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ARTICLE VIII: CLUB ADVISORS

PCCD BY-LAWS
· Club/Organization Advisors must accompany students on trips over one hundred miles

· Selected Advisors must be full-time or part-time faculty members, or in full-time permanent staff positions.

Club Chartering/Re-Chartering Procedures
1. Obtain the BCC Chartering Packet from the Vice President of Programs who is located in the ASBCC office room 051 Basement Level or from the ASBCC website: 

http://www.berkeleycitycollege.edu/wp/asbcc/student-clubs-organizations/ 

Packet includes:

· Petition to Organize or Re-Charter
· Guidelines on developing a club constitution

· Guidelines on developing a club budget

· Guidelines on developing a club event schedule

· Faculty/Staff Sponsor Responsibilities and Agreement

2. Return all items (Petition, Constitution, Budget, Event Schedule and Club Advisor Agreement) to the 

· AS Vice President of Programs

3. Attend an Associated Students of Berkeley City College (ASBCC) meeting to be officially charted. The ASBCC meeting schedule can be found on the ASBCC website:

http://www.berkeleycitycollege.edu/wp/asbcc

  You will be notified when your club/organization is on the agenda for chartering.
Petition to Organize or Re-Charter a Student Club
We, the undersigned students, request permission to organize the club described below in accordance with the rules and regulations of PERALTA COMMUNITY COLLEGE DISTRICT and THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC).
Objective of Proposed Organization: ___________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________

Provide a description of your club, meeting time, meeting place, and contact number: ___________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

Signatures and the student ID numbers of ten or more students who are interested in becoming members of the proposed group:

	Name
	STUDENT ID NUMBER
	Name
	STUDENT ID NUMBER

	1. 
	
	2. 
	

	3. 
	
	4. 
	

	5. 
	
	6. 
	

	7. 
	
	8. 
	

	9. 
	
	10. 
	

	11. 
	
	12. 
	

	13. 
	
	14. 
	

	15. 
	
	16. 
	

	17. 
	
	18. 
	

	19. 
	
	20. 
	


Date Petition obtained ___________________________________________________________________________

Date Petition, Constitution, and Faculty/Staff Sponsor Agreement filed ____________________________________

Student Contact Name: _________________________________       Phone: ________________________________

Student Contact Email: _________________________________       SID # :  _______________________________

E-mail address for club:__________________________________________________________________________

Received by: __________________________________________      Date: _________________________________



Vice President of Programs Signature
Note: You will be notified to attend an Associated Students (i.e. ASBCC, ASCOA, ASLC, ASMC) meeting for official chartering of your club/organization.  This is the final step in the chartering process.
Please return completed Petition, Constitution, Budget, Event Schedule and Faculty/Staff Sponsor Agreement to the VP. Of Programs.  Thank you. 
Club Advisers Form
Responsibilities of Club Advisors of Associated Student Organizations
· In order to provide a common framework in which all Associated Student Organization may operate with a maximum of student enthusiasm and interest within reasonably advisor participation, we are remaining all club advisors of clubs and organization of the responsibilities they are expected to assume.

1. Club Advisors should make every effort possible to attend all meetings of the organizations.  These meetings must be held on campus.

2. Each organization is required to file minutes of every meeting with the Student Activities Advisor.  Club Advisors should insure that the students fulfill this and other responsibilities.

3. Club Advisors should be knowledgeable of all financial transactions of the organization.

4. Club Advisors are responsible for supervising the use of college equipment and facilities during any club activity.

5. Club Advisors should have some knowledge of The Ralph Brown Act and Parliamentary Procedures.

6. Club Advisors are also expected to file travel forms for all off campus activities.

· Before agreeing to be a Club Advisor for a club/organization, you should have an opportunity to read the student’s petition to Organize or Re-Charter so that you may be acquainted with the purposes, objectives, and membership of the proposed organization.

· You should also be familiar with the above list of minimum responsibilities you are expected to assume as Club Advisor.

PLEASE NOTE:
In accordance to THE CALFORNIA EDUCATION CODE, the following will affect Club Advisors:

ARTICLE VIII.

CLUB ADVISORS
Section 1.
Club Advisors will be any faculty and staff person employed at PERALTA COMMUNITY COLLEGE DISTRICT who will actively participate in all or most of club activities.


Section 2.
A Club Advisor can only serve as an advisor for one club at a time per academic year.

-----------------------------------------------------------------------------------------------------------------------------------------------

Please return this portion along with Petition and Constitution to the Student Activities Advisor,

FACULTY/STAFF SPONSOR AGREEMENT

 I agree to act as advisor of _________________________________________ during the current academic year,                                                          



                                     (name of club/organization)

provided that the request for the club/organization to be charted/re-chartered in an academic year be granted.  I also agree to advise interested students while they are formulating a constitution.

