSOs fall into at least one (1) category and your organization may fall into multiple
categories based on your operations. The categories of RSOs at ERAU are as follows:

- Academic and Professional: Organizations that promote academic/professional growth by
focusing on a particular major/academic program or organizations that compete on a local,
state, or national level in primarily applied academic competitions.

- Campus Life: Organizations that exist to provide benefits, support, and services primarily to
students while they are on campus.

- Diversity, Equity, Inclusion, and Belonging: Organizations that act as a means for students of a
particular cultures, nationalities, ethnicities, LGBTQIA groups, and any other marginalized or
underrepresented group to interact with others of the same affiliation or to share their
respective culture with the broader campus community.

- Honor Society: Organizations that recognize students and select membership based on academic
and personal achievement.

- Military Affiliated: Organizations that support and advocate for military veterans, military
members, and ROTC students.

- Philanthropic and Service: Organizations that provide volunteer and community service
opportunities including, but not limited to, philanthropy activities, advocacy work, and hands-on
service opportunities.

- Religious and Spiritual: Organizations that act as a means for students of a particular
denomination or religious affiliation to interact with others of the same affiliation or to explore
ideas and topics related to faith and spirituality.

- Social Fraternities and Sororities: Organizations that are based on a siblinghood formed around
common values, goals, and aspirations. Members make life-long commitments to one another.
Being a member gives you access to a wide spectrum of inter/national connections, resources,
opportunities, friendship, and knowledge.

- Special Interest: Organizations that focus on a specific set of interests or topics and work to
advance members’ understanding in that specific area or engage in a particular past time or
leisure pursuit.

- Sports and Fitness: Organizations founded around a sport that can be categorized as
recreational, instructional, or competitive, and/or organizations who promote or educate
associated members and/or the community about fitness & wellness. Most of our organizations
participate in intercollegiate club sports divisions.
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Requirements for Registration

Any student organization interested in becoming or remaining an active RSO must meet the following
requirements to initially register or renew its registration as an RSO and to maintain its status as an
active RSO:

A. Student Membership: All RSOs must have at least six (6) ERAU student members joined together
for a common purpose (general membership may be comprised of both full-time and part-time
ERAU Daytona Beach students). All general members must be in good standing academically
with the university and must maintain a 2.0 CGPA or better. All executive members of
organizations must maintain a 2.5 CGPA or better. Active members must also be enrolled in at
least six (6) credits at the Daytona Beach Campus (three (3) units for graduate students) each
semester that they are a part of the organization.

B. Governance Structure: One (1) distinct student member of the student organization, who is also
a ERAU student in good standing enrolled on at least a half-time basis, must be designated for
each of the following officers: President and Treasurer (student organizations may call these
officers by a different name within the organization, but for the purposes of SESU, the President
is the chief executive officer, and the Treasurer is the person who handles finances; other
officers are encouraged but not required. While an organization may functionally have Co-
Officers, for the purpose of RSO registration, each organization may only register one (1)
President and Treasurer with SESU.

C. A mission or purpose which is not contradictory to the mission and values of ERAU and that
does not duplicate any other student organization already registered at ERAU’s Daytona Beach
Campus.

D. Student Run/Democratic: Student self-governance is the central tenet of the RSO model, and all
RSOs must function through ERAU student governance and leadership.

a. Faculty, staff, non-student community members, and other non-student entities may
participate in RSO activities and act in an advisory role to the RSO but cannot serve as
leaders or voting members of the RSO, engage in decision making on behalf of the
group, or represent the group or the University.

b. Non-student affiliated entities (i.e., National Organizations/Headquarters) can require
that the RSO maintain certain policies or protocols to continue their affiliation (e.g.,
dues, annual reports) if the policies or procedures do not interfere with student
autonomy or require the RSO to violate the law or university policy or procedure.

c. All RSOs must engage in democratic style governance as evidenced in their governing
documents (e.g., regular elections, checks and balances for leadership). No RSO is
allowed to give its student leaders unilateral control over organization decisions.

d. Al RSOs must include a leadership elections process in their constitution. Elections must
be held regularly and RSOs are encouraged to hold elections at least annually; a
constitutional provision for holding a regular vote on whether to open elections meets
this requirement. Voting in elections and votes to open elections cannot be limited to a
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smaller number of members than the number of members who would be able to vote
on normal organizational business. Elections of a single slate of officers are allowed, so
long as the proposed slate of officers is confirmed by a vote of the members eligible to
vote.

Advisors: All RSOs must have at least one (1) full-time ERAU faculty or staff member who will
serve as the organization’s advisor but will not make executive decisions for the organization or
dictate organizational programs or services. If the advisor steps away from the organization, or if
the advisor is not a faculty/staff member, the RSO will be declared inactive until another advisor
is found.

Organization Constitution: All RSOs must have a constitution that is approved by SESU. First-year
RSOs will have their Constitution approved as part of the registration process; RSOs who make
subsequent changes to their Constitution must submit them to SESU via the
“Constitution/Bylaws Update” form that is found in the RSO Resource Center on Campus Groups
within two weeks of the changes. Approval or denial of an RSO’s Constitution will not be based
on the mission, goals, or beliefs of the RSO or any other content- or viewpoint-based
determination but will only be based on the RSO including the information below in the
Constitution. If an RSO’s Constitution is denied for failing to include one (1) or more of the
following pieces of information, the RSO will be notified in writing of the specific reason for the
denial:
a. Name of the RSO
b. Purpose/Mission Statement
c. The following ERAU Affiliation Clause
i. “This organization is a recognized student organization at Embry-Riddle
Aeronautical University, Daytona Beach and adheres to all campus policies as
set forth by the Department of Student Engagement & Student Union (SESU).”
d. Identification of any affiliations with local, regional, national, or international entities or
organizations
e. Membership Eligibility and Requirements (including a membership removal process)
f. Officers and Officer Responsibilities (including an officer removal and succession
process)
g. Elections Process and Information
h. Meeting frequency and when special/emergency meetings can be called/held
i. Advisor Responsibilities
j. The executive committee and what it does
k. Finances/Due Responsibilities
I.  Member Discipline/Removal of members & officers
. Process for Amendments to the Constitution and,
The following ERAU RSO Non-Discrimination Policy:

i. “Eligibility for membership or appointed or elected student officer positions
may not be limited on the basis of race, religion, national origin, ethnicity, color,
age, gender, gender identity, marital status, citizenship, sexual orientation, or
disability. The organization shall have no rules or policies that discriminate on

2 3
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the basis of race, religion, national origin, ethnicity, color, age, gender, gender
identity, marital status, citizenship, sexual orientation, or disability.”
1. Exceptions to the ERAU RSO Non-Discrimination Policy include:

a. Religious student organizations will not be denied registration
solely because they limit leadership positions to students who
share the same religious beliefs.

b. Additionally, any group that is formally affiliated with a national
entity that has Title IX exemption status based on sex may be
restricted based on sex alone.

ii. The only Constitution that will be recognized is the one posted on the RSO’s
Campus Groups page in the “Documents” section. In addition to a Constitution,
some RSOs may elect to include bylaws, protocol manuals, membership
agreements, or other documents that govern the operations of the RSO. SESU
does not routinely review those additional documents but will do so if
requested. SESU may review any such document and act if the document
violates any applicable law or ERAU policy or procedure; any action by SESU will
not be based on the mission, goals, viewpoints, or beliefs of the RSO, but will be
based on the violation of the applicable law or policy. If SESU reviews any
document and decides to act, the Department will notify the RSO in writing of
the specific law or ERAU policy or procedure that the document violates and the
reason for the violation.

