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THE OFFICE OF CO-CURRICULAR PROGRAMS 

 

The Office of Co-Curricular Programs strives to create diverse opportunities that engage 
students in the integration of knowledge in and out of the classroom.  Co-Curricular Programs 
encourages the active participation of students in the development of leadership skills, personal 
responsibility, and social awareness, which celebrates individuality and the connection to the 
Wagner community.  
  
The Office of Co-Curricular Programs will provide successful spectator, participant and 
leadership level development opportunities that helps the University grow and develop 
intellectually, physically, and emotionally through social, leisure, competitive non-classroom 
opportunities of sufficient quantity, quality, and diversity. Among other things, Co-Curricular 
Programs: 
 

Maintains a relationship to the Student Government Association, while overseeing all 
recognized student organizations. 

Advises the Greek Life governing councils and supports the individual chapters of each, 
assuring that the organizations’ high aims and purposes are being served consonant with 
College’s purposes. 

Operates the efficient operations of the Wagner College Coffeehouse 

Coordinates student aspects of campus wide celebrations/traditions 

Coordinates general recreation and leisure time activities in addition to organized fitness 
and intramural programming 

Operate in cooperation with other campus partners, the Ad Astra system as the College 
wide scheduling system and for the hands on scheduling of non-curricular events into the 
system to create the College’s Master Calendar.  

   

DISCLAIMER/EXCLUDED ITEMS 

Due to the fluid nature of “campus life”, some policies are not covered in this document. In the 

event that an issue arises that the Student Handbook or Student Organization Handbook does 

not provide a policy for, the Office of Co-Curricular Programs will institute a temporary policy 

until a permanent policy can be put in place. The Office will also provide a two (2) day business 

period where the temporary policy will be communicated in writing to all those affected. The 

temporary policy will become effective only when the approval of the Dean of Campus Life and 

Leadership or the Assistant Vice President for Campus Life and Internationalization is given. 

  
PHYSICAL RISKS 
Certain student activities, in which students choose to participate, may involve certain personal 
physical risks.  Students should use caution and common sense when participating in any 
activities, and recognize that the College is not always able to provide for, and can never ensure, 
student safety. 
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OFFICE OF CO_CURRICULAR PROGRAMS—COMMITTEES & SPACES 

  
THE COFFEEHOUSE  
Located in the lower level of Reynolds House, the Coffeehouse is a student-run café and 
programming space located in the basement of Reynolds House. The space is complete with a sound 
system and two 70” televisions to utilize for presentations, performances, and other events. Some 
programs previously hosted include: Student Talent Showcases, Bingo, hypnotists, live music, Speak 
Out and Nimbus Out Loud. This is a drug, alcohol and smoke-free establishment. 
 
COMMUTER STUDENT ASSOCIATION 
The Commuter Student Association is a student-run organization that strives to offer high quality 
educational and social programming for Wagner’s commuter students. Additionally, the 
organization advocates for commuter needs and serves as the commuter voice on campus 
committees.  
 

Our mission is to enrich the lives of Wagner College's commuter student body and provide an 
opportunity for commuter students to meet one another and get involved in campus life. 
 
FASHION SHOW  
An annual philanthropy event which spotlights the modeling talents of a variety of students while 
raising funds and awareness for various causes. Co-Chairs are recruited in early Fall semester and  
first requests for models could be made before winter break.  Modeling is open to both men and 
women. 
 
HOMECOMING COMMITTEE 
The purpose of the committee is to: 
  

Develop the calendar of student events no later than one (1) month prior to the first scheduled 
event with the approval of the Director of  Co-Curricular Programs and review of the any College 
wide Homecoming Committee (as necessary) 

Coordinate and develop marketing for these program weeks no later than one (1) month prior 
to the first scheduled event 

Coordinate logistics to ensure smooth running student events during the program weeks 

Manage the campaign and election process of the Homecoming Royal Court 
  
The make-up of this committee shall consist of: 
  

Student Body President  

Student Government Association Vice President for Campus Events (Co-Chair) 

Student Government Association Vice President for Finance (Financial Secretary) 

Wag CAB Spirit & Leisure Chairperson (Logistics Chair) 
  
This committee shall meet bi-weekly throughout the academic year and provide regular updates to 
the student body. 
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Office of Co-Curricular Programs—Student Committees 

(CONTINUED) 

 
SENIOR WEEK           
Senior Week is the week after finals and leading up to Commencement led by a 
Senior Week committee. 
 
UP ‘TIL DAWN  
Up 'til Dawn is a nationwide student-led, student-run program in which college 
students raise funds for and awareness of St. Jude Children's Research Hospital. 
Though called Up ’til Dawn, the program itself usually takes place throughout the 
academic year and provides opportunities in leadership for students, allowing them 
to gain valuable work experience by organizing and participating in fund-raising 
activities. The program strengthens the campus community by encouraging faculty, 
staff and surrounding community residents to participate in the arranged fund-raising 
campaigns and awareness days. 
 
Up 'til Dawn's finale event attempts to unite the entire campus and surrounding 
community to acknowledge their achievements and honor patients at St. Jude, an 
event at which students stay “Up ‘til Dawn,” using the motto “Fight the yawn-stay 
awake to cure childhood cancer.” The students’ motto is “cancer doesn’t sleep, so 
neither should we.” The program is called “Up ‘til Dawn” to symbolize the countless 
nights that parents stay up with their sick children. The Up ‘til Dawn organization is 
hosted by more than 180 colleges nationwide. 
  
Wagner College students who lead the Up ‘til Dawn committee educate the 
community about St. Jude while raising money thorough a variety of activities 
including letter-writing campaigns to solicit donations, canning events, Rock for the 
Cure, and fundraising dinners. All money raised, without exception, goes to the 
research hospital in Memphis, TN. 
 
WAGNER CAMPUS ACTIVITIES BOARD (WagCAB) 
WagCAB creates implements and evaluates a regular, varied series of activities for 
students.  The committee is comprised of students who are interested in program 
planning and implementation.  Along with the executive board, the group consists of 
several committees including: Comedy & Lecture, Spirit & Leisure, Novelty & Special 
Events and Music & Arts.  The committee meets weekly to plan, explore ideas, and 
assess student interest in proposed projects. 

http://en.wikipedia.org/wiki/St._Jude_Children%27s_Research_Hospital
http://en.wikipedia.org/wiki/Memphis,_TN
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STUDENT GOVERNMENT ASSOCIATION 

  
The Student Government Association (SGA) is the official representation of 
the College for student or group concerns. By working with students, faculty, 
and the administration, SGA works to improve our campus. SGA is also the 
governance structure that oversees all organizations on the campus to 
include academic clubs, specialized groups, honor societies, student 
publications as well as all fraternities and sororities. 

Within SGA, there is an Executive Branch, a Legislative Branch (the senate, 
with elected representatives from each class year), and a Club Congress (that 
includes academic clubs, specialized groups, honor societies, fraternities, 
and sororities). SGA offers opportunities for leadership development, 
involvement, and personal growth within the Wagner College Community. 

The Senate promotes the welfare of the student body by acting as a 
liaison between the student body and the College Administration, 
facilitating a smoother flow of information between said groups. Senators 
draft proposals and legislation that, if passed, are brought before the 
College Administration for action. 

 

Together, we can work on initiatives to improve our campus. Resolutions 
from the SGA Senate alone will not have the desired affect if the students do 
not support them as well. We ask you, as a member of the Wagner College 
Student Body, to unite with us, challenge the administration of Wagner 
College on student issues, and enhance the future of Wagner. 
 
The Dean of Campus Life and Leadership serves as advisor to the SGA and 
appoints Graduate Assistants to assist the SGA in the processing of their 
finances. 
 
Please stop by the SGA Office (Union 211, 2nd floor of the Union) during 
posted hours, or e-mail us at sga@wagner.edu. We can also be reached by 
telephone at (718)-390-3276. Information regarding the SGA may be found 
at http://wagner.edu/sga/ 

mailto:sga@wagner.edu


6  

STUDENT ORGANIZATIONS 

  
A student organization is defined as a registered group/organization of students at Wagner College 
which operates under College policies and procedures and whose programs and activities affect 
the education process, promote cultural understanding, promote common interests and student 
welfare, and/or contributes to the overall community at Wagner College while not interfering or 
disrupting the orderly operation and rights of the College community. To operate or program at as 
a recognized affiliate of Wagner College, all clubs and organizations regardless of nature are 
required to follow the regulations set up by Wagner College, the Office of Co-Curricular Programs, 
and the Wagner College Student Government.  
  
Student organizations exist to: 
  

Enhance the social consciousness of students 

Provide an avenue for diverse student interests 

Enrich student skills and display talents 

Provide opportunities for student leadership 

Contribute to the cultural, scholastic, service and social life of the University 
  
Recognition as a Wagner College student organization is not to be interpreted as an endorsement, 
approval, or reflection of the mission, purpose and/or activities of the College or its affiliates. 
 
COLLECTIVE RESPONSIBILITY 
Student organizations are responsible for violations of individual student members in conjunction 
with the organization’s activities and operations. 
 
DISCIPLINARY PROCEDURES FOR STUDENT ORGANIZATIONS 
The Office of Co-Curricular Programs will investigate and adjudicate all allegations of student 
organization misconduct. The investigation will include interviewing those individuals with 
information about the incident and meeting with the appropriate officers of the organization. If 
deemed necessary, the Office of Co-Curricular Programs may refer the case to the College’s 
Judicial Board for a hearing regarding individuals involved in the matter. If the case is referred for a 
judicial hearing, a hearing will be conducted by the College’s Judicial Board unless the student 
organization waives its right to the hearing. The notice of the judicial hearing, the procedures of 
the hearing, and the appeal process will follow the same procedures as described for violations of 
the Standards of Conduct. If the student organization waives its right to a judicial hearing, the 
appropriate sanction will be imposed. 
  
