Registered
Student
Organization
Handbook
2016-2017

Prepared by the
Kendall College of Art and Design
of Ferris State University
Office of Student Engagement

Information in this guide is adopted from the Ferris State Unviersity Office of Student
Leadership & Activities Registered Student Organziation Handbook Revised July 2015

Table of Contents
Introduction
Student Organizations
Office of Student Engagement
Annual Events
Opportunity Fair
Holiday Sale
Registration Information
Requirements
Benefits and Statuses
Registering a new Organization
Dissolving an Organization
Re-Registering an inactive Organization
Student Organization Policies
Advertising/Campus Postings
Advisors
Auxiliary Groups
Constitution
Contracts
Club Sports
Off-campus events
Disciplinary/Judicial Procedures for RSO’s
Discrimination
Financial Management
Fundraising Activities
Hazing
Meeting Space
Membership
Membership Roster
Officers
Use of KCAD brand
Planning and Promoting Your Event – Best Practices
Promotion
Event Safety Policies
For Advisors
The Role of an Advisor
Policies and Procedures
Annual Checklist
Stay Informed
Liability Q & A

Appendix
Assumption of Risk and Release Waiver
Club Sports Waiver
Funding Proposal Form
RSO Registration/Update Form
Safety Plan
Third Party Vendor Checklist
Event Proposal Form
Lobby Monitor / Web Info

Student Organizations
Student Organizations play an important role in helping Kendall College of Art and Design of Ferris State University (KCAD)
achieve the mission of preparing our graduates to become leaders in the world of art and design and promoting in our
students an awareness of social responsibility. Student Organizations provide unique learning experiences outside the
classroom and they create opportunities for students’ personal and professional development. KCAD recognizes the
positive impact Student Organizations may have on recruitment and retention of students.
All Student Organizations must register with the Director of Student Engagement in the Activities & Resource Center in
order to function on campus and have access to campus resources, including space reservations. Information provided
through the registration process enables the College to maintain communication with student leaders and to provide
several special services for student organizations.
Any KCAD Student Organization registered with the College is subject to the policies and procedures as outlined in the
Student Handbook and in this Student Organization Handbook.
Registration of a Student Organization constitutes College acknowledgement of the proposed mission, purpose, and
programs. Registration may be suspended or terminated according to the disciplinary procedures outlined in this
Handbook.
The Office of Student Engagement is committed to helping Student Organizations thrive at KCAD. Services
include leadership training, office resources, organizational counseling, and advice on activities (planning and
funding). Don’t hesitate to contact the office or visit the Activities & Resource Center for assistance with your
student organization needs.

Office of Student Engagement
Nicole DeKraker, Director of Student Engagement
Email: NicoleDeKraker@ferris.edu
Emily Renkert, Assistant to the Director of Student Engagement
Email: EmilyRenkert@ferris.edu
Mission Statement: To engage, develop, and produce impactful and successful students.
The Office of Student Engagement in located within the Activities & Resource Center (ARC) on the first floor of the
main 17 Fountain St. NW building.

Annual Events
1.) Opportunity Fair
Held during the first week of classes every fall semester, Registered Student Organizations (RSOs) can use this
event to recruit new members, distribute information about their organization, and share what the organization
is all about. Each RSO must reserve a table for the Opportunity Fair at least one month in advance by contacting
the Assistant to the Director of Student Engagement.
2.) Holiday Sale
Typically held in December or February, this sale is an opportunity for RSOs to sell items created by their
members. Each RSO must reserve a table for the Holiday Sale at least two weeks in advance by contacting the
Assistant to the Director of Student Engagement. Profits from the sale can be used by the RSO to pay for
activities/supplies or to cover other expenses for its members.

Registration
1.) All Student Organizations must register with the Director of Student Engagement in the Activities & Resource
Center in order to function on campus. Information provided through the registration process enables the
College to maintain communication with student leaders and provide several special services for Student
Organizations.
2.) New Student Organizations register using the Student Organization Registration form. See appendix.

Requirements to be a Registered Student Organization (RSO)
1.) Submitting the following at the first Student Leadership Meeting of the semester: the Student Organization
Update form and any changes in officers or advisors.
2.) Sending a representative to every Student Leadership meeting each semester. Student Leadership
meetings offer the opportunity to seek collaboration and support with other RSOs, learn what other RSOs are
planning, and inform the College of your RSO’s plans. Student Leadership is also the group that by vote
distributes funding.
3.) Hosting a meeting each semester that invites new members.
4.) Ensuring there is an accurate constitution and mission statement on file with the Director of Student
Engagement.
5.) Communicating to the Director of Student Engagement, a list of electronic communications methods used by
your Student Organization (i.e. email, social media, etc.).
6.) Adhering to all College and Student Organization policies as listed in the Student Organization Handbook and the
Student Handbook.
7.) Registration of a Student Organization may be suspended or terminated following review of the organization as
outlined in the Disciplinary Procedures section of this handbook.

Benefits to Student Organizations
Registered Student Organizations are immediately eligible for the following privileges:
1.) Access to College facilities for activities and meetings (upon request, pending availability and approval).
2.) Access to funds through the Funding Proposal process. Student organizations cannot use these funds to
purchase food (unless it is ordered for the first official meeting of a newly approved Registered Student
Organization or for a public reception), alcohol, or illegal substances or materials. These funds must be accessed
through the Student Activities Office. Cash cannot be granted to the student organizations; purchases must be
made by the staff in the Student Engagement Office (by credit card or check). Please allow two weeks for
purchases.
3.) The ability to have mail/packages delivered to the College for the Student Organization’s business matters only.
4.) Eligibility to sponsor campus events.
5.) Eligibility to advertise and promote sponsored events (according to College policies and procedures).
6.) Assistance/advisement from the Student Engagement Office.
7.) Promotion in College presentations and publications, including Student Organization Directories (in print and on
the KCAD website).

Registering a New Organization
1.) Representative(s) of the Student Organization meet with the Director of Student Engagement to discuss
the idea and purpose of the organization. In this meeting, the Director will explain the registration process
to the representative(s), and will provide a Student Organization Registration form. The new Student
Organization must create Bylaws, name the four (4) founding students, name a faculty or staff advisor,
and set up a time and location for the Organization’s first meeting.
2.) The Organization has two months from the date of registration to vote on the Organization’s officers
(president, vice president, treasurer, and secretary).
3.) The Organization will fulfill all other Student Organization responsibilities as outlined in the KCAD Student
Organization Handbook.

