STUDENT CLUB
HANDBOOK

FIND YOUR HIVE. GET CONNECTED.




RCTC STUDENT CLUB HANDBOOK

FIND YOUR HIVE. GET CONNECTED.

TABLEOF CONTENTS

INErOAUCHION....e it s s s s s s e s sassas sas s s sssasansans 3
Individual Benefits of JOIiNing @ Club..........ccciiieieccececre e e e 3
Starting @ Club at RCTC......coiiiniiieiinenieninrensseecsseesssnsssnsssnnsssnsssnasssassssssssssnsssns ssnasssnsssnansss 3
Benefits of Being a Recognized RCTC Club........ccccoeeiieiiniiiinnninennsnnssninnnnnnssnssnssssssanssnssns 4
Expectations of Clubs and Its Members.........cccouivveiinnnieinnnnnnnninins e 4
Club IMETINES.....ccctirnietienienins s s sssenssnsses s assasssessassssasssnssnssassssassassses ssasnasssns sas snassasssnssas 5
Policies and Procedures..........ovieieineieiceinninininiiises st e s s s sssssssssseses 5
EVENT PIANNING....c it cnene s csnsessse e sne senasssassenssesasssssessssssssns ssnasssns ssssessssnsssnssnnn 6
IMIArKEEING ... ceceeeeecrrresercrtneecteeneesseeesseesssessnsesnasesssessseesssesssesessassssssssassssssensessnsaessnssennssssasnns 7
RESEIVAtIONS.....cciiiiiiitiitniiitiiiiii i s e s s s sss s ses s sesses ses see snesne sassnssassnssanaasn e 8
Finances and FUNAIaiSiNg.......cccecveereerereensneecsrensseesreeresneessnsesasessssesssessseesssesssasssnssesssssassessens 8
COMMUNICATION ...ttt e st s s sesaes e sas s ssssss sassanaesasssnesnens 9

2
REVISED 9/17/2019 TR



RCTC STUDENT CLUB HANDBOOK

INTRODUCTION

FIND YOUR HIVE. GET CONNECTED.

Clubs at Rochester Community and Technical College (RCTC) provide an outlet for students to
create a network of peers who share similar interests and develop critical skills for use during
and after college. Any currently enrolled student may join an RCTC club or start one of their
own (some clubs may have certain requirements based on credits or GPA). Clubs create extra-
curricular and co-curricular programming, events, and learning opportunities. There are
currently close to 30 student clubs that have formed at the College varying from academic
program focused to shared social interests. All student clubs are governed by RCTC Student

Government and Student Life.

The current chartered clubs at RCTC include:

e Accounting and Business League

e Animal Health Technology Club

e Armed Forces and Veteran’s Club

e ArtClub

e Aspiring Medical Professionals Club
e Automotive Technology Club

e Building Utilities Maintenance Club
e Computer Aided Drafting Club

e Creative Writing Club

e Dance Club

e Design Club

e Drama Club

e Ecology Club

e Engineering and Physics Club

e Equestrian Club

e Flannel Club

e French Club

e Geology Club

INDVIDUAL BENEFITS OF JOINING A GLUB

Golf Course Superintendents’
Association of America Club
Horticulture Club

International Club

Know Me Club

Law Enforcement Club

Lions Club

LGBTQ+ Alliance

Mental Health Awareness Club
Music Tech Club

Navigators Club

Rock Ensemble Club

Starcraft Il Club

Student Support Services Club
Table Top Gaming Club

Young Americans for Freedom Club
Young Progressives Club

The benefits of getting involved with a club are endless; a few include:

e Building long-lasting friendships

e Establishing a connection to campus

e Having something to do between or after classes

e Making a difference at RCTC

e Building relationships with faculty and staff

e Gaining valuable skills that can be listed on your resume

e Applying what you’re learning in the classroom to real world experience
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STARTINGACLUB ATRCTC

Follow the simple steps below to create a new club at RCTC.
1. Review the list of current clubs to see if one already exists with a similar purpose. If
there is not a club that shares the proposed purpose of a new club:

a. Find five (5) students who are interested in joining the proposed club and fill out
a Petition Form.
Create, submit, and present a Club Constitution to the Student Senate.

c. Identify a faculty club advisor. This advisor will provide guidance to club and
should be available for club meetings and events. College Administration will
review and approve the faculty advisor.