G. Officer Training: The President and Treasurer must complete their respective officer trainings.

The President (or their designee if they cannot attend) must attend the semesterly Officer Info
Training offered during the second week of class each semester. The Treasurer will need to
attend one of the SGA Treasurer Trainings offered each semester if their organization wants to
qualify for SGA funding that semester.

Officer and Advisor Agreements: The President, Treasurer, and Advisor must complete the

applicable Officer Agreement or Advisor Agreement that covers applicable University policy
(found on Campus Groups in the RSO Resource Center).

The Registration Process

Registration and Re-Registration are open year-round for all new and existing organizations. As part of
the registration process, the following tasks also need to be completed by a new organization:

Download the sample constitution from the "Student Organizational Assistance and Resources"
page on ERAU Campus Groups and use it to create a constitution for your potential new
organization.

o Allitems in yellow must be included in the new bylaws.
Submit the meeting minutes from the two interest meetings.
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Complete the New Organization Registration Form on the Campus Groups’ homepage, which
includes the collection of the Organization’s basic information, the roster, and the Officer/
Advisor Agreement Form.

The executive officers must attend a formal training session to familiarize them with the
policies, procedures, benefits, and responsibilities that come with being an RSO.

Registered student organizations must inform the University community of organizational
membership criteria and selection processes, including membership application deadlines
(found in registration process). Organizations should attempt outreach efforts to groups that are
typically under-represented in student organizations. If there is a selection criterion, it must be
relevant to the goals and objectives of the organization. Organizations with selection criteria
adversely impacting a particular segment of the university community must eliminate that
criterion or demonstrate the relationship between selection criteria and organizational goals
and objectives.

Please note that the applying organization is not eligible for any services on campus, including
advertising and room reservations, until the registration process is complete.

Student Organization Violations

All student organizations must adhere to the same policies, rules, and regulations that individual
students are expected to follow. Hearing procedures and rights and responsibilities related to alleged
violations by student groups are the same as the hearing procedures and rights and responsibilities for
individual Embry-Riddle students.

It is recognized that occasional misconduct on the part of the individual members of Student
Organizations may not be attributed to and/or be caused to penalize the organization; however,
misconduct on the part of the organization may be addressed when:

Members of the organization act together to violate the Student Handbook.

A violation arises out of an organization-sponsored, financed or otherwise supported activity.
The organization’s leadership has knowledge of the incident, behavior, etc., and fails to take
corrective or prohibitive action before such incident, behavior etc., occurs or fails to stop such
incident, behavior etc., while it is occurring.

A violation occurs on premises and/or transportation owned, operated, or rented exclusively by
the organization.

A pattern of individual violations has occurred and/or continues to occur without adequate
control, response, or sanction on the part of the organization or its leaders.

The organization or related activities provided the context for the violation.

The organization chooses to protect one or more individual offenders who are members, former
members, alumni, or guests of the organization from official action.

14



Removal, Withdraw, and Dissolution

SESU reserves the right to withdraw registration of a student organization for:

e Failure to comply with regulations governing students and student groups, or
e Loss of recognition by or membership in its respective national/international organization.

SESU will notify the president and advisor of the organization in writing about the proposed withdrawal
of registration and the reason(s) for proposed withdrawal. Within five (5) University working days of the
date of proposed registration withdrawal correspondence, the organization must show cause why
registration should not be withdrawn.

Should the organization choose not to show cause or should SESU determine justifications for retaining
registration to be inadequate, SESU will notify the president and advisor of the organization in writing of
the actual withdrawal of registration, and the reason(s) for withdrawal of registration, and the effective
date of withdrawal of registration.

The organization may appeal withdrawal of registration in writing to the Director of Student
Engagement & Student Union within five (5) University working days from the date of registration
withdrawal correspondence. If the organization fails to appeal withdrawal of registration within the
specified period, the decision of the SESU is final.

Underground Organizations

Underground Organizations are defined as an organization that is operating as secretive or covert
associations of students. This includes but is not limited to any organization that continues to operate
after being expelled from the university or organizations that are attempting to organize without
sponsorship from SESU. Any recognized student organization, or general member(s) who condone or
promote the continuation of an underground organization within their membership, shall be subject to
SESU disciplinary action.

Advisor Requirements

The philosophy of a student organization faculty/staff advisor is based upon several premises, one of
which is the educational relationship. The educational relationship that develops between the
organization’s members and their advisor is beneficial to the students, the advisors, and the campus
community.

The benefits to having faculty/staff advisors for your organization are:

e Advisors offer experience to assist the organization in the growth and development of a
student’s leadership abilities.
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e Advisors provide an organization with a degree of continuity when membership changes from
year to year.

e An advisor’s knowledge of university policies and procedures assists the organization with their
programs and achievement of goals.

e Asan employee of the university, the advisor can protect the university and the organization by
ensuring the programs and activities are educational in nature and they contribute to the
educational mission of the institution.

All organizations are therefore required to have at least one (1) full-time staff or faculty member of
ERAU, Daytona Beach who serves as their advisor. If the advisor is not full-time or is not a staff/faculty
member, the RSO will be declared inactive until another advisor is found. Staff members of ERAU
Worldwide who are physically in Daytona Beach, FL may also serve as an advisor if the RSO cannot find a
faculty/staff member on campus.

SESU has the responsibility of approving campus organizations and advisors. It is the responsibility of the
organization’s advisor to submit an “Advisor Agreement Form.” Also, any time an advisor changes the
new advisor must fill out an “Advisor Agreement Form” and the organization must update their ERAU
Campus Groups page to reflect this change.

Please note — due to the extensive time commitment involved with advising, SESU only allows faculty
and staff to advise up to three organizations at a time (unless advisement of more is within their job
description). This will ensure the advisor is able to give each group the attention it needs.

Finances

Tax Exempt Status
e The university’s tax-exempt status does not apply to individual RSOs’ off-campus accounts.
e RSOs are not allowed to use the university tax-exempt number to make purchases unless they
are using their Group Funds.

Off-Campus Organizational Banking

e Organizations may choose to have an off-campus account in which the officers would be
responsible for their own banking, and for maintaining their own records and banking
relationships.

e All forms necessary to start an off-campus bank account are available through the Bank Letter
Request (pink link) on the club’s Accounting Book page of ERAU Campus Groups.

e To open an off-campus bank account, organizations need to have an Employer ID Number (EIN).
The directions below are how to apply for an EIN if an organization does not already have one.
WWW.irs.gov

a. Gotothe Online EIN Application

b. Read instructions and click on “Apply Online Now.”

¢. Read instructions and click on “Begin Application.”

d. Scroll to bottom of list and select “View Additional Types including Nonprofit/Tax-
Exempt Organizations,” click “Continue.”
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e. Choose either “Community or Volunteer Group” or “Social or Savings Club” depending
on which best describes your group. Click “Continue.”

