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BASIC INFORMATION
A goal ofCalifornia Nortilstate College of Pharmacy (CN@GRp graduate competent pharmacists who will improvie
health care to a diverse population througtharmaceutial expertise. Some of this expertise can be obtaingd
outside of the classroom through hands on experience with student professtwgahizations and campus ckib
CNCP currently has over 18 various clubs and organizations including thfessmrnal pharmacy fraternities. Th¢
clubs range in interest from a health care focusch as the Clinical Care Club to the diversity clubs of Divérse
Women in Pharmacy, Affiliated Through Pharmacy, and the Vietnamese Student Cancer Awareness Cluly. CI
students have been actively engaged in the national and state organizations of ASHP, APhA, CSHP, and C
Awards for this participatiomn these professional organizatioAsy Of dzRS G KS t KI NX I 0& d2 dz
CSaildA@lt I yR [/ teKPh@macychrpternitiés intlideé Rappha Psh, Phi Delta Chi, and Rho Pi Phi| The
Collegeencourages the participation of all its studentsthese organizations and clubs through College funding
opportunities and incentives.
Benefits for Recognize8tudent Organizations
The benefits of being a recognized student organization may include the following:
Use of college facilities for meetings, events, fundraising, etc.
x  Publicity space within the college
X Inclusion in official college publications, emaihd promotional materials
x  Faculty or staff advisement
x  Ability to sponsor student events on your own and in collaboration with the Office of Student Affairs
x Resources and support from the Office of Student Affairs
x  Funding for activities if applicable
x  Shared Student Organization Office Space (if available)
Student Participation
Each student is required to join at least one (1) professional pharmacy organization while enrolled-aq a fu
time student.The collegewill enroll all students as members dfe CNCP gtent chapter ofthe California
Pharmacist Association (CPha)allow provision of additional liability insurancg&/hile membership in
multiple organizations and in leadership positions is encouraged, students should not participdte ir
student activities and organizations at the expense of their academic progression.
Basic Criteria for All Student Organizations
x  Groups must be founded on a democratic organizational structure.
x  All organizations must have a facutty staffadvisor.
x  No studenton academic probation, or otherwise not in good academic standing, may serve in a leadership
position.
x aSYOSNBKALI Ydzad YSSG GKS /2ttS3SQa y2yRAAONRYAY[ G.




STARTING A STUDENT ORGANIZATION OR CLUB

Organizations must be open to all CNCP students. Only objective membership criteriaccaisidered in
determining membership and leadership.

Student organization leaders in collaboration with faculty advismust make all organizational decisicasd
ensure that all decisions reflect the College goals and student needs.

New groups may naluplicate 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.
E\ery 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
the Student Organization Leadership Council (SOLC).

The mision and goals must be studenentered 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.

¢tKS tNBaARSYyld 2F SIOK 2NBIYyATIFGA2zy akKlff RSaA3ay)

maintain a calendar of events, including national, state and local meetings.

A calendar of events shall be submitted to tH@LE from each orgazation.

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

2. Create a name thatlearly represents the function of the group and that will notdomstrued 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 thre€3) current students who are willing to coniinto ongoingactivities of the
organization and serve as its authorized representatives.

5. Have separate individuals hold the positionpodsident, secretary and treasurer.
6. Draft a mission and goals for your organization. A sectionudiding a missio statementfollows.

7. Prepare an initial budget for the staup of the organization and one for the first year of operation coverin
the activities the organization would like to offer.

8. Be prepared to explain how your organization fits into the missidth@ College.

9. Complete theRegistration Application for Student Organizations with required submissionsutlined in the
Application Process below.

of



Building a Mission Statement

What is a Mission Statement?

A Mission Statement is a written paragraph lmt of bullet points or a combination of both, that illustrates th
2NBFYATFGiA2y Q& 32Fta YR Lldz2NLR &SP azal araarzy
in making critical decisions that effect the direction of the organizatiihen thinking about creating a Missioi
Statement for a Student Organization, it will be necessary to review the Mission Statement of California Nort
[/ 2ttS838 2F tKFENYIFOe G2 Syada2NB GKFG GKS 2 NEEtolehd Oir
Mission Statement is:

“To advance the scien@nd artof 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 uasgpporting statement that descrite
theseactions orplans.
To provide leadership opportunities? Opportunities to educate the commaaibyt ? To enhance
socialinteractions? 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 diffece? Promote enhance knowledge of the profession? Provide
professional networking opportunities?

