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INTRODUCTION
Being actively involved in activities and organizations outside of the classroom is crucial aspect of the
college experience. Extracurricular involvement allows students to become more engaged with their field
of study, immersed in an organization that stimulates the development of career aspirations, provides
them the opportunity to learn more about other cultures, or simply develop an sense of belonging on the
Hollins University campus. Student involvement outside the classroom stimulates the growth and
development of interpersonal skills which are key to one’s future success.
Advising also benefits the advisor as it provides an opportunity to develop personal relationships with
students outside of the classroom or office. This commitment also allows the advisor to refine their own
time management, organizational, and leadership skills and can provide an opportunity to share their
passions with a broader audience.
The office of Student Activities and Orientation appreciates your dedication and commitment to our
students and is available should you need assistance or have questions. Please utilize myself and this
handbook as a resource.

Megan Canfield
Director of Student Activities & Orientation
canfieldm@hollins.edu
x6986

2|P age

ROLE OF THE ADVISOR
Accepting the role of an organization’s advisor is a big commitment, but demonstrates your dedication
and passion for student success. Being engaged in the organization you are advising fosters trust and
builds rapport among the students. Some students may be taking up their very first leadership role and
will come to depend on your guidance as a mentor. Others will already have firmly established skills and
require an advisor’s presence simply because it is required. Either way, an active advisor is a key
component of a successful organization.
ADVISOR QUALIFICATIONS
Salaried Faculty and Staff as well as Graduate Assistants may serve as organization advisors. Hourly
Staff and Graduate Assistants will need to consult with their supervisors and potentially flex their time if
needed. Once a Fac/Staff member agrees to serve as the advisor, they need to sign off on the Club
Registration form each fall semester or on a new form in the advisor changes during the year.
Role of Advisor
Advisors play an important role in the extracurricular experience, for it is their guidance and participation
in the organization that assists and encourages the students to become involved and to gain valuable
experience in how to function in an organizational environment.
The University sees the advisor as serving a pertinent function to preserve the existence of the
organization, including the following:
1. Advising the organization on university policy, including educating the members and assisting
them in their work within the University structure.
2. Providing direction for managing the organizational budget
3. Assist with planning and implementation of organizational programs and the use of university
facilities for those programs.
4. Attend meetings and activities involving the organization as necessary.
5. Assisting the organization in annually setting realistic goals and objectives, and then keeping the
group focused on these.
There are other functions of the advisor that include providing continuity, facilitating growth, and serving
as a teacher that are equally important. If any assistance is needed, please contact Student Activities and
Orientation at 540-362-6986.
ROLES PLAYED BY THE ADVISOR
Below are some of the many roles you might assume as an advisor:
Mentor
As you become more involved in the lives of the students in your organization, they will begin to look up
to you and approach you seeking everything from career, to academic, to personal advice. Be prepared
for this by being knowledgeable of the various academic programs which your students are involved in
and be sure to have a good understanding of what job options are available for your specific discipline. It
is not necessary that you know the answer to every question a student will ask, but it is crucial that you
know where to find the resources to get your students the answers they need. They key is to demonstrate
a genuine interest in the success of your students and they will continue to trust and respect you.
Team Builder/Conflict Mediator
One of the biggest challenges in working with college students is that students develop a sense of
individuality and have their own (not always clear) vision of what they want from the organization. Part of
your role may include helping the officers of the organization inspire the group to develop a shared vision
and mission for the organization. Because of the broad spectrum of personalities present, conflict is
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bound to arise. This is an area you may need to assist the officers in by facilitating positive and open
communication rather than contentious debate among group members.
Educator
As an advisor, your role as an educator will often come through the modeling of behavior, guiding the
student in reflection of his/her actions, and being there to answer questions. One of the most difficult,
yet most important roles of an advisor is to not take charge of the group. Remember you are there
to facilitate the learning and leadership development of your organization’s members. If the students are
not allowed to plan events on their own, even if you feel as though they are not going about it in the most
effective manner, how are they able to truly learn the skills we are seeking to teach.
Motivator
Many students may easily get discouraged as they encounter failure or not have an idea embraced as
enthusiastically as they had hoped. It is important to maintain a constantly positive and supportive
attitude. Utilize reflection techniques to allow students to learn from their mistakes so that they can make
changes to be successful next time. Always maintain a clear definition of the purpose of the organization
so that you can communicate it with the members of your organization and instill your passion in them. Be
certain to highlight successes, no matter how small, to make the group members feel appreciated and
understand that their efforts are not in vain.
Policy/Legal Interpreter
One of the biggest challenges for students is to recognize and understand university policies and
procedures. This will be one of the main areas where you will need to be prepared. Be sure that you fully
understand the policies and procedures (some of which are included at the end of this handbook) and be
able to explain university polices to students in terms easy for them to understand. This is one area you
may need to step in as students, who often do not understand the purpose of risk management, may try
to bypass certain policies to plan an event or activity. Students also need to be aware of any local, state,
and federal laws which may affect the organization. Students don’t always understand that policies and
regulations are in place that dictate how to run (and not run) group sponsored activities. As the advisor,
you may need to step in and make sure that the students take into consideration these policies and
understand the reasoning behind why said policies are in place.
ADVISING DO's
1. Allow the group to succeed, but remember that now is the time for them to learn from
their mistakes.
2. At the beginning, as well as periodically, develop clear expectations about the role of the
advisor and your relationship to the organization.
3. Be a sounding board for the organization. Assist the group in setting Specific,
Measurable, Attainable, Relevant, and Timely goals.
4. Keep your sense of humor and enthusiasm. Share creative and alternative suggestions.
Provide progressive feedback for activities planned by students.
5. Learn what the students want to get out of the organization. Support them in their journey
of accomplishing these goals.
6. Ask officers to assist with procedural matters. Be knowledgeable of the organization’s
purpose and constitution, ongoing goals, national, state, or regional expectations or
bylaws, and help give feedback.
7. Represent the group and its interests in staff and faculty meetings. Reach out to other
advisors or departments for assistance.
8. Ask the executive board to orient new officers and members to the history and purpose of
the group and help them to build upon it. Help members look toward the future by
developing long-term goals and communicating those plans to future members.
(Adapted from http://www.myacpa.org/comm/student/documents/acpaadvisormanual.pdf, p. 5)
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ADVISING DON'Ts
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Know it all
Be the leader or “run” the meetings
Manipulate the group, impose, or force your opinions on them
Close communication
Tell the group what to do, or do the work of the president or other members of the executive
board
Take ownership for the group, be the “parent,” or the smothering administrator
Be afraid to let the group try new ideas
Become such an advocate that you lose an objective viewpoint
Allow the organization to become a one-person organization
Be too laissez-faire or autocratic
Assume the group handles everything satisfactorily and doesn’t need you
Assume the organization’s attitudes, needs and personalities will remain the same year to year

(adapted from Schreiber, V. and Pfleghaar, E. “Supervising vs. Advising”, UMR-ACUHO, 1999)