Read the description to confirm your selection. Click “Continue.”

g. Fill out the remainder of the required information.

h. Print out and retain a copy of your CP575 Confirmation. Your current and future officers
will need this document for tax filing purposes, if necessary.

i. Once you have received a Federal ID Number, keep a record of it in your organization’s
permanent files. Files can be sent to dbstuact@erau.edu, if you would like Student
Engagement & Student Union to keep this with your records.

j. Once a student organization has received their EIN number, they need to acquire a new
account letter from the Student Organization Campus Groups form page.

k. Take the letter and EIN number to the bank of choice. There must be a minimum of two
signatures on the account.

I. A “Request for Bank Letter” can be found on the Accounting Book page (pink link) on
the club’s Campus Groups page if you wish to change signatures, open a new account,
close an account, or change an organization’s name on the account.

On-Campus Organizational Banking

All clubs are provided with an on-campus bank account upon registration. It is up to the club’s
discretion if they want to use the on-campus account, an off-campus account, or a mixture of
the two.

There are benefits to both types of accounts. The benefit of using on-campus banking is that
your purchases will qualify for tax-exemption (because you will be utilizing one of our
departmental credit cards), you will not have to work with the IRS, and you will not work with an
external bank’s policies and regulations.

The benefits to using an off-campus account is that there are less restrictions you must follow
when making purchases for your clubs. By utilizing the on-campus account and the
departmental credit cards, the student organization will have to follow more of the University’s
APPMs, which include restrictions on purchasing technology, apparel, furniture, materials
considered hazardous, and several other areas of purchase.

For RSOs who choose to utilize on-campus banking, they can find information about their
account and finances on their organization’s Campus Groups page. Once on your page’s
dashboard, officers of the club can navigate to their account by clicking on the “Money” tab on
the left-hand side of the page and clicking on the “Accounting Book” subsection.

The Accounting Book is broken down into three major areas: Pink Links/Forms, the Accounting
Book, and Transactions.

o At the top of the page there are several Pink Links/forms that can be utilized by the
organization’s President/Treasurer to run the groups finances. The forms cover every
major facet of banking for the RSO.

=  Borrow Dept Purchasing Card Form — this form can be submitted by the
organization’s President or Treasurer to request one of our departmental credit
cards and tax exemption paperwork.
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e Note: When making a purchase at check-out, be sure to tell the cashier
before purchase that it is a tax-exempt transaction. Most stores require
that they be told before they start scanning items.

e Purchase cards cannot be used for alcohol, cash advances, or personal
expenses. Additional approvals are required for technology, furniture,
hazardous materials, and apparel. The card numbers cannot be saved
on file by a vendor and cannot be set up for recurring or automatic
charges.

e Itis encouraged to make online purchases in the RSO Finance suite due
to the heavy use of purchasing cards. When making an online purchase
through a personal account, you are required to go back and delete the
card information from payment methods.

e All Amazon purchases must be made in the office. An RSO Finance team
member will log in to the business Amazon account (for tax exempt
purposes) so that you can make your approved purchases.

e Cards must be signed out in the Student Engagement and Student Union
Office. They are expected to be back within three (3) business days or
on an agreed date. All receipts, digital and/or print, must be turned in to
the RSO Finance Team when the card is returned.

Make a HAZMAT Purchase Form — this form works in the same way as the
“Borrow Dept Purchasing Card Form” but is specifically for items that are
deemed hazardous by the Environmental, Health, and Safety Department on
campus. If in doubt, fill one out.

Member Reimbursement Form — this form can be used to reimburse a member
of your organization who either made a purchase out of pocket for the
organization or if they put money into the club bank account to help front a
purchase for the organization. People cannot reimburse themselves, so either
the Treasurer or President must submit the request for other members/one
another. Itemized receipts that include payment method should be uploaded to
the form. If the amount requested does not match the amount on the receipts,
the amount reimbursed will be what is supported by the receipts. If there is not
enough money in the on-campus account, a partial reimbursement will be
processed. The payee will be contacted when the check is ready to be picked up
at the SGA front desk. Rarely will the check be mailed to the student. This form
can be utilized to refund both members and faculty/staff advisors.

On-Campus (Sodexo, Printshop, etc.) & Off-Campus Vendor Payment Request
Form — this form is used to submit payments to other ERAU Departments and
off-campus businesses that require payments in the form of checks. Off-Campus
vendor checks will require a W-9 unless the vendor is already in the ERAU
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SGA Budget Process

O

O

©)

accounting system. The check will be mailed to the vendor unless directed
otherwise on the request form.

Bank Letter Request Form — This form is used by clubs with off-campus bank
accounts. The Bank Letter Request form is for requesting changes to signing
authorities, opening accounts at a new bank, closing accounts, and several other
options that can be found on the form page.

In the middle of the page is the “Account Book.” The account book shows two budgets:
the SGA Funding budget and the Group Funds budget.

The SGA Funding line provides student organization with how much money they
were allocated by the SGA following their SGA Budget Request. Please note the
SGA works on reimbursement basis. An approved budget only means you can
buy those items for reimbursement, the budget is not physically obtainable
money. In other words, it is not deposited into your campus bank account after
submission. Money not reimbursed does not go to your account or roll over to
the next semester.

The Group Funds line shows the revenues, expenses, and balance of the on-
campus account. This balance is the organization's available funds. Some of the
funds may be restricted and would be noted in the category field of the
transactions listed below on the same page in Campus Groups. The Group Funds
total is the actual balance that your organization has available to make
purchases with a departmental purchase card.

On the bottom of the page is the “Transactions” list. Much like a regular bank account,
this will list all of your organization’s transactions since the start of the academic year.
This will show all purchase card requests, deposits, member reimbursements, etc., and
which officer requested the funds/which member received the funds.

Budget Request

This process is separate from the RSO on-campus banking (Group Funds) process. The
requirements for SGA Financing are different and independent from those for RSO banking.
Before you start, please ensure that your organization has completed their re-registration and
that all officers are up to date on your Campus Groups page. Groups that have not re-registered
are not eligible for SGA Financing for the semester.

Budget templates may be found on the Student Treasury page under the Files tab and
inside the documents folder. Look for the Excel sheet named with the current
“semester_year_Budget_Packet.”

Download the spreadsheet
Complete the budget packet
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= Submit it through your organization’s Campus Groups Page. This is not an
approval.
= Approvals must be submitted by the deadline — the form promptly turns off at
the set time. The following people will need to approve the budget on Campus
Groups:
e Treasurer
e President
e Advisor
= Sign up for an Allocation Session with the SGA Treasury,
= The approved amount will be visible on the Accounting Book page of the Money
tab, line labeled “SGA Funding — Semester Year” under Allocations/Revenues.
Refer to SGA student treasury notes when navigating the approval amount.

e Spending Allocated Money

O

Please note the SGA works on reimbursement basis. An approved budget only means
you can buy those items for reimbursement, the budget is not physically obtainable
money. In other words, it is not deposited into your campus bank account after
submission. Money not reimbursed does not go to your account or roll over to the next
semester.
= Use personal funds or funds from your organization’s on-campus bank account
(Group Funds), either on-campus or off-campus, to purchase items approved on
your budget packet.
=  Once you submit your payment request with receipts, your organization can be
reimbursed for the expenses via your organization’s on-campus bank account
(Group Funds) or check. Please allow a few weeks for processing.
When submitting a Payment Request you must do the Campus Groups submission and
turn in hard copies of receipts to SGA by the set deadline.

e Requesting SGA Reimbursement

O

O O O O

Go to the Money Tab and click on Budgeting
Click on the Request Payment link at the bottom right
Enter the Payment Type and Description
Choose the Expense option under the Amount section
Enter the Amount that matches the portion of the receipts of approved budget packet
purchases.

