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Student Organization Policies and Procedures 

The Office of Student Affairs provides opportunities for student involvement and participation through 
student organizations, student activities and campus programming. These opportunities insure students are 
encouraged to become involved in all aspects of campus life. 

Organizations recognized by the University will be afforded the following privileges: use of campus 
facilities for no or minimal charge, the opportunity to set up an on-campus account, if available, access to 
a mailbox specifically for that organization, to participate in the Student Government Association, access 
and permission to have a web page linked to the official university web site, to have the opportunity to 
participate in university activities and the ability to use "Northeastern State University" as part of the 
organization name (organizations not recognized may not use "Northeastern State University or NSU" as 
part of the organization name). University recognition in no way implies that Northeastern State 
University condones or supports any or all activities of a recognized student organization. 
 
In order for an organization to be recognized on campus the following procedures must be followed: 

Relationship with the University 
As a recognized student organization, your group is entitled to all of the rights and privileges 
accompanying such recognition like the right to use of the university name, logo, symbols, and to request 
NSGA funding. With this privilege also comes responsibility. There is a fine balance within the 
relationship between your group and the university you must keep in mind. 
 
On the one hand, your conduct and decisions reflect on the university so it is important that you conduct 
yourselves and your affairs in an appropriate manner. On the other hand, you should not be representing 
to third parties in contract formations or other business dealings that you are representing the university. 
You are a student group recognized by NSU but you are not an employee or a designated representative to 
enter into binding agreements on behalf of the university. Again, it is a fine line in the balance of 
responsibilities.  So, when you are involved with third parties and vendors while using the NSU name, the 
recommendation to avoid this possible misconception as to your group's authority to act in a contract 
setting (either with direct or apparent authority) is to say:  
 

Organization Name is a recognized student organization of the university and does not represent 
the university. The organization cannot contractually obligate the university. As a 
(member/officer) of organization name, I enter into this (Contract/Agreement) on behalf of 
organization in my role as President/Treasurer/etc.   
 

Including language like this, both orally and in writing, helps avoid any possible links between your 
activity and the university. Again, your ability to use the university name, logo, etc. does not make you a 
representative of the university. It merely allows you to use some of the privileges of being a recognized 
student group at NSU. 
 
Although you may be reading this and thinking that disclaimer language such as this is unnecessary, you 
would be surprised at the misconceptions of outside vendors when you mention that you are a NSU 
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student group. If you leave it at that or add on things that make it seem that the university is behind you in 
making your agreement or contract, then the vendor or third party might believe that the university will 
take responsibility if the student group fails in its obligation. This is something that should not and cannot 
happen. Given the autonomy of student leadership, you must be willing to take responsibility for your 
decisions as they apply to yourself and your group. 
 
Therefore, make sure you include language in your contract as mentioned above so that it is clear to 
others that your ability to enter into the agreement or contract is a function of your role as a leader in your 
group and not as a representative of Northeastern State University. 
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Recognition Process 

 
Prior to making application to receive university recognition, the group should meet the following criteria: 

• Organizations must have at least one faculty or staff Campus Sponsor who is a current full-time 
member of the faculty or professional staff at Northeastern State University. 

• Officers must be currently enrolled students (full-time) in good standing with the University. 
• Organizations should maintain a membership of at least ten (10) qualified individuals.  
• Officers of each organization are to have a cumulative G.P.A. of 2.00, and not be on any sort of 

academic or conduct probation, nor have any type of enrollment hold. 
• Organizations are to operate under a constitution approved by the University, of which a copy 

must be kept on file in the Office of Student Affairs. 
• The organization's stated purpose must not be subversive to the United States of America, the 

State of Oklahoma, or Northeastern State University. 
• The organization must comply with the nondiscrimination policy set forth by Title IX. 
• No group will be recognized that serves a similar function as any organization already approved at 

NSU. 
• No group will be recognized if their primary function is to serve as a subservient support group or 

auxiliary branch of another organization.  
 
After the group has been formed and meets the above criteria, the group should adhere to the following 
steps to achieve university recognition:  

• At least one executive officer and the campus sponsor meets with the Director of Student 
Activities and Organizations to review the constitution and any bylaws of the organization. 

• The Director of Student Activities and Organizations reviews the constitution and bylaws and 
meets with the group representative and the campus sponsor. 

• After the meeting, the Director of Student Activities and Organizations will  decide whether to 
grant the organization for recognition or to send recommendations back to the group for 
improvements. 

 
When a new organization receives recognition, they are placed on a one semester probationary period. 
During this probationary period the organization, the officers, or responsible leaders must meet with the 
Director of Student Activities and Organizations at least once during the probationary period. 
 

Re-registration for Organizations Already Recognized by the University  
After an organization has gone through the recognition process, they must re-register with the Student 
Affairs Office at the beginning of each semester (spring registration is primarily to serve as an update of 
the fall registration). 

Steps for Re-registration: 

Complete an Organization Registration Form, provide the requested documentation, and return it to the 
Student Affairs Office.  
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Deadlines for filing registration forms are three weeks from the first day of classes. Failure to meet this 
deadline is cause for probation; failure to comply within two semesters is cause for suspension.  A current 
membership roster to include names and social security numbers must be on file in the Student Affairs 
Office with each fall registration.  A current list of officers names, addresses and phone numbers must be 
on file in the Office of Student Affairs.  Any changes of officers or campus sponsor should be reported in 
written form to the Student Affairs Office within 10 days of the change(s). The same is true of all 
constitutional changes, which are subject to approval by the Director of Student Activities and 
Organizations.  
 