GROUP DYNAMICS
As the handbook has already mentioned, in the advisory role one must have a good understanding of
student motivation and behavior. This section is not going to attempt to cover every detail of group
dynamics, but it will give a broad overview. For more information, consult the many books on advising
student organizations.
The overlying theme of the college student is their need to feel a sense of belonging. Student
Organizations are the perfect way to appease this desire, as it connects the student with others who
share their interests. The problem develops as new students will be nervous about opening up and
contributing to the group as they do not yet know the other members well and may lack confidence in
their skills. As the advisor, set the example for your group members by being open (within reason) and
welcoming of the old and new group members. The challenge for any advisor is finding the balance
between being overly involved in the group and appearing disengaged (Sherif and Sherif, 1964). You
don’t want group conflict or disorganization to be detrimental to the group; however some contention can
be healthy and help members develop their leadership and interpersonal skills. Be sure that the group
officers do not get discouraged as the organization experiences its inevitable ups and downs, which are
part of the group development process.
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BUILDING AN EFFECTIVE ORGANIZATION
DEFINING THE ORGANIZATION
The first thing that any organization must do is develop a clear purpose as to why they are in existence.
This purpose could be something as simple as a statement like "providing an outlet for fun intellectual
discussion about the socioeconomic and political impact of piracy" or be a detailed bulleted list. Without a
definitive mission, the organization will find it hard to plan activities and events as it will have no long term
vision of what it hopes to achieve.
DRAFTING A CONSTITUTION
This step is often the bane of many a student’s pursuit of organization creation- however in order to
function properly (and be recognized by Hollins) a constitution is a necessity. The purpose of a
constitution is to define clearly what the organization is all about and how it operates. Be sure to really let
the students take charge of writing the constitution just be prepared to advise them on some of the legal
terms that may be confusing to students. Keep in mind and maintain the students’ focus on the purpose
of a constitution is to define exactly why the organization exists. Constitutions must be turned in for every
new campus organization and a new copy must be turned into the SGA Club Coordinator if changes are
made once they have been approved by Student Government. If a previously existing campus
organization fades away and then re-emerges, a new constitution should be submitted. On the following
pages is a sample constitution:

6|P age

Hollins Book Club
(Model) Constitution – Academic Year
Article I – Name
The name of this organization shall be the Hollins Book Club or HBC for short.
Article II – Mission Statement
The purpose of the Hollins Book Club (HBC) is to promote reading outside of the classroom for fun and enjoyment by
coordinating a “Book of the Month” program as well as twice a semester table sitting to promote books that the student of
Hollins University may find enjoyable.
Article III – Membership
Section A – Student Membership
Any student of Hollins University, regardless of race, gender, ethnicity, sexual orientation, disability, religion, or political
affiliation is eligible and welcome to become an active member. This organization complies with all state and federal laws
as well as the non-discrimination policies of Hollins University. All members are eligible to vote and have an equal say in
the policies and decisions made by the organization. Once a student attends 2 meetings or events, they become a Student
Member.
Section B – Associate Membership
Non-students affiliated with Hollins University including faculty, staff, administrators, and alumni are able to act as
associate members who can attend all HBC events and meetings, but may not vote or hold office.
Section C – Quorum
In order to meet quorum, a minimum of 60% of Student Members must be present. Without quorum, decisions impacting
the club as a whole cannot be made.
Article IV – Hazing
This organization abides by all state and federal laws as well as the policies of Hollins University as found on page 33 of
the Hollins Student Handbook.
Article V – Officers
Section A – Officers
The HBC officers shall consist of President, Vice President, Secretary, Treasurer, and SGA Representative.
Section B– Qualifications
Any Student Member who has been active with HBC for a minimum of one semester and who has a cumulative GPA of at
least 2.2 may run for an elected position. The candidate must be nominated during a minimum of one meeting prior to the
date of election.
Section C– Term of Office
The term of office shall be from May 1st through April 30th
Section D – Officer Removal
If it is found that an officer is not fulfilling their duties, a member must present their case for removal before the rest of
the organization. After the case is presented the present members may remove the officer in question with a 2/3 vote.
Section E – Officer Vacancy
If an officer feels as though they can no longer fulfill their duties, the officer must notify the organization two weeks
before they plan to step down. This will provide the organization enough time to run a special election to replace the
officer. In the case of the President vacating the office, the Vice President will immediately move into the vacant position
and a special election will be organized to replace the Vice President.
Section F – Officer Duties
1) The role of the President Shall be to
a) Act as a figure head for the organization
b) Organize agenda for and run both bi-weekly club meetings and monthly Executive Committee
c) Supervise Club Committees including the selection of the “Book of the Month”
d) Oversee recruitment for the club and organize volunteers for table sitting and the Club Fair
e) Fulfill any needs from the SGA Club Coordinator or delegate if unable to attend or fulfill
2) The role of Vice President Shall be
a) Take on the duties of President in the case of their absence
b) Coordinate promotion and marketing of the club and its events
c) Turn in the Semester Report to the SGA Club Coordinator
3) The role of the Secretary shall be
a) Act as the chief communication officer
b) Keep members informed of upcoming events and meetings
c) Record meeting and event attendance
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4)

5)

The role of the Treasurer shall be
a) Manage all funds collected by the organization
b) Turn in the monthly ledger to the SGA Treasurer
c) In conjunction with the President plan the yearly fundraiser for the club
The role of the SGA Representative shall be
a) Attend all SGA meetings
b) Communicate with the club members the proceedings of each SGA meeting
c) Act as a liaison between SGA, other student organizations and HBC

Article VI – Executive Committee Meetings
Meetings of the Executive Committee will take place once a month at a time and location decided by the officers at the
beginning of each semester. The President may also call for Special meetings if they feel it is necessary, but must give two
days’ notice to the other officers via phone call.
Article VII – Advisor
The Advisor must embody the spirit and purpose of the organization and be present at, and supportive of all group
activities and group meetings as needed.
Article VIII – Elections
Section A-Time of Elections
Elections will take place at the second to last meeting of April unless an alternative date is voted upon by 2/3 majority of
active members.
Section B-Nominations
Candidates are to be nominated by any active member a minimum of two weeks prior to the election in order to place the
candidate’s name on the ballot.
Section C-Quorum
In order for elections to take place, a minimum of 60% of active members must be present.
Section D – Election Procedure
Candidates will have the opportunity to give a brief speech (maximum of five minutes), but it is not required. Votes will be
cast by secret ballot and a simple majority (51% of active membership present) is required to be elected. In the case of a
tie or no candidate receiving a majority, a run-off election including the top two candidates will take place.
Article IX – Meetings
Section A – General Meetings
Meetings shall be held bi-weekly at a time decided by the student members at the beginning of each semester. Section B –
Special Meetings
The Executive Committee may also decide that special meetings are necessary, but must provide two days’ notice to all
active members two days in advance by using the phone chain.
Section C – Club Events
HBC will host once a month the “Book of the Month” with the discussion of the book happening at the last meeting of a
month. Additionally, twice a semester the club shall table sit in Moody for no less than two days to promote books, the
club, and reading in general to the students of Hollins University.
Article X –Rules of Procedure
HBC will follow the processes outlined in the current edition of Robert’s Rules of Order, Newly Revised to run the monthly
Executive Meeting, bi-weekly General Meetings, and all Special Meetings.
Article XII – Amendments
The constitution can only be amended during a meeting in which quorum is met and a 2/3 vote on the amendment is
received. The amendment may be proposed by any member of the club and must be presented a week prior to the official
vote.
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MEMBERSHIP RECRUITMENT
The student government policy is that a campus organization be made up of a minimum of five members,
but remember, students graduate and you must think about the long term sustainability of your
organization. Listed below are the steps for successful recruitment that you should share with student
leaders of your club:
1. Set Goals and Expectations- As with everything, the key to success is having a clear definition of
what exactly your organization is trying to accomplish and set a reasonable plan of attack to
accomplish it. The first step in the recruitment goal setting process is to identify exactly what
kinds of students you want to target as well as ways to reach out to those students. This is why it
is so crucial to keep the mission of the organization in mind as you go forward with all actions
pertaining to the organization. Have current members focus on their initial motivation for joining
and their continued involvement so that they can better encourage prospective members to join.
2. Get Everyone Involved- Recruitment is not a solo operation; therefore it is important to get all
active members involved. Word of mouth advertising is the most effective way to attract new
members and the more people who utilize their personal networks, the larger the pool will be.
3. Develop a Creative Advertising Campaign- Your organization needs to take advantage of major
events such as the Organization Fair to recruit, but when competing with 20 other clubs, it is
important to do more to ingrain your club in students’ minds. Don’t simply rely on the mundane
flyers that everyone else is posting, but go beyond that and think of some innovative ways to get
your name out there. For example, the Pirate Club, could have a skeleton or dummy caged up
and hanging in a high traffic (approved) position with a sign reading "Don’t get hung up in the
gallows, check out the Pirate Club!" Also be sure to include the date, time, and location of your
first meeting.
4. Plan an exciting first meeting- The first meeting of the semester may in fact be the most crucial as
it can be the deciding factor as to whether or not a student will become an active member of your
organization. Be sure to make all new students feel welcome and appreciated. The key, as with
all meetings, is organization and planning. It is imperative that there are constant activities going
on and that there is little time where students are not engaged in some way. Steer clear of boring
topics such as budgeting as you want to have the take away of the meeting for the student think
“wow that group is fun! I’m definitely going to keep coming to meetings!” Rather than “boy they
really seem to not get anything done other than sit around and talk.”
RECEIVING AND MAINTAINING RECOGNITION
The process for becoming a recognized organization is outline in the Club Handbook. Copies are
available from the Director of Student Activities and Orientation. Clubs who wish to receive funding from
Treasury Board as part of the Spring Budget hearings, apply for extra funding from Treasury Board, or
apply for Contingency funding from HAB must be recognized student organizations. Use of the name
“Hollins” in any club name and university recognition in no way implies that Hollins University condones or
supports any or all activities of a recognized club.

