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Allan Hancock College Associated Student Body Government

Mission Statement

The Associated Student Body Government of Allan Hancock College will strive to:

« Represent the needs, interests and perspectives of AHC students at every level of decision
making within the college, to regional and state organizations and nationally as necessary

and appropriate to promote and encourage student success;

«  Provide students with opportunities to engage in learning and leadership as well as

governing processes and parliamentary procedure;

« Support a vibrant student life on campus consisting of extracurricular activities and events
that encourage cultural diversity, unity and college pride in order to enhance the general

welfare and academic success of AHC students.

Congratulations on getting involved in student life at Allan Hancock College! The Student
Activities office supports and coordinates the activities of all campus clubs. This handbook
has been prepared for the guidance of club officers and advisors. It contains information on
starting a club, planning activities, financing activities, and provides an overview of rules

and regulations.

We encourage you to read through this handbook and use it as a reference guide. The
Student Activities staff is also available to answer any questions or assist you in planning
events. We are located on the Santa Maria Campus in the Mechanics Bank Student Center
(Bldg. G) room G-105. You may also contact the Director, Student Activities, Stephanie Robb,

via email at srobb@hancockcollege.edu or at (805) 922-6966 ext. 3229.

Clubs and organizations are an integral and important part of our Student Activities program.

We wish you luck in your club endeavors and look forward to working with you!
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CHAPTER ONE

Starting a Club

A. The formation of campus clubs is encouraged as groups of different interests and ideas
arise. In order for any club or organization to have the sponsorship of Allan Hancock
College, the club or organization must have the approval of the Student Activities office, and
the Associated Student Body Government (ASBG) and conform to the State Education
Codes. By following the simple steps below, you can easily form your own club.

1. Membership

Any club or organization must have and maintain a minimum membership of at least
eight members during the course of the year. Official membership is limited to Allan
Hancock College students carrying a minimum of one unit of credit per semester at
Allan Hancock College. The club must submit a Club Registration Form and
Membership List (Addendum) to the Student Activities and Outreach Office.
Including names, position titles, cell phone numbers and email addresses of all club
officers. If officers change part-way through the semester or new members sign-up,
please submit a new membership and officer list to the Director, Student Activities
and Outreach.

2. Obtain an Advisor

Students may choose any administrator, full-time faculty member, or part time faculty
member they wish, if he/she is available and interested, to serve as club advisor. A
classified staff member may serve as a co-advisor with an administrator or faculty
member.

3. Written Constitution

A written constitution outlining the club’s objectives must be on file in the Student
Activities office. Constitutions are subject to review by the ASBG Director of
Legislative Affairs and the Director of Student Activities and Outreach. A constitution
template (Addendum) is available to follow, if desired. Please remember, anytime
changes are made to your constitution a revised copy must be submitted to the
Director, Student Activities and Outreach.

4. Club Registration

Complete the Club Charter form, Club Registration and Member List form, and New
Club Fund Request form and submit them to the Student Activities Office
(Addendum). The New Club Fund Request form establishes an account in the
Auxiliary Accounts Office and needs to only be submitted once unless an existing
club chooses to change the club name. Any hame change necessitates submission
of a New Club Fund Request form.

The club charter form has signatures of the advisor and the club president. Return all
club forms to the Director, Student Activities and Outreach in the Student Activities
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Starting a Club

office. After review and approval by the ASBG, the club charter will be signed and a
copy emailed to the club advisor. All club charters must be renewed annually.

5. In order to retain active status, each club must send a student representative to attend
Inter Club Council meetings with other club representatives and the Student Activities
Specialist on a monthly basis. Failure to meet two consecutive meetings or three for the
semester may be cause to place the club on inactive status.

Upon completion of the preceding steps, each club is officially chartered and the rights
and privileges of such status. Included in these privileges are coverage by college
insurance for properly calendared events and free of charge on-campus meetings
space, on a space available basis. Student clubs are required to comply with
collegewide policies and campus regulations and are subject to disciplinary action or
revocation of active status for violation of such policies or regulations.

B. The Allan Hancock College District will not sponsor or permit the establishment of any
student club which is secret or restrictive in membership

C. The Allan Hancock College District cannot be responsible for, nor does it approve of, off-
campus individuals using the college name.

Checklist for starting a club:

O Recruit eight active members enrolled at Allan Hancock College
O Obtain a faculty advisor
00 Create your Club Constitution (Addendum)
L Pick up the following forms from the Student Activities office or download from the ASBG
web pages on the Allan Hancock College website:
1) Club Registration Form and Membership List (Addendum)
2) Club Charter (Addendum)
3) Club Account Form (Addendum)



Chapter Three
The Role of an Advisor

A. Who are Advisors?

1.

