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The Leader: A Guide for Student Organizations
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General Information about Texas A&M International University

Mission

Texas A&M International University (TAMIU), a member of The Texas A&M University System, nurtures its
students’ academic and social development through instruction, research, and service to be responsible and
productive members of our global society.

Vision
Texas A&M International University aspires to become a premier international university, serving as the agent of
change for the people of the region, the nation, and the world through multicultural teaching, research, and service.

Values
Respect — Respect for individuals, their points of view and their varied backgrounds.

Integrity — Model ethical standards for personal and professional behavior.

Service — Serve the University, regional, national, and international communities.

Excellence — Strive for the highest quality in all endeavors.

Imperatives

Visionary Academic Programs and Faculty: Texas A&M International University provides innovative and
dynamic programs that meet the needs of a changing global society.

Advancing Research Excellence: Texas A&M International University will create an interdisciplinary and
collaborative research environment that will foster discovery, educate students, and generate substantive solutions

for a changing global society

Social Catalyst: Texas A&M International University will advance change and connections across the region, state,
country, and world through students, faculty, and staff.

Empowered Student Success & Wellness: Texas A&M International University will prepare a community of
critical thinkers for leadership roles by providing a strong academic and student support system.

Transformative International Experience: Texas A&M International University will provide international
experiences through global study and understanding across all disciplines.

Excellence in Advancement & Stewardship: Texas A&M International University will cultivate, allocate, and
manage resources effectively.

General Information about the Office of Student Orientation, Leadership & Engagement



SOLE Vision
The Office of Student Orientation, Leadership and Engagement creates an innovative student experience that empowers
students to become active and engaged citizens and leaders in a global society.

SOLE Mission

The Office of Student Orientation, Leadership and Engagement (SOLE) fosters dynamic, student-centered co-curricular
experiences that challenge, support and empower students to develop critical navigation skills and strengthen their unique
TAMIU experience and success.

SOLE Motto
Engage your SOLE.

Departmental Values
e  Self-Authorship
o We hold as primary the positive development of student values, beliefs, identities, and social relations to assist
students become values-based leaders.
Experiential Learning
o We facilitate developmental opportunities and co-curricular experiences that allow students to enhance, explore
and actively shape their unique TAMIU experience.
Citizenship & Social Change
o We develop civically engaged, culturally competent and socially just global citizens.
Collaboration & Leadership
o We champion collaboration, engagement and participation, which are integral to support teamwork and
interpersonal development.
Excellence & Innovation
o We leverage creativity, current technology and industry knowledge for the benefit of our students and
community.

Strategic Goals Overview

1. Construct dynamic new student programs building affinity for and successfully transitioning students to the Dustdevil
community.

2. Instill responsible decision-making and critical thinking to advance and celebrate individualized, high-level student
engagement.

3. Expand and enrich co-curricular engagement portfolio to augment student learning, increase student retention and
bolster student marketable skills development.

4. ldentify, create and promote spaces for critical dialogue around a social change agenda to educate and foster self-
awareness.

5. Initiate opportunities for connection, collaboration and learning with stakeholders to strengthen relationships and
bolster individual growth and development.

6. Exemplify programmatic and professional practice excellence through continuous assessment and innovation while
honoring the unique histories, abilities and needs of students and staff

General Information on Student Organizations

Purpose of Student Organizations
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Texas A&M International University (TAMIU) believes in the creation of a holistic student experience that contains
ample opportunities for co-curricular engagement. These opportunities provide our students with incalculable skill-
development and experience that will serve them as they graduate and enter into the workforce. TAMIU believes in
the inherent constitutional rights of students to engage in civil discourse and freedom of association, all essential
aspects of a university. In accordance with this core university belief, the Office of Student Orientation, Leadership
and Engagement (SOLE) fosters dynamic, student-centered co-curricular experiences that challenge, support and
empower students to develop critical navigation skills and strengthen their unique TAMIU experience and success.

Student organizations are formed to further the common interest of their members and the TAMIU community.
These organizations are open to all students and serve as excellent ways to develop skills in the co-curricular
experience at TAMIU. Actively participating with TAMIU Organizations brings many opportunities for learning which
supplement and reinforce classroom activities.

Additionally, a vibrant campus experience is more likely to lead to increased retention and graduation rates of
enrolled students (Austin, 1993; Cruz, 2013; Longerbeam, Sedlacek, & Alatorre, 2004; Montelongo, et al, 2015;
Moreno & Sanchez Banuelos, 2013; Myrick, Desousa, & Mitchell, 2015, Tinto, 1993). Students more engaged are
also more likely to develop a long-term affinity for their institution, leading to increased levels of volunteerism and
donations to their alma mater (Astin, Sax, and Avalos, 1999; Baker, 1998; Klostermann, 1995; Lindahl and Winship,
1994; Mulugetta, Nash, and Murphy, 1999; Pearson, 1996; Rosser, 1997; Taylor and Martin, 1995; Young and
Fischer, 1996).

In addition, research has found that involvement in student organizations:
e Improves students’ interpersonal skills
e Has a positive influence on skills in leadership, communication, teamwork, organizing, decision-making and
planning
e Gives students a greater satisfaction with their college experience
e Provides useful experience in obtaining a job and providing marketable skills
e Develops lifelong values of volunteerism and service to others

The student organizations at TAMIU are thriving, each of them providing unique opportunities to make your
collegiate experience all that you want it to be. Check out the amazing array of opportunities awaiting you and make
them yours!

Greek Fraternal Organizations and Interest Groups

Greek Fraternal Organization and interest groups are formed when a group of students begins the process of
becoming a recognized student organization. Students can request a meeting with the SOLE Director to discuss the
possibilities of organization recognition. The SOLE staff will assist with ideas in recruiting enough members to fulfill
the five (5) members that are needed to be a recognized student organization.

Greek Fraternal Organizations and interest groups must connect with the inter/national organization and ensure that
they can fulfill the requirements to become a chapter.

All Greek Fraternal Organizations and interest groups must adhere to the provisions as detailed in the annual
Relationship Statement document to maintain recognition at the institution.

All Greek Interest Groups must formally apply to become recognized at the institution.

Recognized Student Organizations
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Recognized student organizations are those that have successfully completed the Registration Process as outlined
on page 10.

In order to become a recognized student organization, you will need to:

a) Become familiar with The Leader: A Guide for Student Organizations.

b) Secure at least five (5) members who are students enrolled at TAMIU.

c) Secure at least one (1) advisor for the organization. At least one (1) advisor must be a full-time staff or
faculty member.

d) Submit the registration form on Presence. This includes the Constitution and Bylaws as required in the
registration process. SOLE will review this registration form to ensure that the student organization’s
mission does not substantially duplicate an existing organization.

e) Have your President (or equivalent), Risk Management and Service Coordinator (or equivalent), and
Advisor successfully complete a State mandated Risk Management Online Training available at
https://launch.comevo.com/tamiu/rmtso.

Student Organization Advisors
Advisors


https://launch.comevo.com/tamiu/rmtso
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Each student organization must have at least one (1) full-time TAMIU faculty or staff member serve as their advisor.
The advisor’s primary role is to serve as a mentor to guide an organization in fulfilling the mission and goals of the
student organization. If the advisor is unable to fulfill their role, the student organization must find a replacement
advisor before holding a meeting, event, or fundraiser and update the organization roster on the Presence portal. In
addition, new advisors will be required to complete the State mandated Risk Management Online Training and
complete the Clery Act Guidelines for A&M System Campus Security Authorities (CSA) as provided through
TrainTraq.

Advisor Responsibilities

Involvement in one or more of the University’s recognized organizations is a way to balance one’s life, meet new
people, and develop interpersonal and leadership skills. The advisor plays a significant part in the formation of a
high caliber student organization and student leader.

1.

10.
1.

12.

13.
14.

Encourage the organization to provide opportunities for educational and personal development of its
members.

Complete the state mandated Risk Management Online Training provided by SOLE and complete CSA
training requirements and documents as outlined by The Texas A&M University System.

Provide long-term continuity within the group and become familiar with its history, including major changes
in the group’s program.

Help the group in setting and evaluating realistic goals and objectives each year.

Meet regularly with officers to discuss the next meeting’s agenda, methods to improve meetings, and
solutions to problems.

Encourage maintenance of good records of programs and activities.
Ensure adequate minutes and files are kept.

Attend the organization’s meetings so the advisor can determine how individuals are given the opportunity
for worthwhile participation.

Point out new perspectives and directions to the group, introduce new program ideas, helping formulate
group procedures, as well as assisting with regular program planning.

Attend the events sponsored by the organization and assist in setting the tone of the occasion.

Help ensure the organization’s activities justify the expenditure of the student’s time, abilities, energy, and
duties.

Be aware of University rules and procedures concerning student organizations and help students
understand and follow procedures.

Ensure the student organization’s on-campus accounts are fiscally sound.

See that the activities of the organization constitute no legal liability to the organization (i.e., that activities
are properly planned, supervised, safely conducted, and adhere to campus regulations and State law).

Privileges and Benefits of a Recognized Student Organization

Privilege Highlights



Why should you consider registering your organization? As a recognized organization, your group can take
advantage of the following privileges:

e Recruiting members on campus to include New Student Orientations each summer.

o Ability to fundraise on and off-campus.

e Utilization of University facilities and equipment with minimal or no cost to the organization.

e Opportunity to apply for Student Government Association grants to assist with projects or programs.
e Utilizing The Leadership Lab after-hours for student organization related activities (if available).

e Advertising approved flyers on campus bulletin boards.

e Leadership skill development through participation in conferences, workshops, and activities
e Recognition opportunities available at the member and organizational level

e Trailblazers Co-Curricular Program credit for members and officers

e Support available from SOLE Staff during normal business hours

e Use of Presence system to maintain student organization information, including minutes, applications,
pictures, etc.

e Use of Presence, system to track involvement and service hours at the University, to develop your co-
curricular transcript.

e Use of Bursar's Office to deposit and house funds for your student organization at no cost.

Presence Portal Access

The Presence portal at Texas A&M International University provides student organization leaders with an efficient
platform to document and manage their respective groups. As recognized entities, organizations are given access
to manage the organization’s general information, rosters, documents, forms, news, gallery, etc. Additionally, all
required student organization forms are housed on the Presence portal.

For prospective leaders, this platform serves as a great opportunity to learn about different organizations or events
they may be interested in.

To navigate Presence, please go to https:/tamiu.presence.io



https://tamiu.presence.io/
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The Leadership Lab
As part of the University’s continued commitment to leadership, Student Center (STC) room 229 has been reserved
and set aside for student organizations and their members to facilitate conversations and project undertakings. This
space offers computers, supplies, and equipment to host distance conversations via online systems.

The Leadership Lab in STC 229 is open during normal business hours of long semesters (fall and/or spring).
Mondays and Tuesdays 8:00-5:00 p.m.; Wednesdays and Thursdays 8:00-6:00 p.m.; and Fridays 8:00-3:00 p.m.

The Leadership Lab is available after hours by submitting your student organization’s request for after-hours access
via Presence. Access is provided on a semester-to-semester basis for up to fifteen (15) members of each
recognized student organization. After-hour access is only available during the normal operating hours of the
TAMIU Student Center.

Any loss or damages will be tracked to the individuals who have access. Any member who allows other members
or guests in the Leadership Lab with them after hours is responsible for their actions. Any guests must leave with
the person who has access to the Leadership Lab. Students are responsible for adhering to the posted rules and
regulations governing use of the facility and may face student conduct sanctions based on any violations.

SOLE reserves the right to close the Leadership Lab due to extenuating circumstances.

Student Organization Fairs

At the beginning of each long semester, SOLE will coordinate a student organization fair. These events are a great
opportunity to recruit and/or promote your group. A sign-up form will be made available. Thus, no event submission
will be required unless otherwise communicated.

Reduced Publication Costs
As a student organization, you have the opportunity to print your advertisements/promotions and make copies with
a reduced rate at the TAMIU Print Shop. To do so, you will need to do the following:

1. Create/design a publication.

2. Submit your design to SOLE for review — we will work with PRMIS for approval.

3. Once approved, you will be able to go to the TAMIU Print Shop with your account (27xxxx) information.

SGA Grant

Student Government Association (SGA) offers grants to recognized student organizations. Award amount can be
up to $750.00 per each long semester. An application must be submitted via Presence. For questions, please
contact the SGA Director of Finance.