3. Who s eligible to join the organization? A target group can be identified btidtament of non-discrimination
must be included in all Mission Statemepfsorganizations at Cébrnia Northstate.*

F Merabership in the (organization/ciigll not be discriminatedgainst on the basis of
age, sex, race, national origin, religion, disability, or sexual preference or any other chatiaqiesiected by
state, local or federal law and is open to@4lifornia Northstate studenis 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 organizedftett2 y &2 K& |
R2Ay3 (GKAAa FOGAQAGEK 52Sa A4 O2yiNARO6dzGS G2 GKS
the Mission Statement should be periodigaleviewed to ensure that the organization acting in accordance W
the original purpose, or if needed, or if needed update the Mission Statement to reflect a new set of ideals,

TheApplication Process

To apply for official status as a student organization (club) of California Northstate College of Pharmag
following information must be submitted in writingn the Registration Application for Student Organizatiofgrm.

Name of the organization

Purpose of the organization

Amount of fees/dues

Titles of Officersif elected

Cl Odz 18 ! ROA&A2NRA yIFIYS YR aA3yl G4dz2NE ! ROA a2 NJ
Date, time and location of initial meeting

Mission StatementBylaws 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

z Py
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The organization mugtavea clear purpose.

The organiztion will helpsatisfy an unmet need.

The organization cademonstrate sustainability for at least two years.

¢CKS 2NHFYAT I GA2y Q&  OGADGAGASE 2Ndoleger ali Sy O0S sAaft y2i
The organization will have a separate individual toveeas president anfinancial officer.

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

TheReviewProcess

1. Submit the Registration Application for Student Organizations tdtiueent AffairsCoordinatorat the end of
each academic year.

2. Submit a Student Organization Constitution and/or Bylaws within sixty (60) days of filingghmealapplication.

3. Submita proposed budget at the beginning of each acadegraar outlining the organizations needs and
potential plans.

4. The Assistant Deawill review the application, constitutioryylaws and proposed budget and grant or deny thd
applicationand provide funding suppartFunding allocations will vary from year to year and will be based on
available funds.

5. Any decisias 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 Admissibbe granted tentave
approval, rejectedor be granted a pending statusThe application will be rejected if there is any conflict with tf

O N

e

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

and/or the United States; or conflicts with rules and regulasiasf the college. If the arganization 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 docun@ershe faculty advisor
listed on the application.If the application is approved the orgaaton will be granted Tentative Approval Statu
for one (1) semester

For final approval to be granted, the Assistant Dean will review all materials, and r@mdeision in writing to the
Faculty Advisor of the student organization. If final approval is not granted the organization may appeal the dg
in writing within five days to the Dean. The appeal must contain copies of the application, missionestasnd
YSSGAY3 YAydziSao ¢tKS 5SIyQa RSOAaAzy NBIFNRAy3I

If ApprovalStatus is granted, the organization must:

v)
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1 Prepare and ardkie all meeting minutes in electronic paper format.

1 Elect Officer®n a yearly basisA written proess must be established and members of the organization must
informed about the election process, when they will occur and who is eligible to vote. If the OrganiZ
foresees a delay before Officers are elected, interim officers must be identifiéch atate for elections should
be provided to the Student Affairs Coordinato”A copy of the election process and a list dicefs should also
be submitted

1 Have at least one student leadettend the Sudent OrganizationLeadershipGouncil meeting held twice a
semester

1 Provide an annual reporf the organizations activitie® the Student Affairs Coordinator at the end of eag
academic year

The Assistant Dean of Student Affairs in collaboration with the Student Affairs Committee may not apprdg
officer and may have them removed from positioisdid officer does not meetny of the officer criteria listed in the
student handbook.

All Student orgaizations in Tentative or Approvestatus must adhere to thguidelines as well as the policies sq
forth in the Student Handbook as well as this manual.