= |fturningin $550 in receipts and were allocated $500 please only put $500.

= [fturning in $100 in receipts and you were allocated $500, please put $100.
DO NOT put any $ amount in the “From Group Funds” field. This must reflect S0 only.
Entering dollar amounts will affect your on-campus bank account information. Again,
the SGA process and RSO on-campus banking (Group Funds) process are separate. Make
sure this field remains SO.
Select the “Submit an SGA Reimbursement Request” option
Upload your receipt .pdf.

=  Compile all receipts into one .pdf
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= Please indicate which tab and the item name on your Budget Packet the items
on your receipts can be found on. If it is a reallocated item, please label it
“reallocation” on the receipts.
o Complete the form
o If your organization does NOT have an off-campus account, you MUST choose the “On
Campus Account Transfer.”
o Hard Copies of Original Receipt Requirement
= Retrieve a “Purchase Request: Receipt Attachment” carbon-copy form from the
SLS front desk.
=  Complete the form.
= Staple the receipts to the back in the SAME ORDER that they appear in the
scanned .pdf.
=  Give the completed form and receipts to the SESU student assistant at the front
desk where it will be time stamped.

o Tips & Tricks

o Do not wait until the day budgets are due to turn in your request! Remember packets
and receipts (online & hard copies) cannot be turned in late, and RSO officers’ online
approvals cannot be submitted late.

o Reach out to your representative on the Student Treasury, and they will answer your
guestions via email or set up a time to meet with you in person. All RSO treasurers
should receive an email from their representative before budget requests are due.

o Onthe day budget requests are due, there will be a Student Treasury member in the
Student Leadership Suite on the second floor of the Union from 9 AM until 5 PM.

o RSOs may request an extension via email before the extension deadline (which are
published at the start of each semester).

RSOs and the SGA

Excluding SGA budget packets, the Student Government Association has no oversight over any of the
RSOs on campus. The SGA helps provide RSOs with funding, provide a number of resources (such as
coffee, candy, notary services, and the SGA Shuttle, etc.), but does not have any direct control over any
RSO activities or events, those are specifically overseen the by the Student Engagement and Student
Union Office.

Anyone who is serving as an officer in an RSO cannot concurrently serve as a member of the SGA
Executive Committee (President, Vice President, and Treasurer) due to the conflict of interest that it can
create. RSO Presidents and RSO Treasurers cannot additionally serve concurrently on the SGA Treasury
due to the conflict of interest it could create during SGA Allocations.
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Alcohol

General Departmental and University Policies

Honor Code Alcohol Policy

O
@)

The Honor Codes are maintained by the Dean of Students Office.

Students who choose to consume alcohol are responsible for their behavior on and off
campus and must abide by Florida State and U.S. Federal laws.

Students must be at least 21 years of age to purchase, possess, or consume alcohol. On
or off University property or as part of its activities, unlawful possession, use/misuse, or
distribution of alcohol to anyone under the age of 21 is prohibited. A person found
responsible for illegal use, unlawful possession, misuse, or inappropriate behavior
associated with alcohol use will be subject to the Honor Code process.

Disruptive or destructive behavior associated with, or because of, drinking is not an
acceptable form of conduct. Being under the influence of alcohol does not excuse
students from negative behaviors and/or violations of the Honor Code, policies, and
Florida statutes.

Alcohol use by those 21 years or older is allowed for approved University events and
under Housing & Residence policies. Students living in on-campus housing and/or are
guests of residents must adhere to the Alcohol Housing & Residence Life Community
Standard. Liquor or hard spirits are not allowed.

All stipulations in the Honor Code pertain to, and may be further refined by, specific
policies covering other aspects of student life.

Alcohol Use by Student Organization Policy

O

O

The Alcohol Use by Student Organizations Policy is maintained by the Student
Engagement & Student Union (SESU) department.

The following policy is for the use of alcoholic beverages by a Student Organization on
the Embry-Riddle Aeronautical University, Daytona Beach Campus. This policy should be
followed in conjunction with all other applicable policies, regulations, and authorities
and in accordance with Florida State Law. Organizations that are subject to National or
Regional Headquarters’ Policies or Risk Management Insurance Policies should take
particular care to review and comply with all applicable policies.

Within the University, the use of alcohol is restricted to designated areas and events as
determined by SESU. Organizations that violate this policy or related Honor Codes and
University policies are subject to disciplinary actions.

Approvals:
= All functions requesting alcohol on campus must be scheduled through SESU at
least two (2) weeks prior to the event. All procedures to request an event must
be followed, including the alcohol event checklist and notification of Campus
Safety & Security.
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Requests for hosting an event with alcohol must be made by either the
organization’s president or advisor.

A student organization wishing to sponsor an event must be registered with
SESU.

As stated in the alcohol event checklist, the student organization must meet
with Campus Safety & Security and demonstrate that they are prepared to
comply with Florida State Law and University policies regarding the use of
alcoholic beverages for each event requested.

All student organizations sponsoring an event with alcohol are required to have
their advisor present for the duration of the event. The organization may also be
required to hire and pay ERAU Campus Safety & Security personnel for the
event.

At all functions involving alcoholic beverages, alcohol must be considered a
secondary activity and not the sole purpose of the event.

The University reserves the right to limit the quantity of alcoholic beverages
being served and the method of distribution.

SESU may deny the use of alcohol at an event based on several factors, including
but not limited to, the organization’s history of violating Honor Code and other
policies and/or the organization not completing the steps outlined in the alcohol
event checklist.

Athletic tailgates have additional approvals and policies regarding alcohol.

o Excluded Events:

Alcohol is prohibited during open recreation, intramural, club sports, and inter-
collegiate sporting events. Also prohibited is any external event of a sports-
related activity. Any exception to the “sports exclusion rule” must be approved
by the sports complex committee and provided to SESU in writing.

No events with alcohol will be sponsored by a Registered Student Organization
during the weeks of Eagle Takeoff Orientations.

No events with alcohol will be approved for Greek Letter Organizations during
recruitment events.

o During the Event:

ERAU Dining Services holds an exclusive license to serve and sell alcohol on
campus in all approved and designated areas. For an area to be approved and
designated to sell alcohol, there must be an enclosure (room, barricades, etc.),
and all alcohol must remain within that space.

The Student Organization may not sell the alcohol, take money for the sale of
alcohol, check identification, or regulate entry of such an event. All
responsibility of selling alcohol must be with the holder of the license (in this
case, ERAU Dining Services).

The University permits only beer and wine (no liquor) to be sold, served, and/or
consumed at Student Organization-sponsored campus events.

The distribution of free or reduced-price alcohol is prohibited.
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Only alcohol that has been sold at the function under these guidelines may be
consumed at the event. Individual participants may not bring alcohol to the
event. Alcohol use at a University-sanctioned tailgate is considered an exception
to this policy.