The Student Senate will vote to pass or deny any proposed constitution. If it passes the Student
Senate, the proposed constitution will be provided to the College President for approval. Once
the constitution has been signed by the Student President and College President, the club will
be officially recognized on campus and can start operating.

BENEFITS OF BEING A RECOGNIZED RCTC GLUB

Student clubs have many privileges that non-involved students are not able to access. A few of
these privileges are:

e Access to funding through Student Government

e Access to college facilities and resources, typically at no cost

e Ability to post on authorized College bulletin boards to advertise events and information

e Listed on the Student Life website

e Work closely with college staff, faculty, and administration

e The support of, and a voice in, RCTC Student Government

e Ability to sponsor events and activities for campus and the community

e Receive advice and guidance from the Department of Student Life

EXPECTATIONS OF CLUBS AND ITS MEMBERS

Remember that you are representing the College at all times. RCTC expects that:
e Members take initiative to set goals for the club & establish clear direction for the year
e Officers take their positions seriously and are accountable to their members
e Members attend meetings regularly
e The club constitution is followed in accordance with college policies
e The faculty advisor is kept informed as to all club activity and meeting details
e Clubs remain open to all currently enrolled students at RCTC
e Members follow the RCTC Code of Student Conduct (Policy 3.6.1)
e Clubs provide timely information requested by the Department of Student Life
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CLUB MEETINGS

Regularly scheduled meetings are vital to a club’s success. Meetings provide an opportunity for
students to talk about current events, plan club activities, complete club business, and share
social time with one another. Meetings should be organized and facilitated by the club’s
President or their designee.

A few tips to keep in mind when organizing club meetings:

1. Meet on a consistent basis. It does not have to be every week, but choose a certain day,
time and location, so students know how to find you.

2. Always have a meeting agenda. This helps the group stay on track and complete
business in a timely manner.

3. Designate someone to take meeting notes. This could be the club’s secretary or another
volunteer. Minutes are important to look back on for information and should document
any votes or important discussions had by the club.

4. Meetings can be as formal or informal as you would like. It's important to choose the
right fit for your club specifically.

POLICIES AND PROCEDURES

Clubs are responsible for adhering to all RCTC and Minnesota State policies and procedures. It is
always best to ask questions if information is unclear. Student Life staff is available to help
students and club advisors navigate these policies.

A listing of all RCTC policies can be found here: https://www.rctc.edu/policies/

A listing of all Minnesota State policies can be found here:
http://www.minnstate.edu/board/policy/
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EVENT PLANNING

Clubs should be active and engage with the entire campus community. The Department of
Student Life encourages club participation in campus-wide events such as the Campus Club
Expo and Homecoming Week. Clubs are encouraged to plan their own events and open them to
all students on campus. See below for an overview of how to plan an event. For additional

event planning assistance, please contact studentlife@rctc.edu.

1.

9.

Brainstorm ideas with club members and your advisor about potential events. Ask other
students what type of events they’d like to see from your club.

Look at your budget. How much money do you have to spend?

Choose a date, time, and location. Look for high traffic areas and times to host your
event. Try to avoid scheduling conflicts with pre-existing events.

Determine your event objectives. What are you trying to achieve by hosting this event?
Is it consistent with your club’s purpose and mission?

Make a checklist of all things that need to be done for the event (some listed below).
Work with your advisor to complete all necessary paperwork and pre-event work. Items
could include: purchases, room reservations, work orders, fundraising approval etc. It is
recommended you complete this at least one month in advance of the event.

Assign duties and create lead positions for each club member. Areas of focus could
include: logistics, marketing, volunteers, etc.

Create a marketing plan. How will you get the word out about your event? Common
efforts include posters, social media posts, Student Life website, and word of mouth.

Secure volunteers to help staff your event from set-up to tear-down.

10. Host your event and HAVE FUN!
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MARKETING

There are multiple ways to advertise your club and activities on campus. See below for some of
the available methods available to RCTC recognized clubs.

Print Advertising
Clubs are responsible for following the Campus Posting Policy (6.4.2.1) and may hang posters
on any bulletin board marked Campus Clubs or Activities.

