Student Organization Policy and Procedure Manual


This manual is intended to serve as a collection of all rules and regulations concerning student organizations at West Chester University put in place by the Office of Student Leadership and Involvement and the Student Government Association. This manual shall also govern the Bylaw Review Committee of SGA, and its operation.  No part of this manual shall conflict in any way with the Ram’s Eye View Student Handbook which outlines all rules and regulations put forth by the Division of Student Affairs, or the Bylaws of the Student Government Association.


This manual does not refer to the Constitution of any organization.  If an organization has a Constitution in place of, or in addition to, bylaws, this manual should be interpreted to apply to it as well.
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A. Organization Approval Process

Below is the step by step process by which an organization can be recognized by Student Government Association and the Office Student Leadership and Involvement.  
1. Personnel

a. A group of at least five (5) students must be assembled, with one (1) acting as spokesperson.

b. A full time university staff member, faculty member, or administrator must be secured as an advisor.

2. The spokesperson must obtain a “Request to Organize” form from 238 Sykes and return the completed form to the Director of Student Leadership and Involvement.  An appointment with the Director or Assistant Director to discuss the rest of the process at this time is optional but recommended.

3. The organization must create bylaws that govern the make-up, operations, and perpetuation of the organization.  The SGA Parliamentarian may be contacted for assistance.  (See section B of this manual or the Ram’s Eye View for details on bylaws.)  A copy of the completed bylaws must be submitted to the Director of Student Leadership and Involvement.

4. The Organization must also submit a current list of members, including who is serving as spokesperson, four copies of the bylaws, and a request for future funding if necessary (See SGA Financial Policies and Procedures for funding eligibility) to the Student Government Association Parliamentarian via the SGA mailbox or hand-delivered during posted hours.
5. The SGA Bylaw Review Committee will review the bylaws submitted.  The Bylaw Review Committee can reject the bylaws for any problems in functionality, clarity, or if they are incomplete.  (see section B of this manual for required components)  The SGA Parliamentarian will work with the spokesperson to correct any problems that may arise during the review.

6. After submitting bylaws to the Bylaw Review Committee of SGA, the organization must fill out an “Organization Registration Form” in 238 Sykes.  At this time, it will be necessary for the organization to select officers, and begin operations as spelled out by their bylaws.

7. Upon approval by the Bylaw Review Committee, the SGA Parliamentarian will present the organization to the SGA Senate for approval.

8. The approved bylaws will be forwarded to the Vice President of Student Affairs, the President of West Chester University, and the SSI board of Directors.  Any of the above may reject the organization’s recognition if they deem it to be contrary to the university’s mission, or presents undue hardship and/or liability to the University or Student Services Inc.
9. Procedure for groups not recognized by SGA:
i. At any point after the group is denied recognition, they MUST meet with the Parliamentarian of SGA to discuss the reason(s) for 
denial.  This is the only way to start the process of re-submission.

 

 ii.       After a period of no less than two (2) weeks, the prospective 



organization may re-submit their revised bylaws to the Bylaw 


Review Committee.



iii.       The Bylaw Review Committee will discuss the changes and 



table the group for a period of no less than one (1) week.



iv.        After that period of no less than one (1) week, the Bylaw 



Review Committee may vote to bring the group to the 




General Assembly for recognition.



v.
The prospective organization may go through this process 



only once, before the group must wait a period of no less 



than ten academic (in-session) weeks before re-submitting 



bylaws.

B.  Organization Bylaws

1. All organizations’ bylaws must contain the following components:

a. Name of the organization

b. Organization’s purpose

c. Qualifications for voting membership

d. List of officers and their duties, (this must include the chair of meetings, taker of minutes, and handler of money), an elections process, and a mandatory 2.0 cumulative GPA for all officers

e. Meetings: times or frequency, quorum, and rules of order

f. Amending clause

g. Anti-discrimination statement

2. Organizations are required to follow and operate within their own bylaws.  If any West Chester University student feels that any of the above are being violated by any organization, that student can petition the Bylaw Review Committee to consider the situation.  (See section C of this manual for SGA judicial review of organizations.) 