Attendance at events where alcoholic beverages have been approved is limited
to members of the campus community, their invited guests, and ticketed guests.
Alternative non-alcoholic beverages and food must be made available. Once the
non-alcoholic beverages or food is gone, the serving of alcohol must cease.

The amount of alcohol permitted will be in proportion to the number of legal
age drinkers anticipated at the event. Once the quantity permitted has been
consumed, no more alcohol may be purchased and/or distributed.

ERAU Dining Services will follow all laws of the State of Florida regarding the
sale of alcohol. Only ERAU Dining Services, the license holder, may ID people to
purchase alcohol at an event. Based on an assessment of risk, all attendees who
are of legal drinking age at an event that is selling alcohol may be required to be
identified in some way - armband, stamp, etc.

When hiring ERAU Dining Services bartender(s), the Student Organization is
required to order at least $300 of catering or pay the labor charges of the
bartender(s), in which case an invoice for labor cost will be provided before the
event.

If there is an alcohol-related incident during the event, it is the responsibility of
the Student Organization to fill out an incident report with the on-duty Safety
Officer as soon as possible. Campus Safety & Security will forward the report to
SESU and the Dean of Students Office.

o Additional Guidelines:

O

Any beverages that are sold in glass containers must be poured into clear,
plastic cups. Serving in glass bottles/containers will only be permitted with a
waiver from Campus Safety & Security.

Drinking games are not allowed on University property.

Students working or hosting an approved Student Organization event may not
consume alcohol for the duration of the event.

Final Authority:

If a Student Organization has questions or concerns about the policy, they
should contact SESU for clarification.

The Dean of Students Office is the final arbiter of any issues that may arise from
this policy.

Housing & Residence Life Alcohol Community Standard
o The Community Standards are maintained by the Housing & Residence Life department.
Please reference the Alcohol policy in the Honor Code. Only those who are at least 21

O

years of age are permitted to possess and consume alcohol according to Florida State
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Laws. An individual who chooses to consume alcohol retains the responsibility for their
behavior in the residence halls.
= (Classification

Beer, ciders, wine, and malt beverages are the only types of alcohol
permitted on campus.

Hard liquor of any kind is prohibited.

Common-source containers of alcohol are prohibited (ex. kegs, beer
balls, etc.).

Participation in drinking games (e.g., beer pong) and other binge
drinking behaviors are dangerous and prohibited. Additionally,
simulated drinking games (e.g., water pong) are prohibited.

= Possession & Consumption

Residents who are at least 21 years of age and have roommates who
are younger than 21 are permitted to possess and consume alcohol in
their assigned spaces.

According to the laws of the state of Florida, persons of legal drinking
age may not supply alcohol to those under 21 years of age.

= Alcohol can only be consumed and stored in bedrooms, suites, and living rooms.

= Alcohol is not allowed in public/communal areas, including but not limited to,
lounges, study rooms, hallways, stairwells, courtyards, and/or other areas
outside of the residence halls.

= Alcohol cannot be manufactured anywhere on University-owned property.

= Paraphernalia is not permitted and is defined as items used in conjunction with
unsafe/binge/communal drinking practices. Items include, but are not limited

to:

Beer bongs

Drinking game equipment

Alcohol containers used for decoration (prohibited from all residence
halls, regardless of resident’s age and type of alcohol bottle)

= Confiscation

Housing & Residence Life professional staff members and Campus
Safety & Security personnel reserve the right to confiscate and dispose
of alcohol if it is in violation of any campus policies.

Additionally, residents may be asked to pour out any alcohol and
dispose of the containers properly.

Flight and AMS students, ROTC, and athletes are bound to additional
regulations; students are responsible for knowing and adhering to each
policy as they may face violations beyond the Honor Code (e.g., per the
FAA (Federal Aviation Administration)), flight students found in violation
of any of the alcohol policies will be grounded immediately upon the
alleged violation and may be grounded for a minimum of three months.
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Alcohol Consumption Tailgate Policy
o The Athletic Event Tailgating Policy, from which this information is extracted, is
maintained by the Embry-Riddle Athletic Department. Please see the policy for
additional requirements not pertaining to alcohol.
= Tailgating is defined as an event prior to an officially sanctioned Embry-
Riddle athletic competition, which is open to the ERAU community and
other attendees of the event. Registered Student Organizations may
volunteer to sponsor a tailgate in conjunction with an athletic event, and
a request should be submitted to the Director of Sports Marketing &
Promotions.
= Alcohol use at a sanctioned tailgate must follow all Honor Codes,
University policies, and Florida State Laws. At the entry of the tailgate,
participants must be able to produce a valid driver’s license or photo ID
that reflects the person’s age. Athletic staff will provide wristbands to
participants who are 21 years of age or older. Only those tailgate
participants wearing wristbands will be permitted to engage in the
consumption or possession of alcoholic beverages.
= As consistent with Florida State Law, only malt beverages and wine
coolers may be possessed or consumed in the tailgate area. Spirituous
liquors are prohibited.
= Tailgate participants are permitted to bring up to three 12-ounce cans,
plastic bottles of beer or wine coolers per legal consumer. Glass
containers are not permitted. Campus Safety & Security staff will check
backpacks, coolers, and bags to approve possession at the tailgate entry.
Kegs and other common sources are not allowed at any time.
= Drinking contests, drinking games, or simulated drinking games are not
permitted on the Embry-Riddle campus, including in the tailgate area. No
manufactured beer funnels or excessive drinking devices are allowed.

Hazing Policy

ERAU prohibits any form of hazing by individuals, groups, teams, or student organizations on or off
campus. In addition to the definition of hazing as stated in Florida State law, Hazing is reviewed in-depth
with student organization officers. If you suspect hazing, you are obligated to contact the SESU or the
Dean of Students Office.

ERAU prohibits any form of hazing. Hazing is defined as any action or situation that recklessly, by design
or intentionally endangers the mental or physical health or safety of a student for any purpose including
but not limited to initiation or admission into or affiliation with any student group or organization. that
could cause or has the potential to result in harassment, emotional or physical abuse or harm,
embarrassment, anxiety, ridicule, or the violation of a university rule, no matter how good the result or
intent. Examples of hazing include, but are not limited to the following:

e Paddling
e Forced indulgence of alcohol or food
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* Forced excessive exercise

¢ Indecent stunts or dress

e Deprivation of sleep, normal sleep patterns or adequate study time

e Physical harassment such as pushing, shoving, tickling, yelling, etc.

e Deprivation of normal amounts of food and water

e Individual or group interrogations such as line-ups

* Personal servitude

e Assigning pranks

e Forced or coerced trips (i.e., “kidnaps”)

e Encouraging pressuring, coercing, or rewarding the breaking of laws, regulations and/or policies.

Hazing is prohibited regardless of consent, membership, or affiliation (new or not).