A written statement from your campus sponsor must be submitted each fall indicating that your 
organization's funds have been reviewed and are in good order.  
The President and/or Vice President, of the organization, with campus sponsor, should meet annually with 
Director of Student Activities and Organizations to review and evaluate activities of the past year and 
those planned for the upcoming year. The organization is to take the initiative to make an 

appointment.  

 
Points Considered by the Director of Student Activities and Organizations in the Recommendation 

Process for approval of a new recognized student organization: 

 
The Director of Student Activities and Organizations will review the constitution of the petitioning 
organization and talk to the organization's representative and campus sponsor. The Director of Student 
Activities and Organizations will base its recommendation on: 

• The structure and content of the constitution and bylaws. 
• Purpose of the group, as to being beneficial to the University community. 
• How well the group meets the criteria of recognition. 
• Whether or not the organization's purpose is already being adequately accomplished by another 

campus entity. 

Statement of Financial Responsibility of Student Organizations 
The University expects each student organization to be fiscally responsible. All organizations should 
practice sound management procedures to insure the fulfillment of these responsibilities. Each 
organization should anticipate its financial needs and plan ways to properly meet these needs. The officers 
and the Campus Sponsor should establish a budget, and the commitments of the organization should 
never exceed the funds which it has available. Each organization must have all financial commitments 
approved by a majority of their group and receive the signature of their Campus Sponsor prior to the 
commitments being made. 
 
University recognized organizations are encouraged to deposit their funds with the NSU Business Office. 
However, it is not illegal or against university policy for an organization to have funds in an off-campus 
account, although it is not advised. Off-campus accounts continue to cause major problems within some 
organizations. The funds are to be of the following kinds: donations and other monies earned by the 
organization not under the cover of the university. State funds may not be deposited in an off-campus 
account. 
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Student organizations are not required to register outside bank accounts. Funds generated by student 
groups from dues, assessments, fund-raising events, or any other revenue-generating activity could be 
handled through an outside bank account or through a University account at the option of the Campus 
Sponsor of the student group. 
 
The Office of Student Affairs strongly suggests that, in order to protect the student officers and the 
student organization Campus Sponsor and to alleviate any problems that might arise in regards to 
withdrawals and deposits, the Campus Sponsor of the student organization should be a co-signer for any 
disbursements made from any organizational account. 
 
When the account is on campus an organization must follow certain fundamental procedures of fiscal 
accountability required by all university accounts. These procedures include: 1) issuance of a check 
request signed by the Campus Sponsor, and the assurance that the goods or services have been received 
by the purchaser before payment is made from state monies. 2) Receiving competitive bids for items 
costing $2,500 or more. 3) Prior Board of Regents approval of items costing $75,000 or more. 4) Prior 
Board of Regents approval for Sole Source items costing $2,500 or more. 5) Signed invoice denoting that 
the goods or services have been received prior to issuing payments.  

Federal Tax Identification Number 

Banks require student organizations to obtain a federal tax identification number prior to opening an 
outside bank account. For an SS-4 form (Application for Employer Identification Number) go to the IRS 
web site at irs.gov or to any location where federal forms are available (i.e. Public Libraries). 
 
Bills should be paid promptly. Student organizations have a responsibility to settle their accounts when 
due. The financial aspects of all events sponsored by a recognized organization must have the approval of 
the respective organization's faculty Campus Sponsor. 
 
Student organizations should conduct a yearly review of their financial status and whenever there is a 
change of officers with their Campus Sponsor. The Director of Student Activities and Organizations is 
also available for assistance. 
 
In the event of disbanding or inactivation of an organization, the primary responsibility of properly 
providing for the close out of the account and the disposition of remaining funds rests with the 
organization and not the University. This can be a problem for off-campus accounts if not done 
immediately. If an organization is suspended by the University, a hold may be placed on an organization's 
account until disposition is determined by the University and the organization's representatives. 
 
In the event of changing Campus Sponsors, the Director of Student Activities and Organizations is to be 
contacted first and it will contact the Business Office with the appropriate information. Failure to do so 
will delay processing of your purchases. 
* The University is not responsible for the payment of any debts or other obligations made by student 
organizations.     
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Deposit of University and Foundation Funds 

Any funds for the university received by any department/organization must be deposited the same day 
with the cashiers. Any funds received for the foundation must be taken the same day to the Foundation 
Office.  
 
Each department/organization is required to keep the paper forms on file in their office and to complete 
whenever funds of any kind (check, money order, cash, etc.) are received. (contact the Business Office)  
 
The appropriate form (a deposit envelope) is to be completed and brought to the cashiers along with the 
funds being deposited for the university.    
 
The same procedure is followed for any foundation funds with the exception that the foundation form and 
funds will be taken to the Foundation Office for signature. 

What is a Constitution? 
A constitution contains the fundamental principles that outline the purpose, structure, and limits of an 
organization.  Essentially, the constitution provides a foundation upon which an organization operates. 
 
Why should I have a Constitution? 

Every recognized student organization at NSU is required to file a current copy of their constitution and 
bylaws with the Office of Student Affairs each year at recognition. An updated copy should be filed 
promptly should the document change during the year. 
Your constitution serves an important purpose for your organization. The process of writing a constitution 
should help to: 

• Clarify your purpose 
• Outline your basic structure 
• Provide the cornerstone for building an effective group 
• Allow members and potential members to have a better understanding of what the organization is 

all about and how it functions. 
 