REGISTERING NEW ORGANIZATIONS
Prior to making application to receive university recognition, the group should meet the following criteria:
1. Organizations must have at least one faculty or staff advisor who is a current member of the
faculty or professional staff at Hollins University. Non-salaried staff members or graduate
assistants should consult with their supervisor before agreeing to serve as an advisor.
2. Members must be currently enrolled students (full-time or part time) in good standing with the
University.
3. Organizations should maintain a membership of at least five (5) qualified individuals.

4. Organizations are to operate under a constitution approved by the Student Governing Association, of which
a copy must be kept on file with the SGA Club Coordinator
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After the group has been formed and meets the above criteria, the group should adhere to the following
steps to achieve university recognition:
1. At least one executive officer and the advisor meets with the SGA Club Coordinator to review the
constitution and any bylaws of the organization and submit for approval
2. After reviews and recommendations, the Office refers the constitution to the Student Government
Association (SGA) for review.
3. SGA reviews the constitution and bylaws. Once approved, the organization is considered
approved.
RE-REGISTRATION OF AN EXISITING ORGANIZATION
After an organization has gone through the recognition process, they must re-register with the SGA Club
Coordinator and Student Activities and Orientation at the beginning of each school year or if there are any
officer changes.
Steps for Re-registration:
1. Complete an organization registration form and send it back to Student Activities and
Orientation or the Club Coordinator
2. A current list of officers' names and e-mail addresses must be on file in the Office of
Campus Life.
3. Any changes of officers or advisor should be reported in written form to the SGA Club
Coordinator within 10 days of the change (s). The same is true of all constitutional
changes, which will be subject to approval by SGA.
Copies of Student Organization Registration Forms are available in the SGA Office, from the Director of
Student Activities and Orientation, and from the SGA Club Coordinator.
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Requirements for Recognized Clubs
Once recognized, each Club must:
1. Hold one event a semester
a. Event should be open to everyone from the Hollins community, be widely
publicized on campus, hosted in an open location, last at least 2 hours, and have
an attendance of at least 5 non-club members.
b. Literary Magazines do not need to host an event, but must show that they are
working to accept submissions from the Hollins community.
2. Turn in a Post Event Evaluation for at least one event a semester. Clubs may host as
many events as they would like, but at least one must be reported and one must have an
evaluation turned in.
3. Send an end of the semester report to the Club Coordinator outlining how the semester
went for the club.
a. These are due before the final senate meeting of the semester.
4. Turn in a monthly Financial Ledger to the SGA Treasurer.
a. Ledgers are due September through a projected May. Even if a club does not
spend any money in a month, they must still turn in a ledger to the SGA
Treasurer. There is a 5% penalty for each missed ledger.
5. Host a fundraiser once a year. Please let the DSAO know ahead of time to make sure to
comply with all Hollins policy.
a. Does not apply to literary magazines, but they can hold a fundraiser if they would
like.
6. Attend weekly Senate meetings. If your representative cannot make it, a
substitution/proxy should be sent.
a. If you miss 2 meetings, a warning will be sent. After 3, the President should
contact the Club Coordinator to discuss future steps or deactivation proceedings
will begin.
7. Clubs MUST attend the Fall/Spring Club Fair and the Club Orientation in the fall.
a. 5% budget reduction per event for non-attendance at a club fair or other
mandatory events as directed by the Club Coordinator. A 20% reduction will be
issued in funding for non-attendance at Club Orientation.
Other Things to Note:
 According to the SGA constitution, clubs must be considered active for one semester
before they can petition SGA Treasury Board for funding
 If at any time leadership within the club changes, a new Registration Form listing the
officers should be turned into the Club Coordinator or DSAO.
 Budget Hearings take place in the spring semester. If a club does not attend their budget
hearing, they will be unable to petition for funding in the fall.
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OFFICER TRANSITION
In working with student organizations, it seems as though just as a student officer starts to really get a firm
hold on their role, they graduate or another student steps in. Due to this inevitable turnover, it is imperative
that the organization has a plan in place to make the transition as smooth as possible.
Here are some suggestions to foster a successful transition:
HAVE EACH OFFICER CREATE A TRANSITION BINDER
Why start from scratch each year? With a well-organized binder, the new officer can see what the
previous one found to work well and what didn’t go so well. The binder not only gives the new officer a
great starting point, but also allows the outgoing officer to do some final reflection as to what they learned
from their involvement. (note: the binder should be organized as the year progresses and not right before
the transition) A good binder includes:


The mission and goals of the organization



A copy of the most current constitution and bylaws



Detailed officer descriptions



Committee descriptions



A copy of the current Hollins University Club Handbook



Meeting minutes



Financial records including copies of ledgers both created by the treasurer as well as provided by
the Business Office.
A list of tips such as:
 I wish someone would have told me ____ when I started





Some resources I wish I would have known about sooner



What worked well?



What didn’t go well?



What challenges did you face?



What are some tips about the culture of the organization and the students who
are members



What are some long term goals yet to be accomplished?

ONE-ON-ONE TRAINING TIME
Make sure the outgoing officers meet with their incoming counterpart so that they may communicate to
them in more detail the advice outlined in the transition binder. This will be a good chance for the new
officer to ask questions of a peer who can guide the new officer on his/her upcoming experience. Not only
is it important for the students to get together, but as the advisor you will be working very closely with
these new officers, so do your best to reach out and get to know them and what they hope to accomplish.
DEVELOP CLEAR GOALS FOR THE YEAR
Have the officers all develop their own personal goals so that they get the most out of their new position
as well as be sure that the new officer group has developed a clear set of Specific, Measurable,
Attainable, Relevant, and Timely (SMART) goals to achieve in the upcoming year. This will provide the
officers with a baseline of how they are going to outline the upcoming year and give them a tangible
resource to gauge their progress as leaders.
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PLAN AN OFFICER ORIENTATION AND AN ORGANIZATION RETREAT
Work with the new president and the outgoing officers of the organization to organize a time where all the
incoming officers can get together to get to know one another better and understand the specific duties of
their new position. Most importantly, it will provide an opportunity for the officers to communicate their
personal goals for the organization and lay the groundwork for a successful year. An off campus retreat is
a great way to do this as it provides the officers a chance to really reflect on their vision of the
organization; however this can be logistically difficult and the budget may not allow for it. It is essential
though that the officers are able to have some type of orientation prior to their first meeting or event so
that they may have a clear direction.
Remember that the officers only represent one segment of the organization and all students need to be
included in the goal setting process. Retreats, as mentioned above, are a great way to do so as it brings
everyone together in a relaxed atmosphere. A retreat can be as simple as a day of teambuilding and goal
setting on campus or as complex as weekend high ropes course. Just remember that although the
members should have a good time, they are there to bond with one another and get organized for the
year. Again, the key is organization and planning. Be sure to incorporate the officers in the planning
process and let them run a majority of the teambuilding and reflection exercises. Too many activities may
cause the students to get overwhelmed with leadership development and hinder their natural relationship
building. To prevent this, schedule plenty of free time.
CREATE A CALENDAR
The students may have developed many good event ideas, but unless they set dates for them they will
not see them come to fruition. The initial calendar does not to be set in stone as other university and
student events may conflict, but it should give a solid baseline of how the semester goals will be achieved
through the year.

