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[bookmark: _TOC_250005]Remote Learning Changes:

· No students will be allowed on campus at this time
· Student organization are only allowed to participate in club activities virtually; i.e. meetings, events, community service, etc.
· [bookmark: _No_student_travel_is_permitted]No student travel is permitted
· [bookmark: _No_fundraising_is_permitted]No physical fundraising is permitted. Any requests to fundraise must be requested through the NVC Student Life Director of Student Life who will take it to all appropriate college approvers.  Please email Marie Morgan at mmorgan66@alamo.edu
· The NVC Involvement Fair will be Virtual

[bookmark: REGISTERING_YOUR_STUDENT_ORGANIZATION]REGISTERING YOUR STUDENT ORGANIZATION

Alamo Colleges District Policy on Registering Student Organizations

An organization in which membership is limited to students, staff, and faculty may become a registered student organization by complying with the registration procedures established by the chief student affairs officer. It is the responsibility of each college to develop and disseminate guidelines regarding student organizations.

Each registered student organization (RSO) has the responsibility to abide by the policies and procedures of the Alamo Colleges District and local, state, and federal laws. Registration does not imply approval by the Alamo Colleges District or its colleges, of the activities of the registered organization. Reference: Board Policy F.5.1.

Membership

· Student organizations shall attain/maintain a minimum membership of at least ten (10) membership eligible students.
· Membership in a student organization is open to all currently enrolled Northwest Vista College students. Members must be enrolled with a minimum of three semester hours, maintain a current and cumulative 2.0 grade point average (GPA), and must not be on administrative hold, scholastic or progress probation or under suspension for disciplinary reasons. A student placed on academic probation during any semester may not participate in public activities of the Alamo Colleges District, represent the Alamo Colleges District in meetings or on competitive teams of the Alamo Colleges District, or hold an organization officer position.
· Membership in a student organization cannot be required as part of a course of instruction, curriculum, or academic discipline.
· All members are required to adhere to the Student Code of Conduct as outlined in the policies of the Alamo Colleges District. Please visit Board Policy F.4.2.1.

Membership may not be denied based on race, religion, gender, age, sexual orientation or identity, nationality, marital status, or physical ability.

Exceptions:
1. The minimum GPA requirement shall be waived for first time in college students during their first semester.

2. Each student organization shall have the prerogative of raising the minimum GPA required for membership.

Registration Policies

Registration through NVC Student Life permits student organizations to do business with the college and receive associated privileges such as the issuance and use of an AlamoEXPERIENCE portal, access to limited funding, and distribution of marketing.

NVC Student Life shall maintain general supervision over all student organizations, which includes but is not limited to the following overall responsibilities:

· Granting or denying official registration
· Approving or disapproving virtual activities and events
· Offering assistance to all registered student organizations
· Providing periodic review of the operations and activities of all registered student organizations

Student organizations may be established within the college for any legitimate
purpose. Registration of organizations will not be denied based on the views expressed by the group. Registration will be denied if a group violates reasonable campus rules, interrupts classes, substantially interferes with the opportunity of other students to obtain an education, or if it is reasonable to believe the group poses a substantial threat of material disruption to the campus. NVC Student Life may withdraw registration if the student organization refuses to comply with valid campus rules or operational responsibilities. Each registered student organization has the responsibility to abide by the policies and procedures of the Alamo Colleges District and local, state, and federal laws. Registration does not imply approval by the Alamo Colleges District of the student organization's activities.

Registering a NEW Student Organization

NEW organizations must register in AlamoEXPERIENCE. New organizations may register at any time during the FALL and SPRING semesters, however funding from the Student Activities Fee will not be granted until after a probationary period of 60 days (excluding summer months/days).

[bookmark: During_the_probationary_period,_a_new_or]During the probationary period, a new organization must host at least 3 meetings and/or activities and provide credit to student participants in AlamoEXPERIENCE (See CONDUCTING A MEETING, ACTIVITY, OR EVENT, page 8, for more detail)

Before starting the process of registering a new student organization, students should check AlamoEXPERIENCE for the current active student organizations. Student organizations with a duplicate purpose or function to those already in existence will not be approved.