Dissolving an Organization
1.) An organization can be dissolved by completing the RSO Registration/Update Form and submitting it to
the Activities & Resource Center. An organization should be dissolved if a majority of the organization’s
members vote to dissolve the organization or if the organization no longer has active members. This
process can be completed by the advisor or one of the officers.

Re-Registering an Inactive Organization
1.) Students interested in re-registering an inactive student organization will meet with the Director of
Student Engagement to discuss the reasons for reorganizing. The members should be prepared to
explain why the organization became inactive and why they are choosing to re-register.
The Director will review the former student organization’s file to confirm there were no records of
violation of College policies. If any matters initiating the closure of the organization are unresolved, the
new organization will be denied registration until such matters are resolved.
If the organization is eligible for reactivation, the same registration process as listed above for new
organizations will proceed.

Student Organization Policies
1.) Advertising/Campus Postings
a. Student organizations may promote meetings, events, fundraisers, and other activities in a
variety of ways. Any advertising should be in good taste to positively represent the organization
and KCAD. Advertising methods include but are not limited to - the KCAD website, digital
monitors, emails, and posters.
b. Posters and other forms of advertising must be approved and stamped in the Activities &
Resource Center.
2.) Advisors
a. Student Organizations must maintain a faculty or staff advisor at KCAD.
b. Off-campus or additional faculty/staff (2nd) advisor information is requested by the Director of
Student Engagement to maintain communication with these dedicated individuals. Please
provide this information as soon as the advisor commits to the organization.
i. An off-campus advisor may not represent him/herself as a College representative. An
off-campus advisor may not endorse College forms and does not replace the function of
the campus advisor.
ii. The College accepts no responsibility or liability for the actions or involvement of the offcampus advisor.
3.) Auxiliary Groups
a. No registered student organization may sponsor, affiliate with, or plan regular activities with an
auxiliary group (i.e., “little brothers,” or “little sisters,” etc.) of any kind which connotes
membership other than that of full membership in the registered student organization.
4.) Constitution/By Laws
a. Registered student organizations must have a current copy of their bylaws on file with the
Director of Student Engagement, in order to be recognized as a registered student organization.
They should also create a constitution in order to outline their membership criteria, officer
structure, and administrative concerns (meeting schedule, officer selection, etc.).

b. The constitution should be signed and dated by the officers of the organization.
c. A sample constitution can be obtained from the Director of Student Engagement.
5.) Contracts
a. If an organization solicits the services of an agency, vendor, speaker, or entertainer and a
contract is required for confirmation, any and all contracts must be discussed with the Director
of Student Engagement and signed by the College’s designated official.
b. The registered student organization must prove the financial and other means to honor the
contract before it will be signed.
c. Contracts cannot be in effect for more than one calendar year.

6.) Club Sports
a. RSO members participating in sports must complete the Club Sports Waiver. See appendix.

7.) Off-Campus Events
a. RSOs are permitted to sponsor off-campus events as long as they abide by College policies and
guidelines, as well as all local, state, and federal laws.
b. Any location the organization would use to host the event must hold its own event insurance. If
the venue does not hold event insurance or if additional insurance is required, contact the
Director of Student Engagement.
8.) Disciplinary/Judicial Procedures for RSOs
a. The College has the authority to initiate proceedings against groups of students or student
organizations in any case involving allegations of misconduct. When an organization violates a
policy of the College, the RSO may be held accountable for policy violations.
b. Please see the KCAD Student Handbook for the College’s disciplinary/judicial procedures and
policies.

9.) Discrimination
a. All KCAD College of Art and Design RSO’s must comply with Title IX of federal law regarding sex
discrimination, and with the College’s policy of providing equal opportunity without regard to
race, creed or religion, color, national origin, sex, age, marital status, height, weight, sexual
orientation, veteran status, handicap, or other characteristics that cannot lawfully be the basis
for educational opportunities.

10.) Financial Management
a. Each RSO will have access to $150 from the Office of Student Engagement each fiscal year, July
1st – June 30th.

b. Request for funding: RSOs must submit a proposal to request additional funding. This proposal is
typically due to the Director of Student Engagement by the second or third week of the fall
semester. Student Leadership will vote to distribute funds to selected proposals. See Appendix.
Note: If funding has been awarded as the result of the funding proposal voting process, the RSO
must adhere to all policies in the Registered Student Organization Handbook as a condition to
receive funding.
c. Purchasing
i. Purchases using funds from the College must be made by the staff of the Office of
Student Engagement via check or credit card. Requests to purchase using funds from
the College must be made at least 2 weeks in advance by emailing both the Assistant to
the Director and the Director of Student Engagement.
ii. The RSO’s student leadership officers can make purchases using funds that were earned
through a fundraising event without making a request to the Office of Student
Engagement. (Note: these funds should be kept in a bank account maintained by the
RSO. See next section regarding bank accounts.)
d. Student organizations should manage the finances of the organization in a business-like
manner.
i. RSO’s collecting donations, ticket sales or engaging in fundraising activities for the
benefit of the organization should maintain a treasurer position on its executive board,
and should maintain a bank account in the name of the organization.
ii. The bank account should be set up with the organization’s advisor and treasurer. Please
see the Director of Student Engagement for more details.
iii. The treasurer should develop an annual budget, maintain records of income and
expenses, stay current with financial obligations, and regularly report the financial
status of the organization to the officers, advisor(s), and the general membership.
iv. Financial records may be reviewed by the College upon request.
v. An agenda and list of attendees must be provided to the Assistant to the Director of
Student Engagement if an organization uses College funds to purchase food for an
event.
e. Student organizations that maintain a bank account must do so with a bank located in the City of
Grand Rapids.
i. The bank account must be in the name of the organization on file with the College.
f.

Student organizations are not automatically classified as non-profit or tax-exempt entities.
i. Student organizations are NOT authorized to use Ferris State University’s tax-exempt
identification number. The organization must make proper application to the Internal
Revenue Service for that status. Local bank representatives can assist you with this
process.

g. Organization funds CANNOT be used for the purchase of alcohol.

11.) Fundraising Activities
a. The Student Organization president must notify the Director of Student Engagement about all
fundraising events/activities sponsored by RSO’s at least 2 weeks prior to the event. All
fundraising activities must follow College policies, applicable organization policies/procedures,
as well as state, local and federal laws.
b. Outside vendors are charged a fee to operate on campus to advertise and/or sell goods or
services.
c. Bake sales must have each item individually wrapped and labeled with the statement “This item
was prepared in an unlicensed kitchen”. Labels should be obtained by contacting the Assistant
to the Director and the Director of Student Engagement.
d. Food sales on campus must be approved by the College. All food sales must comply with all
applicable laws, rules or regulations.
e. RSO’s must consult with the Director of Student Engagement before selling any food on campus
or off campus.
f.