If you keep in mind the value of having a written document that clearly describes the basic framework of 
your organization, the drafting of a constitution will be a much easier and more rewarding experience. 
 
What should I include in my Constitution? 
A constitution should provide the structure for an organization, describe its purpose, and define the duties 
and responsibilities of the officers and members. The objective is to draft a document that covers these 
topics in a simple, clear, and concise manner. 
 
What follows is an outline of the standard information to be included in a constitution. Since your 
constitution should be tailored to the needs of your organization, you may wish to include additional 
articles or use a different organizational structure. However, the basic information outlined below must be 
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included in the constitution you submit at recognition. 

Guidelines for Writing a Constitution 

Article I Name 

State the name of the organization—for example, “The name of this organization shall be (insert name of 
organization here).” 
 

Article II Purpose & Goals 

Provide a general statement about the purpose and goals of the organization, as well as the type and scope 
of the organization’s activities. This is also an appropriate place to mention the organization’s affiliation 
with other groups, if any (for example, if the group is a chapter of a national organization). 
 

Article III Membership 

Provide a general statement about membership eligibility, standards, and requirements. For example, 
“Membership shall be open to all students at Northeastern State University.” The membership selection 
process, types of membership, and procedures for disciplining and/or removing members should also be 
outlined here if not already appearing in the bylaws. 
NOTE: Recognized student organizations at Northeastern State University are required to be non-
discriminatory in membership unless otherwise permitted by applicable federal law (for example, Title 
IX). As such, you should review your constitution to ensure that it does not contain discriminatory 
language or provisions. 
 

Article IV Officers 

In sections under this article; list the titles of offices to be established, qualifications for each office, the 
method, time, and process of selection, and the term of office. The duties, powers, and responsibilities of 
each officer as well as procedures for removal from office and filling vacancies should also be outlined 
here if not already appearing in the bylaws. 
 
At a minimum, each student organization is expected to designate one officer as the chief student leader 
(usually titled “president”) and one officer authorized to deal with the organization’s finances (usually 
titled “treasurer”). 
The titles of these positions may vary according to the needs of the organization, but the two separate job 
functions must be provided for in this article. 
NOTE: All recognized student organizations at NSU must include the following statement (or its 
equivalent) in their constitution: 
“The officers of this organization must meet the following requirements: 
(a) Have a minimum grade point average (GPA) as stated below and meet that minimum GPA in the 
semester immediately prior to the election/appointment, the semester of election/appointment and 
semesters during the term of office. 
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For undergraduate students, the minimum GPA is 2.0.(b) Be in good standing with the university and (c) 
officers must be enrolled full-time.  For graduate students, the minimum GPA is 3.0. (b) Be in good 
standing with the university and (c) Be enrolled full-time. 
 
The wording of the above statement may be made specific to the student organization, but no student 
organization may enact eligibility requirements for officers less stringent than those appearing above. 
Student organizations may enact requirements more stringent than those provided by the university. 
This article is also the appropriate place to outline the selection process, qualifications, responsibilities, 
and the term of office for the organization’s official university Campus Sponsor(s). 
 

Article V. Finances 

Provide a general statement about the manner in which the finances of the organization should be 
handled, including what should happen to the organization’s funds if the organization is dissolved. 
Detailed financial procedures including the amount and collection procedures for dues, if any, should also 
be outlined here if not already appearing in the bylaws. 
 

Article VI. Amendments & Ratification 

This article should explain how constitutional amendments may be made, as well as the procedure for 
adopting this constitution and any future amendments. At a minimum, your constitution must be voted on 
and approved by the general membership of your organization. 
This article should also include a statement requiring prompt submission of an updated constitution and 
bylaws to the Director of Student Activities and Organizations should the document be amended 
following recognition. 
To be valid, the constitution must be signed by at least the organization’s chief student officer and 
Campus Sponsor, and approved by the Director of Student Activities and Organizations. You will want to 

provide a space for these individuals to sign and date the document. 
 

What are Bylaws? 

Bylaws are secondary principles that govern the internal affairs of an organization. Bylaws are essentially 
an expansion of the articles or sections of the constitution. They describe in detail the procedures and 
steps the organization must follow in order to conduct business effectively and efficiently. 
 

Why should I have Bylaws? 

Student organizations are not required to have bylaws, but may find them helpful to the organization’s 
operations. 
The constitution covers the fundamental principles but does not provide specific procedures for operating 
your organization. Bylaws should set forth in detail the procedures your group must follow to conduct 
business in an orderly manner. They provide further definition to the provisions contained in the 
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constitution and can be changed more easily as the needs of the organization change. 
 

What should I include in my Bylaws? 

Bylaws must not contradict provisions in the constitution. They generally contain, as needed, more 
specific information on the topics outlined below. If your organization has chosen not to develop bylaws, 
this information may be included in the appropriate sections of your constitution. The following are some 
standard articles that commonly appear in organization bylaws: 
Membership—Sections under this article should discuss and detail the various aspects of membership that 
may be applicable: membership selection process, types of membership, and procedures for disciplining 
and/or removing members. 
Officers—Sections under this article should discuss the officer selection process, duties, powers, and 
responsibilities of each officer, and procedures for removal from office and filling vacant officer 
positions. 
Committees—Sections under this article should discuss and detail standing and special committees 
(formation, selection, powers, and duties) and the executive committee (membership, powers, and duties), 
along with the roles and responsibilities of committee chairs. 
Meetings—Sections under this article should discuss types of meetings, how and when they are to occur, 
requirements for notice, attendance, and quorum (number of members needed present to transact 
business), meeting format, and parliamentary rules of order (usually Robert’s Rules of Order). 
Financial Procedures—Sections under this article should discuss and detail (if applicable) dues, initiation 
fees, and fines, collection procedures, and other financial procedures (budgets, expenditures, etc.). 
Amendment Procedures—Sections under this article should discuss the procedure for amending the 
bylaws (means of proposals, notice required, voting requirements). 
Other specific policies and procedures unique to your organization that may be necessary for its operation. 