C. Organization Rules and Regulations

1. Organizations are required to follow all SGA policies and their own bylaws.  The Bylaw Review Committee shall investigate any complaint brought to it by any WCU student against a recognized student organization for violation of any of the above.

a. If an organization is found to be in violation of its own bylaws or SGA policy, the Bylaw Review Committee will consider sanctions including a warning, suspension, or de-recognition; as defined by the Ram’s Eye View Student Code of Conduct, Part II, section B.  

b. An organization shall be considered on suspension immediately following the Bylaw Review Committee’s decision to suspend or de-recognize.  The SGA Senate will be informed of the Bylaw Review Committee’s decision to warn or suspend an organization, and can overturn a suspension by a 2/3 vote by the SGA Senate.  

c. If the Bylaw Review Committee’s decision is to de-recognize an organization, the Parliamentarian will make such a motion to the SGA Senate.  A majority vote shall be sufficient to pass the motion.  If the motion fails, the organization is still considered to be on suspension unless overturned by the Senate.  The Bylaw Review Committee shall consider the time of the suspension at their next meeting.

d. An organization sanctioned by SGA may appeal the decision to the Director of Student Leadership and Involvement.  That decision on the matter is final.

2. Organizations are required to follow all University policies.  If an organization is found to be in violation of any university policy, the committee’s decision shall be announced to the SGA Senate, but forwarded to the Dean of Students for his consideration.  Normal university judicial policies apply.  At this stage, the SGA Parliamentarian may act as plaintiff on behalf of the original student complainant. 

3. The SGA Parliamentarian will inform Sykes Union staff, other appropriate facilities staff, and the SGA Treasurer of any suspended or de-recognized organizations to ensure the loss of privileges.

4. All organizations must complete the Organization Registration Form from the Office of Student Leadership and Involvement at the end of every spring semester.  Failure to do this by the deadline set by the Director of Student Leadership and Involvement will result in the automatic suspension of an organization until the registration is complete.  If an organization fails to register, it will be officially de-recognized.  The Director of Student Leadership and Involvement will inform SGA, Sykes Union staff, and other appropriate facilities staff, in order to ensure the loss of organizational privileges.

5. Every organization must have an advisor who is a full-time member of the faculty or university staff.

6. Officers of all recognized clubs must maintain a 2.0 cumulative GPA.

7. New organizations that wish to be funded will undergo a period of financial probation in which they will not be budgeted.  Organizations considered to be on probation will include any whose final SGA Senate approval occurred during the fall semester when the budgeting process starts, or the previous spring.  Any organization approved in a previous calendar year shall be eligible for funding.

D. Bylaw Review Process

1. Upon taking office, the SGA Parliamentarian shall familiarize themself with this manual, as well as, the mechanics of bylaws.  He or she may consult the Director of Student Leadership and Involvement for help in this matter. 

2. Every organization shall undergo a regular review of their bylaws every three years.  The schedule, beginning with the 2005-06 school year, shall follow this pattern:

Fall 05: Academic and Professional Organizations

Spring 06: Academic and Professional Organizations cont., Religious Organizations

Fall 06: Greek Letter Organizations 

Spring 07: Greek Letter Organizations cont., Special Interest Organizations

Fall 08: Music Organizations, Student Governing/Campus Programming Organizations, Honor Societies (for collection only, see section 6)

Spring 09: Publications and Media Organizations, Service Organizations, Sports Clubs


Fall 09:  Repeat.

2. Organizations will be required to submit to SGA their most recent bylaws when they come up for review.  The Parliamentarian will notify the President and Advisor by e-mail and traditional mail that their organization is up.  While a QUAD ad at the beginning of each semester would be appropriate to inform all organizations that they are up for review during a particular semester, individual announcements can be made at the pace of the committee.  

