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BASIC INFORMATION 
 

A goal of California Northstate College of Pharmacy (CNCP) is to graduate competent pharmacists who will improve 

health care to a diverse population through pharmaceutical expertise.  Some of this expertise can be obtained 

outside of the classroom through hands on experience with student professional organizations and campus clubs.  

CNCP currently has over 18 various clubs and organizations including three professional pharmacy fraternities.  The 

clubs range in interest from a health care focus such as the Clinical Care Club to the diversity clubs of Diverse 

Women in Pharmacy, Affiliated Through Pharmacy, and the Vietnamese Student Cancer Awareness Club.  CNCP 

students have been actively engaged in the national and state organizations of ASHP, APhA, CSHP, and CPhA.  

Awards for this participation in these professional organizations ƛƴŎƭǳŘŜ ǘƘŜ tƘŀǊƳŀŎȅ CƻǳƴŘŀǘƛƻƴΩǎ tƘŀǊƳŀŎȅ CƛƭƳ 

CŜǎǘƛǾŀƭ ŀƴŘ /tƘ!Ωǎ ср ǘƻ {ǘŀȅ !ƭƛve.  Pharmacy fraternities include Kappa Psi, Phi Delta Chi, and Rho Pi Phi.  The 

College encourages the participation of all its students in these organizations and clubs through College funding 

opportunities and incentives. 

 

Benefits for Recognized Student Organizations 
 

The benefits of being a recognized student organization may include the following: 

× Use of college facilities for meetings, events, fundraising, etc. 

× Publicity space within the college 

× Inclusion in official college publications, email, and promotional materials 

× Faculty or staff advisement 

× Ability to sponsor student events on your own and in collaboration with the Office of Student Affairs 

× Resources and support from the Office of Student Affairs 

× Funding for activities if applicable 

× Shared Student Organization Office Space (if available) 

 

Student Participation 
 

Each student is required to join at least one (1) professional pharmacy organization while enrolled as a full-
time student. The college will enroll all students as members of the CNCP student chapter of the California 
Pharmacist Association (CPhA) to allow provision of additional liability insurance. While membership in 
multiple organizations and in leadership positions is encouraged, students should not participate in 
student activities and organizations at the expense of their academic progression. 
 

Basic Criteria for All Student Organizations 
 

× Groups must be founded on a democratic organizational structure. 
 
× All organizations must have a faculty or staff advisor. 
 
× No student on academic probation, or otherwise not in good academic standing, may serve in a leadership 

position. 
 
× aŜƳōŜǊǎƘƛǇ Ƴǳǎǘ ƳŜŜǘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴ ǇƻƭƛŎȅΦ 
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× Organizations must be open to all CNCP students. Only objective membership criteria can be considered in 

determining membership and leadership. 
 
× Student organization leaders in collaboration with faculty advisors must make all organizational decisions and 

ensure that all decisions reflect the College goals and student needs. 
 

× New groups may not duplicate the mission, goals, activities or name of already existing student clubs or 
organizations. This does not preclude the establishment of different social/professional fraternities. 

 
× Fundraising may not be the primary focus of the organization. 
 
× Every organization must state a mission and corresponding goals for its organization. 
 
× Every organization must have at least one student leader representative participate in the monthly meeting of 

the Student Organization Leadership Council (SOLC). 
 
× The mission and goals must be student-centered and not contrary to the mission of the College. 
 
× Local organizations that associate with national organizations must be locally autonomous. 
 
× Each organization shall sponsor an annual event that benefits the community. 
 
× ¢ƘŜ tǊŜǎƛŘŜƴǘ ƻŦ ŜŀŎƘ ƻǊƎŀƴƛȊŀǘƛƻƴ ǎƘŀƭƭ ŘŜǎƛƎƴŀǘŜ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŀǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƭŜŀŘŜǊǎƘƛǇ ǘƻ ǇǊŜǇŀǊŜ ŀƴŘ 

maintain a calendar of events, including national, state and local meetings. 
 
× A calendar of events shall be submitted to the SOLC from each organization.  
 
 

STARTING A STUDENT ORGANIZATION OR CLUB 
  

1. Research the organization and its purpose and meet with existing groups if possible to ensure that the 
proposed new organization is not duplicating a need that is already being met. 

 
2. Create a name that clearly represents the function of the group and that will not be construed as a College 

department or program. 
 

3. Find an advisor. Your advisor must be a faculty member of the College. 
 

4. Recruit a minimum of three (3) current students who are willing to commit to ongoing activities of the 
organization and serve as its authorized representatives. 

 
5. Have separate individuals hold the positions of president, secretary and treasurer. 

 
6. Draft a mission and goals for your organization.  A section on building a mission statement follows. 

 
7. Prepare an initial budget for the start-up of the organization and one for the first year of operation covering 

the activities the organization would like to offer. 
 