Club and organization advisors are Allan Hancock College certificated staff who, out of
interest and dedication, give their time and talent to the club program. Students must
realize that advisors are not compensated for their participation. Every effort should be
made to arrange meetings and events so that advisors can attend without undue
hardship. REMEMBER: in order for any club to conduct business or hold an
activity, it is strongly advised that the staff advisor be present (see C. 1. below.)

Much of the success enjoyed by the activity program at Allan Hancock College is directly
related to the interest and efforts of advisors. Advisors provide the basic orientation to,
and the continuity for, the club program. In a community college where the student body
turnover is high each year, the clubs and organizations are highly dependent on the
advisor to provide knowledge of the activities, traditions, and services of the group.

B. Selection of Advisors

1.

The selection of advisors for clubs and organizations is up to the membership of the
particular group. However, the Director, Student Activities and Outreach can help a club
obtain an advisor.

It is best for advisors to accept a position with a group whose interests parallel their own.

C. Responsibilities of Advisors

1.

Advisors are responsible to ensure proper supervision from beginning to end of
any meeting and/or activity staged by the group with which he/she is working.
Although the students should be encouraged to provide their own momentum, they are
the first to point out that they need a guiding hand from time to time.

Advisors should play an active role in assisting the students to set up a meaningful
program that is consistent with the purposes of the group and with the aims of higher
education.

Advisors should encourage the development of initiative, responsibility and leadership in
the student members. Holding a club office can be a rewarding experience if students
learn to take on responsibility and learn something about dealing with people.

Advisors must supervise financial transactions, the handling of club funds, and the
maintenance of financial records. This is quite easy since our Auxiliary Accounts Office
operates as a bank for the clubs and organizations. Expenditures require the approval of
the advisor and club members and must be documented in club minutes. Periodically,
the advisor should review the financial records of the group.

Advisors should see to it that minutes of meetings are maintained and filed with the club
advisor, with a copy provided to the Director, Student Activities and Outreach.
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6. Advisors should feel free to discuss club problems with the Director, Student Activities
and Outreach. The administration of Allan Hancock College is strongly committed to an
effective club program and will support such a program within the framework of the aims
and obijectives of the college.

7. ltis the responsibility of advisors to prohibit the use of intoxicants by the students during
any club event.

8. In case of injury to any student during a college-calendared event, it is the responsibility
of the advisor to see to it that first aid is given and medical aid is secured if necessary.
Written reports of accidents or injuries must be made to the Student Health Services
office as soon as possible.

D. General Guidelines for Advisors
1. Advisors should meet with executive officers of their organizations for the following
reasons:

-to assist with the development of organizational programs
-to discuss organizational goals and directions

-to discuss the financial status of the organization, including identification of
problems and their potential solutions, and identification of financial strengths and
means of perpetuating such.

2. Advisors should be familiar with the constitution and by-laws of their organizations and
be prepared to render assistance with their interpretation, as well as being familiar with
the information contained in this handbook.

3. Advisors should be familiar with the college’s policies and rules which govern student
organizations.

4. Advisors should not hesitate to provide constructive criticism when it is deemed
necessary; likewise, positive organizational accomplishments should be appropriately
acknowledged.

5. The appropriate role of the advisors is not to become “one of the gangs” nor is it to
remain conspicuously aloof from the group. The effective advisor is one who will render
advice when it is requested, and offer counsel even though it may not have been
requested. It is important for advisors to obtain the “pulse” of their group by developing a
sense of the group’s personality. This should elevate the level of advising effectiveness.

6. The advisor will be called upon to serve as personal confidant in organization related
matters. This is a particularly sensitive role. The advisor, most likely, will want to provide

9
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11.
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Chapter Three
The Role of an Advisor

assistance to the person seeking the advice (usually in regard to a problematic
situation). However, advisors cannot compromise their relationship with the group by
showing favoritism to one or a small group of individuals.

The voluntary association between advisors and their respective groups should continue
as long as both parties believe the relationship is productive and mutually satisfactory.
When such a relationship no longer exists, the advisor and/or officers should resign.

An individual assumes an advisor’s role voluntarily; however even though serving as a
volunteer, the advisor is expected to uphold the best interests of the college.

Advisors should not hesitate to engage in the general discussion of organizational
matters at meetings; however, they normally should not dominate discussions or
become the focus of attention.

Advisors should realize that students often may not accept their advice as “gospel”.
Advisors should expect to be challenged; however, this should not be interpreted as an
indication that their services are no longer required.