TAMIU Dining Grant

This grant is for all TAMIU student organizations and will be available at the beginning of each semester of the
academic year. This grant will allow student organizations to apply for a grant valued at up to $500 through SOLE &
Aramark (amount of funds distributed vary based on event needs). The grant will help student organizations looking
for financial assistance regarding catering needs for scheduled events each semester. The purpose of these grants
is to allow the student organization to fulfill its' mission and to expose additional students to the organization.

Applications are submitted through Presence and organizations may submit multiple applications for different
events on campus each semester. This program is subject to availability and funds provided by Aramark.

Food Handler’'s Workshop
The Office of SOLE and Environmental Health & Safety have partnered to provide a free training that provides you
with the permit needed to have food fundraisers on campus. Once completed, each passing student will be
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provided with a permit valid for one (1) year. Members actively participating in the organization’s fundraising efforts
must comply with rules set forth by the Food Handler’s Training.

Please visit Presence to receive information regarding the upcoming Food Handler's Training or call the SOLE
Office to get informed.

University Life Awards

Held at the end of each Spring semester, this ceremony is an annual affair in which outstanding student
organizations and advisors are recognized. Student organizations nominate exceptional members, advisors, and
their own student organization. The recipients of these awards are announced at a reception held during the spring
semester. Be sure to complete the applications during the spring semester with the Office of Student Orientation,
Leadership and Engagement. Awards presented at the University Life Awards include Changemaking Organization
of the Year, Leader of the Year, Advisor of the Year, Student Organization of the Year, Performance Student
Organization of the Year, recognition of the organization with the most number of community service hours,
amongst others.

Student Organization Leadership Development (SOLD) Program

The purpose of the Student Organization Leadership Development (SOLD) Program is a three tiered growth model
focused on individual student development and the organizational growth of student organizations. This program is
detailed in greatly extent in the next section.

Student Organization Leadership Advancement Retreat (S.0.L.A.R.)

At the beginning at every academic year, SOLE holds a “retreat” specifically for student organization leaders.
Organization members are required to send a pre-determined number of officers to the retreat to review TAMIU
policies, procedures and to strengthen their leadership capacity.

Student Organization Council (S.0.C.)

Every student organization is required to send a representative (preferably an officer) to the monthly Student
Organization Council meeting. These meetings will foster collaboration between student organizations and will
feature guest speakers from throughout the university.
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Rules, Responsibilities and Requirements of Student Organizations

Rules and Responsibilities
Organizations must adhere to all applicable University rules and regulations to include those listed in The Leader: A
Guide for Student Organizations and covered within the online risk management training.

Each student organization is required to renew during the spring semester. Renewal processes will be announced
annually and are to be completed through Presence. Failure to do so will result in all rights and privileges of the
organization being revoked and balances left in unused accounts may be allocated to other student services.

Student organizations must have at least five (5) members. All members of a registered student organization must
be currently enrolled students at TAMIU at least part-time. Please refer to page 34 for further information regarding
members attending Early College High School and/or STAGGS Texas Academy of International and STEM
Studies.

Each organization must have at least one full-time (1) faculty or staff advisor chosen by the members. The faculty or
staff member must be employed at all times with the University.

The organization should maintain accurate and up to date information on Presence.

Neither membership in the organization nor services by the organization will be denied to anyone on the basis of
race, color, religion, national origin, ability status, age, sex, sexual orientation, gender identity, gender expression,
immigration status, ancestry, or medical condition.

Student organizations must adhere to the constitution and by-laws submitted when registering the organization.
Updates are allowed as long as the general membership approves the changes and are reflected in the meeting
minutes.

Student organizations must follow the fiscal policies and procedures of The Texas A&M University System and
TAMIU.

Student organizations must submit all on-campus events through Presence within a minimum of five (5) business
days prior to the event to ensure availability of spaces and services. Large events will require additional minimum
time submitted. Off-campus fundraisers and benefits nights must also be submitted via Presence. However, it is up
to the student organization to secure space for off-campus events and activities.

If an event planned by a student organization is believed to threaten the health, safety or property of members of
the University community or includes alcohol at on-campus facilities the request for scheduling may be denied by
SOLE.

Student organizations, or their members, actions may not impede nor negatively impact the activities and day-to-
day functioning of other student organizations, classroom activities or the general learning environment here at the
institution. Student organizations must adhere to the TAMIU Expressive Activity on Campus.

A student organization’s financial condition must be fiscally sound. It is the responsibility of the advisor and officers
of the student organization to ensure the expenditures of funds are justified, accurate record is kept of all accounts,
and expenditures are authorized with meeting minutes, showing the approval of the members and uploaded to
Presence for documentation. TAMIU WILL NOT REIMBURSE STUDENT ORGANIZATION FOR ANY
CANCELLATION OF TRAVEL. Student organization assumes all responsibility related to financial obligations for
organization activities.
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Student organizations wishing to display their student organization names for graduation on a stole and or sash are
allowed to as long as they request prior artwork approval through the SOLE office and PRMIS. Organizations may
add a patch, a pin, or their letters to the stole recognizing the organization they are a part of.

Student organizations must adhere to all policies and procedures as set forth in The Leader Student Organization
Manual. Failure to do so may result in disciplinary action, including, but not limited to, probation, suspension or
unrecognition.
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Annual Registration Process

New Student Organizations

Becoming a student organization at Texas A&M International University (TAMIU) presents a terrific opportunity to
serve the campus community, develop skills within the group, and have a good time in the process. To become a
recognized student organization at TAMIU, you will need to:

1. Become familiar with The Leader: A Guide for Student Organizations.
. Secure at least five (5) members who are students enrolled at TAMIU.

3. Secure at least one (1) advisor for the organization. At least one (1) advisor must be a full-time staff or
faculty member.

4. Register student organization on Presence following each step closely to ensure all members and officers
listed are current members of your group. This includes the Constitution and Bylaws as required in the
registration process. SOLE will review this registration form to ensure that the student organizations
mission does not substantially duplicate an existing organization.

5. Have the President (or equivalent), Risk Manager/Service Coordinator (or equivalent), and Advisor a state
mandated Risk Management Online Training.

Once the process has been completed, your organization’s president and advisor will receive an e-mail from SOLE
welcoming your group to the University.

Returning Student Organizations
Student organizations returning for the upcoming academic year must take the following steps within the annual
registration period in April:

1. Register the organization on Presence, following each step closely to ensure all members and officers
listed are current members of your group.

2. Have the President (or equivalent), Risk Manager/Service Coordinator (or equivalent), and Advisor a state
mandated Risk Management Online Training.

Once the process has been completed, your organization’s president and advisor will receive an e-mail from SOLE
welcoming your group back to the University.

*If an organization has been inactive for two (2) years, SOLE may allocate balances to other student services.
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Student Organization Leadership Development (SOLD) Program

Student Organization Leadership Development (SOLD) Program

The purpose of the Student Organization Leadership Development (SOLD) Program is a three-tiered growth model
focused on individual student development and the organizational growth of student organizations. This program
fosters valuable personal and professional skills for students as they progress through their college leadership
journey. SOLD enhances student growth and development through membership in a University Recognized
Student Organization. Professional and personal growth is accomplished through campus events, activities, and
trainings.

SOLD Tier Model

1. University Recognized Organizations:

Student organizations that meet all University requirements, as outlined in the Leader, will achieve the status of
"Recognized".

2. Achieving Organizations:

Achieving organizations have reached the benchmark of a University Recognized Organization in addition to the
following:

The organization is in good standing with the university and is not on probation of any kind.

The RSO participated in a student organization fair.

The RSO has updated and is using their Presence profile.

The RSO has tracked a minimum of 50 service hours per semester.

The RSO hosted a registered, on-campus event (non-fundraiser/meeting) that was open to the TAMIU community.

3. Excelling Organizations:

Excelling organizations have reached each benchmark of an Achieving Organization in addition to the following:
The RSO attended all required SOLE events.

The RSO nominated at least one member for the TAMIU Royals competition and participated in Spirit Week.
The RSO has tracked a minimum of 100 service hours per semester.

The RSO uploaded a completed membership roster to their Presence profile by the end of the semester.

Incentives
University Recognized Organizations:
As detailed in the Privileges and Benefits of a Recognized Student Organization section above.

Achieving Organizations:

Achieving Organizations will receive the incentives of a University Recognized Organization in addition to:
Special feature of the RSO on the SOLE Social Media Accounts.

Priority registration for Student Organization Fair, Dusty Camp and Discover TAMIU.

Excelling Organizations:

Excelling organizations will receive the incentives of a University Recognized Organization in addition to:
Special feature of the RSO on the SOLE Social Media Accounts.

Priority registration for Student Organization Fair, Dusty Camp and Discover TAMIU.

Recognition at the University Life Awards.
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Accounting and Financial Regulations

Accounts

All funds raised and deposited by a student organization will be managed and administered according to the
policies and procedures of the University’s Bursars Office and be in compliance with State statutes. The University
Bursar’s Office processes the accounting and paperwork for these funds after receiving them from SOLE.

Student Organizations have access to two types of accounts:

Student Government Association (SGA) Funded Account — 270XXX

Each registered student organization will have an account in their name at the University Bursar's Office
that begins with “270.” This account is used when being awarded a grant from the Student Government
Association, SOLE or when needing to use services from the University’s copy center.

Revenue Account — 094XXX
There is a separate fundraising account that begins with “094”. Each organization will deposit funds
received from membership dues, donations, fundraisers, etc.

Please review the section entitled “Fundraising Regulations” to ensure proper procedures are followed.

Depositing Funds
Student organizations wishing to deposit funds in their account must go to the Bursar’s Office cashier (ZSC 137)
and present their deposit code provided in the welcome email. A receipt will be provided for your records.

All deposits should be made within forty-eight (48) hours of when the money was received or the final day
of your fundraiser. This ensures all funds are deposited appropriately and provides less risk of monies being
misplaced or stolen.

Membership Dues

Each organization independently decides whether membership dues will be required for students interested in
being a part of the organization. Membership dues should be clearly articulated in the organization’s constitution
and by-laws. The requirements should be discussed with each new member and deposit of membership dues
should be done in accordance with the section entitled “Depositing Funds.”

Organizations with membership dues should provide receipts to their members when dues are paid to provide a
record of membership dues.

Requesting Account Information
Account balances, transactions, and history is only provided to the individuals listed as officers in Presence.

Account information can be requested from an authorized officer via email or in person with SOLE, located in Suite
224 of the Student Center.

Using Student Organization Funds

In order to use funds from your student organization accounts, a requisition form must be completed. The form can
be found on the Forms tab on Presence and is titled ‘Student Organization Requisition Form'’. It can be directly
accessed at https://tamiu.presence.io/form/student-organization-requisition-form

Reimbursements will not be given when paying in foreign money.
Please allow 1-3 days for submission review and 7-14 business days for payment/reimbursement once approved.


https://tamiu.presence.io/form/student-organization-requisition-form
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Fundraising Regulations

Fundraising Regulations

University recognized student organizations may engage in fundraising activities to sell products, publications, or
services, and to collect donations. Prior written approval via a Student Organization Event Submission on Presence
for such projects must be obtained from the Office of SOLE with the following regulations.

e Fundraising must be conducted in a lawful manner in compliance with university regulations.

e The student organization must keep accurate financial records and deposit all monies raised with the
University at the completion of the fundraising activity.

o The student organization must report their total earnings within 48 hours of their event to SOLE. This is
completed on Presence. Failure to submit this will result in your inability to host another fundraiser and may
potentially result in probation or suspension.

e House Bill 596 allows recognized student organizations to sell items tax-free one day a month. Student
organizations that sell taxable items during a one-day monthly fundraising drive will not be required to have
a sales tax permit. House Bill 82 allows chartered student organizations to exempt the first $5,000 of the
total receipts raised by qualified student organizations from sales tax. To ensure compliance with HB 596,
all student organizations must report all fundraised amounts to the SOLE Office within 48 hours of deposit
of funds.

Donations and Sponsorships

To avoid conflict with the University’s development program, student organizations must coordinate the solicitation
of donations from outside businesses or individuals for any amount. A 'Seek Donations Approval Request' form
must be submitted and can be found on the home page of Presence. Student organizations may approach
individuals or businesses for donations after they have coordinated this effort and submitted the appropriate
documentation to SOLE. Do not approach any individual or business for a donation until this list has been
submitted and approved. Once the list has been approved, you will have protected access to the donors.

Do remember to always send out a thank you letter within five (5) days of the event to everyone that contributed to
your cause through in-kind or monetary donations.

Bake, Flower and Book Sales

For organizations wanting to have a sale, tables and chairs are available for use on campus. An event request must
be submitted on Presence at least five (5) University working days prior to the event. There is no fee for student
organizations to vend on campus.