DISORDERLY ACTIVITIES, EVENTS OR PROGRAMS 
Student organizations are responsible for any activities, events, or programs which initiate and/or 
lead to a riot, disturbance or disorderly diversion, which interfere with normal College operations. 
Student organizations have the right to voice concerns. However, in instances where student 
organizations prohibit reasonable College operations, they may be sanctioned by the College. This 
section should not be construed so as to deny any student organization the right of peaceful 
assembly. 
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STUDENT ORGANIZATIONS (CONTINUED) 

 
GOVERNANCE OF STUDENT ORGANIZATIONS 
Student organizations and their members must register with the Student Government 
Association to gain/maintain the privileges of a registered student organization. They must 
also adhere to all student organization guidelines found in the Student Handbook, Student 
Organization Manual and other policy documents issued by the College.  
 
Greek organizations (social fraternities and sororities) must also adhere to the regulations 
set forth within the appropriate Governing Bodies (i.e. Greek Senate, Interfraternity Senate 
or the Panhellenic Council). 
 
Any assembled group that is not recognized by the College through the Student Government 
Association may operate only on a per activity basis with the College through the office of Co
-Curricular Programs and must be in the process of actively seeking recognition with the 
Student Government Association and any other applicable governing bodies. 
   
MEMBERSHIP IN STUDENT ORGANIZATIONS 
Active membership in registered student organizations is limited to current undergraduate 
Wagner College students only.  
 
OFFICE OF CO-CURRICULAR PROGRAMS STAFF 
Due to the Office’s unique role in student organization management and general support, 
staff persons of the Office of Co-Curricular Programs shall not be advisor to any student 
organization nor be allowed to serve as proxies, unless specifically assigned through the 
Assistant Vice President of Campus Life and Internationalization as administrative advisors. 
 
ORGANIZATION MEMBER RESPONSIBILITIES TO THE ADVISOR 

Members should discuss their expectations of the advisor's role with you from the 
beginning. 

Members should notify the advisor of all meetings. They should not hold meetings 
without the advisor’s knowledge (although the advisor need not be at all meetings). 

Members should provide the advisor with copies of all minutes. 

Members should consult the advisor before any changes in the structure of policies of 
the club are made, as well as prior to the undertaking of any major projects. 

Members must understand that although the advisor has no vote, he/she should be 
allowed speaking privileges. 

Members must remember that the responsibility for the success or failure of a group 
project rests ultimately with the group, not the advisor. 

When situations arise where there are disagreements with the advisor, members must 
meet with the advisor outside of club meetings to discuss their concerns and offer 
suggestions on how to resolve the situation. 
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STUDENT ORGANIZATIONS (CONTINUED) 

 
REGISTRATION/RECOGNITON OF STUDENT ORGANIZATIONS 
Registration is the process whereby a student organization acquires eligibility to 
receive certain rights and  College support as described in these guidelines. Two 
weeks from the date of this verification, the group will be recommended for 
recognition if the application is not challenged for recognition.  New clubs and 
organizations are required to request recognition the first six weeks of the semester. 
Any existing student organizations not completing a registration form will lose its 
registered status, budget, and all rights granted by the registration process. Official 
recognition for currently registered student organizations expires at the end of the 
Fall and Spring Semester. In order to be officially registered for the academic year, all 
executive officers of the organizations must be in good standing academically and 
judicially with the College and have a cumulative grade point average of at least 2.5. 
The organization’s constitution and/or bylaws must be on file annually with the 
Office of Co-Curricular Programs. Every club/organization is required to have a 
faculty, staff, or administrative advisor subject to the approval of the Director of Co-
Curricular Programs. 
 

***PLEASE NOTE - The recognition criteria for social Greek organizations shall 
differ.*** 

 
All Student Government Association clubs and organizations must fulfill the following 
requirements in order to be recognized by the SGA and receive funding: 
 

Club and Organization Registration—Each recognized or Club and Organization 
seeking SGA recognition must complete the Club and Organization Registration 
form at the beginning of each semester and submit to the Student Government 
Association.  

Constitution—Every three years a current and revised constitution must be on file 
with the Office of Co-Curricular Programs.  When you turn in your club 
paperwork, you will be required to include a copy of your current constitution.   

Service Projects—Two service projects need to be completed each semester. 
These projects can be completed either within the Wagner College community or 
in the surrounding New York City area community. This form is included in forms 
section and available on the website.  Failure to meet this requirement will result 
in the club or organization losing their budget for the following semester. 

Club Congress— Attend Club Congress meetings by sending a representative.  
Three or more absences could result in the loss of your budget. 
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SERVICES AND PRIVILEGES AVAILABLE TO REGISTERED 

STUDENT ORGANIZATIONS  

  
Registered Student Organization receives the following privileges for registering 
with the Student Government Association: 
  

ACTIVITY CALENDAR: All clubs may post events, programs, and meetings on 
the event calendar. 

BUDGET ADVISEMENT: We can help you guide your students in managing club 
finances.  

EVENT SERVICES: College services are available to assist and advise 
organizations on methods to manage, sponsor, advertise, sell tickets, plan 
events, purchasing, printing, maintenance, motor pool and computer services. 

FAX: All clubs may send and receive faxes. Our fax number is . We ask that all 
faxes be relevant to the purpose of the club. If a fax is sent to a particular club, 
it will be placed in that club’s mailbox outside of the Co-Curricular Programs 
office (Union 215).   

FUNDING: Registered student organizations may request financial assistance 
from the Student Government Association. 

LEADERSHIP ADVISEMNENT: We  can provide support,  assistance,  and 
resources  that will  help  you develop an  effective advising  relationship with 
your club, as well as aid  club members  in become effective leaders.  
MAILBOXES: There are a limited number of mailboxes available for registered 
student organizations. The  mailboxes are located in the outside of the Co-
Curricular Programs office (Union 215). Students are encouraged to check their 
boxes daily throughout the business week. 

ON-CAMPUS & OFF CAMPUS RESOURCES: We can provide information on 
how to order t-shirts, promotional items, and supplies.  

POLICY ADVISEMENT: We  can  explain  how  the  College’s  policies  apply  to  
your  club  and  its objectives.  

PROGRAM PLANNING : We  can  help  your  club  explore  new  program  and  
event  ideas  and  provide guidance on campus policies for hosting events.  

PUBLICITY: We can help develop fliers, make posters, advise clubs of the 
College’s posting policy, and include club meetings and events on our weekly 
calendar.  

SPACE RESERVATIONS: We will help clubs apply for office space and to reserve 
space for meetings, activities, and special events.  
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STUDENT ORGANIZATION TYPES 

  

Organizations are categorized into ten areas: 
 

Academic Clubs & Honor Societies - Organizations interested in a 
particular academic area selected from the many campus 
departmental and college areas for the purpose of recognizing and 
promoting outstanding scholastic achievement by students within 
particular academic areas or fields of interest  

Business  - Organizations with a particular interest in the field of 
business management. 

Greek Life - Traditionally defined as fraternities, sororities and social 
fellowships, these social or service oriented groups work to foster 
the ideals of leadership and the development of character, are 
affiliated with national, International organizations and have 
selective processes for new members. 

Lifestyles – These groups provide religious and social outlets for 
students of particular faiths and ideals. 

Performance - A group whose purpose is entertaining  and 
performance based in nature. 

Philanthropy & Service - These groups may participate in projects 
which benefit both the campus and the community 

Publications - Publications and broadcasted content that is 
produced by the student body and are financed in large measure by 
student fees. 

Recreational - These groups provide opportunities for recreational, 
leisure and sports activities, including board games, fitness, outdoor 
activities, or any activities students may do in their free time 

Pre-Professional - Groups which form to meet the needs of 
students' interested in a variety of topics related to a professional 
discipline.    
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STUDENT ORGANIZATION EXECUTIVE BOARD TRANSITIONS 

  
After your organization’s elections are held, it is essential that your organization’s history is 
passed on to new organization leadership and membership. A Transition Binder can be a 
beneficial tool in orienting your replacement with all the functions and responsibilities of your 
job. It should cover all aspects of your responsibilities and how those tasks fit into the 
organization’s big picture. Historical documents such as meeting minutes should be placed in 
this binder throughout the year rather than something to be completed at the end of the year. 
Binders should include: 
 

Officer Position Information 
Detailed position description 
Letter from former to new officer (should include advice, what was experienced, what was 
improved upon this year, things to know when getting started, prioritizing the tasks for the 
position and anything else not mentioned; usually written very informally 
Blank Bright Ideas” sheet (to be used throughout the year ideas that can help move the 
organization) current goals 

  
For the president and all other positions if you are related to a National organization, get your 
National organization’s updated constitution or manual. 
  

Introduction 

Table of contents 

Contact sheet for new leadership/membership 

Organization Resources (advisors, other campus groups, etc.) 

Calendar of events and deadlines 

Mission statement 

Goals and objectives 

History of organization and committee/program 

Organizational chart for organization 

Officer selection process information (and timeline) 

Membership recruitment information (and timeline) 

Agendas and Minutes 

Membership Information (Members Contact Information, Committee Roster & Membership 
Application) 

Correspondence (E-mail, Mail) 

Progress Report—A progress report provides the ‘working draft’ for most of the transition 
binder. It should provide the member with an opportunity to write down what is new or 
different, what has been improved upon, what is in progress, accomplishments, etc. 

Publicity 

University and group events timeline, sample posters from past projects, old press releases 
·  By-Laws and Budget 
Copy of the yearly budget sheet and any financial statements 
Fundraising Ideas/Projects 
By-Laws of the Organization 
Extra Folder for Miscellaneous Information 
 Agendas and handouts from past training retreats or meetings 
Information on the ‘how to’s” of the organization (such as financial matters, event planning,  
etc.) 
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ESTABLISHING A NEW STUDENT ORGANIZATION 

  
All registered organizations are given the same privileges and are bound by the same 
regulations and sanctions. 
  