Advisors should work to provide club officers the special skills they require to be
successful, i.e. encourage your student leaders to enroll in Leadership 111- Student

Government- Leadership Skills Class.

Advisors should realize that interest, imagination and enthusiasm are contagious and
should attempt to infect everyone.

10



CHAPTER TWO
Club Charters

A. General Policies

1.

3.

All clubs and organizations must be properly chartered by the ASBG and Director,
Student Activities and Outreach. The deadline to charter is the sixth week of the
spring semester. Final approval is at the discretion of the ASBG Board of Directors.

Once the club forms and constitution are approved, a club charter is granted for that
academic year (starting the first day of classes the Fall Semester and ending the day
before the first day of classes of the next Fall Semester)

A list of current officers, members and their current constitution must be on file with
the Student Activities and Outreach office. Remember, if officers change throughout
the semester, an updated list should be submitted. A minimum of eight members
must be maintained throughout the year.

B. Revocation of Charters

1.

A charter may be revoked if the club or organization fails to abide by all college
policies and ASBG regulations and by-laws. (Refer to ASB Constitution and By-
Laws). If a club charter is revoked, that club will not be permitted to reactivate until
the following school year and may reactivate upon submission of appropriate
paperwork and approval by the ASBG and Director, Student Activities and Outreach.

In order to retain active status, each club must have a student representative, who
attends Inter Club Council meetings with other club representatives and the
Coordinator, Student Activities monthly. Failure to meet two consecutive meetings, or
three total for the semester may be cause to place the club on inactive status.

This means they:

A. Will not be allowed to meet on campus.
B. May not utilize the school name, services, or facilities.
C. Will have their account frozen in the Auxiliary Accounts Office.



CHAPTER FOUR
Ingredients of an Effective Meeting

Advance Notice

1. The purpose of the meeting should be clearly understood in advance by all
concerned.

2. The problem of unpreparedness can be partially overcome by giving each
participant as much advance notice as possible.

3. The agenda should be distributed in advance to all concerned.

Duties of the Chairperson

1. Insure that the meeting proceeds in an orderly fashion.
2. Start on time.
3. Brief latecomers quickly as to what has transpired so that no time is spent going

over ground already covered.

Finish on time.

Ration out time so that each item on the agenda receives some time.
Use parliamentary procedure.

Keep the discussion on track.

Try to get all relevant views. Don’t take sides.

® N OA

Minutes

Keep minutes of each meeting and distribute them to each club member, the club
advisor, and the Director, Student Activities and Outreach.

Assignment of tasks

In order to assure that action is taken, tasks should be divided up and assigned before
the meeting is adjourned.

Expected Behavior of Participants

1. Be on time.

2. Come prepared.

3. Pay attention to the proceedings.

4. Speak freely.

5. Listen critically and thoughtfully to others.

6. Speak to the group at large, not in side conversations.
7. Create no distractions-avoid unnecessary interruptions.
8. Keep remarks to the point.

9. Abstain from personal arguments.

10. Stick to the order of business.

11. Do not dominate the meeting.

12. Stay until the end of the meeting.

13. Be action minded.

14. Be supportive of your group’s efforts to reach goals.

11



CHAPTER FOUR
Ingredients of an Effective Meeting

Code of the Chairperson

1. Be the leader of the meeting.

2. Be at the same time the servant of the assembily.
3. Be impersonal (don’t say ”I”, say “the Chair”).

4 Maintain order.

12



CHAPTER FIVE
How to Conduct a Meeting

A. Advisability of Using Parliamentary Procedure

1. Even if student leaders are unable to enroll in the college Leadership class, they are
urged to become familiar with basics of parliamentary procedure. The following will
serve as a start toward achieving the objective of conducting an effective meeting.
Remember, all clubs are governed by the same parliamentary authority as the
Associated Student Body Government. Refer to the Associated Student Body
Constitution, Article X, Section I.

2. The basic reason for having any standard procedure is to handle the business
before the membership as quickly, efficiently, and justly as possible. The five (5)
basic theses of parliamentary procedure are:

a. Only one (1) subject may be discussed at a time.

Every member of the assembly has equal rights.

Each issue presented is entitled to free debate.

The rights of the minority must be protected.

The will of the majority must rule.

Q0T

B. Usual Order of Business

Call to order, roll call.

Reading/approval of minutes from the previous meeting.
Officer reports (particularly Treasurer).

Reports of committees.

Unfinished business.

New business.

Announcements.

Adjournment.