The State of Michigan regulates raffles, which requires registration with the State at least six (6)
weeks in advance. Please see the Director of Student Engagement for more details.

g. RSO’s must adhere to the University Trademark Policy when producing items using the KCAD
name or logo either for sale, advertising, or in-house use.
12.) Hazing
a. Hazing is defined as any conduct which subjects another person (whether physically, mentally,
emotionally, or psychologically) to anything that may endanger, abuse, degrade, or intimidate
the person as a condition of association with a group or organization, regardless of the person’s
consent or lack of consent.
b. Hazing of a member or prospective member of a RSO is strictly prohibited. Individuals found to be
involved in hazing practices are subject to individual student judicial sanctions, and the RSO
found to have members involved in hazing is subject to sanctions up to and including loss of
registration.
c. Suspected hazing violations may be reported anonymously to (616) 451-2787 extension 1140.
13.) Meeting Space
a. To reserve a regular meeting space for your organization, email both the Assistant to the Director
and the Director of Student Engagement.
14.) Membership
a. Membership in any KCAD Student Organization must be open to any KCAD student. See section 8)
Discrimination.
15.) Membership Roster

a. It is the responsibility of each student organization to keep an up to date membership roster. To
maintain membership in a student organization, a student must attend a majority of the student
organization’s meetings.
b. Maintaining the roster can be accomplished by taking attendance at each meeting with a sign in
sheet. The student organization’s secretary should maintain this record.

16.) Officers
a. Officers should be nominated in a meeting, and then voted on by the student organization’s
membership. All elected officers names and elected positions should be given to the Director of
Student Engagement for communication purposes. All elected officers must maintain a
cumulative grade point average of a 3.0.
b. Each organization should indicate the officer positions in their constitution/by-laws. Most
organizations have a president, vice president, secretary, and treasurer. There are examples of
possible descriptions for these roles. These descriptions are flexible based on the needs of your
organization. All descriptions should be approved by your organization’s membership.
President
• Presides over meetings of the organization
• Calls special meetings of the organization
• Facilitates officer meetings
• Prepares and files any report required
• Appoints committee chair people or sub group people
• Maintains contact with organization advisor
• Maintains contact with KCAD representatives or any department or community partner
• Represents the organization to KCAD
Vice President
• Assumes the duties of the President in his or her absence
• Directs constitution/by-laws updating and revisions
• Facilitates election of officers
• Recruits new members
• Serves as a spokesperson for the organization
• Serves as a secondary signatory on financial accounts
• Provides follow‐up to organizational tasks
• Represents organization at official functions
• Remains fair and impartial during organization decision making processes
• Provides encouragement and motivation to fellow officers and organization members
• Organizes an end‐of‐year celebration
Secretary
• Obtains appropriate facilities for organization activities
• Keeps a record of all members of the organization
• Keeps a record of all activities of the organization

•
•
•
•
•
•

Prepares an agenda with the President for all meetings
Notifies all members of meetings
Prepares organization's calendar of events
Keeps the organization informed of both organizational and KCAD business
Keeps and distributes minutes of each meeting of the organization
Creates and distributes agendas for each meeting of the organization

Treasurer
• Is familiar with accounting procedures and policies
• Serves as the primary signatory on financial accounts
• Pays organization bills
• Keeps all financial records of the organization
• Prepares an annual budget
• Prepares all budget requests for funds
• Prepares and submits financial reports to the members
17.) Use of KCAD brand
a. Any use of the KCAD name and form should be approved by the Office of Student Engagement
and the Communications Office.

Planning Your Event – Best Practices
1.) Submit a completed Event Proposal Form (see appendix) to the Office of Student Engagement.
2.) Reserve space to hold your event (if needed).

Event Promotion – After the Event Proposal Form has been submitted (see above)

1.) Promotional materials for RSOs must include the following:
a. “Individuals with disabilities who require special accommodations to participate should contact
[the RSO advisor’s name] at 616.451.2787 at least 72 hours in advance.”
b. Notice of non discrimination- go to
www.ferris.edu/HTMLS/administration/advance/standards/REQUIRED_CONTENT_FOR_UNIVER
SITY_PUBLICATIONS.PDF to see which category your material is and which non-discrimination
notice you should use.
c. The official KCAD RSO graphic- search kcad.edu for “student organizations directory” and
download graphic from the left-hand side of the page.

2.) Avenues of Promotion
a. Posters: You may have up to 20 8½x11 posters for an event posted around campus. Postings
must be approved and posted by the Activities & Resource Center. You must bring the posters
already printed to the ARC to have them posted. See section 1 of Student Organization Policies
for Advertising/Campus Postings.
b. KCAD website: Have your event listed in the kcad.edu list of upcoming events by contacting the
Assistant to the Director and the Director of Student Engagement.
c. Digital monitors around campus: and social media: you may submit a promotional graphic
(1500px wide by 844px high) to the Office of Student Engagement to share on the monitors and
social media

Event Safety Policies
For safety and liability reasons, RSO’s must commit to planning safe events. ALL events, whether on or off
campus are included in this policy section. If an injury or property is damaged, the RSO, its members and advisor,
and/or KCAD may be liable to repair or pay for damages. In extreme cases a lawsuit could be filed. For this
reason, all RSO’s must follow all event rules stated below:
1.) Know and abide by all College facility and off campus venue policies, i.e. fees, use of food, supervision of
event, venue capacity, fire regulations. Polices are posted on the Ferris State website at
http://www.ferris.edu/HTMLS/administration/studentaffairs/CLACS/UseofGroundsGuidelines13.14rev.pd
f or at the facility. Your advisor and the Office of Student Engagement staff are resources for identifying
and clarifying policies.
2.) For ALL RSO events (not including regular weekly meetings), student officers must email both the
Assistant to the Director and the Director of Student Engagement to share their event safety plan.
3.) The RSO advisor must approve of the event safety plan.
4.) Due diligence- must complete a full safety plan that takes into account the health, safety, and property
issues the common person would be aware of and how the organization will take steps to minimize the
occurrence of any hazard. An example safety plan is in the Appendix.
5.) For events that include a participant activity that has a good probability of causing significant injury, an
individual participant waiver is required. At these events, the RSO adviser is required to be in attendance.
Activity waivers must be kept by the RSO for 7 years. Examples of high-risk events include but are not
limited to: tug of war, food eating contests, sporting games, travel in a vehicle/bus.
6.) For events that include minors (participants under age 18),the minor must have a legal parent/guardian
in attendance. If the minor will be participating in an activity that may cause injury, the legal
parent/guardian must sign a minor participation waiver and be at the event. See Appendix. You must also
notify the Director of Student Engagement one month in advance of an event that includes minors.
7.) Incident reports: if an injury or damage takes place at the event, a full description of the incident should
be documented and submitted to the Office of Student Engagement immediately. The documentation
should include names and contact information of individuals involved, completed description of what
happened and the extent of the damage, and any action taken by the organization to resolve the incident.