8. Be prepared to explain how your organization fits into the mission of the College. 
 

9. Complete the Registration Application for Student Organizations with required submissions outlined in the 
Application Process below. 
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Building a Mission Statement 
 

What is a Mission Statement? 
A Mission Statement is a written paragraph or list of bullet points or a combination of both, that illustrates the 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ǝƻŀƭǎ ŀƴŘ ǇǳǊǇƻǎŜΦ  aƻǎǘ aƛǎǎƛƻƴ {ǘŀǘŜƳŜƴǘǎ ƘŀǾŜ ƻƴŜ ŎƻƳƳƻƴ ŦǳƴŎǘƛƻƴΥ ǘƻ ƎǳƛŘŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ 
in making critical decisions that effect the direction of the organization.  When thinking about creating a Mission 
Statement for a Student Organization, it will be necessary to review the Mission Statement of California Northstate 
/ƻƭƭŜƎŜ ƻŦ tƘŀǊƳŀŎȅ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǳǊǇƻǎŜ ŀƴŘ Ǝƻŀƭǎ ŀǊŜ ŀƭƛƎƴŜŘ ǿƛǘƘ ǘƘƻǎŜ ƻŦ the college.  Our 
Mission Statement is: 
    

“To advance the science and art of pharmacy” 
 
1. Build your Mission Statement 
 The first sentence or bullet point of your Mission Statement should describe to others: 
 What the primary goal of the organization is, and 
 How the organization plans to meet the goals of the organization using a supporting statement that describes 

these actions or plans. 
 To provide leadership opportunities?  Opportunities to educate the community about ______? To enhance 

social interactions?  To provide opportunities for students to gain more experience in pharmacy by ______. 
 
2. How will the activities of this organization benefit the student experience at Cal Northstate?  Will it enhance 

social responsibility?  Respect for difference?  Promote enhance knowledge of the profession?  Provide 
professional networking opportunities? 

 
3. Who is eligible to join the organization?  A target group can be identified but a statement of non-discrimination 

must be included in all Mission Statements of organizations at California Northstate.* 

 ϝ  άMembership in the ________________ (organization/club) shall not be discriminated against on the basis of 
age, sex, race, national origin, religion, disability, or sexual preference or any other characteristic protected by 
state, local or federal law and is open to all California Northstate students in good standing with the college. 

4. Review/Reflect 
A Mission Statement is a document that should be viewed as the written collective conscience of an 
organization.  The overriding effect of the statement should be to have an organization reflect ƻƴ ά²Ƙȅ ŀǊŜ ǿŜ 
ŘƻƛƴƎ ǘƘƛǎ ŀŎǘƛǾƛǘȅΚ 5ƻŜǎ ƛǘ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ Ǝƻŀƭǎ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴέΚ  !ǎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ƎǊƻǿǎ ǘƘǊƻǳƎƘ ǘƛƳŜΣ 
the Mission Statement should be periodically reviewed to ensure that the organization acting in accordance with 
the original purpose, or if needed, or if needed update the Mission Statement to reflect a new set of ideals.  
 

The Application Process 

To apply for official status as a student organization (club) of California Northstate College of Pharmacy, the 

following information must be submitted in writing on the Registration Application for Student Organizations form. 

¶ Name of the organization 

¶ Purpose of the organization 

¶ Amount of fees/dues 

¶ Titles of Officers, if elected 

¶ CŀŎǳƭǘȅ !ŘǾƛǎƻǊΩǎ ƴŀƳŜ ŀƴŘ ǎƛƎƴŀǘǳǊŜ !ŘǾƛǎƻǊ Ƴǳǎǘ ōŜ ǇǊŜǎŜƴǘ ŀǘ ŀƭƭ ƳŜŜǘƛƴƎǎ ŀƴŘ ŀŎǘƛǾƛǘƛŜǎύ 

¶ Date, time and location of initial meeting 

¶ Mission Statement, Bylaws, or Constitution 
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Criteria for Approval 
Please make sure that all the following criteria has been met prior to submission of the Registration Application  
 

 ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ ŎƻƳǇƭƛƳŜƴǘǎ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ƳƛǎǎƛƻƴΦ 

 The organization must have a clear purpose. 

 The organization will help satisfy an unmet need. 

 The organization can demonstrate sustainability for at least two years. 

 ¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎǘƛǾƛǘƛŜǎ ƻǊ ŜȄƛǎǘŜƴŎŜ ǿƛƭƭ ƴƻǘ ŎǊŜŀǘŜ ǳƴŘǳŜ ƭƛŀōƛƭƛǘȅ ŦƻǊ ǘƘŜ college. 

 The organization will have a separate individual to serve as president and financial officer. 

 The name of the organization must clearly represent the function of the organization. 

 

The Review Process 

 

1. Submit the Registration Application for Student Organizations to the Student Affairs Coordinator at the end of 
each academic year. 

 
2. Submit a Student Organization Constitution and/or Bylaws within sixty (60) days of filing the original application. 
 
3. Submit a proposed budget at the beginning of each academic year outlining the organizations needs and 
potential plans. 
 
4. The Assistant Dean will review the application, constitution, bylaws and proposed budget and grant or deny the 

application and provide funding support.  Funding allocations will vary from year to year and will be based on 
available funds. 

 
5. Any decisions to deny the application may be appealed in writing to the Dean. 
 

Recognition  

The application will be reviewed by the Assistant Dean of Student Affairs and Admissions and be granted tentative 

approval, rejected, or be granted a pending status.  The application will be rejected if there is any conflict with the 

educational process or orderly operation of the college, conflict with laws or public policies of the state of California 

and/or the United States; or conflicts with rules and regulations of the college.  If the organization is granted 

pending status, additional documentation and/or additional information, may be required to be reconsidered for 

approval.  A letter outlining the specifics will be sent to the person submitting the documents and the faculty advisor 

listed on the application.  If the application is approved the organization will be granted Tentative Approval Status 

for one (1) semester. 

 

For final approval to be granted, the Assistant Dean will review all materials, and render a decision in writing to the 

Faculty Advisor of the student organization.  If final approval is not granted the organization may appeal the decision 

in writing within five days to the Dean.  The appeal must contain copies of the application, mission statement and 

ƳŜŜǘƛƴƎ ƳƛƴǳǘŜǎΦ  ¢ƘŜ 5ŜŀƴΩǎ ŘŜŎƛǎƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŀǇǇŜŀƭ ƛǎ ŦƛƴŀƭΦ 

 

If Approval Status is granted, the organization must: 
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¶ Prepare and archive all meeting minutes in electronic or paper format.   