Violation of this policy is enforced regardless of the knowledge and/or endorsement of the group’s
members, advisor, coach, alumni, or leadership. Any suspicions of the above-mentioned activities or any
other activities, which may be construed as hazing, should be reported to the Dean of Students Office,
SESU, or Campus Safety & Security immediately. For additional information please refer to Florida’s
Chad Meredith Act. (See the Student Handbook- Honor Code-Rules and Regulations- Hazing)

Florida Hazing Law:
From the Chad Meredith Act — Section (3) — Hazing Prohibited

1. As used in this section, "hazing" means any action or situation which
recklessly or intentionally endangers the mental or physical health or safety of a
student for purposes, including, but not limited to, initiation or admission into
or affiliation with any organization operating under the sanction of a
postsecondary institution. “Hazing” includes, but is not limited to, any brutality
of a physical nature, such as whipping, beating, branding, exposure to the
elements, forced consumption of any food, liquor, drug, or other substance, or
other forced physical activity that could adversely affect the physical health or
safety of the student, and also includes any activity that would subject the
student to extreme mental stress, such as sleep deprivation, forced exclusion
from social contact, forced conduct that could result in extreme
embarrassment, or other forced activity that could adversely affect the mental
health or dignity of the student. Hazing does not include customary athletic
events or similar contests or competitions or any activity or conduct that
furthers a legal and legitimate objective.

2. Public and private colleges and universities whose students receive state
student financial assistance must adopt a written anti-hazing policy and under
such policy must adopt rules prohibiting students or other persons associated
with any student organization from engaging in hazing.

3. Public and private colleges and universities must provide a program for the
enforcement of such rules and must adopt appropriate penalties for violations
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of such rules, to be administered by the person at the college or university
responsible for student activities of the college or university organization.

As found on: http://election.dos.state.fl.us/laws/05laws/ch 2005-146.pdf

Physical Training Policy

Occasionally there are organizations that request some sort of physical training during one of their
events or as the purpose of the event. It is vital that all organizations and the University work hand in
hand to ensure that no action or situation recklessly or intentionally endangers the mental or physical
health or safety of a student. It is also important to note that customary athletic events or similar
contests or competitions or an activity that furthers a legal and legitimate objective are the only Student
Organization physical training events that will be approved. Organizations that request to host an event
with Personal Training will be required to meet with Campus Safety where you should be prepared to
discuss a safety plan and matrix, safety equipment that will be on hand, and discuss whether the
Campus Safety Department will require emergency personnel to be on hand.

Solicitation Policy
These policies and procedures are applicable to all members of the university community.

e Off campus vendors and companies cannot solicit or advertise on campus unless they are
sponsored by a recognized ERAU organization or department.

e ERAU Departments are limited to sponsoring events that help them meet their university,
campus, or departmental mission.

e Student organizations may sub-contract with vendors to sell goods as a fundraising activity with
advance approval by SESU. Representatives from the vendors may be present to assist, but the
sale of items must be conducted by the organization's members.

e Any sponsorship by alcohol and tobacco companies is prohibited on campus except for those
promoting responsible choices. All credit card and telephone calling card solicitation are
specifically prohibited on campus.

e The University requires all vendors, contractors, performers, and speakers to carry a set amount
of insurance. A copy must be provided naming ERAU as additionally insured prior to the start of
any event or activity.

e Questions regarding the Solicitation Policy and/or insurance requirements for off campus
vendors should be directed to SESU.

e Door to door promotions in the residence halls are prohibited. Solicitation by non-students is
closely monitored and regulated and must also be approved by SESU.

Fundraising
e Student organizations may subcontract with vendors to sell goods as a fundraising activity with
advance approval from SESU.
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e All organizations wanting to conduct a raffle must follow the Florida Statute 849.0935 which
covers games of chance. Please see page 29 in this document or SESU to obtain a copy of this

policy.

Gambling as a Form of Fundraising (State of FL)

o Al RSOs are expected to uphold all State of Florida laws. Specifically, gambling as a form
of fundraiser, or as a fun activity, is not acceptable for any RSO. This includes, but is not
limited to, raffles where tickets for the raffle are sold in exchange for an opportunity to
win money or a prize(s); games or tournaments that have an entry fee; betting on,
wagering on, or selling pools on any university athletic event.

o The types of Gambling are as follows:

=  Gaming - where the outcome is decided by chance. Examples include bingo,
raffles, and card games including blackjack.

=  Betting or wagering - on the outcome of a future event. Examples include horse
racing, sports betting, and Internet betting.

= Speculation - such as gambling on the stock market.

o State of Florida Law
= Al RSOs are expected to uphold all State of Florida laws. Specifically, gambling
as a form of fundraiser, or as a fun activity, is not acceptable for any RSO. This
includes, but is not limited to, raffles where tickets for the raffle are sold in
exchange for an opportunity to win money or a prize(s); games or tournaments
that have an entry fee; betting on, wagering on, or selling pools on any
university athletic event.
=  The types of Gambling are as follows:
e Gaming - where the outcome is decided by chance. Examples include
bingo, raffles, and card games including blackjack.
e Betting or wagering - on the outcome of a future event. Examples
include horse racing, sports betting, and Internet betting.
e Speculation - such as gambling on the stock market.

=  State of Florida Laws
e 849.08 Gambling —
http://www.leg.state.fl.us/statutes/index.cfm?App _mode=Displ
ay Statute& URL=0800-0899/0849/0849ContentsIndex.html

e 849.085 Certain penny-ante games not crimes; restrictions.
o http://www.leg.state.fl.us/statutes/index.cfm?App mode=Displ
ay Statute&Search String=&URL=0800-
0899/0849/Sections/0849.085.html

e 849.0935 - Charitable, nonprofit organizations; drawings by chance;
required disclosures; unlawful acts and practices; penalties.
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o http://www.leg.state.fl.us/statutes/index.cfm?App mode=Displ
ay Statute&Search String=&URL=0800-
0899/0849/Sections/0849.0935.html

Drawings/Raffles
o The Legal Department must be contacted for approval of all drawings by chance,
drawings, or raffles (a “contest”). The following are some basic guidelines which are
required for all contests held by any ERAU organization:

All material regarding the contest, including tickets and entry forms, must not
contain any false, deceptive, or misleading information and must contain the
following:

e rules regarding how the contest will be conducted;

e name and address of ERAU organization holding the contest;

e name of the provider of funding for the prize(s); and

e astatement that no contribution or purchase is necessary.
You may not require a fee to enter the contest but may suggest a minimum
donation. You may not discriminate between entrants who gave donations and
those who did not.
The winner(s) of the contest must not be predetermined in any way.
The contest cannot be cancelled and must be held regardless of how many
entries or contributions are received.
All prizes must be awarded, and the winner(s) notified promptly.

Car Bash Policies and Guidelines
o Sponsoring Organizations

Sponsoring Organizations are responsible for ensuring all participation and
vehicle requirements are met.

Sponsoring Organizations are required to meet with SESU to ensure all policies
are known beforehand and are being followed.

o Participant Requirements

A waiver must be signed by all participants. Personal injury may consist of
lacerations, puncture wounds, contusions, sprains, strains, back injury, bone
fracture, broken bones, etc.

Ensure that you have a first aid plan and a first aid kit available.

Puncture resistant gloves such as leather palm gloves must be worn by the
active participant.

Closed toe footwear must be worn by the participant.

Goggles or face shields must be worn by the participant and the event operator
and any other persons who may be in close vicinity.

No participant is allowed to stand on top of the car for any reason.