How can I use my Constitution & Bylaws? 

Remember the reasons for having a constitution and bylaws. They articulate the purpose of your 
organization and spell out the procedures to be followed for its orderly functioning. Constitutions usually 
require a 2/3 vote of the membership for adoption. Bylaws only require a simple majority for passage. 
Once you have developed your constitution and bylaws, review them often. The needs of your group will 
change over time and it is important that the constitution and bylaws are kept up to date to reflect the 
current state of affairs. 
Make sure every new member of the organization has a copy of your governing documents. This will help 
to unify your members by informing them about the opportunities that exist for participation and the 
procedures they should follow to be an active, contributing member. A thorough study of the constitution 
and bylaws should be a part of officer training and transition. You should also provide your Campus 
Sponsor(s) with a copy of your constitution and bylaws. 

Campus Sponsor  

Qualifications 

• A campus Sponsor should be a full-time faculty or staff member at NSU. Graduate teaching 
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assistants with a teaching load of six or more hours may qualify on a temporary basis.  It is 
recommended that an individual serve as Campus Sponsor to no more than two organizations. 

Role  

• Campus Sponsors play an important role in the extracurricular experience, for it is their guidance 
and participation in the organization that assists and encourages the students to become involved 
and to gain valuable experience in how to function in an organization environment.  

• The University sees the Campus Sponsor as serving a pertinent function to preserve the existence 
of the organization, including the following: 

• Advising the organization on university policy, including educating the members and assisting 
them in their work within the University structure. 

• Providing direction and planning for managing the organizational budget, e.g. approving all 
expenditures. 

• Attend meeting and activities involving the organization. 
• Assisting the organization to annually set realistic goals and objectives, and then keeping the 

group focused on these.  
• There are other functions of the Campus Sponsor that include providing continuity, facilitating 

growth and serving as a teacher that are equally important. If any assistance is needed, please 
contact the Director of Student Activities, room 204 of the Administration Building or call 458-
2120 or extension 2120. 

Hints on Recruiting a Campus Sponsor 

Before approaching a potential Campus Sponsor, keep in mind the following: (a) find someone who will 
have the time to devote to your organization, (b) find someone who will take the role willingly and 
seriously, and (c) find someone who has knowledge or skills related to the mission/purpose of the 
organization. 
 
When approaching the person for the first time, make certain that he/she has a clear understanding of the 
organization’s purpose as well as what would be required of him/her, his/her duties, and the time 
commitment involved. Be open and honest with the potential Campus Sponsor about the types of 
activities in which the organization may participate. 
 
Allow the person a reasonable length of time to consider his/her decision. 
If possible, choose someone who shares some of the same interests as the organization, and who the 
leadership of the organization has previously interacted with. For example, when starting a departmental 
club or organization, staff within that department may be a good starting point in order to identify a 
Campus Sponsor. 

How to Work With a Campus Sponsor 

It is best to meet with the Campus Sponsor at least one day before organizational meetings to go over the 
proposed agenda and topics to be discussed.  Be open to suggestions and criticisms he/she may provide. 
His/her knowledge and experience will help in exploring solutions and implementing organizational 
procedures. 
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If a Campus Sponsor cannot attend the meeting, be sure to meet with him/her after the meeting to brief 
him/her on what happened. Campus Sponsors can be a great resource; take advantage of their experience 
and insight. 

Academic Support 

Student organizations are called upon to coordinate their activities in a manner consistent with the mission 
of NSU. Academic success is the foundation of the University’s purpose and as such should be an integral 
part of the organization’s operations. Creating an environment that allows members to focus on academic 
success is crucial. One way that this can be accomplished is by remembering to coordinate activities, 
meetings, and social opportunities with the academic calendar in mind. Developing relationships with 
faculty, both those serving as campus sponsor and those serving students in the classroom, can also assist 
the organization in maintaining an academic focus. 
 
Campus sponsors often can provide insight and guidance to individual members or the group on issues 
related to academic success.  Additionally, organizations may choose to offer academic developmental 
programs to their membership. The Director of Student Activities and Organizations offers professional 
support for students in need of academic assistance, and  is available to provide organizational programs 
as well as assist leadership in facilitating a supportive academic environment.  A variety of workshop and 
web-based resources on topics such as study skills for surviving college, procrastination and time 
management, test preparation and dealing with test anxiety, memory enhancement, and conquering finals 
are available for your organization. 
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Section II: Planning an Event 
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Off-Campus Speakers  

 
Northeastern State University recognizes the importance of free expression and the exchange of diverse 
opinions and views in the intellectual development of our students.  The free discussion and presentation 
of information is available and encouraged, but such inquiry must be conducted in a way which furthers 
the educational purpose of the institution.  
 
University facilities are not available for exploitation by special interests that may present a clear and 
present danger to the United States of America, the State of Oklahoma or Northeastern State University or 
members of the campus.   
 