8.) Alcohol is prohibited in all on-campus facilities. (Alcohol may be permitted at specific on-campus events
as directed by the College President.)
9.) RSOs affiliated with a national organization that hold events must comply with the risk management
policies of the College and the affiliated national organization’s risk management policy. Where multiple
policies are in force, the strictest rules will apply.
10.) Off-campus events where alcohol is served
a. Public events at bars sponsored by RSOs ARE STRONGLY DISCOURAGED. These events impose a
great liability risk to the organization, its members and advisors, and are discouraged.
b. Third party vendors (licensed alcohol establishments with a “cash bar” set-up) are expected as
sites for RSOs planning private events for members and invited guests when alcohol is included.
c. RSOs are prohibited from sponsoring events at alcohol establishments where the consumption of
alcohol is the main focus of the event.
d. Advertising for events at alcohol establishments must follow stated campus postings policies.
e. Any organization sponsoring an event at an alcohol establishment must:
i. Complete the Third Party Vendor Checklist and submit to the Office of Student
Engagement. See Appendix.
ii. Comply with all federal, state, and local laws and College policies.
f. Comply with the risk management/alcohol event policies/procedures of the organization’s
governing council and/or (inter)national organization, if applicable.

!
!

!

The Role of an Advisor
By accepting the position of advisor to a registered student organization, you have chosen to become involved
with campus engagement. An advisor is a consultant to an organization and assists in the growth and
development of the group by providing direction, advice, understanding and clarification.
As an Advisor to a Kendall College of Art and Design of Ferris State University Registered Student Organization
(RSO), you should:
•

Clarify your role as an advisor to the group members before each semester begins. A simple
conversation at a meeting where expectations are discussed can prevent problems due to
misunderstandings regarding roles and responsibilities.

•

Be able to interpret University policies governing RSOs. See the RSO Handbook. The RSO Handbook is
updated every summer and updates are highlighted at the first Student Leadership Meeting of the fall
semester.

•

Ask questions about events the group is planning or about any forms the group asks you to sign. If you
feel uncomfortable with the group’s plans or requests, make your concerns known to the officers of the
group, and if necessary, contact the Director of Student Engagement (see introduction page).

•

Provide continuity to the group by assisting with the transition of officers each year, through elections.

•

Encourage and assist the group in setting organizational goals.

•

Challenge members to set high goals, then support their efforts.

•

Be available to the officers of the organization for consultation.

•

Encourage the officers to maintain accurate records (including financial), and review those records
periodically.

•

Stay up-to-date on what is occurring within the organization.

•

Assist officers in understanding their duties and organizing programs.

•

Attend regular organization meetings and officer meetings as discussed at the beginning of the
semester.

•

Provide constructive feedback when appropriate.

•

Promote diversity within the organization.

Recognize that failure is as much a learning process as is success in many instances. Every registered student
organization is required to have a campus advisor who is a full-time faculty or staff member. The advisor agrees
to assist the organization, to serve as a resource for its individual members and to be familiar with the programs
and activities of the RSO. The Office of Student Engagement staff is available to assist advisors with questions
concerning their organizations. See introduction page for staff information.

Policies & Procedures
Advisors must be aware of the policies and procedures concerning RSOs that are covered in the earlier sections
of this handbook. These other sections are your guide for registered student organization policies, guidelines and
responsibilities. It is important that students be aware of their responsibilities to the College as an officer or a
member of a student organization.

Annual Checklist for RSOs
Make sure your organization is on track to maintain registration and enjoy RSO benefits!
Keep Information Current with the Office of Student Engagement
•

Remind the group they are required to send a representative to all Student Leadership meetings (does
not have to be the president, though that is the primary officer invited). The dates are listed in an email
sent to all advisors and registered student organization presidents at the beginning of the academic year.
They are also available in the Activities & Resource Center.

•

Help the officers complete the Student Organization Registration form. This form must be submitted by
the week following the first Student Leadership Meeting, and any time information changes in order to
confirm that the organization is active and has student officers and a confirmed campus advisor. The
advisor’s signature is required on this form.

•

Make sure students are eligible to hold office. Information on the Student Organization Registration
Form is verified by the Office of Student Engagement. Officers must be enrolled students for the
semester, have at least a 3.0 cumulative GPA, and be free of current judicial sanctions to hold office. If
students do not qualify for their positions, the advisor is asked to remove students from office. The
verification process can take several weeks, so proactive measures by advisors are appreciated.

•

Review and help the group submit an RSO Constitution. Each RSO must keep a copy of their constitution
on file in the Office of Student Engagement. It is recommended that the constitution be reviewed
annually and updated as necessary to meet the needs of the RSO. A sample constitution is available on
the Student Organizations Directory web page. Search for the directory at kcad.edu.

Staying Informed
•

The advisor should meet regularly with RSO officers and attend organization meetings whenever
possible.

•

The group should check their RSO mailbox in the Activities & Resource Center regularly.

•

The group should provide e-mail addresses for each officer on the Student Organization Registration
form so student leaders can stay informed through regular e-mails sent by the Office of Student
Engagement.

•

E-mails to advisors are sent to the advisor’s Ferris email account.