RENEWAL PROCESS

The organization slll renew its charter each year by completing tRegistration Application for Student
Organizations, obtaining required signaturesgsnd any changes to thefficers, mission statement, bylaws, or
constitution. ¢ KS NByYy Sgl f NBljdzSaid oAttt AyOfdzRS | &dzyYYl NEB
for the next year.

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

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

College. Pursuant to an investigation by the Office of Student Affaiesoithanization and its individuals may b
adzo 2S00 G2 alyoOtAaz2ya dzyRSNJ GKS AYRAGARdzZ f 2NBI Yy
procedure.

Suspension or revocation of recognition as a registered organization will reshitfiollowing 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 @nigzation Leadership Council

Loss of ability to promote itself on campus

Loss of any available funding

= =4 4 4 -5 4 45 2

Other specific restrictions as deemed by the Assistant Dean

If an organization fails to comply with city, state, or federal regulations or laws, tpn@ation may be subject to
criminal and/or civil action, and the organization and/or individual members may be subject to disciplinary acti
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the college. When an individual is acting as a representative of the organization, his or her actiohsipeflethe

reputation of the college. Hollows that any act oftampus or ofitampus that is considered to be inappropriat
and/or any incident of misconduct that negatively affects the reputation of the college is absolutely prohibited
will be congilered as grounds for disciplinary action.

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

RESPONSIBILITIES FOR ALL STUDENT ORGANIZATIONS

Student organizations are expectéa work in collaboration with the college, the Assistant Dean, and their grg

192

and
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advisor in order to accomplish goals and maintain themselves as registered organizations. An organizatids tlhat fa

to comply with the policie set forth in the Student Handb& may be subject to loss of privileges and/or discipling
action.

Organizations are required to:
1 Be epresented by at least 1fill-time students. Thesstudents and any others who may want to hold positior

in the organization must be in good acadern(2.5 GPA), finaal, and disciplinary standing
1 Have at least one faculty/staff advisor who will attend all meetings

=a

Hold a minimum of 2 meetings per semester
Have at least one leader participate in the monthly Student Organization Leadership Couwgiitigne review
group progress, activities, status, etc.

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

=a

Submit all required paperwork for starting and maintaining a recognized student organization
Submit allequired 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 PlanningApproval Process

All events mst be initiated and ld by student groups and their leaders. Events mayb@oadvertised or
implemented without full College approval through the Office of Studéfairs.

In order to obtain approval foany studentorganization or fraternity everthe student group mussubmit the
followinginformation to their advisor initially, then to the Office of Student Affairs

1. Student Organization UniFORM.
a. This forms required regardless @ihether the event is for the omnization or the college
b. Information that should be providedn the formincludes:
i. A proposal describing theature of theactivity orevent
ii. Who will benefit from the event? The College, the organization, octimemunity at large
iii. Proposed time and lation of the event, inalding use of College facilities
iv. Description and details, includinggals of the event
v. A statement of whether alcohol will be available/served at the event, if so, attach a copy
GKS 1./ tA0SyasS 2N GKS engl yAT I GA2yQa |
vi. A listing of who is collaborating/sponsoring and/or participatimgour event
1. All otherorganizations/sponsors involved
2. Namesof all preceptors/participants
3. Names of all students involved
4. And the extent of the involement of the public at large
vii. If the eventis a fundraiser, please describe the amount of money you project raising an
how that moneywill be used to benefit your organization, the College, a charity or the
community.
viii. If funding is requested
1. Must attach theFUNDING REQUEST FORM including
a. A proposed budgefor the event and sources of funding
b. State whether there will be an admissitee
c. An accurate estimate of any travel cost, if applicable
ix. All proposed publicity in draft format (including advertisements, flykasidouts,etc.)
List all College orgarations involved in the event
Each participating student must complete, sign, and sititme RELEASE, WAIVER AND PARTICIPATION