Organizations recognized by the University may sponsor off-campus speakers. The group must receive 
the consent of the Campus Sponsor and the Office of Student Affairs, before extending an invitation to an 
outside speaker and before the event is publicized. The speaker's name and topic MUST appear on the 
facility request form.  
 
Student groups interested in bringing controversial speakers/performers to campus must meet with a 
student affairs representative to discuss the multiple implications of implementing the event.  The 
sponsoring group will be held responsible for any activity or activities resulting from the event.   
 
The presentation of a speaker does not imply approval or disapproval of the speaker or the speaker's views 
by the student organization, Northeastern University or the Board of Regents.  It must be made clear by 
the sponsoring organization in all advertising communications that the views expressed are not 
necessarily those of Northeastern State University or its Board of Regents. (e.g. written materials, event 
program, radio/TV).  
 
In the case of highly controversial speakers, announcements are to be made at least thirty days prior to 
appearance so that faculty is afforded the opportunity to discuss associated issues with students. Also, no 
such speaker shall be presented who will not consent to questioning (not heckling) by students and faculty 
following their presentation.  
 
Every precaution should be taken to maintain the highest level of excellence and good taste in such 
matters commensurate with the dignity of an institution of higher education.  Additional information can 
be obtained in the Student Disciplinary Regulations. 
 

Contracts  

Contracts Overview 

 
Contracts are a binding agreement between two parties in which each gives something in return for 
something else.  If you are involved in a student group, then you are probably dealing with contracts if 
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you sell things like tee shirts, have speakers or performers come to campus, rent a bus, or rent a room or a 
hall. 
 
Get Your Contract in Writing and Signed 
The most important concept to contract law is having your agreement in writing and signed by the parties 
involved.  For some reason, courts, as well as society, tend to believe things more when we see them in 
writing. Also, if a person's signature is attached to the writing, then surely it must be true. That is also the 
case with contracts.  Courts will generally look at a written contract signed by both parties treating it as a 
final written expression of the parties. 
When that happens and both parties fulfill the agreement, then all is well with the world. However, 
problems often arise in the formation and execution of contracts.  

Event/Activity Planning 
One of the most important parts of an organization’s activities or events is the planning process. Adequate 
planning can play a major role in the success of your event. The Office of Student Affairs provides 
resources that will be helpful in planning events ranging from group meetings to campus or community-
wide activities. 
 
Student organizations are expected to plan activities, operations, and services offered within the 
boundaries established by the Student Disciplinary Regulations as well as operating guidelines established 
by the Director of Student Activities and Organizations, organization governing documents, and other 
campus entities the organization is otherwise associated. Due to the complexity of many organization 
activities, it is always in the best interest of the organization leadership to focus on issues of personal 
safety, financial security, and public image. The Director of Student Activities and Organizations is 
committed to assisting all student organizations with planning activities that promote leadership 
development, advance the mission of the organization, enhance the educational mission of the University, 
and are safe. 
 
Some student organizations have been around for years and have established annual programs or events. 
While the information for event planning will help to improve these activities, it is important that all 
organizations use the event planning information and forms to plan events new to the organization. 
Always feel free to come by or contact the Director of Student Activities and Organizations with any 
questions you have concerning event planning. 
 

Organization Pre-Event Planning Form 

The key to a successful event is good pre-planning. The pre-event planning form provides a series of 
questions for event planners to consider prior to engaging in an activity. This is a great tool for both 
students and their Campus Sponsors. The Director of Student Activities and Organizations recommends 
that all the leaders of your organization participate in the planning process. That way, the entire group is 
on board and understands the group’s direction. 
 
The Director of Student Activities and Organizations offers training in pre-event planning to provide 
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student leaders and Campus Sponsors with the tools to enhance their abilities and knowledge in the 
important areas of personal and organizational development. Specifically, effective pre-event planning 
can enhance participant safety, provide better fiscal planning, increase student development, and reduce 
legal liability. 
 
A pre-event planning form is needed when a student organization is: 
 

• Seeking resources from other departments (facilities, staff support, equipment); 
• Annual retreats and calendar meetings; 
• Coordination of an event outside your general membership; 
• Coordination of an event outside the traditional scope of your experience; 
• Travel; 
• Co-programming. 
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Section III: Policies 
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Off-Campus Policy 

 
MONITORING EVENTS 
The determination on whether or not an event should be monitored will be made by the Coordinator of 
Student Activities and Organizations/designee and/or the Dean of Student Affairs.  Organizations 
sponsoring any social event, i.e. a party, will assume all responsibility for all incidents occurring at the 
event location.   
 
Organizations bound by national policies and insurance regulations must ensure that each event meets all 
the required insurable criteria in order for your insurance policy to cover members and guests.  Failure to 
comply will result in legal ramifications if problems should arise during the event.  Please note, the 
hosting group is still legally liable for participating guests, after the official time of a function expires.  

Assemblies 
The University permits assemblies of University groups in the Gazebo, north of Seminary Hall with prior 
approval (registration). All such assemblies must be conducted without sound amplification equipment.  
 
Any groups desiring to obtain assembly space in any University facility or in the Gazebo, including those 
referred to in paragraph 1, must submit a written request, with a completed NSU "Activity Registration 
Form" to the Office of Student Affairs, who is responsible for coordinating events and calendaring 
activities.  Normally such a request must be received at least 5 days in advance; even emergency requests 
cannot be acted upon if received less than 72 hours before the proposed starting time of the event.  
Additional information is given below.  
 