Bucket Brigades
Due to liability issues and image concerns, the University prohibits student organizations from participating or
organizing bucket brigades. Authorization of this type of fundraiser will not be given.

Food Service/Catering

By contract, the University food service provider shall serve all food items on the TAMIU campus. Student
organizations are not allowed to sell or distribute any food item on the campus without prior approval. Permission
must be acknowledged on the event request submitted on Presence and subject to review and verification. In
addition, to sell food on campus all student organizations must have attended and successfully completed a
University Food Handlers Course. This course is coordinated through the Office of SOLE.


https://tamiu.presence.io/form/preliminary-request-to-seek-external-funds
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Fundraisers
The Office of Student Orientation, Leadership & Engagement allows every active organization in good standing to
fundraise on a monthly basis.

The SOLE Office recognizes any activity on campus such as raffles, sales tables, good sales as fundraisers. Plate
sales and car washes outside campus are also deemed as fundraisers. Events such as donation night contributions
by restaurants are not considered as part of the fundraising opportunities of our campus organizations. Therefore,
donation restaurant arrangements do not count toward the one (1) monthly fundraiser opportunity.

Student organizations are required to deposit and report all fundraised funds into their student organization
fundraising account within 48 hours of the event. Student organizations are also required to notify the SOLE Office
of the fundraised dollar amount within 48 hours of the event for record keeping purposes. This is completed on
Presence. Failure to submit this will result in your inability to host another fundraiser and may potentially result in
probation or suspension.

Receiving Mobile Payments

Student organizations may utilize electronic/mobile payment methods, such as CashApp, Venmo, Zelle, ApplePay,
etc. that are directly tied to a bank account owned by a designated student organization officer or they may collect
electronic payments via the Market Store account offered by the TAMIU Bursars. The Market Store account directly
deposits all payments made into the 094-fundraising account. An average convenience fee of 3.5% is charged to all
credit card transactions through the Market Store account. If a student organization determines that it is best to
utilize a designated student organization officer's CashApp, Venmo, Zelle or other electronic/mobile payment
method, the student organization acknowledges and releases TAMIU from any potential liability if the student
organization funds are lost due to mismanagement of, lost or stolen funds. The student organization additionally
agrees that they will deposit the funds from the designated student organization officer's bank account, after a
successful transfer of funds from the electronic payment source to the bank account, within 48 hours of the
successful transfer. The student organization further acknowledges that it must comply with all accounting
requirements as delineated by the state, including, if necessary, the need to collect sales tax. Student organizations
also acknowledge that they are not allowed to utilize the University’s name (in any of its forms) on any external
bank account. Students may not utilize electronic/mobile payment methods for donations or solicitations.

Benefit Giveaways
The Charitable Raffle Enabling Act governs benefit giveaways and as such, only organizations registered as a
separate 501¢3 organization are eligible to host a benefit giveaway (raffle).

e Organizations may not offer money as a prize in a raffle. The prize must not be valued at over $25,000.

e 501c3 eligible organizations may hold two giveaways a year, January to December. Tickets may not be
advertised statewide or through a paid advertisement.

e Tickets must state name and address of organization, name and phone number of officer, price of ticket,
description of prize and estimated value (see sample below).

e Only members of the organization may sell tickets and no one may be compensated directly or indirectly for
conducting a benefit giveaway.

o Benefit Giveaways are limited to a two (2) week sales period and will be considered a fundraiser, thus
eliminating the possibility of having another fundraiser for the given month.

Sales Tables
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Student organizations sponsoring sales tables involving a University affiliated vendor such as ticket sales,
organization T-shirts, etc. are not required to pay a rental fee and/or commission for sales table space.

Vendors and non-University affiliated users promoting a commercial product, service, or fundraising drive must be
sponsored by a recognized student organization and be approved by SOLE.

Sponsoring organizations will be allowed one sales period per month. A sales period may not exceed one day of
sales.

Products or services which duplicate or are similar in nature to those sold by the University Bookstore, Dining
Services or institutional business partners may not be sold next to/directly within the vicinity of the respective venue.

Solicitation for mass-marketed products and services readily available to the University community — such as credit
cards, long-distance calling cards, etc. — will not be permitted.

Texas A&M International University assumes no liability for the quality of the goods or services sold at sales tables
on its premises. The presence of a commercial vendor on the property of Texas A&M International University does
not constitute an endorsement of the vendor or its product by the University.

Student organizations are required to deposit and report all fundraised funds into their student organization
fundraising account within 48 hours of the event. Student organizations are also required to notify the SOLE Office
of the fundraised dollar amount within 48 hours of the event for record keeping purposes. This is completed on
Presence. Failure to submit this will result in your inability to host another fundraiser and may potentially result in
probation or suspension.
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Events and Reservations

To reserve University equipment and facilities student organizations must submit their event on Presence with a
minimum of seven (7) University business days prior to the start of your event. Larger events or those that require
additional set-ups should be submitted a minimum of two (2) weeks in advance. Upon review and approval, your
request is subsequently submitted to Event Services for final processing of your desired audio/visual equipment,
location, etc. To submit your organizations’ event, please log in to Presence, access your Admin Dashboard, click
on the “+ create” button. Select “Event” and enter your information including your organization. We ask those in
charge of event submissions be as exact as possible when listing the description and the items required for the
event.

Every event must have an attendance associated with them. We ask each organization to utilize the attendance
feature on Presence for all events.

Reservation policy

1. The general rule is to honor reservations on a first-come, first-serve basis. Academic & Special University
functions will receive first priority. All academic spaces are subject to change prior to the 12t class day. If a change
is needed, Event Services will be contacting you with an alternate location via email or phone.

2. Event Services will assign each reservation to the most appropriate space available. Requests for specific rooms
or spaces will be honored, when possible. Event Services reserves the right to re-assign space when necessary
and to identify suitable alternative space for the original reservation.

3. All space reservations will be tentative until all details of the event are processed by Event Services.

4. University facilities are intended for use by all campus groups for a wide variety of functions and activities;
however, extraordinary events may draw large numbers of people and can stress the facilities to their maximum
capacities. To preserve the facilities and ensure the safety of participants, the following procedures apply to all
extraordinary events scheduled:

e No more than two large events of similar nature (i.e. dances, lectures, concerts) can be scheduled on a
single day.

e Events which are likely to attract crowds near to or in excess of the established room/space capacities may
require University Police Officers to be hired, at the student organization’s expense, to provide security and
crowd control. Such situations will typically require a minimum of two officers to be paid at rates established
by the University’s police department.

5. The Office of SOLE must approve the scheduling of activities, facilities, or equipment for recognized Student
Organizations.

6. A student organization member must be present for the duration of the entire event.

7. Groups and individuals with outstanding bills and debts owed to the University will have their reservation
privileges suspended until full payment is received.

8. Only food and beverage prepared by the University’s food service provider, Aramark, are allowed to be served
during events on campus unless otherwise approved by Aramark in written consent.

9. Sponsoring organizations and/or individuals will be responsible for any damage and cleanup of the facilities
and/or equipment. The base fee for damages and cleanup is $50.00.

10. An overtime fee will be assessed for events running past the facility closing time without prior arrangement as
part of the space reservation. A minimum of one week notice is required if you plan to host an event past closing
hours.

11. Use of University facilities or services is subject to change or cancellation based upon priority needs of the
University as determined by Event Services.

12. It is the responsibility of the student organization to edit the Presence Event submission with the correct and
corresponding location upon finalized approval from Event Services.
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13. The University prioritizes learning and will monitor the amount of noise in an event space. Certain areas do not
allow amplified sound (i.e., microphones, bullhorns, speakers, sound systems) based on the proximity (less than
200ft) to academic areas.

Room Set Up

As per Event Services policy, organizations may move furniture in classrooms for the sake of their event. However,
after organizations have finalized their event, the members are required to reorganize the room as received. Failure
to do so may result in an automatic charge (starting at $50.00) to the organization in use. Event set ups coordinated
and conducted by Event Services will be set up a minimum of 30 minutes before the event start time, large scale
events will require a longer time frame and will need to be coordinated with Event Services.

Cancellations and “No Shows”

Two cancellations without notifications (no shows) for events in rooms with standard setup configurations can result
in denial of space requests and/or cancellation of space(s) already reserved for no less than one semester.

Failure to cancel reservations for events involving any special setup at least two (2) business days prior to the
event date will be responsible for all charges stated on the reservation contract and may result in denial of space
request and/or cancellation of space already reserved for no less than one semester. Events beyond the control of
the Student Organization such as extreme weather or Acts of God will be taken into consideration if a last-minute
cancelation is made.

Fundraisers
Food sales conducted in an outdoor event area may relocated to an appropriate location if granted approval by
Aramark. The use of cooking equipment (i.e. microwave ovens, camp stoves, grills, fryers) requires prior approval.

Catering

All events involving catered food must be catered by the campus food provider, Aramark, in accordance with their
policy and procedures. Food is allowed in designated rooms only.

No outside food of any kind is allowed for on-campus events without prior authorization from Aramark, which also
includes donated food.

Student organizations are responsible for the successful payment of their catering order. If there are catering bills
that remain to be paid at the end of each long semester, SOLE will initiate payment drawing funds from the student
organizations account. The student organization will have violated the Leader and will result in a minor infraction as
detailed sections below.

Technical Services
e Reservations for audio/visual equipment are listed in the event request and are reserved through Event
Services prior to the event.
e Only trained technical personnel will be permitted to use audio/visual equipment.
e Student organizations are responsible for any costs associated with technical services and/or damages to
the equipment.

University Police Services

e Under certain circumstances or “events” it may be necessary to have Police Personnel on site in order to
facilitate and ensure the safety of the attendees. Please read the reservations section of this document for
more information.

e Only University Police Staff will be hired for any and all events held on University Property.

e Reservations for University Police services are made through the Event Services Manager two (2) weeks
before the event.

e Student organizations are responsible for any costs associated with police services.
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Information Tables and Sales Tables

Information and sales tables on the Texas A&M International University campus are permitted at various locations;
all information and socialization activities must be scheduled through Presence.

Distribution of literature, petition drives, surveys and similar activities around campus may be conducted only from
public forum spaces or a reserved information table location.

Outdoor Gatherings and Events
For events being held outdoors, please visit the Office of SOLE for consultation and planning of your event.

Outside Speakers

The University recognizes an academic institution has an obligation to present all points of view. Therefore, it
should provide a forum in which various issues will be presented and discussed. If you or your organization is
interested in obtaining an outside speaker, consult with the Office of SOLE.

Contracts

Any organization entering in a contract must follow the procedures set forth by SOLE. All contracted services will
require a minimum of fifteen business day (15) advance notification to go through the appropriate TAMU and
TAMIU processes. This includes contracts with individual service providers such as a DJ, Balloon Arch, Technician,
or Speaker. It is recommended that you begin at least one month in advance.
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Political Campaign Events

Political Campaign Events and Partisan Political Activities on TAMIU Property

Texas A&M Intemational University (TAMIU) is a state-supported public institution of higher education. The responsibility
for educating and training the future leaders of the state and nation carries with it a duty to adhere to the highest ethical
standards and principles. In fulfilling its multiple missions as an institution of higher education, TAMIU encourages
the free exchange of ideas. In accordance with the University’s rule on Expressive Activity on Campus (08.99.99.L1),
the University will protect the freedoms of speech, expression, petition, and peaceful assembly, while maintaining its
right to regulate reasonable time, place, and manner restrictions concerning acts of expression and dissent.

Please refer to The Texas A&M University System Policy 07.03.01 for more information.

Institutional Neutrality

The University cannotendorse, support, or promote any political candidate (either incumbents or new office seekers,
members of their staffs, or their campaign representatives) or any partisan political activity. Furthermore, itis the intent
and expectation of TAMIU for all faculty, staff, and students to avoid any behavior that could reasonably be
interpreted as official University endorsement, support, or promotion of political candidates or partisan political
activities. Nothing in this rule should be construed as limiting the right or ability of any member of the University
community to express personal opinions or to exercise his or her right to engage in political activities outside his or
her official capacity or affiliation with the University, within the limits of the System Policy 07.03 Conflicts of Interest,
Dual Office Holding and Political Activities.

Recognized Student Organization Sponsorship of Campaign Events

In the spirit of maintaining a “marketplace of ideas,” officially recognized student organizations may sponsor partisan
political activities or events on campus in accordance with all applicable University rules as set forth in the TAMIU
Student Handbook, Freedom of Speech, Assembly, Expression, and Demonstration (Appendixes, Exhibit IX). In
sponsoring a partisan political activity on campus, the recognized student organization(s) must be responsible for
communicating and collaborating with appropriate University officials about the event and cannot delegate any
responsibility for the event to a non-student organization(s) unless mutually agreed upon by the Director of SOLE,
the Vice President of Institutional Advancement, the University President, and the sponsoring organization.