Important information you should include on a poster/handout would include:
e Club/Event Name
e Brief overview of the club/event
e Date, time and place information
e Contact information (email address recommended)

Posters must receive approval and a stamp from the Department of Student Life before
hanging; this is to ensure all brand guidelines are followed and that the posters will not be
taken down by the Marketing department. It is highly encouraged that you send a draft of the
poster/handout to Student Life Coordinator, Tavis Rutt, to ensure that all branding is correct.
This helps prevent your club from having to pay for a re-print if an error is noticed. Email your
materials to Travis.Rutt@rctc.edu

You can have items printed on campus through Duplicating Services. There are a variety of
printing options and sizes available, and you are able to charge expenses to your club’s assigned
cost center (if there is a balance). Club advisors should have the cost center number on hand or
you can ask the Department of Student Life. To print, email your materials to
duplicatingservices@rctc.edu.

Clubs are responsible for following the Campus Posting Policy (6.4.2.1) and may hang posters
on any bulletin board marked Campus Clubs or Activities.

Digital Advertising

The Department of Student Life wants to help promote your club and its activities. Submit your
club meeting times and event information to studentlife@rctc.edu. Some established clubs
have existing social media accounts and webpages; be sure to promote your activity online!

Club Collateral
Clubs are able to purchase materials for their club with their designated Student Life club
budget. If additional monies are needed, consider fundraising! Good collateral investments
could include:

e Branded table cloth

e Display boards

e Club brochures
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RESERVATIONS

Room Reservations

Clubs are able to reserve rooms on campus at no cost. Some fees may apply to after hour
events if technology staff are required. Reservations can be made for club meetings, socials, or
events. Club advisors should have access to the online reservations, but students can also
reserve rooms; see below for more information.

Online room reservations can be made here:
https://rctc.bookitadmin.minnstate.edu/Default.aspx

To discuss room options in person, please contact one of the facilities schedulers below.
Mona Permann: Room Reservations and General Inquiries
Email: Mona.Permann@rctc.edu
Phone: 507-280-5512
Office: Student Services 223

Michael Sheggeby: Sports Facilities
Email: Michael.Sheggeby@rctc.edu
Phone: 507-280-2880
Office: Sports Center 114

State Vehicle Reservations

Clubs have access to reserve RCTC state fleet vehicles for official club business off campus. This
could include for club travel, or simply running an in town errand for event supplies. This
service is managed by the RCTC Business Office.

Students and staff must be APPROVED drivers through the State of MN before reserving a
vehicle to drive. To start the approval process, contact Deb.Cannon@rctc.edu in the Business
Office.

To reserve a vehicle, please email: vehiclereservation@rctc.edu or contact the Business Office
at 507-285-7241.

FINANGES AND FUNDRAISING

RCTC clubs are funded through Student Life fees. Budget allocations are determined by the
Student Life Finance Committee through a review of all requests. Advisors are responsible for
submitting the budget request each year after consulting with the student club leadership. The
fiscal year runs July 1-June 30.
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Clubs have access to their funds for purchases such as advertising, food, t-shirts, event
materials, etc. If additional funding for special initiatives is needed during the academic year,
the club may request additional funds through the Student Life Finance Committee.

Purchasing Process

The purchasing process, including paperwork, should be completed by the club advisor. If the
intended purchase is for food or clothing, a Special Expense Form must be completed. Purchase
Orders are the preferred form of payment, but in some circumstances college-issued
purchasing cards may be used. It is not recommended that students or club advisors pay from a
personal account and seek reimbursement.

Fundraising
Clubs have the opportunity to, and are encouraged to fundraise. A club’s fundraising account

balance will carry over fiscal years whereas the awarded Student Life allocated monies do not.
All fundraising activities must be approved through completion of the Request for Public
Support Form. Marketing and implementation of the activity should not begin until a copy of
the approved form has been provided back to the club by the Foundation.

Note: Due to IRS, Minnesota State System, and RCTC policies, all gifts and donations must be
listed and turned into the Foundation Office.

If you have additional questions about fundraising, please contact:
Deb Ward: Executive Director of the Foundation
Email: Deb.Ward@rctc.edu
Phone: 507-281-7770
Office: HC101

COMMUNICATION

Microsoft Teams

Starting August 2018, Student Life will be utilizing the Microsoft Teams App to upload
important documents and share timely communications. Each club will also have access to their
own team page which will allow for a centralized location of club documents (e.g. meeting
minutes and agendas) and communication between members and other students. Anyone is
able to join a team without needing specific access or permissions. This is a very exciting new
addition to our communications ability moving forward.

Contact Information
Student Government: SG@rctc.edu

Department of Student Life: studentlife@rctc.edu or 507-285-7206
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