¶ Elect Officers on a yearly basis.  A written process must be established and members of the organization must be 

informed about the election process, when they will occur and who is eligible to vote.  If the Organization 

foresees a delay before Officers are elected, interim officers must be identified and a date for elections should 

be provided to the Student Affairs Coordinator.  A copy of the election process and a list of officers should also 

be submitted 

¶ Have at least one student leader attend the Student Organization Leadership Council meeting held twice a   

 semester 

¶ Provide an annual report of the organizations activities to the Student Affairs Coordinator at the end of each 

 academic year 

 

The Assistant Dean of Student Affairs in collaboration with the Student Affairs Committee may not approve an 

officer and may have them removed from position if said officer does not meet any of the officer criteria listed in the 

student handbook.   

 

All Student organizations in Tentative or Approved status must adhere to the guidelines as well as the policies set 

forth in the Student Handbook as well as this manual. 

 

RENEWAL PROCESS 
The organization shall renew its charter each year by completing the Registration Application for Student 

Organizations, obtaining required signatures, and any changes to the officers, mission statement, bylaws, or 

constitution.  ¢ƘŜ ǊŜƴŜǿŀƭ ǊŜǉǳŜǎǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀ ǎǳƳƳŀǊȅ ƻŦ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ŀƴŘ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ǝƻŀƭǎ 

for the next year. 

 

SUSPENSION OR REVOCATION OF RECOGNITION 
An organization or club may be investigated by the College if it is alleged that the organizations officers or individual 

members have violated any of the aforementioned requirements or the policies, procedures and practices of the 

College. Pursuant to an investigation by the Office of Student Affairs, the organization and its individuals may be 

ǎǳōƧŜŎǘ ǘƻ ǎŀƴŎǘƛƻƴǎ ǳƴŘŜǊ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ŘƛǎŎƛǇƭƛƴŀǊȅ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘκƻǊ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ŘƛǎŎƛǇƭƛƴŀǊȅ 

procedure. 
 

Suspension or revocation of recognition as a registered organization will result in the following sanctions: 

¶ Loss of registered student organization status 

¶ Loss of use of college facilities for any purpose 

¶ Loss of any of the colleges services or benefits 

¶ Loss of ability to hold events on or off campus 

¶ Loss of representation in the Student Organization Leadership Council 

¶ Loss of ability to promote itself on campus 

¶ Loss of any available funding 

¶ Other specific restrictions as deemed by the Assistant Dean  

 

If an organization fails to comply with city, state, or federal regulations or laws, the organization may be subject to 

criminal and/or civil action, and the organization and/or individual members may be subject to disciplinary action by 
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the college.  When an individual is acting as a representative of the organization, his or her actions reflect upon the 

reputation of the college.  It follows that any act on-campus or off-campus that is considered to be inappropriate 

and/or any incident of misconduct that negatively affects the reputation of the college is absolutely prohibited and 

will be considered as grounds for disciplinary action. 

 

An organization whose recognition has been suspended may apply to have its recognition reinstated if/when the 
sanctions expire. 
 
 

RESPONSIBILITIES FOR ALL STUDENT ORGANIZATIONS 
Student organizations are expected to work in collaboration with the college, the Assistant Dean, and their group 

advisor in order to accomplish goals and maintain themselves as registered organizations.  An organization that fails 

to comply with the policies set forth in the Student Handbook may be subject to loss of privileges and/or disciplinary 

action.  

 

 Organizations are required to: 

¶ Be represented by at least 15 full-time students.  These students and any others who may want to hold positions 

in the organization must be in good academic (2.5 GPA), financial, and disciplinary standing 

¶ Have at least one faculty/staff advisor who will attend all meetings 

¶ Hold a minimum of 2 meetings per semester 

¶ Have at least one leader participate in the monthly Student Organization Leadership Council meeting to review 

group progress, activities, status, etc. 

¶ Update registration forms with the Office of Student Affairs if any change in leadership occurs 

¶ Submit all required paperwork for starting and maintaining a recognized student organization 

¶ Submit all required paperwork for activities and events for the organization 

¶ Ensure all members submit the required paperwork to participate in activities and events 
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STUDENT ORGANIZATION OPERATIONAL POLICIES & PROCEDURES 
 

Activity/Event Planning Approval Process 
 

All events must be initiated and led by student groups and their leaders. Events may not be advertised or 
implemented without full College approval through the Office of Student Affairs.  
 
In order to obtain approval for any student organization or fraternity event the student group must submit the 
following information to their advisor initially, then to the Office of Student Affairs: 
 

1. Student Organization UniFORM. 
a.  This form is required regardless of whether the event is for the organization or the college.  
b. Information that should be provided on the form includes: 

i.  A proposal describing the nature of the activity or event 
ii. Who will benefit from the event?  The College, the organization, or the community at large 
iii. Proposed time and location of the event, including use of College facilities 
iv.  Description and details, including goals of the event 
v.  A statement of whether alcohol will be available/served at the event, if so, attach a copy of 
ǘƘŜ !./ ƭƛŎŜƴǎŜ ƻǊ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ǘƘŜ license 

vi. A listing of who is collaborating/sponsoring and/or participating in your event 
1. All other organizations/sponsors involved 
2. Names of all preceptors/participants 
3. Names of all students involved 
4. And the extent of the involvement of the public at large 

vii.  If the event is a fundraiser, please describe the amount of money you project raising and 
how that money will be used to benefit your organization, the College, a charity or the 
community. 