Any new student group may apply for Student Government Association recognition by 
submitting: 
  

A typed list with the names and contact information of five (5) full time, currently 
enrolled, non-senior students at Wagner College who are interested in participating 
in the organization 

A qualified faculty, staff or administrator who is benefit eligible and who is willing to 
serve as an advisor to your organization (subject to approval by the Director of Co-
Curricular Programs) 

Submit two typewritten copies of a constitution and/or bylaws for the organization 
that should include the name of organization, statements of the organization's 
purpose, membership eligibility requirements, officers, listed by title and function, 
statement of terms of office, and time and method of election, frequency of 
meetings, statement of any dues, including amount and frequency of collection, 
statement that the organization will not discriminate against any persons for 
reasons which are illegal, such as race, sex, religion, or national origin and the 
provision for disposition of funds should the organization be dissolved 

A roster of organization officers.  Select officers for the organization. 

Each organization must have at least 3 student officers who are in good standing 
(academically & judicially) with the University, enrolled as full-time students and 
have a cumulative grade point average of at least 2.5. 

  
The Student Government Association will determine proposal approval subject 
administrative review by the Director of Co-Curricular Programs or the Dean of Campus 
Life and Leadership who will considers the validity of potentially recognized clubs and 
organizations through the following criteria: 
  

Must not present a clear and present danger to the University or individual 
students;  

Must not interfere with the existing operations of the University; must not violate 
existing policies, statutes or laws 

Must be in accordance with the mission and goals of the University.  

Does not show a reasonable amount of activity or progress in promoting the ends 
and purposes specified in its constitution or as exhibited by its membership, 
meetings, and other activities 
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STUDENT ORGANIZATION CONSITUTION & BY-LAWS SAMPLE 

  
Constitutions and Bylaws: 
The Constitution contains the organization’s operating structure. The by-laws are 
specific rules for the group’s functioning. Constitutions clarify purpose and create 
structure.  
  
What should be covered by a Constitution? 
Article I - Name of Organization  
The name of this organization shall be... 
  
Article II - Purpose of Organization 
The purpose of this organization shall be... 
  
Article III - Officers  
Election of officers will require a majority vote from the general membership. If a 
candidate fails to receive a majority of votes, a run-off election will be held within the 
top two candidates that received the most votes. Members interested in becoming an 
officer must meet the following academic requirement: 2.5 cumulative G.P.A. The term 
of office will be one full year. The Executive Board of the organization is comprised of all 
recognized officers. The Executive Board shall meet in addition to regular organization 
meetings. 
  
President 

Insure that the organization is operating in conformity with the standards set forth 
by the University 

Maintain regular communication with organization advisor 

Preside over all meetings 

Represent organization on campus 
 
Vice-President 

Preside over meetings in the absence of the President  

Schedule meetings/events with appropriate University offices 

Coordinate organization promotion and publicity of events 
 
Secretary 

Maintain an accurate record of all  organization meetings and post for members  

Maintain membership directory and submit Student Organization Roster forms  

Correspond when necessary with College administration and other recognized 
organizations 
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STUDENT ORGANIZATION CONSITUTION & BY-LAWS SAMPLE 

(CONTINUED) 

 
Treasurer 

Maintain accurate records of organization transactions  

Collect dues if required       

Develop organization budget and present to membership  

Arrange fund-raising opportunities for the organization as necessary 

Solicits additional funding if needed 
 
Officers may be removed from office by ½ vote of the other officers and ¾ of the general 
membership if actions are deemed inappropriate by membership. The officer is 
permitted to speak before the Executive Board and the general membership about the 
charges made concerning his/her performance. The officer is not permitted to 
participate in the deliberation of the Executive Board regarding the charges. 
 
Article IV - Elections 
Elections are held once a year, one month prior to the conclusion of the academic year. 
Nominations are to precede elections. Any member that has been active with the 
organization for one or more semesters can run for office. Through a majority vote, a 
person can be elected into office. 
  
Article V - Membership  
Membership in this organization is open to all full time undergraduate Wagner College  
students and will not be restricted on the basis of age, disability, ethnicity, gender, 
national origin, race, religion, sexual orientation or political affiliation. Students in good 
standing with the College (2.0 cumulative G.P.A. for undergraduate) are eligible for 
membership after attending or participating in an organization event/meeting. 
Members shall attend organization meetings regularly, pay dues if required, and actively 
support organization projects. Membership will be revoked by ½ vote of officers plus ¾ 
vote from the general membership if actions are deemed inappropriate by the 
membership.  
  
Article VI - Finances  
The organization may establish reasonable dues that must be paid by all members. The 
amount of the dues will be determined in the beginning of the academic year by the 
Executive Committee and presented to the general membership for a ¾ vote. The 
treasurer shall maintain all financial records and shall co-sign with the president for all 
organization transactions.   
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STUDENT ORGANIZATION CONSITUTION & BY-LAWS 

SAMPLE (CONTINUED) 

 

Article VII – Meetings 
The organization shall hold regular meetings during the academic term except 
when holidays, examination periods or other events make meetings impractical. 
Organization meeting day / time will be determined in the beginning of each 
semester by a ¾ vote of the general membership. Attendance at organization 
meetings is expected. If a member must miss a meeting, correspondence with the 
secretary is appreciated. A quorum shall consist of a simple majority of the 
membership plus one officer. Robert's Rules of Order shall govern all meetings. 
  
What constitutes a quorum at meetings (or elections)?  
A quorum is the absolute number of members or the percentage of members, 
(usually voting members) required to be in attendance in order to conduct 
business. 
 
Article VIII- Amendments  
Amendments to this constitution must be submitted in writing at a regular meeting 
of the organization. Said amendments will be voted on at a subsequent meeting. In 
order to adopt the amendment, a vote of ¾ of the general membership is required. 
  
Article IX - Advisor  
The advisor shall be a benefits eligible staff, administrator or faculty member at 
Wagner College. The advisor will assume those responsibilities as outlined in this 
constitution.  The advisor will be selected by a ½ vote of the Executive Board and 
then presented to the general membership for a ¾ vote. Advisors not fulfilling 
responsibilities or not abiding by the organization's purpose may be removed from 
the position by a ½ vote of the Executive Board. 
  
Article X - Ratification  
This constitution shall become effective upon approval by a ¾ vote of the 
membership. 
  
Article XI - Parliamentary Procedure 
What reference will be used in parliamentary instances not covered by the 
Constitution or Bylaws (e.g., Robert's Rules of Order)? 
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CONDUCTING BUSINESS MEETINGS/MEETING MINUTES 

 
Agendas 
The following is an example of a typical meeting agenda.  Use this format to guide you if you have never taken 
minutes at a meeting before. 
Below is a format for a Executive Member meeting agenda: 

Name of Organization 
Executive Committee Meeting 

Day, Date, Year of Meeting 
  

Approval of Minutes of the Previous Meetings 
  
Report of the Executives: 
 President /Chairperson 
 Vice President/Vice Chairperson 
 Treasurer (Budget Reports) 
 Correspondence/Treasurer's Report 
Old Business 

  
New Business (Program Proposals) 

  
Program/Committee Chairperson Reports 

  
Advisor Reports  
  
Adjournment 

  
The following is a typical format for a General Membership meeting: 
  

Name of Organization 
General Committee Meeting 
Day, Date, Year of Meeting 

  
Approval of Minutes of the Previous Meetings 
 
Report of the Executives: 

President /Chairperson 

Vice President/Vice Chairperson 

Treasurer (Budget Reports) 

Correspondence/Treasurer's Report 
  

Old Business 
  
Discussion/Listing of Immediate Upcoming Programs 

  
New Business 

Discussion/Listing of Upcoming Programs 

Committee Member Reports 
Advisor(s) Reports 
Announcements & Acknowledgement 
Adjournment 
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A QUICK GUDIE TO PARLIAMENTARY PROCEDURES  

 

MAKING A MOTION 
(after obtaining recognition by the Chair): 
"Madam/Mister Chair, I move that ..." Requires a second; It is then open for discussion; it is put to a vote 
(simple majority); the result is announced by the Chair. 
 
AMENDING A MOTION 
(after obtaining recognition by the Chair): 
"Madam Chair, I move to amend the motion by a) adding the words; b) striking out the words; c) substituting 
the following language for specified language in the main motion..."; Requires a second; It is then open for 
debate; is put to a vote (simple majority) and the result announced by the Chair. 
  
REFERRING TO COMMITTEE 
(after obtaining recognition by the Chair): 
"Madam Chair, I move to refer the motion to a (or, to a specific) committee."  Requires a second; It is 
debatable as to the wisdom of referring to committee, but the merits of the main motion may not be 
debated; a simple majority is needed; the result is announced by the Chair.   
  
POSTPONING CONSIDERATION 
(after obtaining recognition by the Chair): 
"Madam Chair, I move to postpone the motion:  a) until later in this meeting; b) until a specified time in this 
 meeting (e.g., 4:30 pm); c) until a future meeting (e.g., December 4); or d) indefinitely." Requires a second; 
the wisdom of postponing to a definite time may be debated but the merits of the main motion may not be 
debated; if postponing indefinitely (a way of dropping consideration without commitment on an issue), the 
merits of the main motion may be debated; a simple majority is needed to carry, and the result is announced 
by the Chair. 
 
CLOSING DEBATE 
(after obtaining recognition by the Chair): 
Madam Chair, I move (or, call) the previous question."  Requires a second; may not be debated; requires a 
two-thirds majority; the result is announced by the Chair.  If the motion carries, all debate on the pending 
question (main motion or amendment) ceases and the pending question is put to vote immediately.  If the 
motion to move/call the question fails, debate continues. 
  