AGREEMENTFORM G A 1 K G KSANJ I RAa2NDa aAirdyl GdzNB

4. Each pdicipating student must submit an approv&XCUSED ABSENCE REQUEST FORM if classes will be
missed

5. ALL FORMS mustbhpprovedandi A 3y SR 06 & (i Kd&lvisbriddHe frinftolbéi dorsigeted
complete

6. The poposal should be presented to the Student Leadership Council & | y AT I G A 2y Q&

7. The Assistant Deanust approve the activity/event. If the proposdbes not include all the items listed
abowe it will not be considered for approval'he Student Affairs Assistant will notify the organization ef th
approval or reason for denial

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

wn

Organizations will be assist in the process of planning events and in coordinafirgS 02t f S3ASmay F!

receive financial assistance in orderhold nonfund-raisingevents

of
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The Assistant Dean of Student Affairs in collaboration with the Dean may not approve ammegeatride a
decision when it is considered inappropriate and/or affethe interests of Collegend/or its reputation. Holding an
event without approval or after being denied is prohibited and may be grounds for disciplinary action.

All monies colleed at an event must be deposited as soon as possible after the év¢h§ 2 NHI YA T | (]
account.

CoSponsoring Fundraisers/Events with the Office of Student Affairs

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

Organizations can esponsor these events. &ponsoring allows the organization to be part of the plannmg

process and coordination of these events. Groups will be responsible for helping to promote the eve
attending. The groups name will also be included in the promotional materials. Examples of these events in
Admissions Open House, the Internship aath ExppoNew Sudent Orientation, and the White Coat Ceremonyo
co-sponsor an event please contact thesistant Dea for Student Affairand Admissions.

Alcohol

It is the poliy of the California Northstatedllege of Pharmacy to provide a drfrge, healthful,safe, and secure
work and educational environment. Employees and students are requirecegpelcted to report to their class o

student activities in appropriate mental and physical conditiormeet the requirements and expectations of theiy

respective roles.

The College prohibits the unlawful manufacture, distribution, dispensation, posgessiase of narcotics, drugs, of
other controlled substances, or alcohol at the workplace and irettécational setting. Unlawful for these purpose
means in violation of federal, state or logagulations, policy, procedures, and rules, as well asl Isgdutes.
Workplace means either o@ollegepremises,or while conducting College business away from Colfggenises,
including paticipating in pharmacy practicexperiences.

The following is the College policy on the use or possession of alcohediabes bytudents, faculty, or staff and
their respective organizations:
1) Students, faculty, or staff and their respective organizations may not use pul@idiege funds for the
purchase oflcoholic beverages
2) Student and faculty organizations may ONIis¥é nonpublic organizational fundéunds raised by the
student or faculty organization and not given to them by tBellege or other public entity) for the
purchaseof alcohol. Alcoholic beveraggairchased with nospublic and norCollege funds by studé

2y

anc
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or faculty organizationsmay be consumed at student or faculty organization functions under the

following conditions:

a. The student organization must obtain an ABC permit for the distribugfuch alcohol;

b. The student organization must hire a bartengeho will be the onlyndividual permitted to
distribute thealcohol at the event;

c. The student organization must hire a security guard to be present tiraé during the event; and

d. All students consuming alcohol must be 21 or older, and the bartehded by the student
organization must check the identification of every@eved to confirm that they are over 21 year
of age.

3) Events or functions involving the use of alcbbo College premises includipgrking lots, is not
allowed




4) Alcoholic beverage(such as kegs or cases of beer) may not be used as awanizesrin connection
with events oractivities sponsore by studentsand their respective campus organizations, on or off
campus.

5) The public display of advertising or promotion of the use cblablic beverages i€ollegepublications,
or in associationvith existing College events programs, on or off campus, is prohibited. This include
banners, lightedeer/liquor signscaps, tshirts, beverage can coolers, and large balloon blips.

[2)

Money Matters

Financial Assistance

Student Organizations may be eligible to recesmme financial assistance (when available) if they meet the
responsibilities set forth in this manual. The Treasurer or Primary Leader must comHuDiNG REQUEST
FORM. The form musbe completed and granted approval prior to spending any money.

Student groups and individual members will not be reimbursed for expenditures without prior written approvgl. At
GKS hTFAOSQa RAAONBiOA2YyI NBaARdzZ f FdzyRa GKFd | NP
organizations to allow the grallQa +F ROA&A2NI G2 +Fff201FG4S Fdzy RAy3a NBIj pzS:
occurs no additional funding will be available through the school. Organizations may raise adsitfpp@tmoney
through various fundraising events.