ORGANIZATION MEETINGS
The key to having successful meetings boils down to effective planning. Students are constantly worried
about taking on too many time commitments and do not want to waste their time attending meetings
which are unproductive and disorganized. Regular meetings are necessary for successful groups as they
maintain group cohesion and ensure that the organization is planning successful events which achieve its
purpose. As the advisor, it will be your responsibility to guide the officers in this process.
STEPS TO A SUCCESSFUL MEETING:
1) Determine the purpose of the meeting- if there is no clear objective for the meeting,
then the meeting will simply be one where the students sit around chatting, possibly
regretting their decision to attend.
2) Make sure a detailed agenda is written-This will give the one conducting the meeting a
clear outline of what they must cover as well as let the members know what is going to be
covered. This will maintain focus and allow for an efficient meeting with limited
distractions. An officer should be the one to create the agenda for the meeting.
3) Make it FUN! Your organization does have other goals, but unless there are fun activities
to keep members coming back, the organization will not be successful. This could be
something as simple as doing a problem solving or team building activity at the beginning
or end of the meeting.
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4) Reserve the room!- Be sure that one of the officers schedules meeting and books a
room well in advance. Be sure to reserve a room of the appropriate size. A cramped
room or one that is too spacious can lead those present to focus on their discomfort
rather than the agenda. Let the students take charge of this task, but be comfortable
knowing the procedures and availability of university spaces so that you may guide
students effectively.
5) Record accurate minutes- Be sure that the secretary or other designated member
keeps track of all the important business that gets covered during the meeting. The
minutes do not have to have every word spoken at the meeting written down, but should
include all motions and decisions made. The minutes should be sent out to all members
within 48 hours of the meeting or posted somewhere that is easily accessible by all
members to enable members to review what the outcomes of the meeting were while it is
still fresh in their minds.
6) Evaluation- Periodically, the format of the meetings should be evaluations to identify
problems or note things that are going well.
MEETING PROCEDURE
Prior to the meeting, establish who will be running the meeting and who will be responsible for covering
each item on the agenda. Open for discussion to ensure that all points of view are addressed, but use
your discretion as to when the conversation is getting off topic or is becoming unnecessarily
argumentative. Allow the student running the meeting to take charge of this, but step in if meeting
becomes extra unruly.
Though every meeting need not be rigidly structured, it is recommended that campus organizations follow
the parliamentary procedures outlined in Robert's Rules of Order, Newly Revised to run all business
meetings. This is the most widely used form of formal meeting procedure and enables meetings to run
smoothly while recognizing the minority voice. For more detailed information, consult the most current
edition of Robert’s Rules of Order, Newly Revised.
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EVENT PLANNING
Every event, no matter how large or small, needs to be effectively planned in order to be successful. On
the following page is a basic checklist to follow while planning an event. With all events be sure to
consider how the outcomes of the event aligns with the mission of the organization. Though the event
may be targeted at a specific group, be careful not to exclude anyone. Make certain that the event does
not promote the stereotypes or demean any ethnic, religious, or cultural group. Be careful to vary your
programming so that it does not exclude anyone based on disability or financial status .For example, don’t
have all of your events be skiing trips. Do all of your events take place during the evening when it is tough
for students who have jobs or a family to attend? These are just some of the factors one must take into
consideration when planning an event.
If your event has a contract component to it, all contracts MUST be submitted to the Office of Student
Activities and Orientation so that they can get proper signatures. This includes contracts for speakers,
rentals, performers, etc. The Vice President for Business and Finance has signing power at Hollins.
It is required that the organization’s advisor, or current Hollins University employee be present at all
events that are open to the general public. If this is not the advisor, the advisor should let the Director of
Student Activities and Orientation know who will be present. In addition, the sponsor will provide
restitution for any damages or cleaning expenses incurred and assume the responsibility for cleaning up
university grounds and utilized space. The size and nature of the activity will determine the fee. If there
are any problems, a representative from Student Affairs in conjunction with the director plant operations
and services will assess the damage and determine the amount that will be charged
Off Campus Events
Some organizations may hold events off campus in the local Roanoke area. These locations will have
their own requirements during the contract negotiation phase that may possibly include the need for
insurance, use of certain caterers, security requirements, etc. Concerns over insurance requirements can
generally be easily resolved with the Business and Finance Administration Offices at Hollins, however
each organization can chose to purchase additional coverage depending on the scale of the event.
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Event Planning Checklist


















Define Objective of the Program- You can choose to answer this question in a variety of
ways, but the ultimate result should be the result of a larger conversation. The intended outcome
should be discussed as part of the initial planning. It is just expected that you take into
consideration those on campus, especially considering the funding sources.

Determine the target audience-This includes who as well as how many attendees you
plan on having. Is the event geared toward a specific group of students? Is it going to be
for the entire campus community?
Select a Date-When planning the event, confirm a potential date with the group
members and check the university schedule via my.hollins well in advance to be sure
that the date is open and will work well and does not conflict with major university
events.
Select a Location and Reserve it-Once the target audience is determined, select a
location which works best for the type of event and amount of attendees. If it’s an
informal workshop a meeting room in Moody will do, but if it is a larger event, consider
other areas on campus such as the Botetourt Reading Room.
Plan -Have a team of students working on developing an advertising plan, some working
with the treasurer on the budget, and others contacting speakers and planning out the
event. Put together a back-dated schedule with specific deadlines of when you plan to
achieve certain goals that are essential for the successful implementation of the event.
For instance the room should be reserved one month in advance of the event.
Promote it!- You may have planned a great event, but if no one knows about it they will
not be in attendance. As with the getting students to come out to your meetings,
innovative ways to promote your events are a must.
Have volunteers in place- What specific set up needs are there for the event? Are
there enough members available for clean up? Do the members understand their role?
Review all Potential Risks- Embrace Murphy’s Law for a moment and discuss with the
students all the potential problems that may arise during the event. Make sure that a
plan is in place for all of these risks. Not every risk will be averted but as long as the
students are aware that everything may not go exactly according to plan, they will be
less likely to panic when things go wrong.
Have a successful event- Allow the group officers and/or event chairs supervise the
club volunteers to make sure everything is going smoothly. Be ready to deal with any
issues that may arise and keep members calm, especially if it is a fast paced event.
Evaluate the event- It is important with all group activities to reflect on what went well
and what can be improved on so that the members may get the most out of the learning
experience of planning an event. The evaluation will also give the organization a solid
starting point for their next event.
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HOW TO RESERVE A ROOM
Booking Space
In order to reserve a space on campus, you must fill out an Event Request Form. To do this on-line go to
myhollins.edu, on the front page under CALENDAR, click REQUEST A SPACE. On the next page, follow
the directions for each entry field and fill out the information to the best of you knowledge. At the end
before submitting the request, you can review your request. Make sure you have requested everything
you need before submitting. A confirmation email will be sent to the email used to submit the request. If
you need to make any additional changes to your request, please email Chris Powell at
cpowell@hollins.edu or call her at her extension x6225. You can call regarding questions if you are
having difficulty filling out the form. The next page has more details about this process.
If you’re not familiar with the rooms on campus there are pictures posted on my.hollins under the calendar
section, “scheduling and events help”. The photos also indicate the room features (how many it will hold,
what A/V equipment is available, etc).
In most cases, space reservations for events should be finalized no later than 15 business days prior to
the event. This may not be the case with table sitting and other internal activities. Indoor events may be
scheduled on Friday or Saturday until 2:00 a.m., or Sunday through Thursday until 10:00 p.m. Outdoor
events must end no later than 10:00 p.m.
Booking Front Quad
In order to book Front Quad, submit a written formal request to the President’s office first. After
permission is granted to use the space, then submit an event request form. To submit a formal request to
the president, just email all the details of your event, time, date, estimated attendance and
performer/vendor to the president’s office at presoffc@hollins.edu
Table in Moody
To reserve a table in Moody, in the form your room choice will be “Moody Lobby” followed by a table
number. Up to 2 groups can sit at the Moody Counter which is labeled “Moody Counter”.
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REQUESTING A SPACE
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EVENT EVALUATION
It is always a good idea to evaluate events after they happen. On the following page is a sample
evaluation for members to fill out after an event, but they can create one which better suits their needs.
Each club is required to turn in at least one Post Event Evaluation Form each semester in coordination
with the one event they are required to host. Clubs can hold as many events as they would like in a year,
but most hold at least one.
Blank copies are available from the SGA Club Coordinator or from the Director of Student Activities and
Orientation.
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Name:__________________