POINT OF ORDER 
A member may rise at any time if s/he believes a rule of the assembly has been violated and address the 
Chair, "Madam Chair, I rise on a point of order."  The Chair responds by asking, "What is your point of order?" 
after which the member may proceed to state the point. 
  
MOVING TO ADJOURN 
(after obtaining recognition by the Chair): 
  
"Madam Chair, I move we adjourn."  Requires a second; may not be debated; a simple majority carries. 
  
VOTING PROCEDURES 
The voting members of the organization shall vote; ex-officio members may not vote.  Each member present 
is obliged to vote "aye," "nay," or to abstain.  A quorum (28 elected members) is needed in order for Senate to 
take action.  Voting is by voice vote or if needed by show of hands; also (rarely used) by roll call or secret 
written ballot. 
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Important Timeframes to Remember for Student Organizations 

 
 August/September 

Move-In/New Student Orientation 

Week of Welcome/Student Organization Club Fair 

Informal Greek Recruitment 

Organization Registration 

SGA Budget Hearings 

9/11 Observance/Memorial 

Constitution Day 
 
October 

Fall Fest 

Family Weekend 

Homecoming 

National Collegiate Alcohol Awareness Month 

Take Back the Night 
 
November 

Up til Dawn 
 
December 

AIDS Awareness Day 

Relaxation Fair 
 
January 

New Student Orientation 
 
February 

Formal Greek Recruitment 

Black History Month 

Organization Registration 

Budget Hearings 

99 Nights—Senior Event 
 
March 

Fashion Show 
 
April/May 

Songfest 

Greek Week  

Wagnerstock 

SGA Elections 

Senior Week 

Relaxation Fair 
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STUDENT ORGANIZATION ADVISORS 

  
Only benefits eligible faculty/staff eligible to serve as primary advisors. Certain organizations whose 
functions are to serves as governing bodies and/or honor societies, may be administratively assigned 
advisors (for example through a department). Final approval for advisors is given by the Director of 
Co-Curricular Programs.  It is advisable that potential advisors also received approval to serve in such 
capacity from their immediate supervisor. This excludes contracted vendors and part time staff of the 
College 
 
Recognized Wagner College organizations that are affiliated with an Inter/national organization may 
require the assignment of an advisor that is selected by the Wagner recognized chapter and/or inter/
national organization, who is typically affiliated with the chartering organization. These are the only 
organizations that should have an advisor outside of the College’s faculty/staff as defined in the 
current year student organization manual. This advisor in addition to having a thorough knowledge of 
the chartering organizations operations should also be cognizant of the College’s the college’s 
policies and procedures governing student organizations.   
 
It is understood that the role of non faculty/staff advisors should not supersede the role of the 
Wagner College approved faculty/staff advisor regarding the student group’s operations as a 
recognized Wagner College student organization.  All applicable Wagner College policies and 
procedures supersede that of the Inter/national organization while operating as a College recognized 
organization. Any non-faculty/staff advisor who agrees to serve as an advisor to a Wagner College 
recognized student organization accepts, thereby, the responsibility for encouraging the organization 
in meeting its aims and purposes in accordance with College policy.  

  
WHAT IS ADVISING? 
A significant way to interact with students is to advise a club/organization. A large part of being an 
effective advisor is developing your own style that matches with the club/organization's needs. When 
developing your style, it is important to keep in mind the purpose of the club, the types of  activities 
they are involved in, and the mission/values of Wagner College. Some groups require more time and 
attention from their advisor. Other groups require more time and attention at specific times during 
the year (e.g., a large, annual event). And other groups do not require a great deal of advising. 
Therefore, it is very important that you negotiate with the group the time/attention they need from 
you before you agree to be an advisor. 
  
Advising an organization means different things depending on how much time and attention the 
organization needs. Taking an active role in the organization, attending the majority of meetings/
events, meeting with the officers on a regular basis, giving advice, does not mean that you are 
running the organization. It means that you guide and assist the officers in their roles, not doing the 
day-to-day operations. You may also take more of a passive role if the organization does not need an 
active advisor. This means that you attend fewer meetings, or meet less frequently with the officers. 
  
The main objective of an advisor is to be available to guide and assist the officers or members in the 
mission/goals of the group. How active/passive you will be should be negotiated between you and 
the group.  
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STUDENT ORGANIZATION ADVISORS 

 
ADVISING TOOLS  
Tools you'll need to be a successful advisor include: 

Club/Organization constitution/by- laws 

Contact list of officers and members 

Calendar of events for the club/organization 

History of the club/organization 

Club/Organization policies and procedures 

Attendance at meetings and events on a regular basis 

Willingness to assist the group and its members 
 
ADVISOR’S LIABILITY  
Advisors to student organizations accept an added responsibility. The type of liability or risk for the 
advisor varies greatly depending upon the type of organizations. What follows are some suggestions 
to assist with the advisor’s responsibility in regards to liability. 
  

Try to anticipate risks which may arise out of any decision or situation, and then discuss with the 
officers what they can do to minimize risks. 

Regardless of what organization or activity is involved, there will always be an opportunity for 
something out of the ordinary to happen. However, if decisions are made consistently and in 
good faith, and  reasonable precautions are taken, then the risk involved can be minimized. 

It is important to be aware of College policies and regulations as they effect student 
organizations. The College’s Student Handbook and this manual are great sources for rules and 
regulations established by the College. The staff members in the Office of Co-Curricular 
Programs serve as resources for you if you have specific concerns or questions. 

Student organizations members are not authorized to enter into contracts with any vendor. All 
contracts must follow the College’s contracting policy, which is found in this manual. By signing 
or verbally agreeing to any contract without the express written consent of the College through 
either the Office of Business & Finance or the Office of the President shall make the advisor 
personally liable for all aspects to fulfill said agreement.  

  
BASIC STUDENT ORGANIZATION ADVISORS DUTIES 

Provide organizational continuity and a historical view of the organization and the College;  

Understand and act in accordance with College policies governing registered student 
organizations; 

Assist the organization officers in any and all organizational operations;  

Be available to assist in concerns, mediate member disputes, officer transitions, etc.; 

Be familiar with the constitution and by-laws of the organization; 

Assist in verifying that the organization’s members are enrolled students in good academic    
        standing; 

Attend major events of the organization. Advisors are required to stay for the duration of  such  
       functions and/or identify/provide a suitable replacement from the College, if unable to 
        attend or stay for the duration to provide administrative leadership to major events; 
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STUDENT ORGANIZATION FAQ FOR ADVISORS  

  
Contact the Office of Co-Curricular Programs to discuss organizational problems or 

       plans, or changes in organizational status which may be of interest or importance to  
       The College; 

Insure that the organization’s activities and programming is in good taste and reflect    
       favorably upon the College; and, 

Encourage the officers to maintain accurate records. 
 
What paperwork must an organization have on file with the Student Government 
Association and/or the Office of Co-Curricular Programs to be considered an "official" 
club? 
The Student Government Association requires three (3) pieces of information to be 
updated and on file:  

Registration form: this provides a current/updated  list of officers, advisor, mission 
statement and contact information. 

Constitution: this allows the Office of Student Government Association to have the 
latest version on file so there is one consistent place for the most current copy. All 
constitutions need to be updated with the Student Government Association every three 
years. If you are not sure if the constitution is up to date, please contact the Student 
Government Association. 

Membership Roster 
 
In addition the following two actions must be performed to maintain recognition: 

Service Projects- Two service projects need to be completed each semester. These 
projects can be completed either within the Wagner College community or in the 
surrounding New York City area community. This form is included in forms section and 
available on the website.  Failure to meet this requirement will result in the club or 
organization losing their budget for the following semester. 

Club Congress meetings.  Three or more absences could result in the loss of your 
budget. 

 
The Office of Co-Curricular Programs must have a completed & signed Advisor’s Agreement 
on file for the current semester of any recognized group. 
  
How does my group go about getting funding? Who is eligible for student activity fee 
funds? 
The Student Government Association allocates student activity fee funds to clubs and 
organizations on-campus. Please see the Student Organization Finance section for more 
specific information on the process and who is eligible for funds. 
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STUDENT ORGANIZATION FAQ FOR ADVISORS  

 

Can I be held liable if something should happen involving the club/organization 
that I advise? 
The advisor may be held personally responsible for organizational activity/conduct. 
Advisors are asked to report activity that does not follow College policies 
procedures or activities/conduct that may be considered illegal.  If you choose to 
do nothing about this, you could be held responsible along with the organization. 
 
My group wants to plan an event, what should they do? 
Please begin with completing a Event/Space Reservations form using the Ad Astra 
reservation system.  The Office of Co-Curricular Programs staff can assist in event 
planning. Contracts for events must not be signed by student organization 
members.  Advisors may sign off on contracts, however advisors should also refer 
to the Director of Co-Curricular Programs for assistance with contracts. 
  
The organization is planning a questionable event.  
The difficulties inherent in the plan should be pointed out and other ideas 
suggested. The advisor may request that the group obtain the opinion of the 
individuals or groups affected by the action. A meeting may be set up with the 
Director of Co-Curricular Programs to clarify any concerns. 
  
You are no longer comfortable being the advisor of the organization.   
Explain to the executive officers of the organizations that you are no longer 
comfortable being the advisor of the organization. Give them a reasonable amount 
of time to find a new advisor. When changes are made, the Office of Co-Curricular 
Programs and the Student Government Association must be notified. 
  
You sense major problems within the organization.  
Meet with the officers and discuss your observations. Brainstorm solutions and get 
a plan of action. Members of the Office of Co-Curricular Programs are willing to 
help mediate or seek solutions. 
  