viii. If funding is requested 
1. Must attach the FUNDING REQUEST FORM including: 

a. A proposed budget for the event and sources of funding  
b. State whether there will be an admission fee 
c. An accurate estimate of any travel cost, if applicable 

ix. All proposed publicity in draft format (including advertisements, flyers, handouts, etc.) 
2. List all College organizations involved in the event 
3. Each participating student must complete, sign, and submit the RELEASE, WAIVER AND PARTICIPATION 

AGREEMENT FORM ǿƛǘƘ ǘƘŜƛǊ ŀŘǾƛǎƻǊΩǎ ǎƛƎƴŀǘǳǊŜ 

4. Each participating student must submit an approved EXCUSED ABSENCE REQUEST FORM if classes will be 

missed 

5. ALL FORMS must be approved and ǎƛƎƴŜŘ ōȅ ǘƘŜ hǊƎŀƴƛȊŀǘƛƻƴΩǎ advisor for the form to be considered 

complete 

6. The proposal should be presented to the Student Leadership Council by the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǊŜǎƛŘŜƴǘ 

7. The Assistant Dean must approve the activity/event. If the proposal does not include all the items listed 

above it will not be considered for approval.  The Student Affairs Assistant will notify the organization of the 

approval or reason for denial 

8. An Event Follow-Up Form must be submitted to the advisor at the conclusion of the event 

 

Organizations will be assisted in the process of planning events and in coordinating ǘƘŜ ŎƻƭƭŜƎŜΩǎ ŦŀŎƛƭƛǘƛŜǎΣ ŀƴŘ may 

receive financial assistance in order to hold non-fund-raising events. 
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The Assistant Dean of Student Affairs in collaboration with the Dean may not approve an event or override a 

decision when it is considered inappropriate and/or affects the interests of College and/or its reputation.  Holding an 

event without approval or after being denied is prohibited and may be grounds for disciplinary action. 

 
All monies collected at an event must be deposited as soon as possible after the event to thŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōŀƴƪ 
account. 
 

Co-Sponsoring Fundraisers/Events with the Office of Student Affairs 

 

The Office of Student Affairs plans to coordinate several student life events throughout the year.  Student 

Organizations can co-sponsor these events.  Co-sponsoring allows the organization to be part of the planning 

process and coordination of these events.  Groups will be responsible for helping to promote the event and 

attending.  The groups name will also be included in the promotional materials.  Examples of these events include: 

Admissions Open House, the Internship and Job Expo, New Student Orientation, and the White Coat Ceremony.  To 

co-sponsor an event please contact the Assistant Dean for Student Affairs and Admissions. 

 

 

Alcohol 
 
It is the policy of the California Northstate College of Pharmacy to provide a drug-free, healthful, safe, and secure 
work and educational environment. Employees and students are required and expected to report to their class or 
student activities in appropriate mental and physical condition to meet the requirements and expectations of their 
respective roles. 
 
The College prohibits the unlawful manufacture, distribution, dispensation, possession, or use of narcotics, drugs, or 
other controlled substances, or alcohol at the workplace and in the educational setting. Unlawful for these purposes 
means in violation of federal, state or local regulations, policy, procedures, and rules, as well as legal statutes. 
Workplace means either on College premises, or while conducting College business away from College premises, 
including participating in pharmacy practice experiences. 
 
The following is the College policy on the use or possession of alcoholic beverages by students, faculty, or staff and 
their respective organizations: 

1) Students, faculty, or staff and their respective organizations may not use public or College funds for the 
purchase of alcoholic beverages 

2) Student and faculty organizations may ONLY use non-public organizational funds (funds raised by the 
student or faculty organization and not given to them by the College or other public entity) for the 
purchase of alcohol. Alcoholic beverages purchased with non-public and non-College funds by student 
or faculty organizations may be consumed at student or faculty organization functions under the 
following conditions: 
a. The student organization must obtain an ABC permit for the distribution of such alcohol; 
b. The student organization must hire a bartender, who will be the only individual permitted to 

distribute the alcohol at the event; 
c. The student organization must hire a security guard to be present at all times during the event; and 
d. All students consuming alcohol must be 21 or older, and the bartender hired by the student 

organization must check the identification of everyone served to confirm that they are over 21 years 
of age. 

3) Events or functions involving the use of alcohol on College premises including parking lots, is not 
allowed. 
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4) Alcoholic beverages (such as kegs or cases of beer) may not be used as awards or prizes in connection 

with events or activities sponsored by students and their respective campus organizations, on or off 
campus. 

5) The public display of advertising or promotion of the use of alcoholic beverages in College publications, 
or in association with existing College events or programs, on or off campus, is prohibited. This includes 
banners, lighted beer/liquor signs, caps, t-shirts, beverage can coolers, and large balloon blow-ups. 
 

 

Money Matters 
 

Financial Assistance 

 

Student Organizations may be eligible to receive some financial assistance (when available) if they meet the 

responsibilities set forth in this manual.  The Treasurer or Primary Leader must complete a FUNDING REQUEST 

FORM.  The form must be completed and granted approval prior to spending any money. 