®NOORWDN -

C. Chairperson’s Memorandum
1. The presiding officer should have a more detailed guide for the meeting than the
usual agenda- an annotated agenda.
2. This annotated agenda will serve as a reminder to the chair regarding
announcements, minutes, reports, and business.

D. The Course of a Motion

Member addresses the chair.

Chair recognizes member.

Member states the motion.

Another member seconds that motion.
Chair restates the motion.

Discussion.

Vote.

Chair announces results.

©®NOOAWN =
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CHAPTER FIVE
How to Conduct a Meeting

E. Typical Procedure

1. Establish how many voting members there are.

2. Are there any motions?
‘I move that...”
Is there a second?
“Seconded”
Is there discussion? (Discussion begins with the maker of the motion. The maker of
the motion may “turn the floor over” to another person. Ordinarily, in a contested
issue, the discussion alternates between pro and con.)
Is there further discussion?
Hearing none, we’ll move into the vote.
All those in favor
All those against
All those abstaining (declining to vote)

3. If a person feels that there is no need for further discussion, he/she may move to
vote immediately, (call for the previous question.) That means that he/she wants to
have the vote taken immediately.

“I move to vote immediately.” (I call for the previous question.)

Is there objection to voting immediately? (The previous question.)

If there is no objection, the vote is taken.

If the chairperson hears objection, the discussion may be continued.

F. Parliamentary Procedure Reference (available in the Student Activities and Outreach o
G. ffice.)
Robert, Henry M. (General), Robert’s Rules of Order, Berkeley Publishing, 200 Madison
Avenue, New York, NY 10016, 1983
Sturgis Standard Code of Parliamentary Procedure, McGraw-Hill Book Co., New York,
NY 1966
Sturgis, Alice, Learning Parliamentary Procedure in Action Filmstrips, Huntsville, TX
1976

Other online sources are available via the internet. Search: How to Have Successful
Meetings and How to Develop Leadership Skills

14



CHAPTER SIX
Planning an Event

A. Steps in Planning an Event

1.

Any student group wishing to utilize meeting space on the Allan Hancock College
campus should first discuss the idea and check the calendar in the Student Activities
and Outreach office to ensure there are no conflicts with other events occurring on
campus.

Fill out a “Request for Activity Date” form (Addendum) with signature of the event
chairperson (or club representative), and the club advisor. Leave ample time to get the
necessary signatures. This request must be submitted to the Director, Student Activities
and Outreach at least two weeks (fourteen days) prior to the planned event. Forms
submitted with less than fourteen days’ notice will be accepted at the discretion of the
Director, Student Activities and Outreach.

If approved, then submit the request to their club advisor who schedules the event in
ASTRA on the myHancock portal at least four (4) days in advance. Additionally, an
Instructions to Maintenance form (Addendum) must be completed and submitted
to the student activities office.

Event planning checklists are available for use in the Student Activities office which aids
greatly in the planning process.

If you need a check written by Auxiliary Accounts, a request should be submitted on a
“Check Request” (Addendum) at least two weeks before the check is required. The
Auxiliary Accounts Office issues the checks. Once a request for payment is submitted to
the Student Activities and Outreach office, it requires two additional signatures and club
meeting minutes allocating the funds for the expense. Allow plenty of time to obtain all
necessary signatures and keep in mind the timeframe for issuing checks. Check
Request may be obtained from the Student Activities office.

If you are selling food items on campus, the food court manager must sign off on the
Fundraising Proposal form (Addendum) on the appropriate line. Note that each club or
organization must have a minimum of one “Certified Safe Food Handler” present for
events where food is being sold. REMEMBER- inform the food court manager if you
cancel. If you sell food items off campus, check whether you will need a health permit
from the Santa Barbara Public Health Center (805-934-6142).

If you are planning a fundraiser, complete the Fundraising Proposal Form (Addendum)
and turn it in to the Student Activities Outreach office at least two weeks (14 days) prior
to the event to ensure the fundraiser is allowable.

If you need a cash box, submit the “Cash Box and Game Bag Request” (Addendum) to
the Student Activities and Outreach office. The request must be in the Auxiliary Accounts
Office a minimum of forty-eight hours prior to the date needed. When finished with the
cash box, count the money, complete the deposit form (Addendum) to the Auxiliary
Accounts Office within twenty-four hours of the event. If the event is held on a weekend,
this must be submitted to the Auxiliary Accounts office the first regular business day after
the event.

The Student Activities and Outreach office can help clubs publicize events. Remember
to include WHO, WHAT, WHEN, AND WHERE. Be sure that your meeting place has
been secured.