Club Name:_____________
Post Event Evaluation

Name of Event:_________________________________________________________
Date of Event:_____________ Time of Event:__________ Total Attendance:________
Location of Event:_______________________________________________________
Description of Event: _____________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
What Went Well: ________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

What Didn't Work:_______________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

What jobs did members do before/during/and after the event?:____________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Suggestions:___________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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POSTING POLICY
Flyers are considered publicity materials that are 8.5x11” or smaller; posters are between 8.5x11” and
24x36”; banners are any materials larger than 24x36”. First-time registration (in a given academic year):
 Those requesting to advertise on the Hollins University Campus must be a recognized club,
organization, or an SGA interest club as defined by the SGA Club Coordinator.
 Clubs and organizations and SGA interest clubs must complete a publicity registration form with
their first advertisement of the year, regardless of type, and return it to the Director of Student
Activities and Orientation or the SGA Club Coordinator.
 All banners must be approved separately after a registration form is received.
 Registration will be recorded and a copy of this posting policy will be sent to the responsible
parties.
More on the posting/promotion regulations can be found on page 37 of the Student Handbook.
OTHER HELPFUL POLICIES
Advertising off campus
Advertising off campus should be limited to other local area colleges and universities. If you would like to
advertise within the Roanoke Community, you need to post the flyers in places best suited for advertising
Hollins events, such as libraries, bookstores, coffeehouse, café’s, boutiques, community centers (i.e.
YMCA, Jefferson Center) and churches. Posters or flyers must be posted inside an establishment not
outside on community boards or windows in open public spaces. You must get permission first to
advertise any announcements or events off campus from the Director of Public Relations (currently, Jeff
Hodges, his email is jhodges@hollins.edu x6503). Jeff needs to view any posters, flyers, or
announcements that are going off campus. Hollins’ logo needs to be on any promotional materials to
maintain consistency and uniformity. Please work with the office of Public Relations to ensure your poster
is approved for off campus posting.
You cannot post flyers on cars, distribute them by hand, or leave multiple copies randomly somewhere.
All advertising requests for the media must go through the office of Public Relations and be submitted by
Jeff Hodges. Please submit all event information and details to him for press releases.
Advertising on campus
Facebook, the myhollins events calendar, HUTV, and word of mouth and announcements are useful
methods for advertising. To advertise print materials on campus, submit a flyer and information to Kathy
Rucker (krucker@hollins.edu) at least two weeks prior your event for approval. There are several
community calendar websites available to advertise your events as well.
Stage Policy
To request a stage set up, you need to submit a MAINTENANCE REQUEST FORM at least a month in
advance. You also need to contact the current HAB Chair to get permission for use of the stage. To fill
out the form online, go to the main page on myhollins.edu, and on the top left-hand side of the page click
on the tap HOME, go to CAMPUS SERVICES and click on MAINTENANCE REQUEST FORM. From
there, please follow the directions of what you would like set up.
Stage Rental - Tent Rental --Outside Vendor
If the band or performer needs a different stage other than the one Hollins has, you will need to hire an
outside vendor to build it and break it down. If they require a tent, you will need to contact the
Maintenance Dept. to show you where a tent can be on campus and how far into the ground, it can go.
Noise Levels/Ordinance
For concerts outside, after 10pm we are in violation of local noise ordinances. Please review the Noise
Policy in the student handbook for more clarification.
SGA Funded Student Events can request a time extension for outdoor events past 10:00pm. Hollins
needs to submit a permit on your behalf through the County Board of Supervisors. Please note that
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permission for these events is up to the discretion of the Board of Supervisors and may or may not be
approved.
In addition, please make sure you have notified our on and off campus neighbors, and Chief David
Carlson at 6675. Chief Carlson will need to know the specifics in order to notify his staff.
Hosting a Concert or other major event at Hollins University
Mounting a concert or a performance at Hollins is not difficult, but it does require detailed organizational
skills, patience, and a sufficient budget. Here are some of the details written out to help you get you
started.
Off campus AV Vendors
Hollins does own a small PA system, two large speakers, two monitors, plus microphones and
microphone stands. To use this equipment, when booking your space, there is a section in the event
request form to request specific AV materials.
Gabe Simpkins (x6569) is the Media Services Specialist. He can answer any questions and help you set
up the equipment. For larger acts or performers that require more power than we have, you will need to
contact an outside vendor.
Booking Security – When and Why
Additional security guards should be booked for events when you are anticipating a large number of
guests for crowd control even if your event has alcohol present or not. They should be booked only
through the Office of Campus Security at least 30 days in advance. You may ask them to stand or hang
around a certain entryway or to check guests in or band over 21yr-olds, but that is it. They should not be
handling any entrance fees or passing out any party favors. They are here strictly to preserve order and
maintain crowd control. In the event of any disruption, please come get the administrator present to
handle the issue or problem.
Catering on or off campus policies
To cater an event on campus, please contact Nancy Smith. Her email is nsmith@merig.com. To have
another vendor cater your on-campus event, first you will need to request permission from the Director of
Dining Services, Lee McMillian. Her email is LMcMillian@merig.com. Meriwether-Godsey is our
contracted Dining Services and we are obligated to use their services. If the Dining Services Director
agrees to allow use of an outside caterer or for you to purchase your own food items, then you may do
so.
Alcohol at Events
Getting Alcohol/Paying for alcohol – ABC Laws 21 over space created
Please speak to the Director of Student Activities and Orientation first when deciding to plan an event that
involves having alcohol served. There are extensive policies and purchasing guidelines related to serving
alcohol for both on and off campus events.
How Do I Book…?
Booking Hotel Accommodations
We primarily work with two hotels, one on Plantation Road and one near the airport, that will provide a
corporate rate. You may be able to find a better deal but it does not mean the business agreement is
advantageous. Please discuss your needs with the Office of Student Activities and Orientation.
Booking on Campus Accommodations
Booking the Barbee House for a guest speaker or single performer goes through the Office of Special
Programming. You can just fill out an event request form and request a room in Barbee House. Room
rates may vary depending on the room.
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Booking a DJ
If you need recommendations of a local DJ that you would like to bring to campus or just need to hire one
for the night talk to the Director of Student Activities and Orientation. Again, you will need a completed
W9 from the vendor and a contract for the event.
My Speaker, Performer, Artist, or Musician is here. What do I do now?
Getting AV Equipment –
Contact Media Services Gabe Simpkins x6569 or through an off campus vendor.
Travel Accommodations for Speakers/Performers/Bands –
Try to have your band, speaker or performer make their travel arrangements. Most bands travel by car, so
you will not have to be concerned about them. I would not agree to fly a band to Hollins unless that cost is
included in their original performance price and not added on at the end. The same with speakers try to
have the speaker’s fee include their travel arrangements as well. Remember you are a student, not a
travel agent. Do not do their work for them. Gently and kindly let them know that you would like their
overall price to include their travel arrangements and guest accommodations if staying off campus. You
can agree to pick up meals and transportation arrangements for when they arrive.
Ground Transportation –
Typically, most speakers who fly in will most likely need shuttle arrangements. The closest airport to us is
Roanoke Regional Airport. Additionally performers can arrive by Amtrak. The station is located in
downtown Roanoke.
WHAT IS A…? A mini glossary
Green Room
A “Green Room” is a space designated for just the performer, band, or speaker to use as a dressing
room. Typically, this room should be near where they will be performing and should not allow for flow
through traffic. It should have chairs, tables, and a unisex bathroom nearby. Green Room requests are
food items and materials that a performer or band want while they are in the waiting to perform.
Rider
A “Rider” is another word for contract, typically used for just bands and performers; it details what they will
need for their event in terms of lighting, sound, AV equipment; and what the buyer/client (you) agree to
provide for them. Riders also include lists of food items and backstage supplies that they want present at
every performance. Once a contract is signed by both parties, any items remaining on the contract you
are obligated to provide. Feel free to negotiate rider items. If something is too difficult to find locally at our
food markets, make a polite request to the agent or manager to amend items listed within the contract.
Please work this out beforehand with the artist’s representative. You will be in breach of the contract if
you do not follow the agreement. You cannot purchase any alcohol items with university funds. Bands
generally understand this and will allow you to omit those items from your list.
Meal Buyout
“Meal Buyouts” are when a band prefers picking up their own meal either after or before the concert.
Generally, each member of the band and crewmember gets money allotted for them to eat. You can
decide to purchase the food on your own with a credit card, thus ensuring you get the receipt. Send along
several local restaurant menus via email to the ROAD MANAGER beforehand, and allow band and crew
members to order what they want from one menu chosen. You can deliver the food to them and have
them eat in a private room on campus.
Ground Transportation
Ground Transportation is any method of transportation that occurs on the ground. For example, either a
guest speaker or performer has arranged local ground transportation, using a taxi or limo service, or
rental car. Making arrangements or checking on their arrangements once they have landed is what
“Ground Transportation” means. You may be responsible for picking up your guest as well.
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Event Itinerary
Event Itineraries are created for guest artists when they are spending a whole day or a day and a half at
Hollins. It should include all the details from their arrival, to where they are staying on campus, who is
meeting them, and their departure. It should be a detailed accounting of their time on campus. You should
give a copy to the advisor, student in charge of the event, the performer, and their booking agent, so that
everyone knows about their schedule and their whereabouts.
Speaker Bio
When inviting guest speakers, you will need to have them introduced by either yourself or someone else
relevant to their talk. In the introduction, there should be a mention of their accomplishments and
background typically found on line or through their Booking Rep or Agent.
Booking Agent
A Booking Agent works for an agency that handles certain kinds of talent. They will act as the liaison for
your speaker, performer, or guest. They will handle all of the event logistics and negotiate everything with
you to make sure your event is a success and that their client is happy. One thing to keep in mind, they
sometimes need the deposit or portion of the payment to go to them, so when reviewing a contract
consider that you may need to make two payments toward the one event. If that is the case, you will also
need two completed w9 forms as well.
Tax-ID Number
A Tax-ID is a number most businesses have for federal tax purposes. It is the equivalent of a person
having a SS #. Tax-ID#’s are found on most contracts easily enough or obtained from the booking agent,
management firm, or vendor.
W9 Form
The business office requires a W9 form for all new vendors going forward. Most of them will recognize
the form and know what you asking. Any questions on this can be directed towards the Business Office.