All student travel ® conferences, including student competition winners must be financially responsible for some of
the costs associated with the travel. This financial responsibility may be up t¢3ffg) of the total travel cost.
Food costs and parking will not be mdursed. 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 afy tyy
with college funds with the exception of organizations that are-osoliege funded, such as some fraternitidet
maybe required by the organizationSuch organizations may be requiteckeep a separate bank accounise the
parent organizationsax ID number, and file taxes with the national group. All other student organizatioouns
must be a sub accodrrthrough the existing na-profit Associated Students of California Northsthi@nk accant.
This allows the organization tabtain checks with th&alifornia Northstate College of Pharmacy title as well as the

Organizatio® title. The account will reside withe group and the school from year to year. Student organizatiqns

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 casbney at an event the organization must use a cash box and hjave
two individuals responsible for handling the cash. All money should be counted and deposited immediately affer th
event in theorganizatior® bank account




Charging Admission

If anorganization 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 contractlzy f S&a LINA2NJ | LILINRP @I KFa oS
advisor. If approval is obtained only the highest ranking officer will be permitted to act on the organizations b
In most instances the advisor should be the responsible party and é¢hgigh the contract on behalf of the
organization as the schools authorized ageBefore signing a contract, the president of the organization must
certain that the organization has voted to authorize tlkentract to be signed and thathere is complée
understanding of the terms of the contract (the president must know and understand what he or she and the
LI NIé FNB FaINBSAy3a (42 R200 ¢KS LINKBaARSyidiQa aArdayl
contract) could be held pspnally liable for any legal or financial issues which may arise.

Before signing a contract make sure that the reservation for the facility you intended tosbd has been
confirmed. Never commit yourself or the organization to a contract until it igriting. Verbal contracts can be
legally binding. Do not pay for services before they @eeived. Do not pay for services with cash or a perso
check or personal credit card; request be billed or request &heck from the treasurer of the organizatioor
school, at leastwo weeks in advanceéin individual or organization that enters into unauthorized contracts may
personallyresponsible legally or financially for the contracts or any damages that may arise.

Student groups must consult with theadvisor or the Assistant Dean before engaging in any agreements or plan

alfSax FTdzyRNFAaSNB 2NJ O2YYSNDAIFE KO2NLER2NF IS aLRyFH

NEa2dNDSa adzJll2NI AlGa YA&daAzy leyfrthds purpdses, ané Sot for 2hé

LISNE2Y It 3JIFAY 2F AYRAQGARIZ taQ 2NJ 2dziaARS LI NIASAQ

Emergency Procedures

In the event of an emergency please contact-2. You may reference the Student Handbook €gé safety manual
for details regarding emergencies for more information.

Fundraising

Students and student organizations through its members are not permitted to solicit College preceptors,
members, pharmacy recruiterspr local businesses famoney or inkind contributions without express written
approval from the organizations advisahe Director of Experiential Educatiaor, Assistant Dean. Students, studer

organizations and clubs wishing to solicit College preceptors, board memberssabblesinesses must present &

written proposal to the grouf@ advisor, who upoinitial approval will submit the propos#&b the Assistant Dean for
final approval. The proposal shouittludethe following:

1. Sudent or Organization wishing to solicintributions

2. Rurpose of the solicitatiorm how the contribution will be used

3. The fundraising goa how much money or whajuantities of inkind items arelesired

4. Aproposed list of individuals, businesses and preceptors the stugkgiainization intends to contact; and

5. The writing must be signed by the student making the request or the presiofeie organizatiormaking the
request
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Student organizations may hold their own events or activities to raise money fordigginization. However, such
events or activities must be approved throutjie Office of Student Affairs. The Activity/Event Apal Process is
outlined above

Good Standing

Any student acting as an officer in a student organization must be in good academicjdinand disciplinary
standing. Officer positions include the president, vice president, secretary, treasurer, and any other
specifically created by the organization. Any student who is specifically registered as a leader of the group
Regigration Form must be in good academic standing. Good academic standing is defined by:

1 Maintaining a cumulative grade point average of at least 2.5 on a 4.0 grade scale.
9 Must be in good financial standing with the college
9 Must not be on academic probation

Hazing Policy

Hazing is strictly prohibited by California Northstate College of Pharmiacindividual, student organization or clul
or any other Collegeaffiliated groupshall plan, engage in or condone hazing activities on or off College prop
Hazing,means to recklessly or intentionally endanger tiealth or safety of a student or students or to inflict bodil
injury on a student or students iconnection with or for the purpose of initiation, admission into or affiliation wi
or as acondition for continued membership in a club, organization, association, fraternity, sororigtudent body
regardless of whether the student or students so endangered or injured participatfdtarily in the relevant
activity.

High Risk Events

For liability reasons, the College does not permit high risk activities, such as white water rafthalyiséry rock

office
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climbing or outdoor survival courses to be sponsoredhsyCollege, groups or organizations. Organizations miist

consult with the Officeof StudentAffairs when large, unusual or potentially risky events are planned. In organi
such events the planner of the event may assume responsibility for the safety of participants and may b
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
not limited tousing a student organization to endorse a candidate, payment of fees to a candidatempus
soliciting of funds for a candidate or otherwise campaigning for a candidate. These limitations in no way inhibit
expression of personal political views by an individual in the College comméitgNCP studentse approved to
participate in legiglture day in affiliation with CPhA and CSHP.

Publicity

Use of College Name and Logos
Use of College and College Names and Logoscbgnized student organizations and groups in good standing arg

LISNY¥AGGSR G2 NXBIjdzSad oK S godzinQudiggih€alifordia NogtHstat&SChblegedof v | Y

Pharmacynameand logo to identify the groups affiliated with the College.
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CNCP monitors and controls all uses of its name, nicknames, and logos, including the California Northstate Cxllege

Pharmacy' I YS | yR 2323 gKAOK A& 2¢6ySR o0& GKS /2fttS3as
logos, student organizations must follow the guidelines below:

f DNRdzLJA Yl @& y20G dzasS GKS /2tf S3SQa v lHifsrda Ndihstdte2CalRge >
of Pharmacyfor commercial activities or to register as the name of arithhle taxexempt organization

1 All designs must be approved by the Assistant Dean priarsing the name or logos, including the Californ
Northstate College of Pharmacy name and logo or other trade or service marks on merchandise, includ
not limited to shits, bumper stickers, cups, etcA written request with samplenust be submited for approval
with a UniFORM.

Use d Banners, Posters, and Flyers

All proposed publicity materials for an event must be submitted for approval thrthuglevent planning process
includingall proposed flyers, newspaper advertisements, press relgélyers, posters, and banners. Organization
must abide by the following policies:
wAll promotional or publicity materials must clearly state the sponsoring studeganization
wAdvertising for an event is prohibitgaior to approval of the event
wPromotional materials may not promote alcohol as the focus of the event; satérials willnot be approved
wPromotional materials may not be hung on building waltsyrs,trees, trash ans or paved surfaces on
campus
wPromotional materials malge hung on bulletin boards in tretudent lounge or designated classroarasd
the Electronic Bulletin Board in the lobby area
wMaterials posted in inappropriate places or materials left up after the event wiltb®ved and the
sponsoringorganization may be subject to disciplinary action including being elabigy the removal cost, if
any
e{ GdzRSY (i 2NBHIFIYATFdA2ya YIe& NBldzSad (2 KIGS GKSA
ySsat SGASNI 2N 1 KS ae3& awsttb@madeadiite AssistanSDean{anttOrikSBOIFitjicH
officerin writing and contain the proposed material to be included and be nfadeeen (14) days in advance
of the publish date of the newsletter
wNo outside vendors or agencies may post fbyer posters at College facilities unless they haveduded the
use of the facilities

Student Travel

Sudent representation at loca$tate/and national meetingsactivities, andevents is encouraged by the Collegé¢.