Provide a fixed barrier no less than 15 feet from the vehicle to protect onlookers
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An adequate number of event staff must be on hand for proper crowd control.
The barrier distance should be increased if conditions become unsafe.

The event organizer has the responsibility to shut the event down if it becomes
hazardous in any way.

o Vehicle Requirements

The vehicle must have all windows, mirror glass, light fixtures, and any other
glass or Plexiglas structure removed.

The car must arrive “dry.” The engine, transmission and fuel tank must be
removed. Additionally, any other remaining fluids such as brake fluid, Freon or
the battery must be drained and removed by a proper technician. Any
environmental damage that results from a vehicle that did not arrive dry will be
the fiscal responsibility of the event organizer, RSO or department.

If a spill does occur, stop the event immediately and contact Campus Safety
(386-226-6480) for a spill kit. Ensure the Environmental Health & Safety (386-
226-6385) is notified immediately.

A 10-pound ABC fire extinguisher must be on hand in case a spark ignites the
interior or any leftover fluid.

Chock the vehicle to prevent rolling.

Contact facilities before the car arrives to meet with the ground’s supervisor for
an appropriate location to place the car. The location should avoid storm and
sewer drains.

At the end of the event, the event organizer must complete a walk around to
ensure that the area is left clean and is restored to its original condition.

The car is to never be left unattended. The vehicle must be delivered and hauled
away within 24 hours of the car’s arrival. If the car is to be left overnight, inform
Campus Safety, and provide barriers to keep people away from the vehicle.

Fundraising with Food
o Food Eating Competitions / Tossing Eggs

Food eating competitions and events involving tossing or breaking eggs on a
person, whether for fundraising or as a general event, is not permitted in any
form by the University and SESU. This includes but is not limited to: Hot Dog
Eating Competition, Pie Eating Competitions, Hot Sauce Eating Competitions,
etc.

o Selling Food

Any food sold on campus as part as a fundraiser must follow health safety
guidelines. Sellers who handle the food are required to wear gloves, have hand
sanitizer on hand, and must serve with serving utensils if at all possible.
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= SESU offers a variety of products that orgs can use during their fundraisers to
help prevent costs. Stop by the Student Leadership Suite to check out
equipment including pans, griddles, kettles, crockpots, waffle irons, etc.

Movie and Copy Right

To ensure compliance with existing copyright laws pertaining to the use of video materials, the following
guidelines have been established. If you plan to use some form of recorded materials, identify the
nature of the use below and your responsibilities.

Face to face, instructional classroom use

o Inthisinstance, use of any previously recorded video material that is part of a
systematic course of instruction is appropriate. No need to seek licensing.

Required viewing outside of classroom.

o Viewing of a particular title required for a particular class, i.e., it is part of a systematic
course of instruction, is appropriate. Viewing of such a title should take place in a
classroom or similar place devoted to instruction, such as a school library or auditorium.
Some titles may be presented within a residence facility if it is part of a systematic
course of instruction, i.e., the language houses. No need to seek licensing.

Workshops or training programs

o If atitleis used as part of an advertised workshop or training session, a public
performance license is required from the copyright owner

Entertainment use

o Any use of previously recorded materials in a public space, such as a classroom or
meeting room, requires a performance license from the copyright owner.

o Viewing in a residence hall lounge or room is not considered a public screening, and
thus is not subject to licensing, unless the event is advertised or a fee for entry is
charged.

How to Obtain Movie Licensing

o Here are some of the major companies that distribute movies for public viewing:
Swank MP - www.swank.com
Criterion Collection - www.criterionco.com
New Yorker Films - www.newyorkerfilms.com
Wellspring - www.wellspring.com
Media Rights - www.mediarights.org
While most movies you buy do not include licensing, there are some
educational film companies that do sell the rights when you buy the videos:
= Bullfrog Films - www.bullfrogfilmscom
=  Media Rights - www.mediarights.org

O O O O O O
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=  Doc. Edu, Resources - www.der.org
=  Women Make Movies - www.wmm.com
= Video Data Bank - www.vdb.org

What about foreign films?

o The United States is a signatory to several international treaties that give the owners of
rights in foreign films the same kind of rights as a U.S. owner. The owners of rights in a
foreign film can enforce their rights in the U.S,, so if a film is foreign, you still must abide
by copyright law.

How old does a movie have to be before it passes into the public domain?

o The laws on copyright notice, copyright registration and copyright term are complex and
have changed over the years. A few rules can be stated simply. Works first published in
the U.S. before January 1, 1923, are now in the public domain. Works published in the
U.S. between January 1, 1923, and December 31, 1977, without a proper notice of
copyright are also in the public domain. Works published in the U.S. between January 1,
1923, and December 31, 1963, for which the copyright registration was not renewed are
also in the public domain. For other categories, check out:

e copyright.cornell.edu/training/copyrightterm.pdt

Are the rules any different for documentary films?

o No, the rules are the same. However, the owner of rights in a documentary film may be
more likely to give permission than a major studio.

What if these movie distributors listed do not own the license?

o Ifalicense cannot be obtained from one of the distributors, you need to figure out who
owns the rights. There is an online database at the Copyright Office that is easy to use
for works registered after 1978: www.copyright.gov/records and the Library of
Congress: www.catalog.loc.gov.

o Ifthe work was first registered before 1978 and is not in the LOC catalogue, the search
must be performed on the paper records in the Copyright Office. This can be done by
the Copyright Office or by private firms. Contact the Student Activities Office for
assistance.

How long do searches take?

o If you know the year the work was registered (usually the same as the year it was
published) the search can be quite efficient, less than one hour. If the searcher is
obliged to go through multiple catalogues, it will take longer. As noted, before, works
registered after 1978 are searchable online.

What if a search is unproductive?
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o Ifthe owner of the rights cannot be found or is unresponsive, this does not mean that
no license is required or that no one will ever enforce the copyright. In this case, the
only safe option is not to show the film.

Rock Climbing Wall Guidelines
For any department or student organization to sponsor a rock-climbing wall vendor the
following policies must be followed:

o At aminimum, four (4) "Big Boy" crash pads [at least 7.5" thick] or Revolution Climbing
Bazooka Gauge Crash Pads, must be installed over the floor surface underneath the
climbing wall being constructed. Each of these crash pads covers 35 square feet. With 4
such pads, there should be 140 sq. ft. of floor coverage which should be adequate when
properly placed.

o Allindividuals using the climbing wall must wear a protective helmet and be attached to
a harness and lanyard in control of a spotter.

o Those responsible for monitoring activity of the climbing wall should not allow any
individual to climb such apparatus without the use of a spotter.

o Individuals need to be trained in proper usage of the wall and should not be allowed to
use the wall until the proper instruction is documented.

o The wall should be secured (raised) when not in use so that individuals that are not
trained will not be tempted to use the equipment.

o The wall should not be used without spotters in place.

Releases should be signed by all participants. Liability releases can be picked up from Student
Engagement in SU 225 of the Mori Hosseini Student Union.

If you are utilizing the rock-climbing wall in the Fitness Complex, you must follow all of their
rules during the event.

Use of University Logo and Trademarked Items
Any individual, group, or organization desiring to use registered university symbols or logos, for
commercial or non-commercial purposes, should contact the University Communications and
Marketing Department.