15
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10. Have your publicity posters stamped in the Student Activities Office before you post
them on campus. Be aware of size and location limitations. Remember, all materials
must include the Allan Hancock College logo.

11. Student Activities and Outreach staff are here to assist you in planning events and
learning the process. Keep the people in that office informed about your event, they are
here to help. Contact the Student Activities and Outreach Director, Stephanie Robb at
srobb@hancockcollege.edu or (805) 922-6966 x3734 with any questions.

12. The ASBG awards $100 to all clubs upon initial approval of the club charter. This is to
assist clubs to purchase necessary supplies such as poster board, paper, etc., or any
other purpose deemed appropriate by the club.

13. Any club may submit a written request to the ASBG for special funding of events. To
submit a written request, pick up the ASBG Budget and Finance Committee Funding
Request (Addendum) in the Student Activities Office or download from the ASBG web
page. Submit the request to the Student Activities and Outreach office. Invoices,
receipts, etc. will be requested to support the purchase. All funding and dollar amounts
reviewed by the ASBG Budge and Finance Committee and are awarded are at the
discretion of the ASBG Student Council. Submission of a proposal is not a guarantee the
funds will be awarded.

B. Cancellations
1. Cancellation of any activity should be reported promptly to the Student Activities and
Outreach office and removed on the Astra scheduler on the myhancock portal.
2. Check that all persons involved have been informed of the cancellation.

16



CHAPTER EIGHT
Financing Student Activities

A. General Policies

1.

All Clubs and organizations come under the general supervision of the Director, Student
Activities and Outreach. All financial transactions are administered by the Auxiliary
Accounts Office.

All student accounts must be deposited and maintained by the District Auxiliary
Accounts Office. No outside bank accounts are permitted.

Club and organization funds must be deposited in the Auxiliary Accounts Office under
the name of the particular club or organization within twenty-four hours of an event or
activity, or the next regular business day immediately following a weekend activity.

No club is permitted to take cash from funds raised to make purchases or for
reimbursement. All funds raised must be deposited into the appropriate club account,
and payments for purchase or reimbursements must be requested in accordance with
district procedures.

Balance on club accounts will be given only to the advisor of the club and officers
designated and authorized by the club to receive such information from the Auxiliary
Accounts Office.

All club disbursements must be made by check utilizing a “Check Request” (Addendum)
and club minutes allocation/expense was approved by the club Any vendor providing a
service will need to complete and sign an Independent Contractor/Professional Service

Agreement (Addendum form) and all need forms to be turned into the Student Activities
and Outreach office at least two weeks prior to the event.

Club accounts that have been inactive for two fiscal years will have any funds reverted
back to the Associated Student Body Government account.

B. Request for Payment

An approved allocation of funds for any given expense or reimbursement should be reflected in
your club meeting minutes. The club meeting minutes and any invoice or original receipts will
need to be submitted to the Student Activities office to request a check. The Check Request
form (Addendum) is used when you need to pay a bill or need reimbursement. If funds are
needed for purchases in advance of an event, a check will be requested payable to the club
staff advisor.

1.

Based on your club meeting minutes and attached invoices and/or original receipts, the
“Check Request” form will be sent for signature to your club advisor and club officer
necessary to do financial transactions for your club. The advisor should sign this form on
the “Club Advisor Signature” line. The appropriate student (Treasurer or President) signs
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on the “Student Signature” line. If the advisor is not available, the Director, Student
Activities and Outreach may sign as the advisor.

An original invoice, receipts, and club minutes noting approval for expenditure will be
attached to the “Check Request”. If the check requested is for reimbursement then the
Employee/Student Reimbursement will also be attached to the form.

A Purchase Request will then be generated by the Student Activities Office a check for
payment of the bill will be issued by the Auxiliary Accounts Office. .

C. Reimbursement

On occasion students or advisors may need to purchase items for an activity or an event.
Under these circumstances private funds can be used and reimbursement requested. The
following steps must be followed in advance of any reimbursement being made.

1.

4.

The club must give formal authorization of any personal funds being expended for
reimbursement. Formal authorization is given by a majority vote in a club meeting. This
must be recorded in meeting minutes.

The authorization must indicate who is authorized to be reimbursed, the items to be
purchased, and the cost (a specific dollar amount.

Submit original receipts to the Student Activities and Outreach office to obtain approval
(confirmation that funds are available in the club account) with the meeting minutes
noting authorization. Original receipts, not photocopies, are the only acceptable back-up.

The Employee/Student Reimbursement Certification form (Addendum) will be sent for
signature to the payee and the club advisor. If the club advisor is the payee, then the
Director, Student Activities will sign as the advisor. An Employee/Student
Reimbursement Certification form along with the original check request form will be
needed to generate the Purchase Request. Original receipts, not photocopies, are the
only acceptable back-up.