Students must be financiallgsponsible for up t80% of the cost of travel. Current funding availability does n

provide for the full travel funding of any student. Student organizations will be required to submit a proposed [lzavel

budget for officers who plan to attend the orgaations conference(s). The proposal will be considered and ei
approved, returned to the organization with available travel funding allowance, or returned for revision.
funding has been approved a check will be requested for the organizatioa.Piiesident and orgaraton advisor
must oversee the use of the funds per the approved proposal. The Treasurer for each organization must K
accurate accounting of the funds spent on a ledger and maintain records with original receipts for tatingep
purposes.

A limited amount of funding is available through the school to help assist students who plan to represent
organization or club at approved meetings. Approved meetings are generally considered to be profes
conferences. OtherdtlLJSa 2F YSSGAy3asx 2N G0N @St NBIjdzSadz Ydz
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Assistant Dean. Request for travel funding assistance to atterchofpus professional meetings and conferenc
by members of any student organizatiorust be acompanied by:

ASTUDENT ORGANIZATION UniFORM FORM (1 form filled outby presidentor all students attending)
ARELEASE, WAIVER AND PARTICIPATION AGREEMENT FORM (1 form filled out for EACH student attending)
AFUNDING REQUEST FORM

ANEXCUSED ABSENCE REQUEST FORM (1 form filled out for EACktudent who will missny clasy

=A =4 =4 =

The formamust be filled out completely and include all required signatures.

Student members requesting travel funds must meet the following criteria:
1 Be in @od academic statting. 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 acadenyi

requirements)

1 A full time student

Prior approvafrom faculty to miss class(s)applicable

91 Ability to attend all student functions at the conference/meeting or other assignments as specified by
2NBFYATFiA2ya 2FFAOSNEQ FYyR ROAE&A2N]

=

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 shouldake extra care and precautions when making plans for out of town trips. All travel arrangen
should be confirmed in writingrior to departure Students should plan to carplooide-share (generally 4tudents

per vehicle) and share roonfminimum ofdouble occupancylp defray costs; reimbursement will be predicated o
these principles whether the students elect to do saot. In cases where airfare is a consideration for travel to

approved event, the student will be reimbursed the lesser of tost of per mile reimbursement or cost of aif

travel.

Criteria for eligibility and restrictions for travel funds from the College’s General Student
Travel Account Funds are as follows:

1) TheFUNDING REQUEST FORM must be completd and submitted ndessthan 21days in advace of the
meeting, seminar oconference
2) TheFUNDING REQUEST FORM can befound2y G KS / 2ff S3SQa 6So6 aAaids
3) Meal costs during travel are the responsibility of the traveling student and will notlmbursed by the
College undeany circunstances
4) Students maye expected to pay for thentire cost of travel themselves andill be required tosubmit
receipts and a Student Travel Reimbursement form for reimbursement.
5) In order for any part of student travel to be reimbursed from the Colle@eneal Student Travel Account
Fundsthe student must meet the following conditions:
a. CNCP contest winners representing the College in local, state or nationpktibons necessitating
travel will be eligible for travel expenses paid for the trip fronetGeneral Student Travel Accour
Fund (excluding meals).
b. General travel arrangements, such as car pooling and room sharing, as outlined earlier i
section, shoulde observed to defray costs.
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c. Students who are requesting funds for travel to meetings to give formal presentations are el
for travel reimbursement as long as they meet the gostnding eligibility criteria.lf the
presentation is for a poster ather nonverbal presentation.

d. Sudents who represent CNCP or their state/national chapter at meetings, eventsivitiastwhere
the schoolmust/should be represented to officially vote on behalf of the College may redqueds
for travel. This igestricted to two (3 individuas per meetingor as approved by the organization
advisor.

e. Student Organization officers who have mandatory attendanamegtings as @aomponent of their
obligationsto their position areeligible to apply fo travel funds and represent CNGP those
events. This eligibility extends to Officers for both Colldgaded and non College fundd
organizations

f. All situations not formally identified above are not eligible for travel reimborent from the
General Studentravel Fund.

g. Each student organization al$w@s their own fund which may be used sapport student travel
when pre approved by the individual student organizations administrative team and faculty adv

pible

SO

The same approvagbrocess as outlined above must be used to notify all parties of the studen

organization reimbursement limits fopre-approved funding and noted on the application fd
student travel.

h. All reimbursement requests for student travel must be submitted onStadent 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 withindays of return from the event. No
reimbursement will be made after 30 daysin the date of the event.