Groups affiliated with the University shall have priority in reserving space.  

Nonaffiliated groups and organizations shall be required to pay the current space rental rate for the time 
and location approved. The Office of Student Affairs will maintain a list of all charges and rental rates. 
The rates, as approved by the President, shall be designed to cover the entire cost of providing the facility 
(i.e. labor, utilities, and refreshments).  In addition, a refundable deposit for damage to property shall be 
required.  
 
University equipment may be utilized by non-NSU affiliated groups when such equipment is available 
and at established costs where applicable.  

Alcohol and Drug Use Policies 
 
1.01 PURPOSE AND SCOPE 

The abuse of alcohol and other drugs interferes with the processes of learning, teaching, research and 
public service, which are the functions of Northeastern State University.  In order to accomplish its 
mission, and further to comply with the Drug Free Schools and Communities Act Amendment of 1989, 
Northeastern State University has promulgated this policy and directed its distribution to each of its 
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students. 
 

2.01 POLICY 

Pursuant to local, state and federal laws, and its own rules and regulation, Northeastern State University 
prohibits the unlawful possession, use and manufacture, or distribution of alcohol and other drugs by 
students and employees on university owned or controlled premises, as a part on any university sponsored 
activities, or in the workplace. 
 

3.01 INTERNAL SANCTIONS 

Any student or employee who violates this policy shall be subject to disciplinary action; including, 
without limitation, probation, expulsion, suspension, or termination of employment; may be required to 
participate satisfactorily in an appropriate rehabilitation program; or may be referred for prosecution. 
 

4.01 EXTERNAL SANCTIONS 

Violation of applicable local, state, and federal laws governing the possession, use, manufacture, or 
distribution of alcohol and other drugs may subject students or employees to fines, imprisonment, and/or 
community service requirements. Convictions become part of an individual's criminal record and may 
prohibit certain career and professional opportunities. Further information regarding these laws may be 
found in the Office of Student Affairs, 204 Administration Building. 
 

5.01 HEALTH RISKS 

Abuse of drugs and alcohol can result in behavioral changes; impairment of judgment and coordination; 
elevated or lowered blood pressure; depression; anxiety; hallucinations; convulsions; temporary and 
permanent loss of memory; damage to the heart, lungs, liver and brain; sterility; lowered immune system 
and increased infection; cancer; emphysema; chronic bronchitis, and death. 
 

6.01 ALCOHOL/OTHER DRUG ASSISTANCE PROGRAMS 

Numerous programs are available in the Tahlequah area to help NSU students and employees deal with 
substance abuse related issues. Federal laws insure all persons seeking help for alcohol and/or other drug 
problems will be treated with respect and in a confidential manner.  
 
Contacts: 

 

Hotlines - 7 days a week, 24 hours a day  

AIDS Hotline 1-800-522-9054  

Reach-Out Hotline 1-800-522-9054  

Cocaine Helpline 1-800-COCAINE  

National Council on Alcoholism 1-800-622-2255 

American Council for Drug Education 1-800-488-DRUG 
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7.01 COORDINATION AND REFERENCE 

Other policies, rules and regulations of Northeastern State University also deal with drug and alcohol 
abuse and complement this Drug Free Campus Policy statement (such as Appendix C). This policy is 
based on the Drug Free Workplace Act of 1988 (P.L. 100-690, Title V, Subtitle D) and the Drug Free 
Schools and Communities Act Amendments of 1989 (P.L. 101-226). 

Drug and Alcohol Abuse Prevention Policy 

The following policy statement has been developed to ensure compliance with both the “Drug-Free Work 
Place Act of 1988” and the “Drug-Free Schools and Communities Act Amendments of 1989”. 
Northeastern State University recognizes that it is in the best interest of the University, its employees and 
its students, to promote a healthy and productive environment, to provide education and assistance, 
relative to the dangers involved in the illicit use of drugs and the abuse of alcohol. This responsibility 
demands implementation of programs and services which facilitate that effort. 

University policy strictly prohibits the illegal use, possession, manufacture, dispensing distribution 

of illegal drugs, controlled substances, 3.2 beer or alcoholic beverages in the workplace, or its 

premises, University housing, or as a part of any University-sponsored activity. 

All students and employees must abide by this policy as a condition of enrollment or employment. 
Continuance of employment or enrollment following receipt of this policy constitutes acceptance of this 
policy by the employee or student. 

Sanctions for violation of this policy include, but are not limited to, expulsion, termination of 
employment, referral for prosecution and/or completion, at the individual’s expense, of an appropriate 
rehabilitation program. Any disciplinary action shall be taken in accordance with applicable policies of 
Northeastern State University. 

It should be noted by employees that they are also subject to the University’s Drug-Free Work Place 
Policy. Employees are referred to that policy for additional sanctions. It is also within the discretion of the 
University to refer any violations to the appropriate authorities for criminal prosecution. 

Health Risks Associated with the Use of Drugs and the Abuse of Alcohol 

Alcohol and other drug use represent serious threats to health and the quality of life. More than 25, 000 
people die each year from drug-related accidents or health problems. With most drugs it is probable that 
users will develop psychological and physical dependence. The general categories of drugs and their 
effects are as follows: 

Alcohol - short-term effects include behavioral changes, impairment of judgment and coordination, 
greater likelihood of aggressive acts, respiratory depression, irreversible physical and mental 
abnormalities in newborns (fetal alcohol syndrome) and death. Long-term effects of alcohol abuse include 
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damage to the liver, heart and brain, ulcers, gastritis, malnutrition, delirium tremens and cancer. Alcohol 
combined with other barbiturates/depressants can prove to be a deadly mixture. 