Instructions to Register a NEW Student Organization:
Step 1 – Request a Portal in AlamoEXPERIENCE:
Once in AlamoEXPERIENCE click on "Organizations" at the top left of page Click on the "Register An Organization" box on the left
Click on the “Register A New Organization” box at the bottom of page Select Northwest Vista College
Fill in your club information Submit for Approval

The requestor will receive notification in their ACES email on the status of the club/organization's portal request. Once the portal is approved, it will be hidden from the public until you complete Step 2 and your organization is approved. In order to complete Step 2, you will need to have identified at least 9 other student members and at least 1 faculty or staff organization advisor. Member’s ACES email address is required in order to add them to your portal. Each club must have at least 10 eligible student members, a president, and a faculty or staff organization advisor.

Step 2 – Complete the requirements for Registered Clubs and Organizations:
Once in AlamoEXPERIENCE, click on your new portal under "Memberships" Click on "Manage Organization"
Click on the menu on the top left Click on "Roster"
Click on the blue "Invite People" box at the top right
Add your member’s ACES student email address (@student.alamo.edu) and your organization advisor’s ACES email address (@alamo.edu) following the directions on the page
Your members and organization advisor will receive an invitation in their ACES email account that they must accept in order to be registered with the club.


Maintaining Your Student Organization's Registration

EXISTING clubs and organizations must re-register in AlamoEXPERIENCE every semester by the following deadlines: Spring=last business day in February, Fall=last business day in September. Existing clubs that fail to re-register by the deadline will be placed on inactive status. Clubs that are on inactive status may not conduct or participate in any activities or events and may not receive funding from any sources. NOTE: Only Presidents, Vice Presidents and Advisors should re-register an organization. Contact NVC Student Life if all holders of these positions have changed. Each club must have at least 10 eligible student members, a president, and a faculty or staff organization advisor.
Instructions to Re-Register an Existing Student Organization:
Once in AlamoEXPERIENCE, click on "Organizations" at the top left of page Click on the "Register An Organization" box on the left
Find your organization in the "Re-Register Existing" box at the top left of page

Click on the blue "Re-Register" button Make any updates and answer all questions
Edit your roster as needed (add, delete, and change position assignments) Submit for Approval

The submitter will receive notification in their ACES email on the club/organization's status

Instructions on how to invite new members/officers/advisors:
Once in AlamoEXPERIENCE, click on your club portal under "Memberships" Click on "Manage Organization"
Click on the menu on the top left Click on "Roster"
Click on the blue "Invite People" box at the top right
Add your member’s ACES student email address (@student.alamo.edu) and your organization advisor’s ACES email address (@alamo.edu) following the directions on the page
Your members and organization advisor will receive an invitation in their ACES email account that they must accept in order to be registered with the club


[bookmark: _TOC_250004]OPERATIONAL RESPONSIBILITIES

Student Responsibilities

Each officially registered student organization of Northwest Vista College must adhere to the following minimum responsibilities:

· Abide by and ensure all virtual activities conform to all regulations of the Alamo Colleges District, Northwest Vista College and all national, state and local laws.
· Recruit and maintain at least one NVC faculty or staff advisor.
· Participate in the NVC Virtual Involvement Fair. RSVP on your Manage page in AlamoEXPERIENCE
· Maintain a current list of members, officers, and advisors in AlamoEXPERIENCE
· Maintain the organization's funds in a District approved Agency Fund Account and follow Alamo Colleges District fiscal procedures.
· Hold official virtual meetings and/or host virtual events (at least one per month) and enter all member participation in AlamoEXPERIENCE
· Obtain approval from NVC Student Life for ALL virtual meetings, activities, events, fundraisers, etc., through AlamoEXPERIENCE.
· Officers must view the RSO Risk Management Training found in the NVC Student Life portal in the Document section

Advisor Responsibilities

Student organization advisors must be employees (faculty, staff or administration) of Northwest Vista College. Advisors serve as mentors to the members of student organizations and assist in the development of student leaders. Advisors are appointed by their respective student organization and are subject to approval by NVC Student Life. Advisors are required to carry out the following responsibilities:

· Serve for a term of at least one year.
· Limit membership to only those students who:
· Are currently enrolled at Northwest Vista College with a minimum course load of three semester hours,
· Maintain a current/cumulative 2.0 grade point average (GPA), and
· Are not on administrative hold, scholastic or progress probation or under suspension for disciplinary reasons.
· Ensure that all members meet the eligibility requirements for club membership (if you need assistance, email kpinder@alamo.edu).
· Assist students with maintaining club registration status.
· Provide guidance on planning and implementation of virtual events.
· Approve/disapprove club virtual events posted in AlamoEXPERIENCE
o	Advisors will receive a “Review Submission” request in their ACES email: “thumbs up” for approval, “thumbs down” for disapproval.
· Advise students regarding the Alamo Colleges District policies and procedures.
· Act as a liaison between the student organization and the college administration.
· Assist with conflict resolution and mediation.
· Monitor all student organization fiscal transactions.
· Help keep student organization records (member information, meeting minutes, event information, etc.) current.
· Meet regularly with the RSO president and/or be available if needed as support/ a chaperone for virtual activities/events 
· [bookmark: _Hlk62804176]All Advisor and Officers must view the  RSO Risk Management Training found in the NVC Student Life portal in the Document section

Advisors who fail to meet their responsibilities as outlined above and/or in accordance with the Board Policy D.1.1 shall be replaced by a simple majority vote of the membership and/or at the discretion of the Vice President of Student Success or designee.

Advisors are highly encouraged to confer with NVC Student Life for questions, concerns, and guidance.

Alcohol and Drug Use

Northwest Vista College strives to maintain a campus free from the illegal use, possession or distribution of controlled substances. Manufacture, distribution, dispensation, possession, use, or sale of, or the attempted manufacture, distribution, dispensing, or sale of alcohol
or controlled substances is prohibited by NVC students and employees on District property, at

official College functions, or on College business unless conducted in compliance with District policy or campus regulations.

Students found violating any local, state, or federal law regarding the use, possession, or distribution of alcohol or other drugs (as defined by the Texas Health and Safety Code, Subtitle
C. Substance Abuse Regulations and Crimes) will no longer be able to participate in club and organizations and will receive the full legal penalty in addition to any appropriate Alamo Colleges District disciplinary action.

Alamo Colleges District Board Policies:
· Alcohol and Drug Use
· Notice and Information on Illegal Drugs and Steroids
For assistance and resources with issues of alcohol and drug use, visit the NVC Counseling Services webpage CLICK HERE 

ADA Compliance

The Disability Support Services office (DSS) coordinates accommodations for students with impairments that substantially limits one or more major life activities (walking, standing, seeing, speaking, hearing, etc.) as defined by the Americans with Disabilities Act (ADA) of 1990. For more information contact the DSS Office CLICK HERE


[bookmark: CONDUCTING_A_MEETING,_ACTIVITY,_OR_EVENT]CONDUCTING A MEETING, ACTIVITY, OR EVENT

All Fall 2020 events must be virtual. No face to face meetings/events, on or off campus will be allowed. Clubs are free to use any video communications apps to conduct club events/meetings. If you are interested in using Zoom, there are many “How To” videos on their YouTube channel

Information for Protected Expression on Campus and Students’ Rights and Responsibilities can be found under Board Policy F.9.1

The college must approve ALL virtual meetings, activities, and events. In AlamoEXPERIENCE terms, everything you do as an organization is called an “Event”. Requests must be submitted for approval in AlamoEXPERIENCE at least 2 WEEKS in advance to ensure the campus approval process is completed in time for the event. More time may be required if purchasing or contracting a vendor (i.e. company for services, speaker, etc.) is required.

Step 1 - Instructions to request an event: Go to your club portal in AlamoEXPERIENCE Click on "Manage Organization"
Click on the menu icon at top left Click on “Events”
Click on the blue “Create Event” button
Enter in your Event Name with NVC (you club name) and then the event title followed by the time frame.  For Example: NVC Dance Club Weekly Meeting (1 hour).  This will help NVC students find your events or know it is an NVC organization event and not another Alamo College.  It will also allow participants to receive credit for the TIME of the event instead of just participation credit.
Complete the request and submit*
Let your advisor know to look for the “Review Submission” request in the ACES email. The event must be approved by your advisor before the college approval process can begin.
The requestor must check their ACES email for final event approval or further instructions if denied.

*An image is required for all events. If one is not uploaded at time of event approval, a generic image will be uploaded on your behalf.

Step 2 – For Advisors: Instructions on how to approve an event:
Advisors must approve event requests before the college approval process can begin
Advisors will receive a “Review Submission” request in their ACES email from
AlamoEXPERIENCE
Click on “Review Submission”
Select a “thumbs up” for approve or a “thumbs down” for disapprove.