_______________________________________      ________________________        ________________________

Club Advisor’s Name (Please Print)

     Phone #



Date

_______________________________________      
             
_______________________________________

Club Advisor's Email



 

Club Advisor’s Signature

Club Constitution Outline
Your club’s constitution should be complete and supply enough information to meet the needs of the club.  Following are guidelines that should be considered in the preparation of your constitution:

1. Name and purpose of organization

2. Membership
A. Who may become a member

B. How to become a member
3. Officers
A. Duties

B. When elected

C. How elected

D. Term of office

E. Filling vacancies
4. Records
F. Money handling

G. Minutes
5. Meetings
H. How often

I. How Called

6. Quorum (number of members needed to be present to constitute a valid meeting) 

7. How to amend constitution

By-Laws (if any) should contain:

8. Additional information about:
A.A. Meetings

A.B. Officers and duties
9. Statement of:
A. Standing committees and their duties

B. Obligation of members

10. Order of Business

11. Parliamentary procedures and authority

12. Amendments

Meetings:

· Types:  regular and special

· Procedure for calling special meetings

· Quorum (designate a percentage of the membership)

· Parliamentary authority

· Provision for notification of membership if no regular meeting date is established

· Who shall preside at special meetings

13. Board of Directors:

· Eligibility for membership to board (should be in line with Associated Student Government criteria)

· Duties

· Frequency of meetings

· Delegation of authority to act between regular meetings of the organization

· Who is delegated to speak for the organization in emergencies

· What constitutes a quorum (usually majority of members)

· How to recall members

· Authority to hire salaried staff

14. Committees (standing):

· Names (Finance, Membership, Constitution and By-laws, etc.)

· How selected or elected

· Term of office

· Quorum (usually majority of members)

· Meetings (number and how called)

ADOPTION OF CHARTER, CONSTITUTION, AND BY-LAWS

After the drafting committee for organization documents has completed its work on the charter, constitution, and by-laws it will report to your membership, usually at a meeting and upon request of the chair.  If you are the reporter, you will say, “Mr. Chairman, I move that the charter by adopted.”  This procedure eliminates the need to vote for the adoption of each article separately.  Your motion is then seconded, repeated by the chair, and the charter is then read in entirety to the assembly.  (If each member can be provided with a copy of the charter, this reading step may be eliminated.).  After the reading, each article and section is taken up and amended if necessary.  When all the provisions of the charter have been read, and corrected if necessary, your chair will ask, “Are there any further amendments to the charter?  (pause to give members a chance to respond)  -all in favor of adopting the charter, signify by rising.”  A majority vote will adopt a charter, constitution, and by-laws in most organizations.  However, a two-thirds vote is required to effect amendment thereto.

WHAT A CONSTITUTION CONTAINS
ARTICLE   I. Name and purpose of organization

ARTICLE   II. Requirements for membership and means of selection of members

ARTICLE   III. Officers (names, terms of office, whether elected or appointed, duties)

ARTICLE   IV. Dues

ARTICLE   V. Rules for amending the constitution

ARTICLE   VI. Frequency of meetings

ARTICLE   VII. Provision for board of directors or executive council and the means of selecting it

ARTICLE   VIII. Committees (standing)

This is a More Comprehensive Outline for a Constitution
Membership Provisions:
Who can be a member?

Types of membership

Method of dropping members

What constitutes “good standing?” 

Officers:

Duties and powers

Provision for filling unexpired terms

Rules for election

Procedure for recall

Dues:
Amount:  annual membership

When payable

Initiation fees

To whom all dues are payable

Amendments to Constitution and By-Laws:
Notice to membership of proposed amendments

Type of notice required

Vote required to effect amendment

Procedure for proposing an amendment:
petition, motion
QUESTIONS TO THINK ABOUT BEFORE YOU WRITE:

· Why are you writing the proposal?

· Who are you?

· What do you want?

· What are the benefits for getting what you want for both parties?
WHAT A BUDGET CONTAINS

The Club Budget should include estimated expenses for the entire year 


(August 20th till July 28th):

1. A outline of non-food supplies along with cost

2. Lodging, transportation and public speaker cost

3. Club Rush, ASBCC events and show cost


Each club is allowed to use the following amounts:

1. One Hundred Dollars in seed money. (This will be given upon chartering.)

2. One Hundred Dollars in supply money. (Fliers, Posters, Paper Products)

a) This Money takes a minimum of (6) six weeks of deliberation. 


A club may petition the council for more funds but must follow the guidelines for Fund 84, which has a minimum of (6) six weeks deliberation period. Fund 84 cannot be used for food, the expense must enrich and educate Berkeley City College students and must be passed by both the ICC and the ASBCC council before being sent to the district for review.