You find out your organization is in violation of University policies and/or federal, 
state or local laws.  
Advisors have a responsibility to bring violations to the proper governing board and 
College administration. 
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PROGRAMMATIC POLICIES & PROCEDURES 

 

ADMISSION INTO EVENTS 
Admission may not be charged to enter public spaces, unless otherwise approved by the 
Office of Co-Curricular Programs. 
 
AD ASTRA (SPACE REQUEST & EVENT REGISTRATION)  
Ad Astra is the reservation and Master Calendar program used at Wagner College.   To 
access the Ad Astra, go to: 
  

http://schedule.wagner.edu 
 

Please note that the organization’s President, a proxy officer and the organization’s 
advisor are the only authorized persons to request space using the system.  Once an 
event/space request is approved those same officers, the Advisor and the organizations 
“@wagner.edu” will receive email confirmation for records/acknowledgement of the 
event/space request approval.  
 
When entering information into Ad Astra, it is expected that all event sponsors be 
truthful and descriptive regarding their events to give a full picture on what may take 
place at an event. If it is believed that your event description was intentionally deceptive, 
this could result in losing your requesting privileges.   
 
All programs sponsored in whole or in part by Wagner College student groups must be 
registered with the Office of Co-Curricular Programs at least one week in advance of the 
desired program date. To register a program, students must submit a room reservation 
request online through the Ad Astra Room reservation system. Program registrations 
submitted less than five (5) business days in advance of the desired date may not be 
considered. 
 
Student Organizations cannot host events for organizations not affiliated with the 
College.   
 
AMPLIFIED SOUND 
Approval will be granted for the use of amplification equipment outside if there is a high 
probability that the planned event will not disrupt or disturb other College activities 
(specifically after 5:00 p.m. on weekdays and most times during weekends). If noise 
complaints are received from the surrounding community (e.g. classes, library, offices, 
etc.), the Office of Co-Curricular Programs and/or Public Safety will have the authority to 
ask event sponsors to lower the sound level or, if necessary, terminate the event. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
ANCHOR PAINTING 
A long standing tradition at Wagner has been the painting of the anchor, which is located on the campus 
grounds between Harborview and Parker Towers residence halls. Organizations can use the anchor to 
promote themselves by painting in their colors or symbols. 
 
The following is the policy that must be adhered to before any organization can paint the anchor: 
1. The anchor may be painted by any Wagner College student organization recognized by the Student 

Government Association. Any organization unsure about their status should check with SGA. 
2. Property and objects (especially fire hydrants) around the anchor should not be painted or tampered 

with in any way. 
3. The earliest a student group can claim possession of the anchor is 8:00 a.m. Actual painting may not 

begin until 5:00 p.m. 
4. PAINTING HOURS: Sunday through Thursday: 5:00 p.m. - 10:00 p.m., Friday & Saturday: 5:00 p.m. -1:00 

a.m. The anchor may not be painted after the last class day of the semester. PLEASE NOTE: THE AREA 
MUST BE THOROUGHLY CLEANED AND VACATED BY THE ASSIGNED DEADLINE TIME. Also note if your 
group uses the bathroom facilities in any building (i.e. Harborview Hall), they must be thoroughly 
cleaned. 

5. No group may take over (“steal”) the anchor from another group as long as there is at least one person 
situated on the base of the anchor. 

6. Only WATER based paint may be used. Spray paint may not be used. 
7. Expression on the anchor must be professional and within the realms of good taste. Any of the 

following is strictly prohibited: 
 - Profanity 
 - Defamation or criticism of an individual or group 
 - Political purposes, statements or expressions 
 
Please note: the above listing is not all inclusive. Expression on the anchor deemed questionable shall be 
resolved by the Student Government Association working with the Dean of Campus Life office. Painting the 
anchor is a privilege and not a right. SGA reserves the right to restrict any and all groups from painting the 
anchor. Groups found to violate any aspect of the anchor policy Wagner College may lose their anchor 
privileges for a time to be determined by the Executive Board of SGA. Sanctions issued will be 
commensurate with the severity of the infraction. 
 
ANIMALS 
Animals are not allowed in College buildings unless they are service animals (ex. guide dogs). 
 
ASSEMBLY POLICY 
Free and open assembly is permitted contingent upon reasonable time, place and manner guidelines for the 
Wagner Community. For this policy, assembly is defined as an individual or group organizing for the purpose 
of communication. Student groups and organizations wishing to use space on campus should make requests 
through the Office Co-Curricular Program’s reservation guidelines. 
 
CATERING SERVICES OF THE COLLEGE 
Students may use Lackmann Dining Services to cater their events. Students should contact Lackmann at 
least 14 business days prior to the program date to place an order. Contact Lackamnn for a menu and price 
list. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
CONTRACTING PROCESS  
Students are not allowed to enter into contractual agreements on behalf of the College. Any student who 
enters into a contractual agreement on behalf of the College takes on personal liability with said action. 
When using an artist/agency contract, your advisor should review it very carefully, and make necessary 
changes before signing in agreement on behalf of the College. It is advised that such agreements also be 
reviewed by the Director of Co-Curricular Programs.  If needed, the University has a standard agreement 
that can be used. A copy of this contract is available on the Co-Curricular Programs website.  
 
When negotiating on behalf of the University with an artist, agent or lecturer in which a contract/letter of 
agreement is required, gather the following information before a contract is issued: 

Is the artist/speaker available for specific dates or touring in the area during that time period? 

What is the artist’s general fee—all inclusive (no additional cost for equipment rental, travel, meals, 
etc.), plus lodging and travel? 

Does the artist/speaker offer any residency activities?  If so, what are they and do they require an 
additional fee? 

Ask for a technical rider. 
 
Once negotiations for the contracts are concluded, the contract can be issued and signed by appropriate 
University personnel. Below is the list of approved personnel who can negotiate and sign contracts 
regarding University events: 

University President 

University Executive Vice President  

University Vice President for Business and Finance 
 
DECORTATIONS 
Facilities must approve decorations used. The College reserves the right to charge fees to any group using 
decoration that may permanently change room appearance. Decorations placed on high ceilings should be 
coordinated with Facilities at the sponsoring organization’s expense. All decorations must be removed 
immediately after the event. 
 
DUES  
Student organizations are allowed, but not required, to collect dues from their members. If your group 
decides to ask members to pay dues, you may want to meet with your advisor or the Director of Co-
Curricular Programs to discuss different procedures and methods of collecting dues.  
 
EVENT SERVICES REQUEST/WORK ORDERS 
Facilities and Audio Visual Requests should be submitted to the appropriate department at least 5 business 
days to the program date. These include projectors, screens, microphones, podiums, etc. Students should 
not contact the Media Services Department directly to request services. All requests from these 
departments should be made by the organization’s advisor on behalf of the club/organization. If there is a 
problem with any requests and/or if any extra charges will be incurred, a member of The Office of Co-
Curricular Programs Staff will contact the organization and its advisor. 
 
EXTERNAL MEDIA  
The Office of Communications should be contacted any time the news media attends, discussions on 
controversial issues, emergency situations or police/public safety matters are related to your event. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
FILM/VIDEO SHOWINGS 
Public performance licenses are required to show films and videos on campus. The Federal Copyright 
Act (Title 17 of the U.S. Code) governs how copyrighted materials, such as movies, may be used. Neither 
the rental nor the purchase of a movie carries with it the right to show the movie outside the home. In 
some instances, no license is required to view a movie, such as inside the home by family or social 
acquaintances and in certain narrowly defined face-to-face teaching activities.  Restaurants, private 
clubs, prisons, lodges, summer camps, public libraries, parks and recreations department, churches and 
non-classroom use at school and universities are all examples of situations where a public performance 
license must be obtained. This legal requirement applies regardless of whether an admission fee is 
charged. Contact the Office of Co-Curricular Programs for assistance in obtaining a license. 
 
GENERAL CONDUCT 
Organizations are required to comply with all College building policies and procedures at all times. 
Inappropriate conduct or any misuse of a facility will be reported to the Office of Co-Curricular Programs 
and may result in the suspension and/or termination of the right to request or reserve space. Please 
keep in mind, all organizations are responsible for the conduct of each of its members, even if such 
members are not performers or participants in the actual event. All events should be conducted in such 
a manner as not to produce excessive noise or any other actions that may be disruptive to others. 

 
GENERAL SPENDING POLICIES FOR STUDENT ORGANIZATIONS 

The Student Government Association serves as the liaison between you and the Business Office. 

Personal items (including alcohol and personal drug items) cannot be purchased with allocated 
funds. 

Plan ahead! Purchases should be initiated in advance. 

Do not make arrangements with vendors prior to completing the necessary paperwork. Failure to 
do so may mean you may get stuck with the bill! 

If you make purchases, keep the original, itemized receipt to be submitted with your paperwork for 
reimbursement. Copies of receipts will not be accepted for reimbursement. 

All reimbursements require justification. An original, no copies, of the justification is required. 

A signed invoice must accompany a purchase order requisition form before a purchase order 
number is issued. 

Documentation must accompany a check requisition form before a check will be issued. 

Logically of course, your organization is not allowed to spend more than what is in your account. 

All requisitions must be submitted by the last day of classes of the spring semester. 
 
GUEST SPEAKERS POLICY 
Student Organizations wishing to sponsor a visiting speaker onto campus must submit to the Office of 
Co-Curricular Programs featuring: 
 

The proposed topic for presentation 

Brief biographical information or current academic vita of proposed speaker; 
 
In issuing invitations, student organizations must keep in mind that the sole purpose of such visits is to 
contribute to the aims of the College as a center of free inquiry and sound learning, and that the prime 
responsibility for ensuring that this purpose is served rests with the sponsoring organizations. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
HAZING 
Wagner College defines hazing in accordance with current New York State law and takes every measure to 
eliminate hazing on and off the campus, up to and including expulsion of organizations as well as their individual 
members from the campus if they are found responsible of hazing. Further, the College will seek swift disciplinary 
action and civil and criminal prosecution against any organization or its members found responsible of hazing. 
Penalties may also apply to persons who observe hazing but do not report it to the appropriate College officials. 
Hazing is prohibited in all activities both on and off the campus, including privately owned facilities and property. 
 