Liability Q&A
When you accepted the position of advisor to a student organization, you also accepted an added responsibility.
There are some basic questions that arise concerning liability issues. If you have further questions or concerns,
consult the Office of Student Engagement (see Introduction page).
What is my liability as an advisor to a registered student organization?
With roughly 30 student groups on the KCAD campus, the type of liability or risk will vary depending upon the type
of organization you advise and what activities are involved. Rather than address specific organizations or
activities, a generic list of suggestions is included here to assist you with your responsibilities as an RSO Advisor.
How will I know I am officially an advisor?
Your signature is required on the Student Organization Registration form, which verifies your involvement as an
advisor. If you are questioning your status as the RSO’s advisor, contact the Office of Student Engagement.
When should I anticipate risks?
You should anticipate risks, which may arise out of any decision or situation. Regardless of what organization or
activity is involved, there will always be an opportunity for something out of the ordinary to happen—a risk.
However, if decisions are made consistently and in good faith, and reasonable precautions are taken, the risk
involved can be minimized.
How can I reduce my personal risk?
Clearly and consistently voice your expectations and standards to the group; stay informed about their activities
and ask lots of questions. If you don’t agree with the actions of the officers or members, put your concerns in
writing. If you feel uncomfortable about a situation and the group is not cooperating, promptly report your
concerns to the Office of Student Engagement. The most extreme measure would be to resign your position by
sending a resignation letter to the organization and the Office of Student Engagement.
How can I voice my expectations?
Put your expectations in writing to the group on at least an annual basis. Include your expectation that the
officers and members will adhere to University policies and procedures. Send a letter to the organization (keep a
copy for your records) that will be read at a regular organization meeting and recorded in organization minutes.
What type of authority do I have?
Without an Advisor, the RSO will lose valuable campus privileges. The RSO must have your cooperation and
endorsement to engage in many activities. This gives you the authority to voice your concerns about risky
activities. Thoroughly discuss the implications of activities the group is planning, and never sign a blank form or
check. If you have concerns and you aren’t sure how to handle the situation, consult with the Office of Student
Engagement.
!

!

ASSUMPTION OF RISK AND RELEASE, WAIVER, DISCHARGE,
INDEMNITY AND COVENANT NOT TO SUE FOR ____________________
[insert name and date of activity]

THIS IS A RELEASE OF LEGAL RIGHTS – READ AND UNDERSTAND BEFORE SIGNING.
IF THE PARTICIPANT IS LESS THAN 18 YEARS OF AGE, BOTH PARENTS OR LEGAL GUARDIAN(S)
MUST ALSO READ AND SIGN THIS RELEASE FORM.
This is a legally binding Assumption of Risk and Release, Waiver, Discharge, Indemnity and Covenant Not
to Sue (hereinafter referred to as “Release”) executed by _______________________[Participant’s name],
whose address is ___________________________________, to Kendall College of Art and Design of
Ferris State University, a constitutional body corporate of the State of Michigan, Grand Rapids, Michigan
49503 (hereinafter referred to as “University”).
I, the undersigned, desire to participate in the _________________________[Activity name] (hereinafter
referred to as "Activity"). I fully understand and appreciate the dangers, hazards, and risks inherent in the
Activity, in any transportation to and from the Activity, and in any independent research or activities I
undertake as an adjunct to the Activity, which dangers include but are not limited to: [list dangers that could
occur]___________________________________ and which also could include serious or even mortal
injuries and property damage (hereinafter referred to as “dangers and risks”). I further attest that I have fully
considered the aforementioned dangers and risks, and relying on my own judgment, I have voluntarily
chosen to participate and assume all such dangers and risks.
Knowing the dangers and risks of the Activity, and in consideration of being permitted to participate in the
Activity, I, on behalf of myself, my spouse, family, heirs, administrator(s), personal representative(s), and
assigns agree to assume all the risks and responsibilities surrounding my participation in the Activity, and
release, waive, forever discharge, and covenant not to sue the University, its governing board, officers,
agents, employees, and any students acting as employees and/or volunteers (hereinafter referred to as the
"Releasees"), from and against any and all liability for any harm, injury, damage, claims, demands, actions,
causes of action, costs, and expenses of any nature that I may have or that may hereafter accrue to me,
arising out of or related to any loss, damage, or injury, including but not limited to suffering and death, that
may be sustained by me or by any property belonging to me, whether caused by the negligence or
carelessness of the Releasees, or otherwise, while I am in, on, upon, or in transit to or from the premises
where the Activity, or any adjunct to the Activity, occurs or is being conducted. It is specifically understood
and agreed that this Release is a full, complete and general Release and that it is intended to be as broad
and inclusive as permitted by law.
I understand and agree that Releasees may not have medical personnel available at the location of the
Activity or on the campus. I understand and agree that Releasees are granted permission to authorize
emergency medical treatment, if necessary, and that such action by Releasees shall be subject to the terms
of this Agreement. I understand and agree that Releasees assume no responsibility for any injury or
damage which might arise out of or in connection with such authorized emergency medical treatment.
It is my express intent that this Release shall bind the members of my family and spouse, if I am
alive, and my estate, family, heirs, administrators, personal representatives, or assigns, if I am
deceased, and shall be deemed as a "Release, Waiver, Discharge and Covenant Not to Sue” the
above-named Releasees. I further agree to save and hold harmless, indemnify, and defend
Releasees from any claim by me or my spouse, family, estate, heirs, administrator(s), personal
representative(s), or assigns arising out of my participation in the Activity.
I state that there are no health-related reasons or problems which preclude or restrict my participation in this
Activity (other than those restrictions which have been previously disclosed pursuant to a previous request

for reasonable accommodations for this Activity), and that I have adequate health insurance necessary to
provide for and pay any medical costs that may be attendant as a result of injury to me.
I agree that this Release shall be construed in accordance with the laws of the State of Michigan, which
shall be the forum for any disputes or lawsuits arising from or incident to this Release. If any term or
provision of this Release shall for any reason be held invalid, illegal, unenforceable, or in conflict with any
law governing this Release the validity of the remaining portions shall not be affected thereby, but shall
continue in full legal force and effect.
CAUTION: READ BEFORE SIGNING
I ACKNOWLEDGE THAT I HAVE CAREFULLY READ THE TERMS OF THIS COMPREHENSIVE
“ASSUMPTION OF RISK AND RELEASE, WAIVER, DISCHARGE, INDEMNITY AND COVENANT NOT
TO SUE FOR ___________________”; THAT I UNDERSTAND ITS CONTENTS AND CONSEQUENCES;
THAT THE ONLY PROMISES MADE TO ME TO SIGN THIS COMPREHENSIVE RELEASE ARE THOSE
STATED HEREIN; THAT I HAVE BEEN GIVEN SUFFICIENT TIME TO REVIEW THIS RELEASE; AND
THAT I AM SIGNING IT KNOWINGLY AND VOLUNTARILY, WITHOUT ANY COERSION, AND WITH
THE FULL INTENT OF BEING BOUND BY ITS TERMS.