RISK MANAGEMENT
As the advisor, you are viewed as the “responsible adult” of the organization and as such, you need to
have a clear understanding of both Hollins University polices and local, state, and federal laws in order to
give sound advice and guarantee the safety of your group members. Don’t be overly protective, but use
common sense to assess whether or not the activity being planned is in the best interests of the group
members. Going back to the theme of planning, as long as the steps listed above are followed, the event
will not only be successful but have minimal risk. Remember to plan for the worst considering all the
potential problems that may arise during the event. As long as the appropriate measures are taken, both
you and the organization will be protected from possible legal issues.
It is also important to make the students in your organization aware of the serious repercussions that can
result from a poorly planned event. In our lawsuit eager society it is easy for organizations and its
individuals to be found negligent if an event goes awry. Students rarely consider this risk as they begin
planning an event in which their main objective is simply to have as much fun as possible. This is why it is
important to help the students reflect on any potential risks that may be associated with the planned
activity.
Industry Standards
This is a simple area to follow. Anytime where events require certain equipment, be sure that it is used
according to industry specification. For example a “sit harnesses” no more than five years of age should
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be used for a rock climbing event. The harness should also be used exactly as specified on the harness’
instructions.
Events like climbing and swimming require qualified supervision. For example, if the group plans to have
a pool party, the industry standard is to have a minimum of one American Red Cross certified lifeguard for
every thirty swimmers.
Event Transportation
It may seem easy to simply allow group members to use private vehicles to make off campus trips;
however this creates another serious liability issue. The simplest way to avoid this risk is to use a
common carrier or commercial transportation. This approach will be more costly initially, but the carrier
assumes a majority of the liability in case of an accident.
Hollins University also offers a fleet of university vehicles which staff and faculty members may reserve
for organization travel based upon availability. To reserve a vehicle, speak to the Athletics Administrative
Assistant (x6436). If the organization decides to use private vehicles, ensure that these steps are taken:
1.
2.
3.
4.

All drivers have valid licenses with a safe driving record (no accidents, DUIs, speeding violations)
All drivers are insured
The vehicle is in good condition and not overloaded with passengers or luggage
Drivers should have adequate time to rest or be rotated to avoid fatigue

Liability Waivers
The following page contains a sample liability wavier. Students should fill these out any time they are
using university provided transportation, engaging in an activity which may be risky or could lead to injury
or any time you as the advisor feel it is appropriate. Signed waivers should be kept on file for at least one
year. Page one is a good standard for most events. Page two may be used if needed.
An blank copy of the liability wavier can be e-mailed by contacting the Director of Student Activities,
Megan Canfield at studentactivities@hollins.edu.
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HOLLINS UNIVERSITY
LIABILITY RELEASE AND WAIVER FORM
The following activity is being offered through Hollins University in Roanoke, Virginia. As used
herein, “Hollins” or “the University” includes but is not limited to Hollins University, Dean of
Students Office, Student Activities Office, Academic Services, International Programs, Hollins’
Outdoor Program or academic departments and their current or former faculty members, employees,
agents, officers, directors, and affiliates.
Activity ________________________________________________
Date(s) _________________________________________________
I fully understand my responsibility as a participant in the above named activity to act in a reasonable
and prudent manner. I also understand that any University faculty or staff in attendance will be acting
in an advisory capacity only. I understand that Hollins assumes no responsibility for my personal
safety or the welfare of my property and belongings in this activity, and that I alone assume all risks
associated with this activity. I hereby release, waive, indemnify and hold harmless Hollins from any
damages, claims, responsibilities or other expenses for personal injury or property damage resulting
from, or otherwise in connection with, my participation in this activity. I also release, indemnify and
hold harmless Hollins for any bodily injury to me while being transported by vehicle by a Hollins
faculty or staff member or other designated driver.
I understand that Hollins is providing transportation to and from the above listed activity and that the
return transportation is scheduled for:_________________________ (time and date). I understand
that Hollins will make reasonable efforts to contact me at the cell phone number provided below
before the bus leaves, though Hollins is under no obligation to do so. I fully understand that I am
responsible for my return transportation whether it be on the bus provided by the University or by
other arrangements I have or will make. I acknowledge that Hollins requests that I alert the
University representative immediately if I make alternative return arrangements from this trip.
I agree that, should any provision or aspect of this agreement be found to be unenforceable, that all
remaining provisions of the agreement will remain in full force and effect.

_______________________
Signature

__________________________
Printed Name

________________________________
Parent’s Signature if under 18 years old
Prepared August 23, 2010
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____________________
Cell Phone Number

_______________________
Date

I.