Amphetamines/Stimulants - (speed, uppers, crank, caffeine, etc.) speed up the nervous system which 
can cause increased heart and breathing rates, higher blood pressure, decreased appetite, headaches, 
blurred vision, dizziness, sleepiness, anxiety, hallucinations, paranoia, depression, convulsions and death 
due to a stroke or heart failure. 

Anabolic Steroids - seriously affect the liver, cardiovascular, and reproductive systems. Can cause 
sterility in males and females, as well as impotency in males. 

Barbiturates/Depressants - (downers, quaaludes, valium, etc.) slows down the central nervous system 
which can cause decreased heart and breathing rates, lower blood pressure, slowed reactions, confusion, 
distortion of reality, convulsion, respiratory depression, coma and death. Depressants combined with 
alcohol can be lethal. 

Cocaine/Crack - stimulates the central nervous system and is extremely addictive, both psychologically 
and physically. Effects include dilated pupils, increased heart rate, elevated blood pressure, insomnia, 
appetite loss, hallucinations, paranoia, seizures, and death due to cardiac arrest or respiratory failure. 

Hallucinogens - (PCP, angel dust, LSD, etc.) interrupt the functions of the part of the brain which 
controls the intellect and instincts. May result in self-inflicted injuries, impaired coordination, dulled 
senses, incoherent speech, depression, anxiety, violent behavior, paranoia, hallucinations, increased heart 
rate and blood pressure, convulsions, coma, and heart and lung failure. 

Cannabis - (marijuana, hashish, hash, etc.) impairs short-term memory, comprehension, concentration, 
coordination, and motivation. May also cause paranoia and psychosis. Marijuana smoke contains more 
cancer causing agents than tobacco smoke. The way in which marijuana is smoked - deeply inhaled and 
held in the lungs for a long period - enhances the risk of getting cancer. Combined with alcohol, 
marijuana can produce a dangerous multiplied effect. 

Narcotics - (smack, horse, Demerol, Percodan, etc.) initially produce feelings of euphoria often followed 
by drowsiness, nausea, and vomiting. An overdose may result in convulsions, coma, and death. Tolerance 
develops rapidly and dependence is likely. Using contaminated syringes to inject such drugs may result in 
AIDS. 

Tobacco/Nicotine - some 170,000 people in the United States die each year from smoking related 
coronary heart disease. Some 30% of the 130,000 cancer deaths each year are linked to smoking. Lung, 
larynx, esophagus, bladder, pancreas and kidney cancers strike smokers at increased rates. Emphysema 
and chronic bronchitis are ten times more likely among smokers. 

Hazing 
A. No student organization or any person associated with any organization sanctioned or authorized 
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by the governing board of any public or private school or institution of higher education in this state shall 
engage or participate in hazing. 
B. Any hazing activity described in subsection E of this section upon which the initiation or admission 
into or affiliation with an organization sanctioned or authorized by a public or private school or by any 
institution of higher education in this state is directly or indirectly conditioned shall be presumed to be a 
forced activity, even if the student willingly participates in such activity.  
C. Any organization sanctioned or authorized by the governing board of a public or private school or 

of an institution of higher education in this state which violates subsection A of this section, upon 
conviction, shall be guilty of a misdemeanor, and may be punishable by a fine of not more than One 
Thousand Five Hundred Dollars ($1,500.00) and the forfeit for a period of not less than one (1) year all of 
the rights and privileges of being an organization organized or operating at the public or private school or 
at the institution of higher education.  
D. Any individual convicted of violating the provisions of subsection A of this section shall be guilty of a 
misdemeanor, and may be punishable by imprisonment for not to exceed ninety (90) days in the county 
jail, or by the imposition of a fine not to exceed Five Hundred Dollars ($500.00), or by both such 
imprisonment and fine.  
E. For the purposes of this section:  
i. "Hazing" means an activity which recklessly or intentionally endangers the mental health or physical 
health or safety of a student for the purpose of initiation or admission into or affiliation with any 
organization operating subject to the sanction of the public or private school or of any institution of higher 
education in this state; 
ii. "Endanger the physical health" shall include but not be limited to any brutality of a physical nature, 
such as whipping, beating, branding, forced calisthenics, exposure to the elements, forced consumption of 
any food, alcoholic beverage as defined in Section 506 of Title 37 of the Oklahoma Statutes, drug, 
controlled dangerous substance, or other substance, or any other forced physical activity, which could 
adversely affect the physical health or safety of the individual, and 
iii. "Endanger the mental health" shall include any activity, except those activities authorized by law, 
which would subject the individual to extreme mental stress, such as prolonged sleep deprivation, forced 
prolonged exclusion from social contact, forced conduct which could result in extreme embarrassment, or 
any other forced activity which could affect the mental health or dignity of the individual. 

Discrimination Policy 

HUMAN RIGHTS 

The Board of Regents of Oklahoma Colleges in Compliance with Title VI and Title VII of the Civil 
Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act 
of 1973, Section 402 of the Readjustment Assistance Act of 1974, Americans With Disabilities Act, and 
other federal laws and regulations does not discriminate on the basis of race, color, ethnicity, national 
origin, sex, age, religion, disability, political affiliation, or status as a veteran in any its policies, practices, 
or procedures. This includes but is not limited to admissions, employment, financial aid, and educational 
services. 
 