What to do if Your Event is Denied

If your event is denied, you will receive a notification in your ACES email with an explanation. Typically, it is because you are missing important information in the Create Event form. In order to correct and/or add missing information into a form that was denied, you will need to:

Go to your portal in AlamoEXPERIENCE
Click on your picture at the top right (or first initial if you did not add a picture) Click on “Submissions”
Click on “Events” under My Submissions
(Do not click on the Events tab at the top of the screen)
Click on the event that was denied (you can filter to your Denied events) Click on the blue “Resubmit” button on the top right
Make the corrections and/or add missing information Click Submit

IMPORTANT: Your event cannot proceed unless/until it has been approved by the college in AlamoEXPERIENCE

GIVING ATTENDANCE CREDIT TO MEMEBERS

Be sure to document all who attend your meeting, activity or event in order to give them attendance credit. Their participation will be listed on their Experience Transcript. 

Instructions to give attendance credit:
Giving credit from sign in sheet
Go to your portal in AlamoEXPERIENCE Click on "Manage Organization" Click on the menu icon at top left
Click on “Events”
Click on the event that you are giving credit for Click on “Track Attendance”
Click on “Add Attendance”
Choose to add attendance from either
Invitations: Select those who attended from the invited list
Text Entry: enter in ACES emails or Banner IDs for those who attended File upload: upload an excel with either ACES emails or Banner IDs
*You may want to ask participants to send their name and banner ID to the Zoom host in a private chat so you can copy and paste this into the AE Attendance to give them credit.

DOCUMENTING COMMUNITY SERVICE EVENTS*

Instructions for documenting community service:
Add the service event in your club portal through the Create Event form following the instructions on page 9
Follow the following format:
Event Title format:
NVC Community Service: Service Agency Name (total hours) i.e., NVC Community Service: Habitat for Humanity (8 hours)
Select Theme: Service
Select Event Category: Community Service/Volunteerism Add participant attendance in AlamoEXPERIENCE after the event

*Only Virtual Service events will be approved. The event cannot require a student to leave their home. Examples: A student cannot be asked to leave their home to donate an item or a student cannot be asked to leave their home to mail an item.

Community service hours will be added to your member’s EXPERIENCE Transcript once attendance is given in your portal’s event.


[bookmark: _TOC_250003]RSO FUNDING

All funding requests must be pre-approved and will be decided on a case-by-case basis

Clubs have access to two types of funding; through your Agency Account (your club’s fundraised money) and General Student Activities Fee funding.

Agency Accounts

The following guidelines pertain to Agency Accounts in the Alamo Colleges District, Northwest Vista College and to the system of internal controls, which shall be applied to such
accounts. Registered student organizations are required to have a District approved Agency Account and may not maintain funds in an off-campus bank account.

Agency Account Procedures
No new agency accounts will be provided during Remote Learning. If your club or organization has funds in an existing account, you may request that a purchase be made on your behalf.

Instructions to apply for Agency Account Purchases:
Go to the NVC Student Life portal in AlamoEXPERIENCE Scroll down to “Forms”
Submit the NVC RSO Application for Agency Account Funding (4-6 weeks’ notice required)
The requestor must check their ACES email for approval and instructions

Account Termination

If your Agency Account is inactive (either administratively or financially) for three (3) years, your account will be closed and any remaining funds will be transferred to the RSO General Account for use on future club activities and events.

Student Activities Fee Funding

Annual Operating Funds

All registered student organizations shall be eligible to receive annual operating funds through the Student Activities Fee. The amount of funding varies each budget year and is approved by the college administration as part of Student Life's budget. These operating funds are subject to certain restrictions and are disbursed through Student Life according to the Alamo Colleges District fiscal policies and procedures.

Only approved student officers and their advisors may request funding from the Student Activities Fee. Student officers/advisor must submit a formal application to request funding for each proposed expenditure. The application must indicate the amount requested and clearly explain the purpose for the expenditure. Additional document may be required for specific types of expenditures.