WHAT AN EVENT PLAN CONTAINS

The Event Plan should give an overview of events the club plans on having for 
the entire year (August 20th till July 28th). This event plan can be changed throughout the year.
Proposal Criteria For Associated Student Funding
Detailed written proposal outline:

· Must be educationally related.

· The who, what, when and where.

· Cost break-out

· Oral presentation to Council.

· Fund raising efforts.

· Must not be food or refreshments.

· How will the Berkeley student body benefit from this endeavor?

· Documents of support.

· Written report and or presentation to ASBCC no later than ten days after return.

Proposal Writing Outline

1. What is the purpose of the proposal?
Example: Support for program, office supplies, etc.
2. Who are you?
Example: Your name, major, organization, school, affiliation to proposal, etc.
3. Give details about the event/program/project:
Where is it?  When is it?  What is it?  Who sponsors it?  Who will use it?  Why is it important to get this proposal approved?
4. Give details of what you want:
Itemized budget i.e. flight, food, car, hotel, registration, supplies, etc.
5. Explain the benefits for both parties:
Publicity, recognition of support, development opportunities, networking, educational, etc.
6. Give contact names and phone numbers.

7. Give deadline for an update on the proposal.

8. Add any brochures, flyers, or pamphlets as appendices.

ASBCC Funds Request Procedure:
1. Fund Requests that are not in the clubs budget have a high probability of not being approved.

2. Request for supplies (i.e. Printing Cost, paper promotions etc.) should be made seven (7) weeks prior to the event. 

3. In the case of non-food related venders, after securing an invoice the Vice President of Programs will deliver the payment. Invoices must be included with Request.

4. Food and Refreshments will never be funded by the ASBCC. Placing a request for food will automatically disqualify your request.

Tips for Securing Food and Refreshments:

1. Use the ASBCC's 501c status 

2. Offer joint promotion in exchange for food

3. Offer space at your event where a vender can promote

4. Fund Raise the money every chance you get

5. Use your seed money to generate funds towards food

I ___________________ understand the procedure of securing funds from the ASBCC. I will not go against these procedures and will I use this information to request for funds in the upcoming year.

Student Contact Name: _________________________________       Phone:____________________________

Student Contact Email: _________________________________       SID # :  __________________________

Student Contact Signature _______________________________       Date  : ___________________________
AGREEMENT OF CLUB REPRESENTATION
Name of Club:  __________________________________________________

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less than (2) two representatives from our club will actively assist and participate in all ASBCC events.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less than (1) one representative will be appointed to a committee by the President of THE ASSOCIATED STUDENTS OF THE PERALTA COMMUNITY COLLEGE DISTRICT and will attend meetings and bring a report back to the Executive Board of THE ASSOCIATED STUDENTS OF THE PERALTA COMMUNITY COLLEGE DISTRICT.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that we will have no less than (2) two events per semester.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less then (1) one representative we will be present at EVERY ICC meeting or possibly face immediate decommission (your seed money will be frozen, your room privileges will be revoked and all support from the ASBCC will cease). _______ initial  

By signing this document, I have read this document and we the undersigned club agrees to all terms therein prescribed to remain a club in good standing on the campus of PERALTA COMMUNITY COLLEGE DISTRICT.

Signature of Club Representative



           Date

______________________________________________________________________________________________

Signature of Club Teacher Advisor



           Date

______________________________________________________________________________________________


Signature of Vice President of Programs


                        Date

______________________________________________________________________________________________

CLUB COPY
AGREEMENT OF CLUB REPRESENTATION
Name of Club:  __________________________________________________

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less than (2) two representatives from our club will actively assist and participate in all ASBCC events.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less than (1) one representative will be appointed to a committee by the President of THE ASSOCIATED STUDENTS OF THE PERALTA COMMUNITY COLLEGE DISTRICT and will attend meetings and bring a report back to the Executive Board of THE ASSOCIATED STUDENTS OF THE PERALTA COMMUNITY COLLEGE DISTRICT.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that we will have no less than (2) two events per semester.  _______   initial

· As a chartered club of THE ASSOCIATED STUDENTS (i.e. ASBCC, ASCOA, ASLC, ASMC) OF THE PERALTA COMMUNITY COLLEGE DISTRICT, we agree that no less then (1) one representative we will be present at EVERY ICC meeting or possibly face immediate decommission (your seed money will be frozen, your room privileges will be revoked and all support from the ASBCC will cease). _______ initial  

By signing this document, I have read this document and we the undersigned club agrees to all terms therein prescribed to remain a club in good standing on the campus of PERALTA COMMUNITY COLLEGE DISTRICT.

Signature of Club Representative



           Date

______________________________________________________________________________________________

Signature of Club Teacher Advisor



           Date

______________________________________________________________________________________________


Signature of Vice President of Programs


                        Date

______________________________________________________________________________________________
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