 

Student groups and individual members will not be reimbursed for expenditures without prior written approval. At 

ǘƘŜ hŦŦƛŎŜΩǎ ŘƛǎŎǊŜǘƛƻƴΣ ǊŜǎƛŘǳŀƭ ŦǳƴŘǎ ǘƘŀǘ ŀǊŜ ǎŜǘ ŀǎƛŘŜ ŦƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴǎ Ƴŀȅ ōŜ ŘƛǎǘǊƛōǳǘŜŘ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ 

organizations to allow the grouǇΩǎ ŀŘǾƛǎƻǊ ǘƻ ŀƭƭƻŎŀǘŜ ŦǳƴŘƛƴƎ ǊŜǉǳŜǎǘ ŀƴŘ ƳƛǎŎŜƭƭŀƴŜƻǳǎ ŜȄǇŜƴŘƛǘǳǊŜǎΦ ²ƘŜƴ ǘƘƛǎ 

occurs no additional funding will be available through the school.  Organizations may raise additional support money 

through various fundraising events. 

 

All student travel to conferences, including student competition winners must be financially responsible for some of 

the costs associated with the travel.  This financial responsibility may be up to fifty (35%) of the total travel cost.  

Food costs and parking will not be reimbursed.  Students competing in events at conferences who have been 

selected to compete by faculty will be notified of the travel benefits associated with winning the title.  Funding for 

these students will be provided by the Office of Student Affairs. 

 

       Banking Accounts 

College policy forbids college funded student organizations to open or maintain a separate bank account of any type 

with college funds with the exception of organizations that are non-college funded, such as some fraternities that 

may be required by the organization.  Such organizations may be required to keep a separate bank account, use the 

parent organizations tax ID number, and file taxes with the national group.  All other student organization accounts 

must be a sub account through the existing non-profit Associated Students of California Northstate bank account.  

This allows the organization to obtain checks with the California Northstate College of Pharmacy title as well as the 

OrganizationΩs title.  The account will reside with the group and the school from year to year.  Student organizations 

are forbidden to file for an Employer Identification Number (EIN) with the federal government as a separate 

organization.   

 

Cash Handling 
 
If an organization and its members handle cash money at an event the organization must use a cash box and have 
two individuals responsible for handling the cash. All money should be counted and deposited immediately after the 
event in the organizationΩs bank account. 
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Charging Admission 
 
If an organization is charging admission fees for events, the fee must be established at the time approval is 
requested for the event. 

 

Contracts 
 
Students are not permitted to sign contracts ǳƴƭŜǎǎ ǇǊƛƻǊ ŀǇǇǊƻǾŀƭ Ƙŀǎ ōŜŜƴ ƻōǘŀƛƴŜŘ ŦǊƻƳ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
advisor.  If approval is obtained only the highest ranking officer will be permitted to act on the organizations behalf. 
In most instances the advisor should be the responsible party and should sign the contract on behalf of the 
organization as the schools authorized agent.  Before signing a contract, the president of the organization must be 
certain that the organization has voted to authorize the contract to be signed and that there is complete 
understanding of the terms of the contract (the president must know and understand what he or she and the other 
ǇŀǊǘȅ ŀǊŜ ŀƎǊŜŜƛƴƎ ǘƻ ŘƻύΦ ¢ƘŜ ǇǊŜǎƛŘŜƴǘΩǎ ǎƛƎƴŀǘǳǊŜ ƻƴ ŀƴ ŀƎǊŜŜƳŜƴǘ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ tǊŜǎƛŘŜƴǘ όǇŜǊǎƻƴ ǎƛƎƴƛƴƎ ǘƘŜ 
contract) could be held personally liable for any legal or financial issues which may arise. 
 
Before signing a contract make sure that the reservation for the facility you intended to be used has been 
confirmed. Never commit yourself or the organization to a contract until it is in writing. Verbal contracts can be 
legally binding. Do not pay for services before they are received. Do not pay for services with cash or a personal 
check or personal credit card; request to be billed or request a check from the treasurer of the organization, or 
school, at least two weeks in advance. An individual or organization that enters into unauthorized contracts may be 
personally responsible legally or financially for the contracts or any damages that may arise. 
 
Student groups must consult with their advisor or the Assistant Dean before engaging in any agreements or plans for 
ǎŀƭŜǎΣ ŦǳƴŘǊŀƛǎŜǊǎ ƻǊ ŎƻƳƳŜǊŎƛŀƭκŎƻǊǇƻǊŀǘŜ ǎǇƻƴǎƻǊǎƘƛǇǎ ǳǎƛƴƎ ǘƘŜ ŜǾŜƴǘ ǇƭŀƴƴƛƴƎ ǇǊƻŎŜŘǳǊŜΦ ¢ƘŜ /ƻƭƭŜƎŜΩǎ 
ǊŜǎƻǳǊŎŜǎ ǎǳǇǇƻǊǘ ƛǘǎ Ƴƛǎǎƛƻƴ ŀƴŘ ƎƻŀƭǎΦ ¢ƘŜ /ƻƭƭŜƎŜΩǎ ŀǎǎŜǘǎ Ƴǳǎǘ ōŜ ǳǎed for these purposes, and not for the 
ǇŜǊǎƻƴŀƭ Ǝŀƛƴ ƻŦ ƛƴŘƛǾƛŘǳŀƭǎΩ ƻǊ ƻǳǘǎƛŘŜ ǇŀǊǘƛŜǎΩ ǳǎŜ ǘƘŀǘ Řƻ ƴƻǘ ŦǳǊǘƘŜǊ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƻōƧŜŎǘƛǾŜǎΦ 
 

Emergency Procedures 
 
In the event of an emergency please contact 9-1-1. You may reference the Student Handbook College safety manual 
for details regarding emergencies for more information. 
 