D. Request for Cash Box

1.

Sufficient funds must be on deposit with the Auxiliary Accounts Office to cover your cash
fund.

The Cash Box and Game Bag Request form (Addendum) with required signatures must
be in the Auxiliary Accounts Office at least two days in advance of the event, the formds
available in the Student Activities and Outreach office. If the cash box is part of a
fundraiser. Please submit the Cash Box and Game Bag Request with your Fundraising
Proposal form (Addendum).

20
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It is important to state on the request the breakdown of cash and coin desired, the
appropriate amount is at the discretion of the Director, Student Activities and Outreach.

. When picking up the cash box and cash fund, be sure to count your cash fund and initial
the form. You will be responsible for that amount when the fund is returned.

Only the club President, Treasurer or Advisor are authorized to pick up cashboxes.
These persons should take a photo ID with them when collecting the box.

When finished with the cash box, count the money, fill out the Deposit form (Addendum)
and submit funds in the sealed money envelope provided to the Auxiliary Accounts
Office for deposit.

Please attempt to turn in your cash box immediately after the club event ends. If it is not
possible, then the cash box should be turned in within twenty-four hours of your activity.
If the event is held on a weekend, funds should be deposited the next regular school
day.
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CHAPTER SEVEN
Club programs

Speakers

1.

The college faculty represents a wonderful resource for speakers or panel discussion
leaders for club programs. The faculty generally enjoy being activelyinvolved in the
various activities on campus and they are typically willing to become involved
providing it is in the field of their competency. Some of the very best programs on
campus have been provided by Allan Hancock College staff.

Clubs should be aware of the rich resources among Allan Hancock College students.
For musical programs, for panel discussions, for debates, or for any number of other
types of programs, students very often represent qualified, personnel from which to
draw. It should be remembered that there are many foreign students on campus and
many students from states other than California. These, too, offer possibilities for
good programs.

There are many community resources for stimulating club programs. If club program
committees will think in terms of allied organizations in the community, they will find
that there are many qualified local people who are willing to participate in club
programs. There are professional organizations, service clubs, government offices,
and private citizens who are willing to help.

College Wide Activities

1.

Clubs should not over look the possibility of sponsoring programs for the entire
student body. Some very exciting programs sponsored by clubs have been opened
to the student body with very favorable results.

Among college wide activities sponsored by Student Council in which you may be
asked to participate are Bulldog Bow WOW and Spirit Week in the fall semester and
Bulldog Bow WOW, Diversity Day and Earth Day events in the spring semester.
Additional events may be scheduled in which you may wish to participate.

Speakers from off campus must be approved. Notify the Student Activities and
Outreach office at least seven school days in advance of the event. Approval of a
non-college speaker on campus does not imply endorsement of the speaker and
his/her views by the college or sponsoring club.

If you are planning to hire an outside agent for any of your activities, you will need to
have a signed Independent Contractor/Professional Service Agreement (Addendum).
And all needed forms attached. Check the Student Activities and Outreach office for
the needed forms, assistance, and approval.

Fundraising
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CHAPTER SEVEN
Club programs

Student fundraising may only be conducted by officially recognized and chartered
Allan Hancock College student clubs.

Solicitation of money or materials is closely regulated by State Law and College
regulations. Any activity in this area must be coordinated with the Student Activities
and Outreach office and the Allan Hancock College Foundation office.

Fundraising events must be approved in writing at least two weeks (14 days) in
advance of the activity. A Club Fundraising Proposal Form (Addendum) may be
obtained through the Student Activities and Outreach office or on the ASBG website.

If a cashbox is needed, complete the “Cash Box and Game Bag Request” form
(Addendum) and submit it to the Student Activities Office at least two (2) days prior
to your event.

The proceeds from your event must be submitted with your deposit form (Addendum)
to the Auxiliary Accounts Office. Please attempt to turn in your cash box immediately
after the club event ends. If it is not possible, then the cash box should be turned in
within twenty-four hours of your activity. If the event is held on a weekend, funds
should be deposited the next regular school day.

For set up of your event on campus, submit an Instructions to Maintenance form
(Addendum) and return it to the Student Activities and Outreach office at least four
days in advance.

If tickets are involved in your fundraising, they must be numbered consecutively and
reconciled at the close of the event. In case of advance ticket sales, a record of ticket
distribution and sales is required.