Disclaimer Statement
TAMIU reserves the right to require for a statement to be made prior to the presentation of any speaker to clarify
the views expressed are not necessarily those of the institution.

General Guidelines (subject to change)

A. Candidates for political office, both student and non-student, may casually visit with student, personnel, or other
patrons in the Student Center to solicit votes; however, all outdoor space is open to them for purposes of
soliciting votes. If a table or item is utilized, it must follow protocols/procedures with the Office of Community
Relations and Special Events.

B. Student organizations may host debates on-campus. An individual, with no affiliation to any candidate, should
moderate all debates. During debates, campaign supporters can express their opinion for their desired
candidate as long as it is respectful of all other candidates and in a fashion that does not interrupt others.


https://www.tamiu.edu/compliance/08.99.99.l1expressiveactivityoncampus.pdf
https://policies.tamus.edu/07-03-01.pdf
https://policies.tamus.edu/07-03.pdf
https://policies.tamus.edu/07-03.pdf
https://www.tamiu.edu/scce/studenthandbook.shtml
https://www.tamiu.edu/scce/studenthandbook.shtml
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Organization Expressive Activity on Campus

Freedom of expression is of critical importance and requires each public institution of higher education to ensure
free, robust, and uninhibited debate and deliberations by students enrolled at the institution, regardless of whether
the students are on or off campus. It is a matter of statewide concern that all public institutions of higher education
officially recognize freedom of speech as a fundamental right. Freedom of speech and assembly is central to the
mission of institutions of higher education, and persons (students, student organizations, employees, and third-
parties) should be permitted to assemble peaceably on the campuses of institutions of higher education for
expressive activities, including listening to or observing the expressive activities of others. As such, TAMIU has
developed a policy related to expressive activity on campus. TAMIU maintains its right to regulate reasonable time,
place, and manner restrictions concerning acts of expression and dissent.

Please refer to the TAMIU Policy 08.99.99.L1 Expressive Activity on Campus for more information.

Student Organization Rights

TAMIU may not take action against a student, student organization, or employee or deny them any benefit generally
available to other students, student organizations, and employees at TAMIU on the basis of a political, religious,
philosophical, ideological, or academic viewpoint expressed or expressive activity.

General Guidelines (subject to change)

A. Student organizations are allowed to invite speakers to speak on campus.

B. Advanced reservation of expressive activity events by student organizations is required; however, this does not
limit student’s capacity to respond to a timely situation.

C. Student organizations may have a fee associated with expressive activity events assessed/charged to their
student organization; however, in determining said fee, TAMIU may consider only content-neutral and
viewpoint-neutral criteria related to the requirements of the event, such as proposed venue, expected size of
audience, needs of campus security, necessary accommodations, and relevant history of compliance or non-
compliance by the student organization.

Grievance Procedure

Any person who believes their campus expressive activity rights, as recognized by TAMIU Rule 08.99.99.L1
(Expressive Activity on Campus), have been unduly interfered with by a student, student organization, or employee
has the right to file a grievance. Any such grievances should be filed in accordance with the procedures outlined in
TAMIU Rule 08.99.99.L1.


https://www.tamiu.edu/compliance/08.99.99.l1expressiveactivityoncampus.pdf
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Publications, Marketing & Banners

The Office of Public Relations, Marketing and Information Services coordinates all local, regional, national, and
international media access and coverage for the University. If your student organization wishes to publicize an
event through newspaper, radio, or television coverage, you must indicate so on your event submission and ensure
to submit a Public Relations Assistance Request Form.

The Office of Public Relations, Marketing and Information Services will send, upon request, a short publicity release
to The Laredo Morning Times and local radio and television stations. The Office of Public Relations, Marketing and
Information Services also compiles a Calendar of Events at TAMIU.

Publicity Design

Materials you produce that feature the University’s copyrighted marks (name, logo, seal, and mascot) must be
approved prior to publication. Artwork may be sent to sole@tamiu.edu for approval which may take five (5) business
days. Please plan accordingly.

Printing Services
The University has a copy center where you can have your publication printed (for a fee), with prior approval from
SOLE. To do so, please follow these steps:

Bring your flyer by the Office of SOLE. We will stamp the flyer on the back with approval to proceed with printing
and confirm your account number and funds. You can also print using the black and white printer in STC 224 if you
bring your own paper.

Please make sure the flyer has the following:
Name of your organization
Time, date and location if the flyer is for an event
Contact information

Student Organization Logos

Student organization logos must have the TAMIU or Texas A&M International University name on them to be
approved by the Office of Public Relations, Marketing and Information Services. Prior to any purchases, please
have your student organization logo approved beforehand or a reimbursement will not occur. As well, any t-shirt
design, patches, or item(s), the design must be approved with the SOLE Office and Office of Public Relations,
Marketing and Information Services.

TAMIU Logos and Emblems
The use of the Texas A&M International University name or any of its logos and emblems is strictly prohibited,
unless the appropriate office has been given prior approval.

The Office of Public Relations, Marketing and Information Services and the Athletics Department must approve
usage of the trademarked seal and mascot respectively. SOLE will work with your organization in securing
permission, but this should happen prior to ordering any shirt, uniforms, etc. that incorporate the use of these
symbols. More information on the use of trademarked logos can be found at
https://lwww.tamiu.edu/newsinfo/office/tamiulogo.shtml or
https://www.tamiu.edu/newsinfo/office/identitytoolkit.shtml.

In all uses of both, the symbol for trademark, TM, must be included at all times.

Use of Logos, Symbols, Insignia, or Marks
TAMIU prohibits the use of any of its logos, symbols, insignias, or other identifying marks in association with any


mailto:sole@tamiu.edu
https://www.tamiu.edu/newsinfo/office/tamiulogo.shtml
https://www.tamiu.edu/newsinfo/office/identitytoolkit.shtml
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activity involving the endorsement, support, or promotion of political candidates or partisan political activities. For
purposes of this rule, the prohibition includes, but is not limited to, all registered marks and all official insignia,
uniforms, landmarks, or licensed songs that may be reasonably identified with TAMIU. This prohibition also
includes any University-affiliated organizations officially representing the institution, such as the Alumni
Association and athletic teams. The Vice President for Institutional Advancement will determine university-affiliated
organizations.

General Posting
Prior to a flyer or banner being posted at any location on campus for a student organization, the SOLE office must
approve of it. TAMIU offices will continue to get their flyers and banners stamped at the information desk at the
Student Center. The stamp must follow the guidelines below:
a. Must be on the front of the flyer or banner
b. Must be dated with the day after the event or two weeks from the date the flyer or banner was stamped
c. Must be initialed by the approver
d. A copy of the flyer must be kept for office records

In order to display a flyer, student organizations must have submitted and received approval of the event on
Presence.

The flyer must state:
a. Name of the organization or event
b. Time, date, and location of the event
c. Contact information for the organization or individual

Only University affiliated organizations may display or distribute promotional materials at TAMIU after following
established procedures.
e The promotion of commercial enterprises is prohibited.
e Posters shall not exceed 24” X 36".
e Posters may be displayed five (5) days prior to the event or earlier, if the space is available, and shall
be limited to three (3) posters per event in the Student Center. After the scheduled event, Student
Center personnel will remove and discard all posters and banners.
e Banners will not be posted longer than two (2) weeks.
o After registration, any materials to be displayed on the tables in Food Service areas must be taken to
supervisory personnel of the respective dining areas for distribution instructions.

Flyers

Flyers being distributed do not need to be approved by the Office of SOLE. Flyers being set on tables or reception
areas must be approved by the corresponding office or the responsible party for that space (example: Food Court =
Aramark). Some University departments require the Office of SOLE to approve the flyer before it can be set out in
their location. Currently the following requires SOLE’s stamp:

e Aramark
All flyers need the background color to be light enough so the stamp is legible. It is advised to either produce a

lighter background color or add a light spot to a dark background for our stamp. Flyers approved by the Office of
SOLE can only be posted on bulletin boards.

Banners
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Banners can be posted in the Student Center Rotunda until the day after the event or for a period of two weeks due
to limitation of space. A banner for an event can be displayed for up to one month before the event. The Campus
Activities Board (CAB) has a reserved section in the Student Center Rotunda which can only be used for CAB

events and not in conjunction with another group or organization.
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Student Organization Travel
Planning and Preparing For Trips
Student organizations are encouraged to attend conferences, field trips, and other activities that fosters leadership
growth and development of TAMIU students. To ensure safety is a priority, the following steps must be taken before
disembarking on an out-of-town trip.

1. The organization is required to submit a Student Organization Travel Form (One Per Group), one for
each proposed travel date. This form must be completed at least two weeks prior to domestic departure
and one month prior to international departure.

2. All students participating in the trip must complete a Student Organization Waiver Indemnification, and
Medical Treatment Authorization Form (One Per Person).

3. The primary contact is required to keep a copy of all forms and take it on the trip with them.

4, Upon return from the trip, all incidents need to be reported immediately to the Texas A&M International
University Police Department and the Office of SOLE.

Prior to the trip, the organization should organize a meeting to discuss the following items: code of conduct, itinerary
for the trip, what to bring, phone numbers where you can be reached during the trip, and safety procedures.

Please remember you represent the University during your entire trip and act accordingly.

In case of an emergency, please call 911 and the University Police Department at (956) 326-2911 so appropriate
steps can be taken.

***TAMIU WILL NOT REIMBURSE STUDENT ORGANIZATION FOR ANY CANCELLATION OF TRAVEL.
Student organization assumes all responsibility related to financial obligations for organization activities.


https://tamiu.presence.io/form/student-travel-form
https://tamiu.presence.io/form/travel-waiver-form
https://tamiu.presence.io/form/travel-waiver-form
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Community Service Hours for Student Organizations

Community Service Hours

To achieve recognition under the Student Organization Leadership Development (SOLD Program) tiered system,
student organizations must collectively complete a minimum of at least fifty (50) community service hours during an
academic semester to reach the Achieving Organization designation and must collectively complete a minimum of
at least (100) community service hours during an academic semester to reach the Exceling Organization
designation. To assist our student groups, the University has established relationships with local agencies that offer
a variety of dates and times to accommodate to your group’s needs.

Submitting Community Service Hours
In order for community service hours to be counted, they must be submitted via Presence. To submit your
organization’s service hours, please do the following:
Members: submit your hours & proof to the organization’s “Risk Manager/Community Service Coordinator”.
Officers: submit one Community Service Form for all members that attended the same event following
these steps:
1. Go to the Presence homepage
2. Click on “Opportunities” (top right side of the page)
3. Fill out and submit all requirements of the form, including all participating members’ names and
their hours.
Please note:

a. Theindividual can choose to split hours between multiple student organizations they are involved with, but
the individual may not claim all hours with multiple student organizations. For example, if an individual
served 10 hours, they can choose to credit two student organizations with 5 hours each.

b. Officers are to ensure all volunteers are members of their student organization on Presence in order for the
SCCE office to manually input their hours.

c. Participating in events stated as requirements in the student organization’s constitution/mandatory
membership are not a form of community service.

d. Attending fundraiser events for the student organization is not a form of service.

e. Service hours required by academic program/course work will not be considered for University Life Awards
(ULA) recognition. For example, if your academic program, as part of course syllabus, requires you
complete specific service hours for a grade or academic credit, hours will not be considered for ULA
recognition. Service hours, however, will be considered for other recognitions such as the Presidential
Service Award (PVSA).

f. Service hours earned due to general donations (e.g., donating clothing in lieu of services) will not be
considered for the PVSA.
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Alcohol and Other Drugs

Alcohol

The consumption of alcohol by anyone under the age of twenty-one (21) is prohibited by law and strictly enforced
by the University in accordance with the Student Handbook. Providing alcohol to minors is also prohibited and
subject to the same strict guidelines set forth by the State of Texas. This rule extends to all recognized student
organization members at all functions and/or events.

Organizations are prohibited from purchasing or consuming alcohol during any on campus function and require the
submission of a Risk Assessment Form for any off-campus functions where alcohol will be made available by
another other entity. Student organizations must utilize a Third Party Vendor for the supply of alcohol if allowed by
the University and/or governing national organization.

The consumption of alcohol is prohibited at SOLE or University sponsored events unless expressly provided.

If an organization is found to be responsible for violating any University, State, or federal laws, SOLE may enforce
additional sanctions against the group.