 

Fundraising 
 
Students and student organizations through its members are not permitted to solicit College preceptors, board 
members, pharmacy recruiters, or local businesses for money or in-kind contributions without express written 
approval from the organizations advisor, the Director of Experiential Education, or Assistant Dean. Students, student 
organizations and clubs wishing to solicit College preceptors, board members, or local businesses must present a 
written proposal to the groupΩs advisor, who upon initial approval will submit the proposal to the Assistant Dean for 
final approval.  The proposal should include the following: 
 
 1. Student or Organization wishing to solicit contributions 
 2. Purpose of the solicitation ς how the contribution will be used 
 3. The fundraising goal ς how much money or what quantities of in-kind items are desired 
 4. A proposed list of individuals, businesses and preceptors the student organization intends to contact; and 

5. The writing must be signed by the student making the request or the president of the organization making the 
request 
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Student organizations may hold their own events or activities to raise money for their organization. However, such 
events or activities must be approved through the Office of Student Affairs.  The Activity/Event Approval Process is 
outlined above 
 

Good Standing 
 

Any student acting as an officer in a student organization must be in good academic, financial, and disciplinary 

standing.  Officer positions include the president, vice president, secretary, treasurer, and any other office 

specifically created by the organization.  Any student who is specifically registered as a leader of the group on the 

Registration Form must be in good academic standing.  Good academic standing is defined by: 

 

¶ Maintaining a cumulative grade point average of at least 2.5 on a 4.0 grade scale. 

¶ Must be in good financial standing with the college 

¶ Must not be on academic probation  

 

Hazing Policy 
 
Hazing is strictly prohibited by California Northstate College of Pharmacy. No individual, student organization or club 
or any other College-affiliated group shall plan, engage in or condone hazing activities on or off College property. 
Hazing, means to recklessly or intentionally endanger the health or safety of a student or students or to inflict bodily 
injury on a student or students in connection with or for the purpose of initiation, admission into or affiliation with 
or as a condition for continued membership in a club, organization, association, fraternity, sorority, or student body 
regardless of whether the student or students so endangered or injured participated voluntarily in the relevant 
activity. 
 

High Risk Events 
 
For liability reasons, the College does not permit high risk activities, such as white water rafting, sky-diving, rock 
climbing or outdoor survival courses to be sponsored by the College, groups or organizations. Organizations must 
consult with the Office of Student Affairs when large, unusual or potentially risky events are planned. In organizing 
such events the planner of the event may assume responsibility for the safety of participants and may be held 
personally liable in the case of accidents. 
 

Partisan Political Activities 
 
The College prohibits the use of its resources and facilities for support of partisan political activities, including but 
not limited to using a student organization to endorse a candidate, payment of fees to a candidate, on-campus 
soliciting of funds for a candidate or otherwise campaigning for a candidate. These limitations in no way inhibit the 
expression of personal political views by an individual in the College community.  All CNCP students are approved to 
participate in legislature day in affiliation with CPhA and CSHP. 
 

Publicity 
 
Use of College Name and Logos 
Use of College and College Names and Logos by recognized student organizations and groups in good standing are 
ǇŜǊƳƛǘǘŜŘ ǘƻ ǊŜǉǳŜǎǘ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƴŀƳŜǎ ŀƴŘ ƭƻgos, including the California Northstate College of 
Pharmacy name and logo to identify the group as affiliated with the College. 
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CNCP monitors and controls all uses of its name, nicknames, and logos, including the California Northstate College of 
Pharmacy ƴŀƳŜ ŀƴŘ ƭƻƎƻΣ ǿƘƛŎƘ ƛǎ ƻǿƴŜŘ ōȅ ǘƘŜ /ƻƭƭŜƎŜΦ Lƴ ƻǊŘŜǊ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƴŀƳŜǎ ŀƴŘ 
logos, student organizations must follow the guidelines below: 
 

¶ DǊƻǳǇǎ Ƴŀȅ ƴƻǘ ǳǎŜ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƴŀƳŜ ƻǊ ƭƻƎƻǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ƴŀƳŜ ŀƴŘ ƭƻƎƻ ŦƻǊ /ŀlifornia Northstate College 
of Pharmacy, for commercial activities or to register as the name of a charitable tax-exempt organization 
 

¶ All designs must be approved by the Assistant Dean prior to using the name or logos, including the California 
Northstate College of Pharmacy name and logo or other trade or service marks on merchandise, including but 
not limited to shirts, bumper stickers, cups, etc.   A written request with sample must be submitted for approval 
with a UniFORM. 

 

 
Use of Banners, Posters, and Flyers 
 
All proposed publicity materials for an event must be submitted for approval through the event planning process 
including all proposed flyers, newspaper advertisements, press releases, flyers, posters, and banners.  Organizations 
must abide by the following policies: 
 ω All promotional or publicity materials must clearly state the sponsoring student organization 
 ω Advertising for an event is prohibited prior to approval of the event 
 ω Promotional materials may not promote alcohol as the focus of the event; such materials will not be approved 
 ω Promotional materials may not be hung on building walls, doors, trees, trash cans or paved surfaces on   
    campus 
 ω Promotional materials may be hung on bulletin boards in the student lounge or designated classrooms, and   
    the Electronic     Bulletin Board in the lobby area 
ω Materials posted in inappropriate places or materials left up after the event will be removed and the 

sponsoring organization may be subject to disciplinary action including being charged for the removal cost, if 
any 