The University strives to maintain consistent brand standards and enforces adherence.
Acceptable ERAU logos are the official Brand Standard and cannot be altered in any way. When
using these logos, we ask that you allow the ERAU Marketing Department to review prior to
producing any items that contain them. An approval can be received by sending your requests
to: dblogo@erau.edu. If you have any questions regarding the usage of the official Embry-Riddle
logos, please email Leslie Smith or call 386-323-8673.
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Fraternity & Sorority Life
Social Greek-Lettered organizations are subject to additional policies and guidelines as defined
by their councils and the Office of Fraternity & Sorority Life. For requirements pertaining to all
social Greek-lettered organizations or one of their councils, visit the Fraternity & Sorority Life
Campus Groups page or contact the Assistant Director for Fraternity and Sorority Life.

For a Title IX exempt social Greek-letter fraternity or sorority (as defined under the provisions of
Section 1681 of the U.S. Education Act of 1972) to be recognized as a student organization on
the Embry-Riddle Aeronautical University, Daytona Beach campus, it must first be granted
membership in its university-recognized Greek council. Once membership is confirmed with
either the Interfraternity Council, United Greek Council, or the Panhellenic Association,
recognition materials will be processed by Student Engagement & Student Union.

Event Planning and Policies Guidelines

Event approval process

e The purposes of the event approval process are:
o To help student organizations make their events as successful as possible
o To make sure that campus service providers can provide needed support
o To ensure that events follow campus policies.

e SchedulER event guidelines

o Who can submit events — Anyone in the organization who has completed SchedulER
training will be eligible for event planning access to the software. We suggest having
more than one person trained in SchedulER in your organization at any time.

o When to submit events — The earlier, the better. Remember that many of our campus
service providers require a minimum of 5 business days to schedule event supplies and
support.

o How to submit events — Through SchedulER’s Event Wizard tab.

= All event submissions will be reviewed for logistical details, service needs, risk
management, and compliance with university policies. SESU and/or Campus
Safety may require that some events include attendance by the organization
advisor, additional event insurance, or other specific arrangements.

¢ Booking your room
o Campus rooms and facilities are reserved through the event process in SchedulER. You
can check the availability of the space in the Location tab of SchedulER. Please note that
some spaces on campus require additional approval.

e Event-related Support
o Alcohol: Alcohol is allowed in designated areas of campus with prior approval from
SESU. The ERAU Policy on Alcohol and Student Organization Guidelines for use of
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Alcoholic Beverages in this handbook must be adhered to when planning an event. You
can find the form to have an event with alcohol approved linked here.

Drawing by Chance: If your event will involve a or drawing by chance, please review the
Florida State regulations in this handbook.

Event-related Policies: Certain types of activities require approval by specific university
departments. These events are not prohibited; however, they do need to comply with
university policies. SESU will assist you in securing the needed approvals.
=  Contracts and Insurance: If any aspect of your event involves the need for a
contract or insurance, this should be reviewed by university staff.
= Activity Waiver: If your event might place participants at risk of personal injury
or property damage, an activity waiver is needed.
= Campus Safety presence: Certain event conditions require the presence of
Campus Safety personnel and fees may be incurred for their service. They are
needed if your event:
e Involves alcohol.
e  Will go past midnight.
e Will have over 100 people in attendance.

Facilities and Risk Management: If your event involves an inflatable, aircraft, vehicle
display, gases, paint, open flame, or may cause harm to people or the environment, the
approval of Safety and Risk Management is needed. If these are placed on the lawn or
sidewalk, Facilities approval is also needed.

Food — Food is allowed in most areas, so long as the area is left clean and trash-free
(remember to order trash cans/trash pick-up through SchedulER for any food-related
event).
= Sodexo Dining Services can provide catering for any event on campus.
e Placing Orders: On-campus catering requires at least a week's notice.
Catering orders can be placed by calling Dining Services at 386-226-6087
or by stopping by their office in the Student Center cafeteria Monday -
Friday from 8 AM — 4 PM. The menu is under the catering tab at:
eraudining.sodexomyway.com.
e Payment: Payment, in FULL, is due to Sodexo Dining Services on the day
of the event. Payment can be made by a student organization’s check,
credit card, money order or cashier’s check. Please note, if any

additional charges are incurred, the organization will be billed after
completion of their event.

e Cancellation: Should it be necessary to cancel an event, Dining Services
requires a minimum of 48 hours' notice. Weekend events will require a
minimum of 72 hours' notice. Please note: a cancellation fee will apply
to any cancellation with less than minimum notice.
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Facilities support -- Facilities and WFF provide a range of supplies and support for both
indoor and outdoor events. Common requests include trashcans for food, charcoal
disposal cans, ground prep, treating for ants, stopping irrigation, etc.

Licensing Services: Use of the ERAU logo requires approval by Marketing and the use of
University approved vendors. Please email your proposed graphic to the Student
Organizations Coordinator for assistance in this matter.

Minors: If there will be minors attending your event, please notify SESU so we can
ensure compliance with the Minors on Campus policy.

Movie/video use: If your event will involve a movie or video, please review the
guidelines in this Handbook for when licensing is needed.

Parking: Visitor permits are required for events held during business hours (M-F, 8 AM-5
PM). They are available free of charge from Campus Safety. Campus Safety can provide
reserved parking areas for events or for large vehicles.

Physical Training: If your event involves physical training, please review the Physical
Training policy in this handbook.

Tables and Chairs: SESU provides tables and chairs free of charge to student
organizations, which can be reserved through SchedulER.

Tech Equipment and Support -- Most ERAU rooms have state-of-the-art computer,
sound, and image projection systems. Read instructions carefully and contact IT Support
(386-226-6990) if you encounter a problem. Please leave the equipment in the condition
in which you found it.
= |T Events: They can provide projectors, screens, sound, limited lighting, and
event technician support. Call 386-226-6990 to submit a request for event
support, at least 5 days in advance.
= Touch-n-Go: They can provide major support for events, such as staging, lights,
sound, and co-sponsorship. For more information, please email them via email
at chair@touch-n-go.org.
=  WIKD: They can provide DJ services both on and off campus, with at least one
(1) week's advance request.

e Accountability and Emergencies

O

The sponsoring organization is responsible for any damage to facilities and/or
equipment during their event. If excessive cleaning or furniture re-set is required or
damage occurs resulting from an event, the sponsoring organization will be charged
accordingly.
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o Any emergency (including damage to facility or equipment) must be reported
immediately to Campus Safety. Please contact the Communications Center at 386-226-
6480

o Any RSO violating any on-campus event policies of ERAU will be subject to the following:

= 1st Violation — Student organization and advisor will receive a written warning.

= 2nd Violation — Student organizations will not be allowed to host an event on
campus for one month*.

= 3rd Violation — Student organization will not be allowed to host an event on
campus for one academic semester*.

= 4th Violation — Student organizations will not be allowed to host an event on
campus for one academic year*.

* SESU will determine the starting/ending dates of the sanction based upon the date of the violation.

This manual, as well as additional resources, can be found online at:

https://CampusGroups.erau.edu/organization/studentorganizations

For questions, more information, or additional
training or support, please contact

Student Engagement & Student Union

Student Leadership Suite (SU 225)
386-226-6039
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