Scheduling Facilities

Use of all College facilities shall be scheduthrough roomrequests@calpharm.ortyse of facilities shoulte
described in the event planning submission required for event approval. Forms faluicigefacilities may be found
online at the Student Affairs web site. Forms for scheduling facilities may be updated or revised periodically.

Statement of Non-Discrimination

1ff NBO23IyAT SR &GdzRSyG 2 NEL yA LDisérimiasss Policy, tfich btaiesTRES
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California Northstate College of Pharmacy does not discriminate on the basis of race, color, creed, religion, apcest

38T &SEZ YIFNRGI® a0l ddzaz yFridA2ylf 2 NA 3 Ay Zs. FRilra to §
abide by this policy may result in disciplinary action, including but not limited to loss of College recogniti
dismissal of students involved.

Some organizations (i.e. Greek Sotitter Organizations) under Title IX and Title VIhefWnited States Code and

At
oJale]

section 501 of the Internal Revenue Code may be exempt from the mandates against gender discrimination ad/or

religious interpretation.

Student Organization Offices

One of the benefits foracognized student organizations asharedassigned office space, message board, ahd

spacefor the organizations paperwork arfdndraiser supplies All organizations shall abide by the following policy:

1 No alcohokhall be permitted in the student organization office
9 Blinds and/or the doomust be open when the office is in use
1 The office is for club use only, not personal use




1 One key will be provided to the president of the organization. This person assumaskiliy ffor the use of the
key

1 The person responsible foné key must haveany other membervho uses the keysign a log indicating the time
and date the key was used. All organizations assigned an office must keep a key lagg rihg be subject to
inspection

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

1 Organization offices must be kept neat and clean

Student Event Calendar

.S83AAYYAYy3a ClLtt {SYSAGSNI unmnI GKS hTTAGhded govefninezi
SBC, will update and maintain a master student nigation and event calendar oASAP. Student organization
should submit all events with dates and times to the Student Affairs and Admss€ioordinator for posting.lt is
the responsibility of each organization to submit their event dates in a timely manner.

SN

Student Organization Web Pages

One of the benefits available to recognized organizations is the hosting of web pagssident organizations
0 KNP dz3 K (i K&nweb2sitefIf & 3t&dOnd organization is interested dbtaining a web site account through
the College, the president of the organization should makeawritten request to theAssistant Dean The

organizations must comply with afiolicies regardinguse 6K S / 2f £ S3SQa 6So6aAiGS NBPaz
result in disciplinary action up to and including loss of recognition or dismissal of individual students. Recopnize

student organizations shall not have web pages independent of the College web phgenational organization to
which the organization is affiliated.

The following is a list of information that should be included on each student organizatiositeeb

wThe name othe College and the full name of the organization (acronyms may Ineifieel)

WS SAONRLIIAZ2Y 2F GKS 2NBFYATFGA2yQa YAdaarzy
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wList of officersandthe NB | yAT F A2y Q& FI Odzf & | RAAA2N]
wDescription of how a student may beoe a member of the organization

wlist of scheduled meetings to ilwe dates, times and locations

wList of scheduled angpproved activities and events

WORKING WITH YOUR ADVISOR AND THE ASSISTANT DEAN

Every organization must have a ftithe faculty or staff advisor to becomeracognized student organization and t(
maintain registration status. The primary function of the advisor is to serve as a resource person fqr
organization. Advisors will counsel and advise the organizations and also provide continuity for an togaa&zs

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

the

A

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

students. Advisorsshould make evergttempt to attend all meetings and events

It is important fororganization officerdo maintain open communication with theirddisor and the Assistant Dear
for Student Affairs. They will provide you with valuable information concgr@iNCP policies and procedures that
may affect the operation of your organization.




FORMS

All Student Organization forms mentioned and referred tahis manual can be located on the Collegeb site
under the Student Affairs link.

Completed forms andequired documentation should be submitted to the Student Affairs and Admissions
Coordinator.