INCLEMENT WEATHER  
Wagner College is a residential College and the students’ academic and personal needs must be considered at all 
times; the College remains open regardless of weather conditions. We realize, however, that there may be times 
when the weather or other factors make it impossible to come to campus or difficult to ravel around the campus. 
Should announcements be made by campus officials cancelling classes and all other events this also includes any 
student activity for that time frame. The Coffeehouse may open for amended hours to provide engagement for 
students on campus. 
 
OFF-CAMPUS ACTIVITIES  
Wagner College assumes no responsibility for club activities held off-campus that do not comply with the 
requirements set by the College. 
 
Students participating in sanctioned College events off campus must read and sign a Waiver of Liability form and 
present their current, valid Wagner College student ID before travel begins.  Sanctioned College ground travel 
should be coordinated through the organization’s advisor.   
 
ON-CAMPUS SOLICITATION BY OFF-CAMPUS VENDORS 
Vendors wishing to solicit on campus must receive approval from the Office of Co-Curricular Programs. Door-to-
door selling in the residence halls or administrative offices is prohibited. Solicitation in the Residence Halls must 
be approved by the building’s Resident Director.  Beggars or illegal traffickers are not allowed on campus. The 
College assumes no responsibility for the condition of goods purchased through off-campus vendors who solicit 
on campus.  Vendors are expected to adhere to standard acceptable business practices at all times. All purchases 
are made at the individual’s own risk. 
 
OPEN FLAME USE  
All College buildings are smoke-free areas. Organizations with requirements for candles or any open flame 
devices during formal functions may purchase battery-operated "candles," which are suitable for such purposes. 
Use of smoke-producing articles is prohibited unless a fire watch is assigned by Public Safety. 
 
PARTY/MAJOR EVENT POLICY 
Parties/major events are open to  Wagner College students and when approved other college/university 
students. Tickets/admission into the party will not be made available for sale unless approved by the Director of 
Co-Curricular Programs. All campus parties/major events must adhere to the regulations concerning alcohol and 
room capacity and must comply with all other Standards of Conduct. Parties must have the presence of the 
organization's adviser or a faculty/staff proxy thereof that meets the same criteria for student organization 
advisers listed in the Student Organization Handbook.  If the adviser is not present for the event then the event 
shall not take place. The only graduate students that may act in proxy of a faculty/staff adviser will be graduate 
assistants in the Office of Co-Curricular Programs due to their unique relationship with student organization 
governance.  
 
The established hours for on-campus dances/parties/balls are 10:00 pm to 2:00 am.  

http://www.jcsu.edu/docs/upward_bound/100309-Waiver_of_Liability.pdf
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
PARTY/MAJOR EVENT POLICY (Continued) 
  
The Office of Co-Curricular Programs in cooperation with the Office of Public Safety shall 
determine if an event is to be designated as a party utilizing the following criteria: 
 

Event has a potential of having 100 or more guests (student or non-student) attending 
regardless of space hosting the event on-campus. 

Event has amplified sound as a part of its activity. 

Event requires a space to allow room for dancing. 

Event that has historically have demonstrated being of a party/major event nature. 

Events that are considered outside of a normal business meeting where persons other than 
the membership are participating.   

***NOTE*** Determination of status is not limited to these guidelines. 
  
Wagner College Public Safety may be required for parties and major events for parties/major 
events opened to Wagner students after initial review of the Director of Public Safety in 
cooperation with the Director of Co-Curricular Programs.  Most times these instances include the 
use of Public Safety officers during overtime hours and may require compensation for those 
overtime hours. 
 
Parties/major events may be subject to a paid detail of New York City Police Department presence 
if the party is open to non-Wagner college students/general public after review of initial event 
information by the Director of Public Safety in cooperation with the Director of Co-Curricular 
Programs. These instances include the use of Public Safety officers as well during overtime hours 
and may require compensation for those overtime hours. No outside security personnel are 
permitted for any event unless arrangements have been made with Public Safety and the Office of 
Co-Curricular Programs. 
 
Public Safety shall have the sole discretion of determining the status of security-related problems 
with regard to the event. Individuals shall be asked to leave or face arrest if trouble arises. If a 
more serious problem develops, the Director of Co-Curricular Programs, the organization’s advisor 
or their designee shall have the right and authority to terminate the event.  More specifically: 
  

Anyone found in possession of illegal weapons and/or drugs will be arrested. 

Anyone found in possession of mace or small knives will not be allowed to enter and/or will be 
asked to leave those items at the door. 

Anyone caught fighting (student and/or guest) will immediately be removed from premises, 
referred to the Judicial Officer and/or arrested. No refunds given.  In some circumstances, the 
party may be terminated. 

Anyone caught vandalizing College or personal property will be arrested. 

Intoxicated and/or obviously impaired persons will not be admitted. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
POLITICAL ACTIVITIES  
Events for political campaigning/purposes must be reviewed by the Office of the President and the 
Office of Communications. 
 
POSTING 
1. All posters and flyer must be approved with the stamp from the Co-Curricular Programs Office in 

the Wagner Union. Any posters or flyers not bearing the stamp of approval will be removed and 
discarded. 

2. Posters must not exceed 22" x 28"; Flyers are promotional materials printed on paper, usually 8.5" 
x 11". 

3. Posters are to be placed only on bulletin boards. 
4. No alcohol advertising is permitted on the campus. 
5. A limited number of flyers may be approved for posting. Flyers to be posted in the Wagner Union 

must be left with the Co-Curricular Programs Office to be posted by staff. 
6. Posters may not be taped to bulletin boards; only thumbtacks are to be used. 
7. All posters and flyers must be removed 24 hours after the event. The group presenting the event 

is responsible for removal of all posters and flyers. 
8. No item may be posted for more than 30 days. 
9. Sheets are to be hung in the Dining Hall only in the designated area, must be no larger than twin 

size, and must be sponsored by a registered student organization. 
10. The number of flyers that shall be run off at any one time shall not exceed 50. This will be upheld 

by the Copy Center and other offices on campus; the only exception to this will be made by the Co
-Curricular Programs Office. 

11. Flyers may be left at the Reception Desk in the residence halls. 
12. Registered student organizations may use a "clothesline" format for posting educational 

materials, on the third floor of the Union next to the Bookstore. Reservation of this space is done 
through the Office of Co-Curricular Programs. 

13. Registered student organizations may reserve the use of a table to be placed on the Union Patio. 
The student organization will be responsible for set-up and take-down of the table and folding 
chairs (storage in the Career Development Center). Atrium furniture is not allowed on the Patio.  
Reservation of the Patio is done through the Office of Co-Curricular Programs. 

14. Sheets, posters, and flyers shall not be placed in the following areas: 

on cars 

on or under doors 

in mailboxes 

on buildings and trees 

on walls 

on windows 

on top of previously posted material 

on lamp posts 

on Trautmann Square 
 
Any group consistently violating these guidelines will be denied posting privileges for one semester. 
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PROGRAMMATIC POLICIES & PROCEDURES (CONTINUED) 

 
PROGRAMMING DATES  
Programming for both new and returning student organizations may begin immediately after receiving written 
notification of official recognition from the Office of Co-Curricular Programs. Students may not plan events during 
holidays, vacation periods, or other times when the student body is not present to partake in such events. 
 
PUBLICITY 
Students may only publicize/advertise their events once the space request is confirmed. All flyers, posters, handouts, 
etc. must be approved and stamped by The Office of Co-Curricular Programs prior to distribution. 
 
Publicity may not promote alcohol, drug use, the degradation of any person or groups of people, or establishments 
which support any of the aforementioned items. Students are responsible for removing flyers, posters, etc. once the 
event has been held. Students must adhere to the policies governing posting of flyers. Failure to do so will result in 
the immediate removal of flyers or other marketing tools or the cancellation of the event.  Non-Wagner College / Off
-campus related advertisements and posters are distributed at the discretion of the Office of Co-Curricular Programs. 
 
ROOM/SPACE/EQUIPMENT  CONDITION 
Registered student organizations are required to return rooms and spaces that they used to the condition it was 
found in or as best as possible clean-up and reset the room after use.  Equipment of the College should be returned 
in working order.  Damages to said property of the College will be charged back to the sponsoring organization using 
the property when the damage occurred. 
 
SPONSORSHIP WITH OTHER SCHOOLS & OFF-CAMPUS MARKETING 
Student groups who wish to sponsor activities with any non-Wagner College affiliated groups must receive the Office 
of Co-Curricular Program’s approval before approaching a group from another institution or inviting students from 
other universities to an event. The Director of Co-Curricular Programs must approve any off-campus advertising; 
this includes announcements made in non-college or electronic message boards. 
 
TAX EXEMPT STATUS 
Wagner College is a non-profit institution and therefore is tax exempt. Please inform your vendors that you should 
not be paying tax on any services.  If you need a copy of the College’s tax exempt form, please request this from the 
Office of Co-Curricular Programs. 
 