PARTICIPANT:

WITNESS:

Signature:____________________________

Signature:_____________________________

Date: _________________________________

Date: _________________________________

_______________________________________
(Printed Name)

_______________________________________
(Printed Name)

If the Participant is less than 18 years of age, BOTH parents or legal guardians must also read and
sign this Release Form.
CAUTION: READ BEFORE SIGNING
I (a) AM THE PARENT OR LEGAL GUARDIAN OF THE ABOVE PARTICIPANT (b) HAVE READ
THE FOREGOING RELEASE (INCLUDING SUCH PARTS AS MAY SUBJECT ME TO PERSONAL
FINANCIAL RESPONSIBILITY), (c) AM AND WILL BE LEGALLY RESPONSIBLE FOR THE
OBLIGATIONS AND ACTS OF THE PARTICIPANT AS DESCRIBED IN THIS RELEASE, AND (d)
AGREE, FOR MYSELF, FOR THE PARTICIPANT, FOR PARTICIPANT’S FAMILY, ESTATE, HEIRS,
ADMINISTRATOR(S), PERSONAL REPRESENTATIVE(S), OR ASSIGNS, IF PARTICIPANT IS
DECEASED, TO BE BOUND BY ITS TERMS.
PARENT OR LEGAL GUARDIAN

PARENT OR LEGAL GUARDIAN

Signature: _____________________________

Signature: _____________________________

Relationship to Participant: ________________

Relationship to Participant: ________________

Printed Name: __________________________

Printed Name: __________________________

Date: ________________________

Date: ________________________

Revised 2/26/14

!
Kendall College of Art and Design, Ferris State University
Club Sports Program: Risks, Hazards, and Physical Stresses

Every activity that one engages in has certain risks and hazards associated with it. The following is a list of risks, hazards, and
physical stresses associated with the club sports program in which you have chosen to participate. The list is not intended to be allinclusive: exclusion of a hazard or risk does not negate its possibility.
HAZARDS
1.
2.

3.
4.
5.
6.
7.

8.

Loss of vision as a result of being struck with a ball – Wearing a protective eye guard or other protective equipment can
reduce this hazard.
Concussion, neck/spinal trauma, broken bones, loss of teeth, or injury as a result of body or object contact –This hazard
may be reduced by wearing appropriate protective equipment and maintaining adequate distance between yourself and
other players, especially when playing double, during team play, or while participating in a lesson or clinic.
Death or various injuries as a result of a traffic accident when traveling for a club activity –This hazard can be reduced by
following traffic laws and proper driving practices or insisting that your driver do the same.
Death or various injuries as a result of weather conditions –(lightning, hail, wind) –stopping the activity and taking proper
care when a storm appears likely can reduce this hazard.
Dehydration –This hazard can be reduced by consumption of liquids during breaks in play or activity.
Heat stroke—This hazard can be reduced by not playing or reducing your level or exertion during hot weather.
Muscle pulls, cramps, sprains, strains, cuts, bruises, or other injuries during normal activity –This hazard can be reduced
by proper conditioning, by warming up and stretching (static) prior to play, by proper execution of strokes/skills, by using
appropriate footwear and by not playing on wet or slippery surfaces.
Death due to cardiovascular complication as a result of physical overexertion—This hazard can be reduced by not eating
immediately before participation, by proper conditioning, by recognizing signs of fatigue, and by reacting responsibly to the
various warning signs of cardiovascular distress.

PARTICIPANT RESPONSIBILITIES
Each participant recognizes that each person must always be responsible for his/her own well-being and the well being of the group
that he/she is a part of. Each participant shares with the other participants the concerns and responsibilities of safety and agrees to
follow safe procedures and to avoid unnecessary, hazardous situations, whether or not those situations have been specified. Each
person accepts responsibility for the outcome of situations resulting when his/her actions are beyond the generally accepted
practices for safety in the activity, such as use of alcohol prior to or during participation. Likewise, each individual accepts
responsibility for actions that are outside the bounds of public law, such as use or possession of illegal drugs.
PRECAUTIONS
1.
2.
3.
4.

5.

Participants are responsible for discussing with the Health Center medical staff or with their family doctor any known
physical problems, which may limit participation in this program. Physical check-ups should be done before participation.
Participants are obligated to wear the proper dress, such as tennis shoes, and to use appropriate protective equipment. If
the participant chooses not to use such equipment, the participant must realize that he/she is doing so at his/her own risk.
Should an injury be incurred during participation in this activity, an Injury Report Form must be filed with the Activities and
Resource Center within 48 hours.
The injured party is responsible for all financial obligations incurred in any treatment necessitated by any injury.
Participants are encouraged to carry some form of health insurance. Personal health insurance is required for all
competitive club members who will travel off campus to participate in club related activities. Personal health insurance is
also required for members of the following clubs: archery, baseball, ice hockey, lacrosse, racquetball, rugby, skiing,
soccer, volleyball, wrestling, all martial arts clubs, and all water-related activity.
Participants are responsible for proper conditioning as a prerequisite for participation.

This entire statement is for your protection. Should you have any questions regarding this statement, please contact the Director of
Student Engagement in the Activities and Resource Center.

My signature below indicates that I have read all of the material on the previous page and fully understand the RISKS,
HAZARDS, and PHYSICAL STRESSES as they apply to this activity.

I, ___________________________________ a member of the ___________________________________________
Print Name
Club Name

a recognized student organization, have read the statement of risks, hazards, and physical stresses to which I will
expose myself by participating in this club sports program. I understand the risks of my participation and have
carefully considered those risks. In consideration of the right to participate in this program, and further consideration of
the University’s obtaining releases for my protection from other participants in such program, I do hereby release
Kendall College of Art and Design, Ferris State University, its Trustees, officers, officials, agents, employees, and all
persons participating in such program from any responsibility or liability for personal injury or property damage
sustained by me during or because of participating in the activities of the organization shown above. If the
undersigned is a minor (under 18 years of age), then the signature of a parent or guardian appearing in the space
indicated below signifies acceptance by said parent or guardian the terms and conditions hereof shall be binding upon
them and shall constitute a release by them of any and all claims, demands, and causes of action, whatsoever, which
they may have against Kendall College of Art and Design, Ferris State University, its Trustees, officers, officials,
agents, employees, and all persons participating in such program as a result of the undersigned club member’s
participation in the activities described.

__________________________________________
Signatures (Parent/Guardian if member is minor)

______________________________
Signature of Member

____________________________________
Health Insurance Company

_________________________________
Student ID Number

________________________________
Policy #

________________
Date

____________
Male

___________
Female

_____________
Age

___________
Student

___________
Faculty

_____________
Staff

______________________________________________________
Local Address
City
Zip

_______________________________________________________
Local Phone Number
!

Please!return!this!form!to!the!Activities!&!Resource!Center.