RSOs should consider the following general criteria before requesting funding through the Student Activities Fee:

Examples of what MAY Be Funded Through The Fee:

· Fees and reasonable expenses for virtual speakers, lecturers, and performing artists
· Virtual Cultural and/or entertainment and activities
· Virtual Advertising and publicity for activities
· Virtual Conference Attendance
· Student awards and recognition programs and virtual events
· Virtual activities

· Requests for events/activities that require items to be mailed directly to student’s homes (we do not permit “pick-ups” must be reviewed on a case by case basis.
An email with a justification must be sent to  the Director of Student Life at mmorgan66@alamo.edu

Examples of what CANNOT Be Funded Through The Fee:

· Activities which are part of the regularly scheduled curricula of the college
· Activities which do not directly benefit or support the RSO's purpose or mission
· Activities which support or augment college operating budgets
· Activities which do not directly involve or benefit students
· Fundraising activities (Student Activities Fees will not be used to generate funds
· Student travel that is a requirement for attaining college credit
· Any commitments made (i.e. contracts signed or out-of-pocket expenditures), prior to requested/approved funding
· Donations to support philanthropic or charitable organizations
· Activities planned for the personal benefit of individuals or groups
· Donations to support, oppose, or sponsor political activities or candidates for public office

Note: This list is not all-inclusive. Please contact kpinder@alamo.edu for specific guidance.

Submitting an Application for Funding

Applications are accepted on a first come, first served basis; are subject to available funds; and must be submitted through AlamoEXPERIENCE AT LEAST 4 WEEKS PRIOR to the date the item is needed. Additional time may be required for specific types of expenditures. We recommend at least 6 weeks notification in case there are any issues purchasing and/or vendor contracting.  Failure to meet deadlines may cause an event to be canceled by Student Life or the college.  Events cannot be advertised until all paperwork/contracts have been signed.

Applications are accepted on a first come, first served basis; are subject to available funds; and must be submitted through AlamoEXPERIENCE AT LEAST 4 WEEKS PRIOR to the date the item is needed. We recommend at least 6 weeks notification in case there are any issues with purchasing and/or vendor contracting. Failure to meet deadlines may cause an event to be canceled by Student Life or the college.  Events cannot be advertised until all paperwork/contracts have been signed.
1.  Some types of expenditures will require additional time. It is suggested that you submit your request as early as possible.
2. Approved funding does not constitute approval for an activity or event (ex: if your funding request is for food at an event, you must still request and receive approval for the event).
3. Do not obligate any funding, nor make any purchases or commitments, unless you have express written permission and instructions from Student Life.
4. Any purchases or commitments made without permission will become the personal financial responsibility of the person making the purchase or commitment.

Instructions to apply for funding from the Student Activities Fee:
Go to the Student Life portal in AlamoEXPERIENCE Scroll down to “Forms”
Submit the RSO Application for Funding (4-6 weeks’ notice required) The requestor must check their ACES email for approval and instructions

[bookmark: _TOC_250002]RSO FUNDRAISING

Funding requests approval will be very limited due to limited Student Life staff 
[bookmark: _TOC_250001]
PROMOTING YOUR ORGANIZATION AND EVENTS

Registered Student Organizations are encouraged to publicly promote their club, and advertise their meetings, activities, and events.

To advertise your event in our online Virtual Magazine:

1. Your event must be already be approved in AlamoEXPERIENCE
2. Event must be approved at least 2 weeks- prior to the date.  The sooner you have your event approved, the more times it can be advertised!
3. When you submit your event request in AE, you will be able to upload a flyer.  You will be asked if you want your event advertised in our NVC Virtual Magazine. 

-An Image Holder with these pixels: Horizontal 361, Vertical 320
-Event Name
-Date & Time
-Contact Name AND ACES email address










[bookmark: _TOC_250000]EXPLANATION OF DEADLINES

This chart is provided to help explain the reasons for most application deadlines. Student Life will always process your applications internally as quickly as possible, but most processes are managed outside of our department and are not within our control. Due to being in a virtual environment, many services require a contract and/or purchase order.  This can take several weeks to process and have approved by external stakeholders. Please help us help you, by submitting all applications, requests, etc., with as much advance notice as possible to ensure that your event can be approved and take place. Event Requests will not be approved until all parties have signed any required legal and/or purchasing documents.
[bookmark: _GoBack]

	Type of Requests
	Notice Requirement
	Areas that need to process
	Estimated Processing Time

	General SAF Funding
	4 to 6 weeks
	Intake (Student Life)
Vendor Processing/ District Legal Services

	1-3 days
2-4 weeks


	Club/Org Agency Account
	3 to 6 weeks
	Intake (Student Life)
Vendor Processing/ District Legal Services

	1-3 days
2-4 weeks
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