Advertising and Marketing of Alcohol
Texas A&M International University does not permit the marketing of alcoholic beverages by manufacturers or
distributors, clubs, or organizations of the University.

Organizations seeking to host an event at an off-campus establishment where alcohol is served are required to
submit a Risk Assessment Form to SOLE prior to the event being reserved.

Other Drugs

All interest groups and recognized student organizations are expected to represent their group and the University in
the best light possible. Members found violating University, State, or federal laws will be held responsible in
accordance to the Student Handbook.

If an interest group or recognized student organization is found responsible for violating University, State, or federal
laws, SOLE may enforce additional sanctions against the group.
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Federal and State Regulations for a Student Organization

Title VI, Title IX and 504 Regulations

The statements and practices of each student organization (membership make-up, publications, constitution and
by-laws, policies and procedures) should reflect the intent of TITLE VI, TITLE IX, 504, and the Americans with
Disabilities Act (ADA). Failure of a group to take corrective action, if in violation of these provisions, will mean
withdrawal of recognition and support by the University. If you have questions concerning the regulations, please
contact the Office of Student Orientation, Leadership and Engagement.

Title VI of the Civil Right Act of 1964
No person in the United States shall, on the grounds of race, color, or national origin be subjected to discrimination
under any program receiving Federal financial assistance.

Title IX of the Education Amendments Act 1972
No person in the United States shall, on the basis of sex, be excluded from participation in, denied the benefits of,
or subjected to discrimination under any education program or activity receiving Federal financial assistance.

Section 504 of the Rehabilitation Act of 1973/ADA
No qualified handicapped individual in the United States shall solely by reason of his/her handicap be excluded
from participation in, denied the benefits of, or be subjected to discrimination.

House Bill 596-Effective October 1, 1995 Fun(d) Raising

A qualifying college and university student organization may hold one, one-day tax-free fund-raising sale each
month. The organization must be affiliated with an accredited Texas college or university, and file every two years
a certification with the Comptroller issued by the school verifying it is an affiliated organization. The organization’s
primary purpose must be something other than engaging in business or making profit.

Senate Bill 1138-Effective September 1, 2008 Risk Management Training

In 2007, the Texas Legislature passed a bill mandating risk management training for student organizations. As a
result, TAMIU is legally obligated to provide this training to student organizations. The training will be provided each
fall semester and be required for the student organization president, risk management and service coordinator, or
equivalent, and the advisor. Failure to attend will result in the organization being considered inactive for the school
year and will be unable to host any on or off-campus events or programs.

Alcohol, Tobacco, and Drug Marketing On Campus

Alcohol and other drug abuse poses a serious threat to the health and welfare of a large segment of the college
student population via automobile and other types of accidents, lessening of academic performance, estrangement
of social relations, creation of mental and physical problems, acts of vandalism and property damage, and in some
cases, bodily injury, illness, and death. Texas A&M International University is an alcohol-free campus. The
University will not tolerate any on or off campus marketing, promotion, distribution, sponsorship, or consumption of
alcoholic beverages and other drugs by recognized student organizations. Student organizations are not permitted
to solicit funds or receive any kind of support whatsoever from alcohol and tobacco companies.
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Student Organization Complaint Process

Student Organization Complaint Process

Texas A&M International University (TAMIU) provides numerous opportunities for students to become engaged on
campus through a variety of student organizations and programs available for them to join or experience. The Office
of Student Orientation, Leadership and Engagement serves as the primary office responsible for overseeing all
recognized student organizations on the TAMIU campus.

Any student who would like to submit a complaint against a recognized student organization, member, or officer of a

recognized student group at the TAMIU campus acting in that capacity should follow the General Student Complaint
Procedures outlined in the Student Handbook.

Student Organization Infractions and Consequences
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Failure to abide by procedures outlined in The Leader, University regulations and State and federal law may
result in the sanctioning of a student organization. There are three classes of infractions that lead to
possible sanctions. The list of violations below is not exhaustive, nor is the list of possible sanctions.

Minor Infractions

These violations may involve the misuse of University property, seeking the media without prior approval, misuse of
University outdoor and/or indoor spaces, requesting donations without prior submission of the Preliminary Request
to Seek External Funds, or not receiving authorization from the Campus Dining Services to sell food items on
campus.

Organizations that commit a minor infraction will receive a warning letter for their first offense. A second offense will
result in the organization committing a serious infraction and potentially being barred from using University
resources for a specified length of time as determined by SOLE.

Serious Infractions

These violations may involve the misuse, loss, or damage to the University property of up to $100 in value, violation
of state sales tax requirements, financial irresponsibility, or soliciting funds from non-approved University donors as
reviewed by the Office of Institutional Advancement.

Organizations that commit a serious infraction will meet with SOLE. The organization may be placed on probation
for a specified period of time and will be given notice of other corrective action. A second offense will be treated as
a severe infraction.

Severe Infractions

These violations may involve hazing, loss or damage to University property of over $100, the misuse of a University
vehicle, including golf carts, the misappropriation of funds, failure to meet financial responsibilities more than $100,
or receiving funds or support from prohibited sources such as alcohol and tobacco companies.

Organizations that commit a severe infraction will meet with SOLE who will render a decision.

Probationary Status

A student organization placed on probationary status can continue as a recognized student organization but is
placed on notice for a specific period of time. If at any point a second violation occurs, the organization would then
move to the frozen/suspension status. Probationary status is determined by SOLE and can range between a few
weeks to a full semester depending on the severity of the situation.

Frozen/Suspension Status

A frozen or suspended student organization loses its privilege as a recognized student organization on the TAMIU
campus. As such, all meetings and fundraisers will be cancelled. The duration of the frozen/suspension status is
determined by SOLE and depends on the severity of the situation.

Appeals

Student Organizations wishing to appeal the decision rendered, may do so, in writing, within ten (10) University
working days of notification. If an appeal is not filed, then the organization assumes all responsibility and
consequences outlined in the letter provided by SOLE.

TAMIU Trailblazers

TAMIU Trailblazers
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The TAMIU Trailblazers program is a co-curricular leadership initiative that allows you to Go Beyond the
classroom. Available engagement opportunities include conferences, workshops, organizations, leadership roles,
and the list goes on. All 150+ items are offered within five learning dimensions: Career Development, Civic
Leadership, Global Perspective, Health & Wellness and Personal Enrichment.

Each learning dimension is divided into three levels: Exploring Stage, Engagement Stage and the Excelling Stage.
Successful completion of a learning dimension includes:

= Completing three (3) items in the Exploring Stage
= Completing two (2) items in the Engagement Stage
= Completing one (1) item in the Excelling Stage

Upon completing a learning dimension, you will earn a patch for graduation. Students who complete all five learning
dimensions will earn an additional patch and pin. Track your progress at https://tamiu.presence.io

Frequently Asked Questions (FAQs)
The following questions have been developed and answered in order to assist students and student organizations
as they navigate through Presence

What is Presence?

Presence is an online system that allows student organizations to connect and submit for services, allows
students to track their student engagement and service hours, and allows for tracking of TAMIU
Trailblazers, a co-curricular initiative that began in 2012.

Where do I go to access it?
To connect with student engagement opportunities, just visit tamiu.presence.io

Who can access it?
Anyone that has TAMIU login credentials is able to use Presence. After going to the website, just click on
the Profile Icon, found on the upper right hand corner of the web page and select Log In.

How do I find student organizations?
After going to the web page, just click on Organizations to view a list of student organizations.

Do I have to create a profile?
No. Presence will automatically create a profile for you.

How do | join a student organization?

After logging in to Presence, and finding the organization of your choice, click on Join. This will send a
message to the primary contact that will then communicate with you about any requirements that are in
place to join the group.


https://tamiu.presence.io/experiences
https://tamiu.presence.io/experiences
https://tamiu.presence.io/
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What are experiences?

Experiences are how TAMIU Trailblazers are tracked. The Trailblazers program is a co-curricular initiative
that began in 2012. For more information on TAMIU Trailblazers, visit https://www.tamiu.edu/sole/tamiu-
trailblazers20.shtml

What is the benefit of using Presence?

Presence allows you to electronically keep up with student involvement and engagement over your time at
TAMIU. It will demonstrate the leadership positions you held and save all of your information without you
having to remember what you did 1, 2, 3 or even 4 years ago.

What if there is not an organization on Presence that sparks my interest?
No problem, you can start your own.

How can | adjust or create officers?

Current officers and the advisor are the only individuals with access to do this. Once within your student
group, click on Roster and then the pencil icon. Once here, you can assign a position or deactivate
member.

Who has access to features within my student organization?
Only officers and advisors have default access to modify, change, or adjust features within your
organization. Officers with access may grant other officers access to certain features of the organization.

How do I create an event?
Once logged in, go to the Admin Dashboard and “+ create” button at the left top side of the page, then
select event. As a reminder, only officers and advisors have access to do this.

What if I need to change or cancel an event request?
To change or cancel an event please email sole and event services at events@tamiu.edu and CC

sole@tamiu.edu.

Where should | post meeting minutes?

Meeting minutes should be created and documented during each of your organizations’ meetings. In order
to allow members and anyone interested in joining your group to see what projects you are working on, you
are required to post these under Documents, located on top menu bar within your organization.

Can we create an application for membership using Presence?
Yes. Presence allows you customize your membership application or any other forms your organization
requires. Just click on Forms and start creating your form.

What is “Memberships”?
Memberships allows you to find each organization you are a part of without having to go through the
Directory.

What is “Admin Dashboard”?
Admin Dashboard is the area designated for officers with access to edlit their organization.

What is “Student Portal”’?


https://www.tamiu.edu/sole/tamiu-trailblazers20.shtml
https://www.tamiu.edu/sole/tamiu-trailblazers20.shtml
mailto:events@tamiu.edu
mailto:sole@tamiu.edu
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Student Portal takes you back to the home page within Presence.

What is “Organizations”?
Organizations provide a listing of all recognized student organizations and offices using Presence.

What is “Events”?
Events show you what meetings, fundraisers, etc. organizations are having.

What is “Resources”?
Resources are links to other websites with pertinent information for student groups and organizations.

Frequently Asked Questions for Students in ECHS and STAGGS Academy

Early College High School

Can a student in ECHS join a student organization recognized by TAMIU?
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Yes, but they must be juniors or seniors in ECHS

Can students in ECHS participate in events hosted by SOLE?

Yes. However, students in ECHS are not eligible to win prizes, etc. until they have completed their studies with their
respective schools and have enrolled at the University after high school graduation. Additionally, they are not eligible
to receive food or any items associated with the event that are paid by student fees.

Can students in ECHS join current leadership programs offered by SOLE?
No. However, they are able to participate in TAMIU Trailblazers, a co-curricular program and the International
Leadership Series.

Can students in ECHS vote in general elections?
No. Students in ECHS must wait until they have graduated from high school and have entered TAMIU.

Can students in ECHS travel with student organizations?

Yes, on a limited basis. However, a parent/guardian and/or designated staff official from their respective school and
join the group at the destination. Students in ECHS will not be able to share a hotel room with any other student
organization or officer and remain under the supervision of their parent/guardian or staff official at all times. This will
require approval by the University President.

Can students in ECHS be officers in student organizations?
Students in ECHS can only serve as members in their junior or senior year and as officers once they have graduated
from high school.

Can students in ECHS create a recognized organization at TAMIU?
Students in ECHS must wait until they graduate from high school to create a student organization.

Can independent student organizations fundraise on campus?
No. Only organizations that have completed the process through SOLE can host on-campus fundraisers.

Are students in ECHS involved in student organizations required to follow any regulations?
Yes. In addition to their school regulations set forth by ECHS student organization members should be knowledgeable
in The Leader — A Guide for Student Organizations regarding expectations.

When should students participate in freshman orientation offered by SOLE?
Students choosing to attend TAMIU after high school graduation will be required to attend Freshman Student
Orientation: Dusty Camp.

Can students in ECHS join social, Greek affiliated organizations?
Yes. However, a student must still meet all the requirements set forth by the Greek organization that they are seeking
to join.

Can a recognized student organization refuse to allow students in ECHS or The Academy to join their group?
Yes. However, the organization will lose it privileges as a recognized student organization unless written provisions
in their constitution and by-laws indicate their organization will only allow students who have graduated from high
school and are currently enrolled at TAMIU.

STAGGS Texas Academy of International and STEM Studies

Can a student in The Academy join a student organization recognized by TAMIU?
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Yes, and The Academy students can also serve in a role beyond membership with the exception of President and/or
Risk Manager

Can students in The Academy participate in events hosted by SOLE?
Yes. In addition, Texas Academy Students may be eligible to win prizes.