3. When an organization submits its bylaws, recent changes should be highlighted.  If an organization wishes SGA to refer to a previous copy on file, the Organization must submit a written and signed request from the President and Advisor to the Bylaw Review Committee stating that no changes have been made during the previous three years.  This does not excuse the organization from review.

4. Organizations that fail to submit bylaws in a timely manner after several attempts by the Parliamentarian to collect them may be placed on suspension by the Bylaw Review Committee.  The procedure outlined in Section C will be used.

5. The Bylaw Review Committee shall examine each set of collected bylaws for the following:

a. Violations of the Ram’s Eye View or other university or SGA policies

b. Contradictions within the bylaws

c. Unclear or confusing wording

d. Missing required components (see section B 1)

e. Infeasible provisions

f. Any other serious problem that the Bylaw Review Committee feels would hinder the operation and success of the organization

6. Honor Societies will not undergo full review by the Bylaw Review Committee.  The Parliamentarian will collect bylaws from Honor Societies as the schedule dictates for filing purposes only.

7. When the Bylaw Review Committee finds bylaws that do not meet their standards, the Parliamentarian shall contact the President of the organization in question.  They may proceed in one of two ways.  

a. If the changes needed are simple, and the organization does not wish to contest the Committee’s findings, the Bylaw Review Committee may suggest changes to the organization, allow such time for changes to be made, and receive confirmation that said changes are made.  The Committee will then give final approval to the new bylaws.

b. If the changes need more work, or the organization is reluctant to make changes, a meeting with representatives of the organization and the Bylaw Review Committee will take place.  After this meeting, if the Bylaw Review Committee does not change its ruling, the organization may submit to the Parliamentarian proposed changes or ask the Bylaw Review Committee to suggest changes.  Once changes are made, the organization will submit the new bylaws to the Parliamentarian for the final approval of the Committee.

c. If the group refuses to make changes, the Parliamentarian will report the Bylaw Review Committee’s findings to the SGA Senate and motion to suspend the organization.  The organization will receive due notice of this, so as to give them the opportunity to appear before the Senate and argue their case.  If the Senate votes to suspend, the suspension can only be lifted by an affirmative vote on the organization’s bylaws by the Bylaw Review Committee.  The organization can appeal this decision to the Director of Student Leadership and Involvement.  His/Her decision on the matter is final.

E.  Special Circumstances

1. Sports Clubs: Any Sport Club must be recognized by the Sports Club Council before gaining SGA approval.  The aspiring club should begin the process specified by the Sports Club Council between steps 2 and 3 of this policy (see section A).

2. Fraternities: A new Fraternity must be recognized by either the Inter-Fraternity Council or Black and Latino Greek Council before gaining SGA approval.  The interest group should begin the process specified by the Inter-Fraternity Council or the Black and Latino Greek Council between steps 2 and 3 of this policy (see section A).

3. Sororities: A new Sorority must be recognized by either the Panhellenic Council or the Black and Latino Greek Council before gaining SGA approval.  The interest group should begin the process specified by the Panhellenic Council or the Black and Latino Greek Council between steps 2 and 3 of this policy (see section A).

4. The Graduate Student Association, Council of Commuting and Off-Campus Students, and the Residence Hall Association can be reviewed or investigated but cannot be sanctioned by the Bylaw Review Committee.  Any finding of fault with these organizations must be forwarded to the Director of Student Leadership and Involvement for his/her consideration.

F.   Amendment Policy
Amendments to this policy must be passed by a majority vote of the Bylaw Review Committee, and the SGA Senate.  The Vice-President of Student Affairs must also approve all changes to ensure no contradictions with university policy.

Written by Adam Swope, SGA Treasurer 2001-02

Amended 12-03-2002 by Jay Mazzerle, SGA Parliamentarian 2002-03

Amended February 2006 by Julie France, SGA Parliamentarian 2005-06
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