Insurance Information
My medical and accident insurance is provided by:
Policy number:__________________

Date:__________

Name of Carrier: ______________________________________
Policy Expiration Date: _________________________________
I hereby assume all responsibility for all my medical expenses that I may incur while
participating in this trip including the cost of my evacuation or return for medical or
other reasons.
Signature of student: ____________________________________
Signature of parent (if under 18): ___________________________
II.

Authorization of Emergency Care
In the event that I am rendered unable to communicate because of illness, accident, or
emergency while participating on this trip, I hereby give permission to qualified
emergency care personnel to hospitalize, secure treatment for, and take whatever
medical action(s) necessary to treat me.
Signature of student: ____________________________________
Signature of parent (if under 18): ___________________________

III.

Emergency Contact Person
Please give the name of a parent, guardian, spouse, or other person you would like
Hollins to contact in the event of an emergency:
Name: ____________________________

Relation: _____________

Address: ___________________________________________________
Telephone: _____________________

E-mail:____________________

I hereby authorize Hollins University to contact my parents about my physical or mental health while
I am participating on this trip if the University deems it advisable to do so.
Name: _____________________________________________________________________
Program/Activity: ____________________________________________________________
Signature: __________________________________________________________________
Date: __________________________
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Please return to appropriate director at
Hollins University

ORGANIZATIONAL TRAVEL
STUDENT DRIVERS/VAN POLICY – FROM PAGE 54 OF STUDENT HANDBOOK
To become an authorized driver, students must be at least 20 years of age or a third-year student at
Hollins University, have a minimum of two years driving experience, have signed approval from a Hollins
employee (the van authorization form and application form are available through the athletic department),
and must take a van driving course through the Athletic Department (the class is administered by an
outside safety compliance group). Please notify the Athletic Department in advance for information on
how to become authorized. The signed application and copies of the student’s driving record are required
in advance, along with presenting your driver’s license, in the business office. All driver applicants must
read, and acknowledge by signing, the complete van policy. This policy includes overnight travel and
student organizational travel regulations. In addition, the following regulations must also be met:
1) Only students who have been approved by Hollins University are allowed to drive the
university vehicles. This will include a driving course and DMV driving record review. Driving
tests must be scheduled at least two weeks in advance with the Athletic Department.
2) Drivers must not drive when driving conditions are hazardous (this includes but is not limited
to fog, heavy rain, snow or icy conditions).
3) No driver will allow more than ten people (including themselves) in the van at any time for any
reason. The only exception is the turtle top bus.
4) An additional van safety driving course is required. These are scheduled throughout the
semester.
5) this policy also applies to rented vans.
6) Drivers must be familiar with the entirety of the University Van Policy. All completed
documents are due to the business office in advance of the van driving course and before
authorization to drive.
OFFICIAL HOLLINS POLICY FOR VAN USAGE
CAR RENTAL POLICY

BUDGETING
Often times, students come to college with little experience managing personal, let alone organizational
finances. It is important that you set realistic expectations for events and activities so that students do not
get frustrated by the fact that they cannot simply take a SCUBA diving trip in the Bahamas. Working with
the students to develop a budget is crucial for the success of the organization as it enables them to set
feasible semester plans as well as teaches students the important life skill of money management.
WHAT IS A BUDGET?
A formal written guideline which provides historical data as well as future goals expressed in financial
terms set within a period of time. It is an effective tool for planning and managing funds as it outlines
estimated income and expenditures.
DEVELOPING A BUDGET
1. Begin preparations a month or more before the close of the current year
2. Prepare an outline of the organization’s planned activities for the coming year
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3.
4.
5.
6.
7.
8.

Do careful studies, investigations and research of funding, cost and resources
Determine the available funds (only fundraised dollars from the previous year transfer over)
Get price quotations on big expenditures, delegate responsibilities to members
Rank order by their relative importance, which activities are the widest expenditures of funds.
Choose programs to initiate; ask how much is available to allocate
Revise, review, coordinate, cross-reference, and then assemble into a final budget; the budget must
be flexible to anticipate conditions which might have been overlooked during planning.

(taken from http://www.myacpa.org/comm/student/documents/acpaadvisormanual.pdf, p. 9)

MANAGING THE BUDGET
1. Once approved, adapted and prepared, it should be monitored closely
2. Formulate procedures and policies needed to achieve objectives
3. Keep an accurate log of financial transactions (income/expenses); maintain in a record book (check
and balance records regularly.) Ledgers are due monthly to the SGA treasurer.
4. Set up internal controls designed for safeguards and accurate accounting data
5. Control cost-allow only approved expenditures
6. Assess budget regularly
7. After the budget period has elapsed, determine the outcome of each expense and revenue. Make
suggestions on how to improve next year’s budget.
(taken from http://www.myacpa.org/comm/student/documents/acpaadvisormanual.pdf, p. 9)

ACCOUNT MANAGEMENT
Statement of Financial Responsibility
The University expects each student organization to be fiscally responsible. All organizations should
practice sound management procedures to insure the fulfillment of this responsibility.
Each organization should anticipate its financial needs and plan ways to properly meet these needs. The
officers and the advisor should establish a budget, and the commitments of the organization should never
exceed the funds which it has available. Each organization must have all financial commitments approved
by a majority of their group and receive the signature of their advisor prior to the commitments being
made. University recognized organizations are encouraged to deposit their funds with the Hollins
University Business Office.
Petty Cash Vouchers, Hollins Reimbursements, Check Requests, Advances
The Director of Student Activities and Orientation must sign off on ALL financial paperwork for each club.
Additionally the SGA Treasurer will need to sign off on Fund Transfers as well. Papers can be brought
directly to the Director of Student Activities and Orientation in their office in Moody or left in the
appropriate colored folders in the SGA Office. These folders are checked regularly, but bringing them
directly to the Director is quicker. By submitting paperwork and not obtaining the Director’s signature will
delay the processing.
(https://sga.press.hollins.edu/forms/)
Getting Check Requests
You need to pay your band, vendor, or invoice with a check request. Here’s how you do it:
1.) Fill out a Check Request Form found either on line or in front of the SGA office. To fill out a
Check Request see the Director of Student Activities and Orientation. They can help access
the vendor code or the business office will fill in that information.
2.) Sign on the requested by line.
3.) Sign Check Request and turn it into the Director of Student Activities and Orientation or leave
in the folder in the SGA Office.
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4.) Check Requests must be in the Business Office by Thursday at 4pm filled out completely in
order for a check to be “cut” processed by the next Thursday.
5.) You can request on the form to pick it up or have it mailed out directly to the vendor. If mailing
directly to the vendor, please make sure the correct address is on the check request. If
picking a check up, you can pick up the Friday of the next week after 3pm at the Cashier’s
Window in the Business Office. Even if you are requesting to pick up your check, an address
still needs to be on the completed Check Request.
Other Ways Funds Can be Used
1.) Reimbursement – This is not the preferred method, but sometimes it is the only available.
When making purchases for your organization with your personal funds remember to keep all
the receipts. If the store you purchased goods from is on the tax-exempt list you should
secure the proper paperwork to ensure you are not charged tax. If you are charged and the
store is on the exempt list, you will not be reimbursed for the taxes paid.
2.) Getting Petty Cash: You can get petty cash out daily from the Business Office up to fifty
dollars a period for small purchases or to act as change at an event. You need to get a Petty
Cash voucher slip from the SGA office or Business Office. Have the Director of Student
Activities sign it and then present it to the Business Office for same day withdrawal. As with
anything, please keep all the receipts. If you intend to use Petty Cash to make change for
your event, than you do not need to get a receipt, but you do need to deduct the amount you
used in order to create change. For instance, you get fifty dollars in Petty Cash to put in your
cash box, at the end of the night; you need to pull out fifty dollars to return to the business
office the next day. This will also help you figure out how much you made for your event.
Club Ledgers
Ledgers, which are composed and maintained by each club’s treasurer, are detailed accounts of all
transactions (expenses and deposits) on a club’s business office account. Ledgers are due to the SGA
treasurer by 9pm on the 25th of every month September through a projected May budget. The sample
format for ledgers is available for download on the SGA website, under the “Forms” tab. A 5% budget
deduction of the total budget will be issued each month a ledger is not submitted. Even if there has been
no financial action within the month, a ledger is still due.