Can students in The Academy join current leadership programs offered by SOLE?
Yes!

Can students in The Academy vote in general elections?
Yes, all students in The Academy will be able to vote in general elections.

Can students in The Academy travel with student organizations?

Yes. However, a parent/guardian and/or designated staff official from their respective school must join the group at
the destination. Students in The Academy will not be able to share a hotel room with any other student organization
or officer and remain under the supervision of their parent/guardian or staff official at all times. If there is international
travel, special permission must be obtained by the organization in accordance with the TAMIU Student Travel policy.

Can students in The Academy be officers in student organizations?
Students in The Academy are eligible to become officers in organizations, except for the role of Risk Manager/Service
Coordinator and/or President.

Can students in The Academy create a recognized organization at TAMIU?
Students in The Academy must consult with their campus administrator and SOLE to determine whether said
organization is feasible. If so, a staff member from The Academy must serve as the advisor for the group.

Can independent student organizations fundraise on campus?
No. Only organizations who have completed the process through SOLE can host on-campus fundraisers.

Are students in The Academy involved in student organizations required to follow any regulations?
Yes. In addition to their school regulations set forth by The Academy, student organization members should be
knowledgeable in The Leader — A Guide for Student Organizations regarding expectations.

When should students participate in freshman orientation offered by SOLE?

Students choosing to attend TAMIU after high school graduation will be required to attend Freshman Student
Orientation: Dusty Camp. A separate orientation program will be available for students before entering The Academy
working in conjunction with SOLE.

Can students The Academy join social, Greek affiliated organizations?

Yes. However, a student must still meet all the requirements set forth by the Greek organization they are seeking to
join.

Can a recognized student organization refuse to allow students in ECHS or The Academy to join their group?
Yes. However, the organization would lose its privileges as a recognized student organization unless written

provisions in their constitution and by-laws indicate their organization will only allow for students who have graduated
from high school and are currently enrolled at TAMIU.

Frequently Asked Questions for Student Organizations Regarding Minors

If a recognized student organization allows for students in ECHS or The Academy to serve as members, are
there any additional requirements?

No. At this time no additional training would be required. Any changes will be communicated to all student
organizations in a timely manner.
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Can a student in ECHS or The Academy join a student organization recognized by TAMIU?
Yes, but they must be juniors or seniors in ECHS or students at The Academy. Students in ECHS can only serve in
a membership role until they have completed their high school studies.

If a recognized student organization allows for students in ECHS or The Academy to serve as members, are
there any additional requirements?

No. At this time no additional training would be required. Any changes will be communicated to all student
organizations in a timely manner.

Can a recognized student organization choose not to assume the risk or liability involved with having a
student from ECHS or The Academy be a member?

Yes. However, the recognized student organization must indicate this in their constitution and by-laws under a section
entitled membership eligibility. Failure to do so can result in the group no longer being recognized as a student
organization.

Can students in ECHS or The Academy travel with student organizations?

Yes. However, a parent/guardian and/or designated staff official from their respective school and join the group at the
destination. Students in ECHS or The Academy will not be able to share a hotel room with any other student
organization or officer and remain under the supervision of their parent/guardian or staff official at all times. If there is
international travel, special permission must be obtained by the organization in accordance with the TAMIU Student
Travel policy.

Can students in ECHS or The Academy be officers in student organizations?

Students in The Academy are eligible to become officers in organizations, with the exception of the role of risk
manager/service coordinator and/or president. Students in ECHS can only serve as members in their junior or senior
year and as officers once they have graduated from high school.

Are students in ECHS or The Academy involved in student organizations required to follow any regulations?
Yes. In addition to their school regulations set forth by ECHS or The Academy, student organization members should
be knowledgeable in The Leader — A Guide for Student Organizations regarding expectations.

Can students in ECHS or The Academy join social, Greek affiliated organizations?
Yes. However, a student must still meet all the requirements set forth by the Greek organization that they are seeking
to join.

Can a recognized student organization refuse to allow students in ECHS or The Academy to join their group?
Yes. However, the organization would lose it privileges as a recognized student organization unless written
provisions in their constitution and by-laws indicate their organization will only allow for students who have
graduated from high school and are currently enrolled at TAMIU.

Minors in Student Organizations and Participation in Events

Minors in Student Organizations

The Office of Student Orientation, Leadership and Engagement (SOLE) allows students that have completed their
high school degree and are current students at TAMIU to participate in student organizations and other events
hosted by SOLE or other groups directly overseen by the Office. In addition, STAGGS Texas Academy of
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International and STEM Studies (The Academy) will be allowed to join recognized student organizations as
members or officers with the exception of President and Risk Manager. Students in Early College High School
(ECHS) in their junior or senior year will be able to join student organizations as members only.

Minors at SOLE Events

Events open to the TAMIU community will be available to any student registered for classes at the University to
attend. In cases where adult content or material is being mentioned or shown at a SOLE event, a sign will be
posted at the main entrance indicating the appropriate rating level, as used by the Motion Picture Association. It will
be the responsibility of the student (or guardian) in ECHS or The Academy to review the rating prior to entering the
venue. Events and/or functions hosted by recognized student organizations will not be required to post a rating and
it will be the ECHS or The Academy student’s responsibility (or guardian) to inquire about the content or request
more information. Students in ECHS that elect to attend events hosted by SOLE, or one that is directly funded by
student fees, will not be permitted to obtain prizes, receive free items such as food, etc.

Minors in SOLE Leadership Programs

Students in ECHS are not able to join/participate in the current undergraduate leadership programs hosted by
SOLE until they have graduated from high school. Current programs include the Freshman Leadership
Organization, Sophomore Leaders Involved in Change, and Leadership TAMIU. However, they are welcomed and
encouraged to apply for these upon their graduation from their respective high schools and can begin the TAMIU
Trailblazers program at any point during their years at their respective high school. Students in ECHS will be not be
able to vote in general student elections as they relate to Spirit Week, Student Government Association, or student
referendums until they have completed their high school diploma and maintain their enroliment at TAMIU.

Student Organization Constitution and By-Laws Format

Constitution and By-laws

In order for newly formed student organizations to become recognized, a copy of the constitution and by-laws must
be submitted to SOLE. Your organization will not be considered “recognized” until the constitution and by-laws
have been submitted and reviewed by SOLE. If an organization is affiliated with a national organization, a copy of
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your local by-laws, along with national level constitution and by-laws must be submitted with your registration form.
Once SOLE has reviewed the document, the student organization is responsible for uploading this document online
in accordance with the registration process for Presence.

Format

The following information must be contained in the constitution/by-laws. It is the responsibility of the officers of the
student organization to keep a copy of the constitution/by-laws for their files and make copies in order to distribute it
to the organizational membership. In addition, a copy of your most current constitution and by-laws should be made
available on Presence using the “Documents” tab under each organization. Posting this information on Presence
will allow new and interested members the opportunity to review your organization’s structure to determine their role
in it.

l. Name (required): States the official name of the student organization. The name of the student organization
must follow the guidelines set forth by SOLE.

Il. Date of Creation and Revision (required): Provides the dates of creation and the latest version at the end
of the document.

[I. Mission Statement (required): The mission statement is a short, detailed description of the purpose for the
existence of the group.

V. Membership (required): Defines the composition of the student organization, including membership
requirements and selection procedures. Any TAMIU student, faculty, or staff member who subscribes to the
purpose and basic policies of the organization may become a member of the organization subject only to
compliance with the provisions of the constitution. A student organization must have at least five (5)
members to be recognized.

V. Ethical Code of Conduct (required): The organization and its members agree to abide by all University
rules and local, State, and federal laws.
VI. Officers (required): Describes the specific responsibilities and powers given to each officer. This section

should also include information on how to fill vacancies, remove officers and the election process. All
officers must be currently enrolled students at the University and must have graduated from high school or
received a GED.

VIl.  Meetings (required): Describes how often the meetings will be held, who can call regular and special
meetings, and attendance requirements.
VIIl.  Advisor(s) (required): Describes the function of the advisor and the role the student organization wishes

them to have.
IX. Finances (required): Describes the function of the officer in charge of finances and how often the individual
is required to report status of account.

X. Risk Management (required): Describes the provisions outlined in the Risk Management Training relating
to travel, drugs and alcohol, fire safety, hazing, and sexual harassment.

XI. Voting (recommended): Describes how voting will occur and how decisions will be made.

Xll.  Amendments (recommended): Describes how amendments to the constitution may be made. Typically
requires the changes to be presented and the majority of members to be in agreement.

Xlll.  Committees (recommended): If applicable, standing (permanent) committees and ad hoc (temporary)

committees should be listed including duties and responsibilities.

Sample Constitution and By-Laws of a Recognized Student Organization

Student organizations can use this sample constitution as a guide to writing their own. Wording can be
changed as long as the student organization’s points are clear.

THE DUSTY CHANTERS
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Article I: Name
The name of this organization is the Dusty Chanters.

Article II: Description, Mission, and Purpose
Section 1: Write a brief description of your organization.
Example: The Dusty Chanters was established in order to increase campus spirit and pride.

Section 2: Write the mission of your organization here.
Example: The mission of the Dusty Chanters shall be to develop a connection amongst the
students of Texas A&M International University in order to increase participation and fan base
during athletic events.

Section 3: Write the student organization’s general purpose here.
Example: The Dusty Chanters shall be an organization of students dedicated to the creation,
practice, and performance of chants designed to promote school spirit.

Section 4: A listing of as many points of the student organization’s purpose may be needed.
Example: The purpose of the Dusty Chanters shall be:
e To create chants that reflect the spirit of the university.
e To practice these chants at reqular meetings.
e To perform chants to the university committee.

Article lll: Membership and Eligibility
Section 1: Describe the qualifications necessary to become a member of the organization. The exact
qualifications may be described in detail
Example: Eligibility to this organization is determined by meeting the following criteria:
a) All members must be in good academic standing as defined in the University Catalog b) All
members must be in good general standing as defined by the Student Handbook and c) List any
other criteria the organization may want.

Section 2: List any types of members the student organization will have.
Example: The organization shall consist of reqular honorary, and special members.
A description of each member may be needed. a) Regular member is one who is currently enrolled
at TAMIU and working towards a degree .b) An honorary member is one who is elected by the
reqular members in recognition of distinguished service and contribution to the organization.

Article IV: Ethical Code of Conduct
Section 1: List the general ethical guidelines and expectations of all members and officers in your
organization here.
Example: As an extension of the University and the student organization, all organization members and
officers are expected to follow the University’s core values of Respect, Integrity, Service, and Excellence.

Example: The Code of Conduct is as follows:

No member shall misrepresent the truth while acting in his/her capacity as a TAMIU Dusty Chanter.

No member shall bestow favors, cake undue use of influence or power as members, or offer special considerations
of any kind in exchange for anything of values.

No member shall misuse, mismanage, or misappropriate the equipment, facilities, or funds of the Dusty Chanters.
Each member must make a responsible attempt to fulfill his/her responsibilities to the best of his/her abilities.

Each member must discharge his/her duties in good faith.
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Each member must conduct himself/herself professionally at all official functions, gatherings, and at all meetings. No
member shall at any time publicly criticize and/or harass another member.

Article V: Officers
Section 1: List the different officers that comprise the organization.
Example: The Dusty Chanters shall have four officers including the President, Vice-President,

Secretary, and Treasurer.

Section 2: Describe the duties of the officers.
Example: The duties of the officers are as follows:
President
a) Presides at the organization’s general meetings;
b) Coordinates the organization’s activities;
Vice President
a) Shall occupy the place of the President in case of absence;

Section 3: Election and Term
Describe when elections will be held and any rules or proceedings which will be followed.
Example: Elections for officer positions will be held at the 2" to last meeting of each Spring
Semester.
State the length of officers’ terms.
Example: All officers will serve a one-year academic term.

Section 4: Describe the grounds upon which an officer may be impeached.
Example: Officers may be impeached for failure to perform the required duties of their office, for
inappropriate behavior, or for ineffective performance. The issue to impeach an officer must be
brought before general membership and be discussed at this time. Following the discussion, a
meeting will be held with the officers, sponsor, and the officer in question to discuss the issues
brought forth by the membership. An officer may be impeached by a vote of majority of members at
a regularly scheduled meeting.

Article VI: Meetings
Section 1: Describe the frequency of meetings and any details regarding who can call meetings and what is

required to do so.
Example: Meetings will be held twice a month. Any officer may call a meeting. The Secretary will

be responsible for ensuring all members are notified of the next meeting.

Section 2: Describe the organization's quorum that is needed to make meetings official.
Example: A quorum must be present at all meetings to conduct business. A quorum is defined as a

% of the student organization's membership.