• {ǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ Ƴŀȅ ǊŜǉǳŜǎǘ ǘƻ ƘŀǾŜ ǘƘŜƛǊ ŜǾŜƴǘ ŀƴƴƻǳƴŎŜŘ ƻǊ ŎƻǾŜǊŜŘ ŀŦǘŜǊ ǘƘŜ ŦŀŎǘ ƛƴ ǘƘŜ /ƻƭƭŜƎŜΩs 
ƴŜǿǎƭŜǘǘŜǊ ƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ ǿŜō ǎƛǘŜΦ {ǳŎƘ ǊŜǉǳests must be made to the Assistant Dean and/or SBC publicity 
officer in writing and contain the proposed material to be included and be made fourteen (14) days in advance 
of the publish date of the newsletter 
ω No outside vendors or agencies may post flyers or posters at College facilities unless they have scheduled the 

use of the facilities 

 

Student Travel 
 

Student representation at local/state/and national meetings, activities, and events is encouraged by the College. 
Students must be financially responsible for up to 30% of the cost of travel.  Current funding availability does not 
provide for the full travel funding of any student.  Student organizations will be required to submit a proposed travel 
budget for officers who plan to attend the organizations conference(s).  The proposal will be considered and either 
approved, returned to the organization with available travel funding allowance, or returned for revision.  Once 
funding has been approved a check will be requested for the organization.  The President and organization advisor 
must oversee the use of the funds per the approved proposal.  The Treasurer for each organization must keep an 
accurate accounting of the funds spent on a ledger and maintain records with original receipts for tax reporting 
purposes. 
 
A limited amount of funding is available through the school to help assist students who plan to represent their 

organization or club at approved meetings.  Approved meetings are generally considered to be professional 

conferences.  Other tȅǇŜǎ ƻŦ ƳŜŜǘƛƴƎǎΣ ƻǊ ǘǊŀǾŜƭ ǊŜǉǳŜǎǘΣ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŘǾƛǎƻǊ ŀƴŘ ǘƘŜ 
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Assistant Dean.  Request for travel funding assistance to attend off-campus professional meetings and conferences 

by members of any student organization must be accompanied by: 

 

¶ A STUDENT ORGANIZATION UniFORM FORM (1 form filled out by president for all students attending) 

¶ A RELEASE, WAIVER AND PARTICIPATION AGREEMENT FORM (1 form filled out for EACH student attending) 

¶ A FUNDING REQUEST FORM  

¶ AN EXCUSED ABSENCE REQUEST FORM (1 form filled out for EACH student who will miss any class)  

 

 The forms must be filled out completely and include all required signatures.  

 

 Student members requesting travel funds must meet the following criteria:  

¶ Be in good academic standing. Students on academic probation or otherwise not in good academic standing 

will not be approved to travel on behalf of the College (See the section for good standing for all academic 

requirements) 

¶ A full time student 

¶ Prior approval from faculty to miss class(s), if applicable 

¶ Ability to attend all student functions at the conference/meeting or other assignments as specified by the 

ƻǊƎŀƴƛȊŀǘƛƻƴǎ ƻŦŦƛŎŜǊǎΩ ŀƴŘ ŀŘǾƛǎƻǊ 

 

Students who receive any travel funding from the school in advance and do not attend the meeting, for any 

reason, must notify their advisor or the Office of Student Affairs.  Any funding received must be returned to the 

school immediately. 

 
Students should take extra care and precautions when making plans for out of town trips. All travel arrangements 
should be confirmed in writing prior to departure.  Students should plan to carpool, ride-share (generally 4 students 
per vehicle) and share rooms (minimum of double occupancy) to defray costs; reimbursement will be predicated on 
these principles whether the students elect to do so or not. In cases where airfare is a consideration for travel to an 
approved event, the student will be reimbursed the lesser of the cost of per mile reimbursement or cost of air 
travel. 
 
Criteria for eligibility and restrictions for travel funds from the College’s General Student 
Travel Account Funds are as follows: 
 

1) The FUNDING REQUEST FORM must be completed and submitted no less than 21 days in advance of the 
meeting, seminar or conference 

2) The FUNDING REQUEST FORM can be found ƻƴ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǿŜō ǎƛǘŜ 
3) Meal costs during travel are the responsibility of the traveling student and will not be reimbursed by the 

College under any circumstances 
4) Students may be expected to pay for the entire cost of travel themselves and will be required to submit 

receipts and a Student Travel Reimbursement form for reimbursement. 
5)  In order for any part of student travel to be reimbursed from the College's General Student Travel Account 

Funds the student must meet the following conditions: 
a. CNCP contest winners representing the College in local, state or national competitions necessitating 

travel will be eligible for travel expenses paid for the trip from the General Student Travel Account 
Fund (excluding meals). 

b. General travel arrangements, such as car pooling and room sharing, as outlined earlier in this 
section, should be observed to defray costs. 
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c. Students who are requesting funds for travel to meetings to give formal presentations are eligible 

for travel reimbursement as long as they meet the good standing eligibility criteria. If the 
presentation is for a poster or other non-verbal presentation. 

d. Students who represent CNCP or their state/national chapter at meetings, events or activities where 
the school must/should be represented to officially vote on behalf of the College may request funds 
for travel. This is restricted to two (2) individuals per meeting or as approved by the organization 
advisor. 

e. Student Organization officers who have mandatory attendance at meetings as a component of their 
obligations to their position are eligible to apply for travel funds and represent CNCP at those 
events.  This eligibility extends to Officers for both College-funded and non- College funded 
organizations.  

f. All situations not formally identified above are not eligible for travel reimbursement from the 
General Student Travel Fund. 

g. Each student organization also has their own fund which may be used to support student travel 
when pre- approved by the individual student organizations administrative team and faculty advisor. 
The same approval process as outlined above must be used to notify all parties of the student 
organization reimbursement limits for pre-approved funding and noted on the application for 
student travel. 

h. All reimbursement requests for student travel must be submitted on a Student Travel 
Reimbursement Form.  All original receipts with form of payment must be surrendered with the 
Student Travel Reimbursement Form along with all required signatures’ to the organization’s 
treasurer. Travel expenses should be submitted within 5 days of return from the event.  No 
reimbursement will be made after 30 days from the date of the event. 