Proposal!for!Funding!Form!!
*For!use!by!Student!Organizations!ONLY!
!
The$Student$Leadership$group$votes$to$determine$which$proposals$(from$RSOs)$are$
approved$to$receive$distribution$of$funds$available$from$the$Registered$Student$
Organization$budget.$There$is$a$starting$balance$of$$6,000.00$(July$1$–$June$30).$$
!
This!form!can!serve!as!a!checklist!for!developing!your!proposal!to!request!funding.!
Please!answer!all!questions!completely!and!accurately.!If!your!organization!is!
planning!a!fundraising!event,!all!fundraising!must!adhere!to!University!Policies!and!
State!of!Michigan/Federal!Laws.!Student!organizations!should!be!aware!of!specific!
policies/laws!regarding!Risk!Management!and!University!Trademark!Licensing.!Call!
the!Student!Engagement!Office!at!(616)!451O2787!x1140!for!assistance.!
!
The!State!of!Michigan!Gaming!Commission!must!approve!Raffles.!For!more!
information!about!Charitable!Gaming,!to!the!website!at!www.michigan.gov/cg.!
!
Fundraisers!involving!the!sale!of!food!or!beverages!must!be!approved!through!the!
Kent!County!Health!Department.!A!special!license!may!be!required.!Food!or!
beverages!purchased!through!a!caterer!have!already!received!approval.!In!order!to!
run!a!bake!sale,!you!must!include!a!printed!statement!on!each!item!sold!that!reads,!
“This!item!was!not!made!in!a!kitchen!inspected!by!the!health!department.”!
!
Organization!Information!
Organization!Name!
_________________________________________________________________________________________________!
Organization!Contact!(Name,!Phone,!and!Email)!
_________________________________________________________________________________________________!
Amount!of!funding!requested!
_________________________________________________________________________________________________!
When!would!funding!be!used?!
_________________________________________________________________________________________________!

!

!
Reason!you!are!requesting!funding!(attach!additional!sheets!if!necessary)!
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________!
_________________________________________________________________________________________________!
_________________________________________________________________________________________________!
Will!your!proposal!require!the!use!of!a!caterer?!!
!
!
YES! !
NO!
_________________________________________________________________________________________________
_________________________________________________________________________________________________!
Will!your!funding!assist!with!an!OnKCampus!event?!!Location!(If!not!onK
campus,!write!“N/A.”)!
!
_________________________________________________________________________________________________!
Have!you!reserved!the!onKcampus!location!with!the!Student!Engagement!
Office?!
YES! NO!
!
!
If!the!event!will!be!offKcampus,!please!list!the!location!below.!(If!not!offK
campus,!write!“N/A.”)!
_________________________________________________________________________________________________
_________________________________________________________________________________________________!
Will!your!proposal!require!contracts!or!proper!permits!be!obtained?!You!must!
talk!with!the!Director!of!Student!Engagement!if!the!answer!if!yes.!Please!note,!
the!College!Administration!must!sign!all!contracts.! !
YES! NO!
!
If!this!is!a!fundraising!event,!what!is!your!intended!use!of!funds?!(Choose!one.)!
!
1.!To!augment!RSO!budget!
2.!To!donate!to!charity!
!
If!donating!to!charity,!name(s)!of!charity.!(If!not!donating!to!a!charity,!write!
“N/A.”)!

_________________________________________________________________________________________________
_________________________________________________________________________________________________!
If!you!are!fundraising,!what!is!your!target!amount!to!fundraise?!
$_______________________________________________________________________________________________!
!
!
What!is!the!total!amount!of!funding!you!are!seeking!from!the!Student!
Leadership?!
!
$!_______________________________________________________________________________________________!
!
!
!
Organization!President!(signature)!
_________________________________________________________________________________________________!
Organization!Advisor!(signature)!
_________________________________________________________________________________________________!
Date!
_________________________________________________________________________________________________!

Student Organization Registration
Return completed form to the Activities and Resource Center
All student organizations must be registered with the Student Engagement Office in order to function on campus and enjoy campus
privileges. To register, an organization must have at least five (5) full-time Kendall student members, as well as an active campus
advisor who is a KCAD faculty/staff member. The organization must then submit a constitution and this application. Once approved,
organizations are expected to follow the policies/procedures as outlined in the Student Handbook and the RSO Handbook issued
each academic year. Registration must be renewed each fall semester by submitting the RSO Update Form before or at the first
Student Leadership Meeting of each fall semester.
* All student organization officers must have and maintain a minimum of a 3.0 GPA.

Name of Organization
Organization Name Abbreviation or Nickname (if applicable)
Name / Phone Number of Person Preparing this Form
This Registration is for (circle one):
NEW ORGANIZATION

CONTINUING ORGANIZATION

INACTIVE ORGANIZATION
(RE-ACTIVATING)

Purpose or Mission Statement of Organization (to appear in College publications):

Meetings, Activities and Programming (if information is available)
Anticipated Meeting Day
Anticipated Meeting Time
Anticipated Meeting Location

Student Leader Information (if officers have not yet been selected, name interim officers on this form and provide new information to the Student Activities Office when positions are filled)
Name

E-Mail

President
Vice President
Secretary
Treasurer
Faculty / Staff Advisor
Required Signatures
By signing this form, I attest that the information included is acturate as of the date of submission
Faculty / Staff Advisor

Dean of Student Success

RSO Event Safety Plan Template
Event: _______________________________________
Date/Time: ___________________________________
Location: _____________________________________

Organization Name: _________________________________________________
Contact Name: _____________________________________________________
Contact Phone: ________________ Contact Email: ________________________

Organization or Event: __________________________ Safety Plan
(Give a complete description of what the event is.)

Safety of Organizers/Volunteers
[To complete this safety plan, answer the following questions:]
1. What are all the things that could go wrong?
2. What can you do to prevent these things from happening?
3. Repeat until all possible threats have been mentioned.
Safety of Participants
To complete this safety plan, answer the following questions:
1. What are all the things that could go wrong?
2. What can you do to prevent these things from happening?
3. Repeat until all possible threats have been mentioned.

Safety of Property
To complete this safety plan, answer the following questions:
1. What are all the things that could go wrong?
2. What can you do to prevent these things from happening?
3. Repeat until all possible threats have been mentioned.