If food items are sold on campus, the Food Court Manager must be informed and
should sign the Fundraising Proposal form (Addendum) in the appropriate space.
The Food Court Manager must also be informed if the event is cancelled. If selling
food items off campus, the organization must check with the Santa Barbara Public
Health Center, 500 West Foster Road, (805) 934-6142 to see if a permit is
necessary.

Donations

1.

Any club or organization wishing to solicit donations or grants from any community
organization or business must inform the Student Activities Office. Then submit a
written request directed to the Allan Hancock College Foundation, who coordinates
all such requests. This written request should include a list of the businesses they
wish to contact and specify what it is they are asking for. It should also specify the
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CHAPTER SEVEN
Club programs

purpose for soliciting said donations. Allow at least one week for the Foundation staff
to approve requests.

2. All donations must have Donation form (Addendum) completed and turned in with
the donation to the Student Activities Office The club receiving the donations must
follow and complete the district donation acceptance procedures (Addendum) If a
donation or grant of $500 or over is received, the club must follow the district
donation acceptance procures and complete the Donation form. (Addendum) and
appropriate paperwork paper work.

Dues or Assessments
Clubs or organizations are authorized to require their members to pay dues or
assessments. These funds, like all other money earned or collected, are to be deposited

in the group’s name in the Auxiliary Accounts Office. Use the Deposit form (Addendum)
and take all funds to the District Cashier.
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CHAPTER NINE
Publicity Policy

A. Policy

College sponsored events may be publicized on campus, social media or Rave according to
established procedures. Non-college sponsored events must have advance approval of the Student
Activities office through procedures established by the college. All posters, signs and printed
material distributed on the campus must be non-commercial in nature and must be in good taste.
Use of publicity materials shall be regulated as to reasonable time, place and manner as determined
by the Vice President, Student Services or his/her designee.

The college campus is not public in the sense of parks, streets, etc.; and thus the campus is not open
for expressions of free speech and distribution of material in any manner by the general public
without regulations. On the other hand, the general public may demonstrate and exercise their
constitutional rights of free speech, assembly and distribution of materials so long as they obey the
college rules of “time, manner, and place” and do not disrupt the orderly process of student
education.

The President of Allan Hancock College shall designate a person (Vice President or Dean) to review
material and exercise administrative responsibilities as required by the policy. Any student may
appeal a decision concerning this policy to the Vice President, Student Services or President, who
shall render a decision within a reasonable time and in any event, not later than one school day after
receipt of the appeal. The appeal shall be based solely on the standards established in Education
Code Section 76120.

Knowing violation of this policy by any student is sufficient cause for suitable disciplinary action to be
taken.

B. Procedures

These procedures are established as a means of implementing the Board Policy pertaining to
publicity. The intent of these procedures is to control the time, place, and manner of publicity
materials, to protect the aesthetics of the campus, to ensure that the campuses are not misused for
the promotion of private enterprise and to permit safe and orderly flow of traffic. The Vice President,
Student Services is designated as the person to review material and exercise administrative
responsibility.

1. All posted materials anywhere on campus must have the Student Activities and Outreach stamp.
Stamping of posters should not be construed as a judgment on the content of the material to be
posted.

2. All materials displayed shall be dated and shall clearly indicate the author or agency responsible
for its production.

3. Requests by off-campus individuals or agencies to disseminate materials on the Allan Hancock
College campus shall be referred to the Student Activities and Outreach office.

4. There shall be no distribution of publicity materials in a classroom while a class is in session. The
place and activity of distribution is not to interfere with the normal flow of traffic within the college
corridors and walkways or impede entrance to or exit from college property.

5. Individuals are expected to use good taste in their manner of expressing ideas. All language,
pictures, drawings, or photographs used in any material distributed, displayed or circulated
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CHAPTER NINE
Publicity Policy

pursuant to this policy must not be vulgar. Vulgar as used herein includes that which is obscene
or profane.

The maximum size for a poster will be twenty-eight inches by forty-four inches (28" x 44”). The
maximum number of posters for any one event that may be displayed at any one time will be
thirty (30). This is in addition to those permitted by individual instructors to be posted on
classroom bulletin boards.

The maximum size for any individual, student, club or election banner for display will be four feet
by twelve feet (4’ x 12’). Any individual or club shall be permitted a maximum of two (2) banners
for any one event, on display at any one time. Banners that are to be left out of doors overnight
must be constructed of material such as sign cloth that will not shred in the wind. Locations for
display of banners in designated areas are: Student Center, Math/Science Patio, Business
Education Building and Gym. In order to maximize available space in the Student Center,
banners in the Café area must fit horizontally within the confines of the window.