UNAUTHORIZED ENTRY OR USE OF COLLEGE FACILITIES 
Unauthorized entry into or use of College facilities is prohibited. Access to residence halls should be limited to the 
front door; students should not enter or exit through windows. Students may not enter any residence halls through 
fire doors. 
Students wishing to gain access to residence hall suites or rooms other than their own, or if they are a commuter 
visiting the residence halls, should only gain such access with the permission of occupants in the room. Borrowing or 
lending of keys or another student’s ID are not permitted and are not considered permission to gain entry. 
Roofs and balconies are not permitted for student use unless approved by the Dean of Campus Life Office. 
Students may not sit or hang out of the windows in the residence halls. Safety stops and security bars on windows 
must not be removed or damaged. Window screens are to be kept in the window frame. No objects may be thrown 
from a window for any reason. Unauthorized possession, duplication or use of keys or ID card to gain access to 
Wagner College premises is prohibited. Unauthorized use of an ID to enter College facilities or premises is prohibited. 
Resident students and guests must present a valid ID card upon entering the halls 
 
USE OF UNIVERSITY NAME AND GRAPHICS  
No organization may use the Wagner College name, likeness, images or trademarks in connection with a personal or 
unofficial function if the use of the name may mislead someone into thinking the function is College-sanctioned or 
sponsored.  Wagner College has registered its names, initials, mascot, seal and logos (trademarks) as a means of 
protecting them from unauthorized use and abuse. Permission is required before they may be reproduced. If 
authorized, the usage of such items must conform to the regulations set by the Vice President of Communications. 
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INTRAMURAL PROGRAMS 

  
The purpose of the Intramural Program at Wagner College is to provide a 
comprehensive and varied athletic program for the competitive and 
recreational athlete. Our program is designed to meet the needs and interests 
of regularly enrolled graduate and undergraduate students, as well as faculty/
staff members of the Wagner College community. The program offers league 
competition in sports for women, sports for men, and sports where men and 
women compete together on the same team. Team and dual sport experiences 
are provided. The format established for competition is based upon student 
interest and facility availability. Some of the intramural sports that have been 
offered in the past are flag football, billiards, 5 on 5 basketball, 3 on 3 
basketball, indoor soccer, softball, volleyball, ping pong, and ultimate Frisbee. 
  
CLUB SPORTS 
A club sport is an organized student sports team registered with the 
Department of Athletics, which has been organized by individuals motivated by 
a common athletic based interest. Club teams vary in focus and activities. A 
club may be oriented toward any or all of the following: competition, teaching,   
training, recreation, or socialization. All club matters are channeled through, 
and administered by the Department of Athletics. 
  
SPIRO SPORTS CENTER 
Main Phone: 718-390-3209 (9:00 am -5:00 pm) 
Control Desk: 718-420-4567 (8:30 am -11:00 pm) 
Academic Year Building Hours 
Monday –Thursday 8:30 a.m. – 11:00 p.m.; Friday 8:30 a.m. – 8:00 p.m. 
Open recreation is available free to Wagner students at the Spiro Sports Center 
with a signed Spiro Sports Center application on file. The Spiro Sports Center 
includes a multi-purpose gymnasium, six-lane pool, a fitness center that 
includes new Precor cardiovascular machines and a 12-piece Cybex weight 
training circuit. Hours for the Spiro Sports Center are subject to change during 
the summer, term breaks, holidays and weekends. For more information or to 
obtain an application for membership, please contact the Membership 
Coordinator at 718-390- 3209. 
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GREEK LIFE 

 
Greek organizations  are expected to comply with institutional, national and regional regulations 
governing their respective organizations, as well as those established by their respective governing 
council. Further, they are required to adhere to the published rules and regulations governing student 
organizations. It is expected that such organizations will comply fully with the goals, mission, and 
purpose of the College. 
 
ALUMNI/INACTIVE STATUS WITHIN RECOGNIZED CHAPTERS 
Wagner College students affiliated in Greek organizations are considered active members of the 
chapter until one of the following occurs: 

Student graduates from the College 

Student transfers from the College 

Student goes through a official de-lettering process and appropriate paperwork with Co-Curricular 
Programs 

 
ASPIRANT INTEREST IN GREEK LIFE  
Those who are interested in getting involved in Greek Life at Wagner must express their interest by 
filling out an application online at: http://wagner.edu/ccp/get-involved/fraternity-and-sorority-life/ 
forms  
 
CITY WIDE CHAPTERS 
Wagner College does not recognize or allow organizations that are not specific to our 
campus. Organizations that have city-wide chapters in which membership is made up from students 
attending various colleges and universities within the Greater New York City area, will not receive 
letters of recommendation, support, or approval from any college office or administrator.  These 
chapters may not solicit or recruit students, nor may they hold events on Wagner College 
Property.  Wagner College students who wish to join an organization through one of these chapters are 
within their personal right to do so and the College claims no responsibility and cannot guarantee a 
student’s well-being should they elect to join any non-College recognized organization.   
 
ELIGIBILITY  
Only full time Wagner College students should go through a RUSH/RECRUITMENT process with a 
recognized and authorized College Greek organization. Men/women who are NOT first year students, 
first semester transfer students or Graduate students are eligible for participation. 
 
Becoming a new member of a fraternity/sorority at Wagner College is governed by the rules established 
and administered through the College. The following regulations govern eligibility for both men and 
women: 

Student must be currently enrolled and have completed a minimum of 4 units at Wagner College. 

Student must have at least a 2.0 cumulative grade point average earned at Wagner College. 

Student must be a full-time Wagner College student. 

Student must be in good disciplinary standing. 
 
Students interested in Greek Life should visit the Co-Curricular Programs website for guidelines: 
http://wagner.edu/ccp/get-involved/fraternity-and-sorority-life/ 
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GREEK LIFE (CONTINUED) 

 
GREEK LOUNGES  
Social Greek Organizations have the privilege of securing and maintaining a floor and lounge 
space in Towers Hall to support their organization’s membership recruitment, community 
development, and philanthropic goals. Eligible Greek Organizations in Greek Housing 
Selection prior to Housing Lottery. Additionally Greek Social Organizations must ensure that 
a minimum of 80% of the floor is filled with current and active members of their 
organization. For more information, please visit the Office of Residential Education website: 
http://wagner.edu/res-ed/ 
 
Commuter students who are members of Greek organizations who have organizational 
suites in Towers Residence Hall are given electronic access to enter the building during the 
weekly chapter meeting time.  Organization Presidents are responsible for providing the 
names of the commuter members and the weekly chapter meeting times to the Office of Co
-Curricular Programs each semester.  Access for commuter students is limited to the floor 
on which the Greek organization is located, and is restricted to the time of the weekly 
meeting.  If the commuter student would like to remain in Towers Hall after the meeting 
ends, that student must be signed into the building at the front desk by a resident 
host.  Greek commuter students who are banned from the residence halls will not be given 
access for meetings.  
 
For special events such as recruitment, commuter students involved with Greek 
organizations will be permitted to check in and out of Towers Residence Hall without a 
designated host.  The Office of Co-Curricular Programs will provide the names of these 
students to the Office of Residential Education, and any student on that list will have this 
privilege.  
 
GREEK SENATE 
The Greek Senate is an umbrella organization, which acts as a communicative link between 
sororities and fraternities and as the accountability board. Its membership is comprised of 
the Executive Board and delegates from each group. 
 
Social Fraternities: 
The Interfraternity Council (IFC) is the governing body for the social fraternities which exist 
here at Wagner College. Currently, the following social fraternities are recognized by 
Wagner College: Delta Nu, Kappa Sigma Alpha, Tau Kappa Epsilon and Theta Chi. 
 
Social Sororities: 
The National Panhellenic Council (NPC) is the governing body for the social sororities which 
exist here at Wagner College. The following social sororities are recognized by Wagner 
College: Alpha Delta Pi, Alpha Omicron Pi, Alpha Sigma Alpha and Tau Kappa Sigma. 
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GREEK LIFE (CONTINUED) 

 
NEW MEMBER PROGRAM 
A successful new member program should include education about the fraternity/
sorority, foster academic achievement, and produce positive experiences that are both 
supportive of the Wagner College Community standards of conduct and free from hazing. 
 
RELATIONSHIP STATEMENT WITH RECOGNIZED GREEK ORGANIZATIONS  
Fraternities and sororities have been an important element of the Wagner College 
community since 1931. Wagner College believes involvement in fraternities and 
sororities is one of many ways to enhance the quality of life for students by providing a 
range of opportunities for meaningful individual involvement, development, and growth. 
Further, the College also believes fraternities and sororities are organizations that are 
committed to educating members and potential members about the ideas of scholarship, 
community service, leadership, brotherhood and sisterhood, personal integrity, and 
social development. 
 
RELATIONSHIP STATEMENT WITH GREEK ORGANIZATIONS NOT RECOGNIZED AT THE 
COLLEGE  
Wagner College reserves the right to close options for Greek Life expansion at the 
College at any time. The College may choose to work with particular organizations at its 
selection as part of a expansion process.  Said organizations are considered guests of the 
College under the jurisdiction of the Office of Co-Curricular Programs on a per event 
basis.   Any meetings or events held by a guest organization MUST be coordinated by a 
designated inter/national officer and NOT an interested student on-campus .  Guest 
status may be terminated at any time by the Office of Co-Curricular Programs and/or the 
Office of Campus Life.  
 
RUSH & RECRUITMENT 
These are the methods that IFC and NPC organizations gain aspirants to enter their new 
member programs Fall RUSH & RECRUITMENT has happened in a few manners.  The 
following is a rundown of how the overall program is managed: 

Campus Quota (45) 

Fall rush/recruitment is informal (Any organization with numbers at campus quota 
(45) was not able to participate) 

ONLY organizations UNDER Quota may participate in Fall RUSH/RECRUITMENT 

Typically recruitment activities takes place during the 3rd week of classes 

Review statements of eligibility for aspirant interest.  Only these students may 
participate in the process. 
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GREEK LIFE (CONTINUED) 

 

No events for Greek organizations during the RUSH/
RECRUITMENT week shall be approved except for those 
parties approved by the Office of Co-Curricular Programs for 
the purpose of recruitment. Ex. If Sorority A has 50 members 
they will not participate in Fall RUSH/RECRUITMENT – Sorority 
A cannot decide to host an event during the established Fall 
RUSH/RECRUITMENT week since the College’s membership 
quota is 45 members. 