Emergency Plan
To complete this emergency plan, answer the following questions:
1. If an emergency happens, what will you do?
2. Do you have people who can apply first aid? Yes-who
3. Do you have/need a first aid kit?
4. Who will complete the incident forms and submit to the Office of Student Engagement?

Other things to consider:
Pedestrian paths and ease of movement at event (Will the area be accessible to chair
users or others with
mobility challenges? Will there be construction, power cords, or other obstacles?)
Equipment or novelties (Will you have things like inflatables or obstacle courses?)
Waivers or liability forms (Do attendees need to sign something?)
Insurance (Is the event covered?)

Third Party Vendor Checklist
The Registered Student Organization (RSO) President:
Your RSO will be in compliance with the risk management policies of Ferris State University if
you hire a “third party vendor” to serve alcohol at your function or if your organization sponsors
an activity where alcohol will be served WHEN you can document the following checklist items:
THE VENDOR MUST:
_____ 1.

Be properly licensed by the appropriate local and state authority. This might involve both
a liquor license and a temporary license to sell on the premises where the function is to be
held. ATTACH COPIES OF STATE AND LOCAL LICENSES TO THIS CHECKLIST.

_____ 2.

Be properly insured with a minimum of $1,000,000 of general liability insurance,
evidenced by a properly completed certificate of insurance prepared by the insurance
provider.
When using a vendor outside of their establishment, the above “certificate of insurance”
must also show evidence that the vendor has, as part of his coverage, “off premise liquor
liability coverage and non-owned and hired auto coverage.”
The certificate of insurance must name as additional insured (at a minimum) the local
organization hiring the vendor as well as Ferris State University.
ATTACH A COPY OF THE CERTIFICATE OF INSURANCE AND HIGHLIGHT
REQUIRED CLAUSES.

_____ 3.

Agree in writing to cash sales only, collected by the vendor, during the function.

_____ 4.

Assume in writing all the responsibilities that any other purveyor of alcoholic beverages
would assume in the normal course of business, including by not limited to:
A. Checking identification cards upon entry;
B. Not serving minors;
C. Not serving individuals who appear to be intoxicated;
D. Maintaining absolute control of ALL alcoholic containers present;
E. Collecting all remaining alcohol at the end of a function (no excess alcohol – opened
or unopened – is to be given, sold, or furnished to the organization)
F. Removing all alcohol from the premises.
ATTACH A WRITTEN AGREEMENT SIGNED AND DATED BY THE
ORGANIZATION PRESIDENT AND THE VENDOR STIPULATING AGREEMENT
TO THE ITEMS REQUIRED IN #3 AND #4 ABOVE.

This form must also be signed and dated by both the organization president and the vendor. In doing
so, both parties understand that only through compliance with these stipulations will the organization
be incompliance with Ferris State University’s Third Party Vendor requirement.

____________________________________

RSO President Signature & Date

____________________________________

Vendor’s Signature/Company & Date

Event Proposal Form
For use by Registered Student Organizations
Submit this form for every event your registered student organization sponsors (NOT regular meetings).
This form is due at least 3 weeks before the start of the event.
Events are subject to cancellation if no form is submitted.
This form can serve as a checklist for planning and executing events for your registered student
organization. Please answer all questions completely and accurately.
All fundraising must adhere to University Policies and State of Michigan/Federal Laws. Registered student
organizations should be aware of specific policies/laws regarding Risk Management and University
Trademark Licensing. For assistance, contact Nicole DeKraker (nicoledekraker@ferris.edu) or Emily Renkert
(emilyrenkert@ferris.edu). The State of Michigan Gaming Commission must approve raffles. For more
information about Charitable Gaming, go to the website at www.michigan.gov/cg.

Organization Name

Organization Contact (Name, Email Address, & Cell Phone)

Advisor Name

Event Name

Description of Event

Date (or range of dates) for Event

If you will need to work with a caterer, rent space off campus, hire anyone to work the event, please list
the companies or individuals you will need to pay. Remember, you are not authorized to sign a contract.
Contact Nicole DeKraker or Emily Renkert for assistance.

On-Campus Location (If not on-campus, write “N/A”)

Have you reserved the on-campus location with the Student Engagement Office?
YES

NO

If you are using a studio or lab space that is monitored by a program of study, you must obtain approval
from the program’s chairperson.
Program Chair Signature

Date

Off-Campus Location (If not off-campus, write “N/A”)

If this is a fundraising event, what is your intended use of funds? (Choose One)
1. To augment RSO Budget

2. To donate to charity

If donating to charity, name(s) of charity. (If not donating to a charity, write “N/A”)

Signatures
Organization President

Date

Organization Advisor

Date

Director of Student Engagement

Date

Dean of Student Success

Date

LOBBY MONITOR/ WEB INFO
OFFICE OF GRAPHIC DESIGN 451-2787 X1190 ElenaTislerics@ferris.edu

17 Fountain Street NW
Grand Rapids, MI 49503-3002

LOBBY MONITOR
The monitor in the lobby is divided into four zones. Student organizations may submit images to Nicole DeKraker, dekraken@ferris.edu, for
display in the "Main" zone.
1. Size:
1500px wide x 844px high @ 72ppi
2. Color:
RGB
3. File type:
jpg
4. Display dates/times:
Image must be submitted to Nicole DeKraker with date information. For example, if an event is to be held April 8 at 6:00pm, and
you are submitting the image two weeks before, indicate the display date range as March 25 8:00am – April 8, 6:00pm.
For recurring events: indicate the days of the week the image is to displayed, and the final end date. For example, if a club has a
meeting every Wednesday @ 11:30 through the end of the semester, you may wish to display a meeting notice every Tuesday from
8:00am – Wednesday at 11:30am through April 30 (or the last meeting date).

WEBSITE
There are two ways to advertise student activities on the website: submit an event notice and submit a poster/image.
1. Events
Event information may be submitted to Nicole DeKraker for entry on the Student calendar of events on the website. Be sure to include a
date, start/end time, and description.
2. Display Image:
With your event you may also submit an image for display. This should be an electronic copy of the poster displayed in the building, if
applicable. This image can display both on the event detail page and on the Current Students image carousel.
Size, event detail page:
Max width 610 px
Size, Current Students carousel: Size is proportionate to 8.5 x 11; files can submitted at those dimensions. 190px wide x 250px high, or
2.639" x 3.472" @ 72ppi. The system will automatically scale images that are not submitted with exact dimensions, which may result in
some cropping or a light gray background.
Color:
RGB
File type:
jpg, gif or png