FUNDRAISING
Fundraising is a dreaded yet necessary task of any organization. Without a means of income, there is no
way for organizations to provide any kind of programming. Hollins University has specific policies
regarding fundraising (listed below) and it is particularly crucial that these policies are abided by in order
to avoid legal issues. No Hollins University student clubs or organizations are permitted to have any off
campus financial accounts. Additionally, no student may individually collect fundraising contributions and
store in a personal account. This is in direct violation of Hollins policy.
RECEIPT OF CASH & DEPOSITS
Each student organization is required by SGA by-laws to host at least one fundraiser per academic year.
During fundraising times, the club treasurer should make daily deposits of fundraised dollars to the
Cashier in the Cocke Building. Cash and Check Deposit forms are available in the SGA Office or from the
Director of Student Activities and Orientation. Coins should be rolled.
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FUNDRAISING POLICIES – FROM THE STUDENT HANDBOOK, PAGE 29
Fundraising by Students and Student Groups Students who wish to raise funds in the Moody Lobby must
reserve space through the calendar/request-a-space on my.hollins. Students who wish to raise funds in
the residence halls should contact the assistant dean of students/director of housing and residence life
(upper level of Moody Center). All fundraisers conducted on campus by students for the purpose of
funding student organizations must be approved by the Director of Student Activities and Orientation. All
information will be shared with the club coordinator and the SGA treasurer.
Any use of the Hollins logo or name on fundraising merchandise must be approved by the vice president
for external relations (or the director of development in the vice president’s absence). Joint Fundraisers
with Not-for-Profit and For-Profit Organizations Outside of Hollins Student clubs and organizations are
required to submit a proposal to the Director of Student Activities and Orientation no later than 60 days
prior to the proposed event/fundraiser for consideration. This is to ensure compliance with Hollins
University non-profit status.
Solicitations involving Hollins alumnae are, with rare exceptions, restricted to projects deemed to be
institutional priorities by Hollins leadership. Fund-raising by individuals for personal benefit or the benefit
of other individuals is prohibited.

ORGANIZATION FUND REQUESTS FROM TREASURY BOARD
Petitioning Treasury Board
The purpose of Treasury Board is to act as an emergency fund after all SGA funded organizations have
sought other financial avenues. All clubs and organizations are eligible to petition Treasury Board once
per semester (spring and fall) for budgetary needs. The only exception is in the event that a club or
organization fails to attend Budget Hearings in the spring. If a club fails to attend Budget Hearings in the
spring, they will not be eligible to petition Treasury Board during the fall semester. The next time they can
petition Treasury Board will not be until the following spring semester.
Petition Protocol
1. Sign-up for a time to petition by emailing the SGA Treasurer at least 48 hours in advance of the
weekly time designated for Treasury Board to meet. Sign-ups will be available once a full
Treasury Board is announced
2. Prepare a detailed petition, including:
Club or organization’s name; name of those petitioning for the club or organization; email
of those petitioning.
3. Delineated list of what the funds will be used for. (Research your amounts and be very specific!)
Bring 8 copies of your petition, one copy of your up-to-date ledger, and one copy of your
constitution.
4. Treasury Board will discuss your request and will notify the club’s representatives once a decision
is reached.
5. The petition will be presented to Senate the Tuesday following the petition and Senate can vote
to approve, disapprove, or re-evaluate the request.
PLANNING A FUNDRAISER
1. The first step, as with all activities, is to set a clear goal of how much you want to raise as well as
keep in mind the specific purpose of the funds.
2. Be sure to include everyone in the brainstorming process to get as many creative ideas as possible.
3. Reflect on past fundraising activities. What has worked in the past? What hasn’t gone so well?
4. Include everyone in the effort and know that everyone is on board for the operation.
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5. Determine your target market. Is the plan to solicit college students, professors, or members of the
community?
6. Know the overhead costs associated with the fundraising (how much are ingredients for brownies? Tshirts?)
7. Don’t forget to recognize all of those who participated.. Don’t leave out those who donated materials
or other non-club members who participated in any capacity.
8. As always, assess what went well and what can be improved for next time.
CO-SPONSORSHIP WITH HOLLINS ACTIVITY BOARD
Clubs are also welcome to approach HAB with funding requests to help supplement events that have
already been planned. Groups should be prepared to present in front of the board. Presidents who are
interested should contact the HAB chair no later than 1 week before to appear on the agenda. HAB meets
at 4:30pm on Tuesdays.

UNIVERSITY POLICIES AND PROCEDURES
ALCOHOL USE POLICY
Policies on alcohol use both Virginia wide as well as at Hollins University can be found on page 24 of the
Student Handbook.
HAZING POLICY
The policy on what constitutes hazing can be found on pages 33 and 34 of the Student Handbook. You
can also contact the VP for Student Affairs and Dean of Students Patty O’Toole.
POSTING POLICY
Flyers are considered publicity materials that are 8.5x11” or smaller; posters are between 8.5x11” and
24x36”; banners are any materials larger than 24x36”. First-time registration (in a given academic year):
 Those requesting to advertise on the Hollins University Campus must be a recognized club,
organization, or an SGA interest club as defined by the SGA Club Coordinator.
 Clubs and organizations and SGA interest clubs must complete a publicity registration form with
their first advertisement of the year, regardless of type, and return it to the Director of Student
Activities and Orientation or the SGA Club Coordinator.
 All banners must be approved separately after a registration form is received.
 Registration will be recorded and a copy of this posting policy will be sent to the responsible
parties.
More on the posting/promotion regulations can be found on page 37 of the Student Handbook.
STUDENT CONDUCT
As per the policy outlined on pages 91-98 of the Student Handbook, if official charges are brought up
against a student organization, a meeting with the Assistant Dean of Students will be arranged. Once
conduct processes have been initiated, the organization will be provided with written notifications of the
charge(s).
A student or organization is not immune to prosecution by local, state, or federal law enforcement
agencies irrespective of whether the university initiates conduct proceedings in a given situation.
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This document created with the help of similar manuals from the University of Florida, Cameron University, and the
University of Cincinnati

RELEVANT CONTACT INFORMATION
Title

18-19
Contact

Club Coordinator

Hannah Jensen

Director of
Student Activities
& Orientation

Megan Canfield

SGA Treasurer

Laura Mitchell

Admin. Assistant,
Special
Programs
Director of
Special
Programs
Catering
Manager
Accounts
Payable
Associate
Controller
Cashier
Media Services
Manager

Phone
Number

X6986

E-mail Address

Office
Location

club@hollins.edu

Lower floor,
Moody

canfieldm@hollins.edu

#5, Upper floor,
Moody

sga_treas@hollins.edu

Lower floor,
Moody

Tammy Hicks

X6145

hickstr@hollins.edu

Bradley 103

Chris Powell

X6225

cpowell@hollins.edu

Bradley 111

Nancy Smith

X6306

nsmith@merig.com

Moody Cafeteria

Jennifer Dooley

X6220

dooleyjp@hollins.edu

Pace Martin

X6464

pmartin@hollins.edu

Fawn Reed

X6303

reedfr@hollins.edu

Gabe Simpkins

X6235

Gsimpkins@hollins.edu

Security Chief

David Carlson

X6675

dcarlson@hollins.edu

Printing Tech
Specialist

Melissa Elkins

X6044

elkinsma@hollins.edu

Main 1

Custodial
Supervisor

Mae Ramsey

X6023

cramsey@hollins.edu

Buildings
Department,
Botetourt
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Administration
101A
Administration
102B
Administration
Library 3 (lower
level)
Security
Department,
Botetourt