Section 3: Include provisions stating the rules of order the organization will use in meetings. Example:
Parliamentary procedure as described in Robert's Rules of Order, Revised Edition shall govern the

organization in all cases where applicable.

Article VII: Advisor’s Responsibilities
Section 1: Describe who may be the advisor.
Example: The Dusty Chanters has one advisor. The advisor must be a full-time faculty or full-time

staff member, chosen by the members of the student organization, who identifies with the
organization’s goals and shows interest in its activities.
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Section 2: Include the responsibilities of the advisor.
Example: The advisor oversees the general conduct of the organization. Specifically, the advisor
has the right to make recommendations, attend meetings, and inspect the financial records and
other organization documents.

Section 3: Describe the procedures used to ask an advisor to resign.
Example: An advisor may be asked to resign from the student organization. First, a written
statement by a member or officer indicating the reasons for resignation must be submitted to the
President and/or officers of the Dusty Chanters. At a reqularly scheduled meeting, the resignation
of the advisor must be placed on the agenda and discussed. A vote is then taken by the
membership and a majority vote of the membership passes this item. Any appeals must follow the
procedures listed in the University’s Student Handbook.

Article VIII: Amendments
Section 1: Describe the provisions for amending the Constitution and By-Laws.
Example: Revising of the Constitution and By-Laws shall be made with the majority vote of the
membership at a reqularly scheduled meeting.

By-Laws
Article I: Voting
Section 1: Describe the voting process and which members can vote.
Example: Only regular members in good standing are eligible to vote. Election of officers occurs
during a regularly scheduled meeting in the month of April in the spring academic semester.
Nominations for officer positions will be conducted at a reqularly scheduled meeting. Within two
weeks of nominations of officers, another meeting for elections must take place. A secret ballot will
be used during the elections. If all offices are unopposed, elections may be held on the same day
of nominations with a show of hands. If a quorum is not present, the members must reschedule the
elections for the next meeting. Only regular and honorary members are eligible to vote. No member
may run for more than one office.

Section 2: Describe what kind of vote is needed to pass an item.
Example: A majority vote passes items presented by the officers and members.

Article II: Vacancies

Section 1: Describe the manner in which an officer is to be replaced should a vacancy occur. For Example: In the
event of resignation of the Vice-President, Secretary, Treasurer an election will be held by the student organization
members to fill each vacancy. The election will take place at a scheduled meeting as determined by the members of
the organization.

Section 2: what is the manner in which a vacancy of the Presidency is to be filled?
For Example: In the event in which there is a vacancy in the office of the President, his/her duties
shall fall upon the Vice-President, who shall serve as the President through the current and
succeeding months until a new one is elected. The election will follow the procedures listed in
Article IlI, Section 1 and 2 of the Constitution.

Article lll: Financial Matters
Section 1: Describe who is to prepare and handle the annual budget, the receipt and disbursement of
monies, and authorize expenditures.
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For example: The treasurer assists the president in preparing the annual budget and financial
policies and plans. Duty-authorized persons shall handle receipts and authorize disbursements of
all monies after the treasurer has determined the amounts are correct after the expenditures.

Section 2: Does the student organization require membership fees? If so, be sure to list the amount of fees
needed to join the organization.
For example: Membership fees for the Dusty Chanters are $5.00 a semester.

Section 3: The advisor(s) and officers are responsible for ensuring the expenditure of funds are justified,
accurate record is kept of all accounts undertaken, and expenditures are authorized within the meeting
minutes showing the vote of the members.

Article IV: Risk Management

The Risk Management section includes provisions the organization will follow during any function and/or activity
organization by the student organization. Failure to follow these guidelines may result in penalties against individual
members and/or the entire organization.

Section 1: Alcohol and lllegal Drugs
1. The possession, sale, use, or consumption of ALCOHOLIC BEVERAGES, during
organization events must be in compliance with any and all applicable laws of any state,
county, city, or University guidelines.

2. No alcoholic beverages may be purchased through or with organization funds for members
and/or guests.
3. OPEN PARTIES, meaning those with unrestricted access by non-members of the

organization are to be organized with the organizational assistance of the Office of Student
Orientation, Leadership and Engagement. Any other such parties will be prohibited.

4. No member shall purchase or serve alcohol to minors, in accordance to state and/or national
laws.

5. The possession or sale of any ILLEGAL DRUGS or CONTROLLED SUBSTANCES during
any event of the organization is strictly prohibited and shall be reported to University officials.

6. Alcohol at any on-campus organization function is prohibited. Off-campus functions shall be
discussed with the Office of Student Orientation, Leadership and Engagement and may
require additional paperwork for approval.

Section 2: Hazing

No interest group and/or recognized student organization shall conduct nor condone hazing activities.
Permission or approval by a person being hazed in not a defense. Any violations or questionable actions
shall be report to the Office of Student Orientation, Leadership and Engagement immediately.

Hazing activities are defined as:

Any act that endangers the mental or physical health or safety of a student, or that destroys or removes
public or private property; and/or assisting, directing, or in any way causing others to participate in
degrading behavior and/or behavior that causes ridicule, humiliation, or embarrassment; and/or engaging in
conduct which tends to bring the reputation of the organization, group, or University into disrepute for the
purpose of initiation, admission into, affiliation with, or as a condition for continued membership in a group
or organization; or as part of any activity of a recognized student organization, student group, or special
groups. Previously relied upon “traditions,” (including fraternity/sorority/Co-Ed, or any other group or
organization activity, practice or tradition) intent of such acts, or coercion by current or former student
leaders of such groups, or former students will not suffice as a justifiable reason for participation in such
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acts. Itis not a defense that the person (or group) against whom the hazing was directed, consented to, or
acquiesced to, the behavior in question.

Section 3: Sexual Abuse and Harassment

The organization will not tolerate or condone any form of sexist or sexually abusive behavior on the part of
its members, whether physical, mental or emotional. This is to include any actions, activities or events,
whether on or off-campus which is demeaning to women or men, including, but not limited to, verbal
harassment, sexual assault by individuals or members acting together. Any violations or questionable
actions shall be reported to the Office of Student Orientation, Leadership and Engagement immediately.

Section 4: Fire, Health and Safety
1. All organization function locations shall meet or exceed local fire and health code standards.
2. The organization shall post common phone numbers that include emergency contact numbers
such as phone numbers for fire, police, and ambulance services in addition to posting
evacuation routes.

3. The organization shall comply with engineering and occupancy recommendations as reported
by the establishment to the city or country officials.

4, The possession and/or use of firearms or explosive or incendiary devices of any kind on or
off-campus is prohibited.

d. The use of candles at any on-campus function is strictly prohibited.

Section §: Travel

Student Organization travel paperwork must be filled out in accordance to University rules and SOLE
regulations. In order to have a student organization’s travel request approved, the organization shall submit
the Student Organization Travel Form for each trip and a Student Organization Waiver Indemnification for
each member traveling.

Section 6: American with Disabilities Act
Student organizations are responsible for knowing and following the guidelines set forth by the Americans
with Disabilities Act (ADA).

Article VIII: Process for the Termination of Membership
Section 1: Describe the reasons why a member may be asked to leave the organization.
Example: Members may be asked to leave the Dusty Chanters for the following reasons. The individual did
not follow the Ethical Code of Conduct, has remained inactive, etc.

Section 2: Describe the process for termination of membership.

Example: The issue to terminate a member from the organization must be brought before general
membership and discussed at a reqularly scheduled meeting. Following the discussion, a meeting will be
held with the officers, advisor, and the member in question to discuss the issues brought forth by the
membership. After the meetings have taken place, the topic of membership termination must be placed on
the agenda of the next reqularly scheduled meeting and voted upon by the membership. A member may be
terminated from the organization sought through the process outlined in the TAMIU Student Handbook.

Tools for a Successful Student Organization

Student organizations that set goals, complete advance planning, and conduct successful meetings are more likely
to achieve results. In this section, some suggestions are listed to make your student organization a success.
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Remember, the staff from the Office of SOLE is always willing to help student organizations plan or conduct an
event.

Leadership Tools

What Management (Leadership) Does: How to be Organized and Successful:
Organizes Brainstorm

Set Goals and Objectives Determine Priorities

Develops Achieving Objectives Determine Major Objectives and Solutions
Activates and Motivates Short and Long Range Activities
Coordinates Who will be the Leadership Force?
Evaluates Plan calendar to reach your goals

What methods of Evaluation used when?

Goal Setting

What is the purpose of your student organization?

What is the present status of your student organization?

Conduct an open discussion with members about the student organization.

What would you consider the strong and weak points of the student organization?
What are the needs and desires of the members?

What are your short term goals (less than one semester)?

What are your long term goals (for the entire year)?

Prioritize your short and long term goals.

Remember that group members support what they create, so the more members involved in goal setting the better
the results.

Organizing an Activity

The more planning time, the better your event will be in the end.

What is the target date for completing all tasks?

What must be completed first to make certain the event is successful?

List all the steps that follow the initial task.

What resources are available to the student organization? (People, money, other)
Do I need to get a clearance from anyone?

Have | kept our faculty/staff advisor informed as to the progress of the event?
What materials do | need and what is the cost involved?

Have | reserved the appropriate location for the event (what about inclement weather)?
What further information is needed to assure success of the event?

What are the hindering forces that might be encountered?

How much time can or should be devoted to this event?

How will | advertise or promote the activity?

Evaluation of the activity is important. What were the problems encountered?

Developing Participation of Group Members

All members of the group share responsibilities for the group.

Decisions should always be made by the group, not by the leader.

The group should set its own goals and decide on the techniques to accomplish them.

Be informal.

Use methods that incorporate group effort.

Bring out minority and individual opinions by frequently asking for the input of group members.
Be flexible.

Be inclusive. Avoid the alienation of individuals.
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The group should continually evaluate its progress.

Group members should be conscious of the importance of their roles in the group.
Sit in a circle or a double circle.

Let the group be active.

Consciously provide for movement and verbal participation of members.

Setting an Agenda (sample)

Call to Order

Roll Call

Read and Approve Minutes

Reports of Departments and Committee Chairs

Old or Unfinished Business

New Business

Program (Some organizations include a program or speaker at their meeting. If you are having a guest
speaker, you might consider starting the meeting with the program. If you were having a social program, it
would be appropriate to have the program at the end of the meeting.)

Announcements -Upcoming Events —Next meeting; date, time, location

Adjournment
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Program Planning Checklist

Program Planning Checklist

Name of Program: Date of Program:

Location of Program: Time of Program:

Four Weeks or More Prior to Program
ApPProved by BOArd........ccooevieircee et enaens Date:
Event FOrm COompleted.........ooiiiiiiiiiiiie ettt Date:
Copy of Contract INFile omuinmannnmes i i Date:
Map of Set Upto Facility Personnel.....ciisnimimm i i Date:
Technical Requirements CONfIrmMed. . commvaimisimsimmiimainis sovsimsivsaises sussivsssms ssas ssasi Date:
Ticket Prices Set (if needed) .....coviveoieiieeieeeeeeceee et Date:
Hotel Reservation(s) Made (if needed).....cooveeeeiiievininieccee et Date:
Decorations DeSIENed v oo i s s i e e Date:
Decorations:Ordered (if needed)...... . comamvaiimisimsimmiima i sovsimsivsises smasivsssmsssassswsis Date:
SUPPLY LiST MAAE.....ieciecieiicei ettt et ne e enaeraanes Date:
Siipplies- Ordered (if needed) o nmuismsie Date:
Police Notified (if needed) ... aninriviaa i Date:
MEmO/EAMAIL LASEMBAE.. cuuicusmomssissmssmmmsnissssissstosmms sssmerims st e sesiesissms ssasswrn Date:
[nvitations LISt MAAE ........cooiiiiiiiiiiii e Date:
Dressing Room Location Confirmed ........cccceeeevecieericinicriericeseesesees e essessessessaens Date:
Co-Sponsor Memao Serit (if needed) w...coumainmimnmm e s Date:
Props List Made (if needed).....coueieoieieeeieeeieeeceeee et Date:
Costume List Made (if needed)......ocoveviveiieeieeeicecceeeeee e Date:

Three Weeks Prior to Program

Worker Assignment Sheet(8) Made.....ovovoireeiceeriiececeeeeceeee e eae e ens e Date:
Tickets Printed (If TieBded Y cuummmmninmsmn s s ans Date:
Reserved Seating Decided (if needed)..ivrimmmisiminsimsimsiimiimissiisin s Date:
MEIMO’S SN 1ttt ettt b e ea e e bt e bt e s b enseesaeeaba e beenneenneas Date:
INVIEATIONS SEIE ...oovieiitiiieiiiiiiit ittt ettt ettt ettt e e st es s esa s s ese s e s essesenserbanee Date:
B ErS G0 U P e sy oy s e R S S o B s T e e i Date:
POSEIS G WP icrsriivarsivisovssimis i it s i e s ev s e s i v s Date:
AdS 10 BIIAGE 1ovvivvetieteesi ettt ettt ettt et eveeeeae e s et e enaertene et eebaensenaereenrens Date:
Notice to Public Information Office .......co.oooiiiiiiiiiiiiiiiiee Date:
PSA’s Sent to Radio Stations (if needed).....cmnunmmmmnniamanmim i Date:
ST B EST T, T s PP Date:
AdIoNAl PR ....oviiiiiiiiiiii ettt eb e Date:

List:
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Two Weeks Prior to Program

Place:of Program Confirmed s s s s s s s s s

Personnel Who Confirmed Reservation:
Rainsite (if needed) Confirmed.........ccoociiiiiiiiiiiiie e

Personnel Who Confirmed Reservation:
Worker Assignment Sheet Filled OUl c..vvioviiiviiirieciieciecceeecee e e

DPecoiations Madei s s rsnr s TR

Decorating Time SEt UP......ooiiiiiiiiiiiii ittt esaenseeeseeasessaessannee

BT 1L Te

Attire Decided for Board MEMDBETLS ......vuviiiiioiiierieeeeeeeeeet et eee s eae e e e esssaaneseeeeeens

Whio'is Hosting Performer (if needed ) ummmsinnunammmanssimmaemanag

Confirm Strike Requirements wWith FACility ........ccoooiiiiiiiiiiiiiiiiiiiciccc e

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Date:

Seven Days Prior to Program

Photographer DeCidedi s st i ss e s i v i s es B e ey Date
Board AITIVAL TIINE ..oeeieiiiee ettt e et e e e e e e s et ae s e e eesseassasaateaseesnsssnsaaeas Date
Greeters CONMAIMEd .. .....oieeieeeeccee ettt e e eaa e e s eab s e emaeeerasseaneseaeeeennes Date:
Fable Temts O v s s o o I v e B S R Date
MEEGUEE DSOS O e i s e TS T B T R aTaS Date
AITIONAL PR ettt ettt e e e e et et e e e e s e et e s e e e e s e et aaeeaseasnsssnaaaeas Date
List:
Six Days Prior to Program
SUPPHES GATNETE .......eeeeeeeeee ettt ettt es et e esesse s s snee s sanrenes Date
AdAITONAL PR oot es e eeesms e s e e e e s e samsasaseessenssnrnsnae s Date
List:
Five Days Prior to Program
Performier:SUpplies Gatherad . .commrmmmmn s e s e s A ST s e Date
P (6 SR 071721 B o Date

List:




Four Days Prior to Program

Worker Assignments Confirmed with WOrkers..........ccoovvevecineneneseceseseseceeesee s Date:
AdAitiohal PR s i ssiasnissmimimareisn Date:

List:

Three Days Prior to Program

Confitm Check for PerfOrmer . mams s v s am i s Date:
Background Music Selected for Pre and Post Program.........ccccocoevevieieieicinnicnnene. Date:
AdAIIONA] PR ..ottt e Date:

List:

Two Days Prior to Program

Change Fund Collected (if needed) ......ccoveviiiniiecneereesee s Date:
Performer Arrival Timc-Confitmed s .o e i s i Date:
Hosapitality Supplies BOUght i ammunvisonnnssnv s amsiisissstiens s Date:
AdIIONAl PR ..ottt er et n e eaee Date:

List:

One Day Prior to Program

Welcome Packet Delivered to Performer(s) ROOM(S)....cooovviiienniiiiceeieee e Date:
A AATONAL PR v v s oo s s e o o H e sy B e Date:

List:

Day of Program

TONIEIE NOHCES TP ..ttt bbbttt s sttt s Date:
Residence Hall Raid DONE .......cveeveeeieieeecreeeriecieee e s e Date:

Time:

Who:

Where:
FOOA COUt TEASET ..cvvveveuiieeeterestee et s e rn e s e s s e s e s e e sensens Date:

49
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After Program
Return SUPPLIES t0 OTFICE . uueuiririeirieiiiesis e ree et sesasss s seesns s se e e sressese e seseens Date:
Take Down: e Corations s i s s S T e s Date:
Cléan, Up Dicssing ROOM:mvmsvmmims s v s i s s s Date:
Clean LIp Trashis s masmmens con v s v com s s s T i o v i1 Date:
Day After Program
Put away Props, Costumes, DeCOrations........ccvveireeenneeresiirirsnneresesssssessesssseessssersesenenss DAE!
ThAanK YOu NOTES SEINL ....eeeeeieeeeeeeee et e e et et e e e e et et e aeeeaee e sesesemsssmnssmsssnnsnnnnnnns Date:
T e DY PR s v oy R S O P S S A T R s Date:

One Week After Program

Evaluation Completed with Copies to Dennis, Stan, and File...........cccoviiviveeniiriecnereennnn. Date:
PROTOSIERINICH s civissamesmicosmimnssmmmsmmmenms oo idesiisssmss oo orsse aosiavaswossavsvs o Date:
File Completed and Filed.........ooviiereieriieecieeccreesieeesieesseesse e seesne s vanesneenresnesnnsens Date:

This is a tool for the student organizations. Feel free to adjust this event checklist as it pertains to the policies
and procedures of your student organization. If you need any assistance or have questions contact the
Office of Student Orientation, Leadership and Engagement (SOLE).
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Program Evaluation Form

Program Evaluation Form

Program Title: Type:
Date and Time: Location:
Cost: Budgeted Actual

Explain the difference between actual and budgeted:

Admission Cost:

Attendance: Projected-Student Non-Student

Actual-Student Non-Student

Explain the difference between actual and projected attendance:

Number of SPB members involved in program:

Describe set up of location (include map if necessary):

Positive comments about the program (what worked):

Improvements that could be made:

Would you do this program/artist again: yes no

under other circumstances (explain)
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Important Terminology

Definitions

Academic Requirements: A student leader must meet the following academic requirements: have a 2.0 TAMIU cumulative
GPA prior to the first day of each semester (fall and spring) during the term of position; be in good standing with the University,
as defined in the Student Handbook, at the time of selection and during the term of position.

Categories: Student organizations divided into nine categories according to their purpose. The categories are described below:

Academic - further study, discuss or experience an academic course, major or field, through lectures, field trips, meetings or
other related activity.

Cultural - celebrate and support the interest of one or many different cultures, races, or ethnicities.

Greek — social Greek organizations organized under the Greek Council or independently.

Honor Societies — organizations typically affiliated with a specific major, department, or campus activity.

Religious — celebrate and support the interests of one or many different religions or religious studies.

Service — provide volunteer community service and philanthropy to the TAMIU community.

Special Interest — pursue special interests pertaining to lifestyle, socializing or societal issues.

Sports Clubs — participate informally or through competition in recreational or sport activities.

Visual/Performing Arts — participate or perform to educate others on the various arts available in the TAMIU community.

Single-sex Organization: Title IX of the Education Amendments of 1972 prohibits discrimination on the basis of sex in
educational programs and activities at the University unless such programs or activities are specifically exempt from the law.
The University is required to be in compliance with the provisions of Title IX. Therefore, compliance with Title X is a condition
to be a recognized student organization at the University. Since passage of this law and the publication of the implementing
regulations, the U.S. Department of Education Office of Civil Rights has evolved a rather clear set of criteria for determining
when single sex organizations are exempt from the provisions of Title IX. These criteria are as follows:

1. The organization must have tax-exempt status under section 501 of the Internal Revenue Code.

2. Members must be limited to student, staff, or faculty at TAMIU.

3. The organization must be a “social fraternity” as defined by the Department of Education.

The Department of Education defines “social fraternity” as a group that can answer “no” to all the following questions:
1. Is the organization’s membership limited to persons pursuing or having an interest in a particular field of study,
profession or academic discipline?
2. Is the membership limited to individuals who have a high level of achievement in scholarship or any other endeavor?
3. Are the members permitted to hold membership in other fraternities or sororities at the University?

If a group answers “yes” to any of the questions, it is not a “social fraternity” and therefore is not exempt from the requirements
of Title IX.

Student Organization: A separate, independent entity from the University whose membership is composed of TAMIU students,
or a combination of students, faculty, and staff, which was compiled with the registration procedures to be officially recognized
by the University. Registering a student organization does not constitute an endorsement of an organization, its program, nor
purpose by Texas A&M International University or The Texas A&M University System.

Student Organization Membership: Any TAMIU student or faculty/staff members who subscribes to the purpose and basic
policies of the organization may become a member of the organization subject to the compliance with the provisions of the
constitution and in compliance with set rules/regulations. Enroliment or employment at another System school does not meet
the requirement for student organization membership. All officers/representatives must be currently enrolled students at TAMIU.
A student organization must have at least ten members to register.
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Registration Form
You will be required to “Register this Organization” following the on-screen instructions provided.

Renewal Form
As part of the renewal process, an organization must click “Organization Registration” on Presence in order for the process to
continue.

Departmental Requisition

The Student Organization Requisition Form is required any time a student organization is requesting to withdraw funds from
their account(s). Together with this form, the student organization should include: (1 A receipt and/or invoice that describes the
item and/or service and (2) A W-9 for the individual who is to receive the funds. Please allow up to two (2) weeks for processing.

Risk Assessment Form

The Risk Matrix Form is required any time an organization is being established and is considered a sports club under the
definition provided by SOLE. This form is also required any time a student organization is hosting a large event/function. Please
allow 2-4 weeks for processing. This form is found on the Resource tab at the top right of the page.

Preliminary Request to Seek External Funds Form

The Preliminary Request to Seek External Funds form is required prior to approaching any business and/or agency for financial
assistance for your student organization. The form should be submitted online through Presence with all required documents
(list of potential donors, sample request letter) attached. Once reviewed, SOLE sends the information to the Office of Institutional
Advancement (OIA) for final approval. It is your responsibility to contact the OIA to check the status of your request. Please
allow 21 business days for processing.

Student Organization Travel Form

The Student Travel Form is required any time your student group plans to travel outside of the Laredo area. This form can be
found and submitted on the “Forms” tab in Presence. In addition, a Travel Waiver for each individual (i.e. student, staff, and
faculty member) traveling must be submitted through Presence. These forms can also be found on the homepage of the
Trailblazers platform. Documents must be submitted at least two (2) weeks before travel date or one (1) month, if travelling
internationally.

Student Organization Waiver Indemnification, and Medical Treatment Authorization Form

The Student Organization Waiver Indemnification, and Medical Treatment Authorization Form is required for each person
traveling with a student organization or any time an organization is hosting an event that required the submission of the Risk
Assessment Form.

Tax Exemption Form for Student Organizations
The Tax Emption Form for Student Organizations is a document provided to student groups as a courtesy in order to avoid
paying State taxes and should only be used for official student organization purposes.

W-9 Form
The W-9 Form is used to set-up vendors and individuals into our accounting system in order cut checks or make deposits.


https://tamiu.presence.io/form/student-organization-requisition-form
https://tamiu.presence.io/form/tamiu-risk-assessment-form-and-matrix
https://tamiu.presence.io/form/preliminary-request-to-seek-external-funds
https://tamiu.presence.io/form/student-travel-form
https://tamiu.presence.io/form/travel-waiver-form
https://www.tamus.edu/risk/wp-content/uploads/sites/130/2021/09/WAIVER-INDEMN-MEDICALAUTH-OGCFORM-2018-09-26.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
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Texas A&M International University
Office of Student Orientation, Leadership & Engagement

Get Engaged, Stay Engaged!

The Office of Student Orientation, Leadership and Engagement prepared this guide in an effort to assist, inform,
and encourage participation in student organizations at Texas A&M International University. The office is
responsible for the registering of student organizations, cultivating student leadership skills, and serving as a
resource center for program planning. All student organizations are invited to contact the Office of SOLE for any
type of assistance your organization may need.

Texas A&M International University
Office of Student Orientation, Leadership & Engagement
5201 University Boulevard
Student Center Room 224
Laredo, Texas 78041-1900

Telephone: 956.326.2280
Fax: 956.326.2279
Facebook: https://www.facebook.com/txamiusole
Instagram: @txamiusole
https://lwww.tamiu.edu/sole

Last Updated: 08/30/2024


https://www.facebook.com/txamiusole
https://www.tamiu.edu/sole
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