 
 

Scheduling Facilities 
 
Use of all College facilities shall be scheduled through roomrequests@calpharm.org. Use of facilities should be 
described in the event planning submission required for event approval. Forms for scheduling facilities may be found 
online at the Student Affairs web site. Forms for scheduling facilities may be updated or revised periodically. 
 

Statement of Non-Discrimination 
 
!ƭƭ ǊŜŎƻƎƴƛȊŜŘ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ǿƛƭƭ ŀōƛŘŜ ōȅ ǘƘŜ /ƻƭƭŜƎŜΩǎ bƻƴ-Discrimination Policy, which states: The 
California Northstate College of Pharmacy does not discriminate on the basis of race, color, creed, religion, ancestry, 
ŀƎŜΣ ǎŜȄΣ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΣ ƴŀǘƛƻƴŀƭ ƻǊƛƎƛƴΣ Řƛǎŀōƛƭƛǘȅ ƻǊ ƘŀƴŘƛŎŀǇΣ ǎŜȄǳŀƭ ƻǊƛŜƴǘŀǘƛƻƴΣ ƻǊ ǾŜǘŜǊŀƴΩǎ ǎǘŀǘǳs. Failure to 
abide by this policy may result in disciplinary action, including but not limited to loss of College recognition or 
dismissal of students involved. 
 
Some organizations (i.e. Greek Social-Letter Organizations) under Title IX and Title VII of the United States Code and 
section 501 of the Internal Revenue Code may be exempt from the mandates against gender discrimination and/or 
religious interpretation. 

 

Student Organization Offices 
 

One of the benefits for recognized student organizations is a shared assigned office space, message board, and 
space for the organizations paperwork and fundraiser supplies.  All organizations shall abide by the following policy: 
 

¶ No alcohol shall be permitted in the student organization office 

¶ Blinds and/or the door must be open when the office is in use 

¶ The office is for club use only, not personal use 
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¶ One key will be provided to the president of the organization.  This person assumes all liability for the use of the 
 key 

¶ The person responsible for the key must have any other member who uses the key, sign a log indicating the time 
and date the key was used.  All organizations assigned an office must keep a key log.  The log may be subject to 
inspection 

¶ If the key is lost, or stolen, a replacement fee will be charged to the student responsible for the key.  The fee will 
be no less than $20 

¶ Organization offices must be kept neat and clean 
 

     Student Event Calendar 
     

.ŜƎƛƴƴƛƴƎ Cŀƭƭ {ŜƳŜǎǘŜǊ нлмлΣ ǘƘŜ hŦŦƛŎŜ ƻŦ {ǘǳŘŜƴǘ !ŦŦŀƛǊǎ ƛƴ ŎƻƭƭŀōƻǊŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ student government, 
SBC, will update and maintain a master student organization and event calendar on ASAP.  Student organizations 
should submit all events with dates and times to the Student Affairs and Admissions Coordinator for posting.   It is 
the responsibility of each organization to submit their event dates in a timely manner.   
 
 

Student Organization Web Pages 
 

One of the benefits available to recognized organizations is the hosting of web pages for student organizations 
ǘƘǊƻǳƎƘ ǘƘŜ /ƻƭƭŜƎŜΩǎ main web site. If a student organization is interested in obtaining a web site account through 
the College, the president of the organization should make a written request to the Assistant Dean. The 
organizations must comply with all policies regarding use of tƘŜ /ƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜ ǊŜǎƻǳǊŎŜǎΦ CŀƛƭǳǊŜ ǘƻ Řƻ ǎƻ Ƴŀȅ 
result in disciplinary action up to and including loss of recognition or dismissal of individual students. Recognized 
student organizations shall not have web pages independent of the College web page or the national organization to 
which the organization is affiliated. 
 
The following is a list of information that should be included on each student organization web site: 
 
ω The name of the College and the full name of the organization (acronyms may be identified) 
ω 5ŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ 

 ω [ƛǎǘ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ǝƻŀƭǎ and what it hopes to accomplish 
 ω List of officers and the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŦŀŎǳƭǘȅ ŀŘǾƛǎƻǊ 
 ω Description of how a student may become a member of the organization 
 ω List of scheduled meetings to include dates, times and locations 
 ω List of scheduled and approved activities and events 
 
 

WORKING WITH YOUR ADVISOR AND THE ASSISTANT DEAN 
Every organization must have a full-time faculty or staff advisor to become a recognized student organization and to 

maintain registration status.  The primary function of the advisor is to serve as a resource person for the 

organization.  Advisors will counsel and advise the organizations and also provide continuity for an organization as 

they pass along valuable information regarding the history of the organization and its past accomplishments.  An 

active advisor can improve the effectiveness of an organization while assisting in the positive development of the 

students.  Advisors should make every attempt to attend all meetings and events. 

 

It is important for organization officers to maintain open communication with their Advisor and the Assistant Dean 

for Student Affairs.  They will provide you with valuable information concerning CNCP policies and procedures that 

may affect the operation of your organization. 
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FORMS 
 

All Student Organization forms mentioned and referred to in this manual can be located on the College web site 
under the Student Affairs link.   
 
Completed forms and required documentation should be submitted to the Student Affairs and Admissions 
Coordinator. 
 

 

 