Flyers, notices, handbills, leaflets, and printed materials shall be submitted to the Student
Activities and Outreach office for clearance to insure orderly distribution. Such materials must be
distributed hand to hand and not to be left undistributed or stacked for pick-up while unattended
at any place on the college campus except where containers are provided for that purpose by the
college. Any exception to this stipulation will be at the discretion of the Vice President, Student
Services. The quantity of notices or number of students or groups who may distribute materials
on any one day may be limited.

No materials shall be placed over or obstruct the view of previously posted materials or of
directional, emergency, or warning signs. No materials may be placed on entrance doors in any
building.

Materials shall not be placed on the private property of other persons or agencies, i.e. telephone
poles, vehicles, bicycles. No materials may be affixed to painted walls and surfaces.

Thumb tacks on bulletin boards, tape, and string or other like binding materials shall be the only
permitted materials to be used in displaying communication materials.

Materials written in a foreign language must include an English translation on the same material.
Political posters, slogans, decals, etc. for national, state, and/or local elections shall be authorized
of the discretion of the Vice President, Student Services, and may only be posted on designated
public bulletin boards.

Materials from commercial off-campus individuals, enterprises, or agencies require a stamp of
approval for posting, such is available at the Student Activities and Outreach office in G 105.

To help insure accessibility, a maximum of one poster for the same event is allowed on any one
bulletin board or display area.

It is the responsibility of the person who distributes or posts publicity materials to remove the
same when the event is over.

Unauthorized persons shall not remove materials once posted.
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CHAPTER TEN
Special Services

A. Duplicating Services

1.

Clubs will be allowed to make no more than twenty (20) copies, one time only, on the
ASBG copy machine. Remember, once a club is chartered, The ASBG makes a $100
donation to clubs to help with such things as printing costs.

Clubs may print fliers at Campus Graphics. The cost of such printing will be billed back
to the appropriate club account. For assistance in completing print requests, check with
the club advisor or student activities personnel.

B. Public Affairs and Publications

1.

The Director, Public Affairs and Publications is responsible for all news releases, photos,
radio and TV spots sent from the college to the local media. If you have material you
wish to appear in the local media, please contact the director’s office at Ext. 3280.

Be sure the event has been approved and well planned before you contact the Public
Affairs Office.\

Types of items that make a news story are: items of general interest, events involving a
sizable group of people, something unique, and human-interest stories.

Bring your news material to the Student Activities and Outreach office in Building G room
105 at least 14 days prior to the event.

C. Building Use and Equipment

1.

2.

The scheduling of space for club meetings and events is handled through Astra on the
myHancock portal. The “Instructions to Maintenance” form (Addendum) must be
completed to assist you with obtaining any special requests you have for equipment and
set up from facilities department. Submit the Instructions to Maintenance form to the
Student Activities Office.

All requests for multi-media equipment must be submitted online. Your club advisor
should log on to the myHancock portal, Using the short cuts menu under “tools” click on
” the “Work Orders and Requests” drop down arrow, then click on “ITS/AV Work
Orders” On the page you will select the “Audio/Visual Event Request” box. Then t click
on the Yellow box titled “Requests for Event Audio/Visual equipment and support. Event
planning” Fill out the form completely and submit. Please note, all equipment requests
must be submitted a minimum of one week prior to the date requested.
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CHAPTER ELEVEN
Dance and Special Events Policies

. Facilities

Dances may only be scheduled in the Student Center. This facility is reserved through
the Astra scheduler on the myHancock portal.

Dances are only permitted on Friday or Saturday nights. Clubs and organizations are
responsible for paying for required security staffing and custodial costs, as determined
by college staff. All dances will close by midnight.

Other special events may be permitted in the student center, or elsewhere on campus if
space is available, on a weeknight. However, said events will need to be coordinated
with Student Activities, Campus Police, and Facilities..

. Admission

Allan Hancock College students will be admitted to Allan Hancock College dances
and/or special events providing they present their current valid Student Identification
Card.

. Supervision

1.

Club sponsored dances and events must be attended from beginning to end by the club
advisor(s) (or delegated substitute approved by the Vice President, Student Services or
his/her designee). Additionally, for dances, the names of at least one chaperone must be
given in writing to the Director, Student Activities and Outreach at least one week before
the event. The need for additional staffing for other special events will be determined on
a case-by-case basis and is dependent upon the projected attendance.

The Club Advisor must be present at the dance or event entry door during the hours of
the dance/event to regulate entrance procedures.

Campus police or their designated agent must be present during the hours of the dance
or special event. Remember, while campus facilities may be used at no charge, clubs
will be requir