Publicity and postings during this time should promote all 
recognized organizations 

Determine the cross over-date for new members (usually 8 
weeks after the RUSH/RECRUITMENT week has passed, 
probably the Friday before Thanksgiving Break). 

At Wagner College, we have the fraternities much like the 
sororities have one week of Rush instead of the typical two 
week period Open Rush (open to all students) week one 
followed by Closed Rush (open only to eligible students). 

Communication: 

If an organization falls below quota (after recruitment) 
communicate that information to Panhellenic. 

If an organization which was at quota, falls below and extends 
a bid (which is accepted) communicate that information to 
Panhellenic (so they may congratulate that organization). 

Reach out to the advisors just to check in and ask any possible 
questions in advance. 
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Things to Consider When Planning an Event  

(Event Planning Timeline) 

 

1. Two to Four Months Out Starting the Process 

Create a budget worksheet 

Reserve the space(s) needed through Ad Astra 

Meet with the planning committee to discuss plans and ideas 

Identify what portions of the event will need to be contracted (DJ, performers, 
sound, security, etc.) 

Consider meeting with the Event Services Committee  

Review performance contracts to identify what other services will be needed: 

 Food/Catering/Refreshments/Snacks YES/NO 

 Provide overnight accommodations? YES/NO 

 Additional Parking/Expecting Outside Guests YES/NO.  

 Event setups (Room Layout/Floor Diagram) YES/NO 

 AV/Tech & Multimedia Support YES/NO 

 Selling Tickets at the Door YES/NO 

 Are you showing a movie, film or video clips? YES/NO. Did you secure the  
 movie/film rights? YES/NO 

 Are you selling items at the door or hosting a vendor? YES/NO 

Contract all performers and event services. 

Obtain biographies and backgrounds on performer(s) – this will be needed to 
assess security at your event. 

 

2. Minimum of One Month Out 

Review performance contracts (if applicable). Are there additional services 
based on the contract to negotiate and/or provide? 

Develop a timeline for night of event 

Develop publicity campaign 

Process contract and invoice for payment  

 

3. Two to Four Weeks Out 

Start marketing/publicity plan  

Determine when, where and cost of tickets if they are being sold 

Obtain volunteers 

Review budget. Is the event coming in on budget? 
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Things to Consider When Planning an Event  

(Event Planning Timeline Continued) 

 

4. Two Days to Two Weeks Out 

Refresh all marketing/publicity methods 

Call performers/agent to finalize all arrangements 

Exchange emergency contact information with any speakers, performers or service providers 

Develop a task list/checklist/timeline for day of event 

Verify all contracts have been processed for payment with Student Government Association 

Gather all requests/work orders into one central location for easy access (a clipboard or folder with 
all communications is recommended) 

Gather any supplies, decorations, other things you need to take with you to the event (a box is a 
good way to keep all things together for a quick pick up and go) 

 

5. The Day of the Event 

 

Pick up check(s) for performers  

Do a walk-through of all locations (dressing room/performance/event areas). Are the room 
arrangements set? 

Meet performers. Get them situated. Do they need anything? 

Double-check all service orders and verify completion (introduce yourself to custodian, police, etc.) 

Complete sound check if necessary 

Obtain an introduction from performer, review the event with the speaker/performer step by step 
(any special requests or logistics that may need addressing) 

Meet with volunteers – do a run-through of event (clarify roles) 
 

6. During the Program 

 

Introduce the performer(s) 

Have a runner by the performance area for last-minute performance needs 

Do a sweep of the venue area – make sure everything looks good 

Keep a bird’s-eye view of the event – it is important to not forget you are still in charge of the 
event 

 

7. After the Program 

 

Pay the performer(s) 

Return the venue back to the way you found it (clean up, etc.) 

Thank your performers, service people, volunteers, etc. 

Complete a post event evaluation for future years – what worked well, what needs improvement, 
etc. 

Complete a budget review of event, reconcile budgets 

Count and deposit monies into a safe place  

Submit any budget/follow-up paperwork 
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Things to Consider When Planning an Event (Continued) 

 

Type of Event 

Conference 

Lecture 

Meeting 

Panel Discussion 

Reading 

Reading/Book Signing 

Symposium 

Workshop 

Other  ______________________ 
 

Contact Person (Usually the chair of organizing committee) 

Name 

Address 

Telephone number/Fax number 

E-mail 
 

Committee 

Members (include telephone numbers and e-mail addresses) 

Meeting schedule 

Distribution of responsibilities 

 

Audience Development 

Who is required or interested in attending this event?  

Is this an event that will enhance the group’s image? 

Do we have enough members in our group to run the event, and is everyone committed to this 
project? 

 

Budget 

Source of funds 

How much will it cost to put on this event? 

Will there be a fee for a speaker or performer? 

What will we have to pay for?  

Do we have money in the budget to cover all expenses (even if we don’t make a dollar on ticket 
sales)? 

 

Space Reservations 

Access the Ad Astra 25Live site at: schedule.wagner.edu  

Location(s) for event (consider capacity requirements) 

Location for reception 

Location for dinner 

Inclement weather plans 
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Things to Consider When Planning an Event (Continued) 

 

Disability Access and Accommodations for Speakers, Special Guests, 

and Participants 

Access accommodation notice on announcements and invitations, when appropriate 
(Examples: “Please list any disability accommodations needed.” or “For disability 
accommodations, please call the Office of Disability Services at 718-390-3278.”) 

Accessible location 

Special transportation 

Accessible hotel room 

Lowered podium 

Wheelchair access to stage 

Special seating section 

Sign language interpreter/communication assistance 
 

Speaker/Panelists 

Invitation 

Background information (CV; Social Security number; publicity photograph; title of lecture, if 
applicable; audio and video release forms, if applicable; background reading material, if 
applicable) 

Speaker’s/panelists’ agent contact information, if any, including telephone numbers 

Honorarium 

Campus escort(s) 

Travel plans 

Accommodations* 

Ground transportation between airport/train station and campus (hire local transporter: or 
request a vehicle through College Motor Pool/Public Safety) 

Campus shuttle transportation (request a vehicle through College Motor Pool/Public Safety) 

Parking/parking passes (contact Public Safety, ext. 704-390-3165, for passes) 

Identify individual to introduce speaker/panelists at event and/or moderate panel 

Thank you/honorarium & expense reimbursements 
 

Special Guests 

Invitations 

Travel plans 

Campus escorts 

Accommodations 

Ground transportation between airport/train station and campus  

Campus shuttle transportation (request a vehicle through College Motor Pool/Public Safety) 

Parking/parking passes (contact Public Safety, ext. 704-390-3165, for passes) 

Follow-up, if necessary, after event 
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Things to Consider When Planning an Event (Continued) 

 

Invitations/Registration Information 

Design/Printing 

Guest list 

Include campus map on invitation or enclose = 

Response deadline date 

Person/telephone number to whom to respond 

Extra invitations for archive files 

Name and telephone number of contact person (Voice and TTY*) 
 

Dinners/Receptions 

Budget 

Lackmann Dining/College Catering 

Menu-planning (mindful of dietary restrictions) 

Number of tables and chairs for dining 

Number of chairs at head table 

Flowers 

Linens 

Final guest count 

Place cards 

Host/Emcee 

Schedule of evening/timeline 

Podium and microphone  

Photographer 

Coat rack 
 

Registration 

Tables/Chairs/Linens 

Name tags 

Conference/Meeting Information Packet/Pencils/Pens 

Gifts/Take-aways (if desired) 

Information table 

Trash receptacles 

Coat racks 
 

Book Signings* 

Bookstore providing books/service 

Location for book signing 

Podium and microphone, if required 

Table for books/chair/linens/flowers  

Table/chair for author 

Cashier 

Cashbox/cash for change 

Distribution of funds after event 
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Things to Consider When Planning an Event (Continued) 

 

Marketing/Publicity  

Who is our target audience? 

What is the projected attendance? 

Have we reviewed the campus advertising policy? 

How will we publicize to reach our target audience? 

 eBlast 

 Daily Bulletin 

 Ad Astra Online Calendar 

 Local media calendars 

 Posters (contact Copy Center)  

 News Release (contact Public Relations at least one month in advance of event) 

 The Wagnarian 
 

Audio Visual Needs 

Overhead projector 

Slide projector 

Data projector 

CD player 

DVD player 

Laserdisc player 

VHS/videocassette player 

Audiocassette player 

Laptop 
  

Video/Audio-Taping Request 

Permission of speaker/presenter 
   

Platform/Room setup 

Water Bottles/Glasses 

Table (panel discussion) 

Linens (including skirting) for table 

Chairs (on stage) 

Microphones 

Physical layout to Facilities & Technical Services 

Podium spray (flowers) 

College Banner or Seal 

Bulletin boards/chalk boards/easels/large writing pads (determine whether required and 
take into consideration when reserving space) 
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Things to Consider When Planning an Event 

(Continued) 

 

Sound Needs 

Podium with microphone 

Lavaliere (small clip-on microphone) 

Microphones for panel 
  

Lighting Needs 

Special requests 

 

Additional Staff Assistance 

Campus Operations 

Lackmann Dining/College Catering 

Help Desk 

Co-Curricular Programs 

Housekeeping 

Public Safety—*Public Safety determines whether there is a 
need for Public Safety officers at an event and whether a Police 
Officer or Sheriff's Deputy is needed to direct traffic. 

 

Reserved Seating 

Press section/reserved special-guest seating  

Signage  

Special-needs section (interpreter, other)  
 

Miscellaneous 

Thank You Notes 