A grievance procedure has been created to resolve complaints concerning these regulations. An outline of 
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the procedure is available in the Office of Personnel Services and the Office of Student Affairs. The 
Director of Personnel Services has been designated as the Affirmative Action Compliance Officer and 
504 Coordinator. 
 
Student organizations are bound by university policies governing discrimination.  All student groups and 
their associated leadership will be held responsible to ensuring that all members of the NSU community 
are treated fairly and without discrimination.  To insure that student organizations are not participating in 
discrimination against their members, to the best of the group's abilities, try to be reasonable in the 
accommodation of potential members, members, and guests who may be different from you and your 
group in terms of gender, race, disability, etc. These accommodations include but are not limited to: 
 

• Rearranging physical space to accommodate people in wheel chairs 
• Rearranging late afternoon events so non-traditional students can also participate in your club and 

organization. 
• Encourage your membership to co-sponsor events and attend programs with groups that are 

different from yours to gain exposure to new ideas and people, instead of isolating yourselves. 
Isolation may give the appearance of your group not being open to diversity. 

• Use educational opportunities as methods for improving your understanding of those not like you 
physically, religiously, socioeconomically, ethnically, culturally, cognitively, sexual orientation, 
etc. 

• In the Redmen spirit, try to take the time to think about how you can accommodate those different 
from you before they show up to join your club or attend your events. 

• Be sensitive to the "isms" and phobias such as sexism, racism, homophobia, etc.  If bigotry of any 
kind appears in your organization, have a plan in place where those members' ideas can be 
challenged through education and exposure either through university sponsored events or within 
the organization itself. "Isms" left unchecked become possible discrimination or harassment 
situations. The university cannot and will not tolerate harassment of any kind. Confront it early. 

• Do yourself and your group a favor and report harassment of any kind to the university.  Students 
should contact the Office of Student Affairs, 458-2120 or extension 2120.  Not reporting this 
information could hurt your organization/leaders if you know something and a reasonable person 
would act on that knowledge and you do not.  You may then be liable for the harm that occurs 
from your inaction. 

 
You should also be aware that Title IX of the Education Amendments of 1972 prohibits discrimination on 
the basis of sex in educational programs, including extracurricular activities, at educational institutions 
receiving federal funds unless such programs and activities are specifically exempt from the law.  

Advertising Policies 

Posting 

In order to obtain campus authorization for posting or displaying any medium on campus, a representative 
from the sponsoring unit must receive an authorization stamp on all material to be posted from the Office 
of Student Affairs.  The original advertisement must be approved, prior to submission for the stamp of 
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approval.  Once this is done, copies of the posting can be made.  Upon request, the representative will be 
given a current listing of approved posting areas on campus or they can obtain a copy from the Office of 
Student Affairs website. 

• All Recognized Student Organization must include the following statement on all postings.  "The 

opinions and views expressed do not represent those of Northeastern State University." 

• Fliers should not exceed 14" x 22" in size. Sign exceeding this limitation must receive special 
permission from the Dean of Student Affairs Office.  

• The name of the sponsoring group must appear on each flier, sign and display. The organization's 
name spelled out is preferred, but Greek letters, acronyms, and logos will be accepted if these 
clearly identify the sponsor.  In case of symbols or initials which are not clear, the group will be 
required to spell out the entire name of the group.  

• If posters are displayed in a language other than English, the English translation must be included 
on the poster.  

• Publicity displaying any type of alcoholic beverage or encouraging the use of alcohol is 
prohibited. 

• Signs are not to be posted on trees or shrubs, trash cans, glass, painted surfaces, etc. Any signs 
posted in unapproved areas will be removed. Only one poster per event is permitted on each 
bulletin board or authorized area.  

• Signs without a registered stamp or those remaining up beyond the expiration date will be 
removed. Posting in unauthorized places may result in the individual or group being fined and/or 
prohibited from distributing posters for a definite period.  

• The Coordinator of Student Activities and Organizations or designee may approve lawn signs for 
special events of an all-campus interest for display on the day(s) of the event.  

• Persons wishing to post in the Residence Halls must make such arrangements through the Housing 
Office.   

• Do not use plastic or duct tape.  
• Posting policies for NSGA elections may be different than the above rules.  Refer to the NSGA 

election guidelines for full details. 
 

ADMINISTRATION  Bulletin board first floor 

SEMINARY HALL Bulletin boards 

SCIENCE BUILDING Tile areas of walls 

BUSINESS & TECHNOLOGY Bulletin boards 

EDUCATION Bulletin boards 

GYM  Bulletin boards in lobby 

JOHN VAUGHN LIBRARY  Brick wall areas 

HASKELL HALL Tile areas of walls 

JOURNALISM Permission at circulation desk 
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FINE ARTS Bulletin boards 

FINE ARTS ANNEX  Bulletin boards 

JACK DOBBINS FIELDHOUSE  Bulletin boards ONLY 

SPECIAL EDUCATION Bulletin boards 

NET BUILDING Permission at Information Desk 

UNIVERSITY CENTER  Bulletin boards 

RESIDENCE HALLS Bulletin boards 

Advertising Policy 

 
The following advertising policy applies to all advertising and promotion including  books, brochures, 
flyers, posters, programs, directories, newspapers, signs, marquee, radio, television, video and audio tape, 
and electronic computer generated programming. This policy also applies to all events and activities 
organized by or sponsored by university departments or Registered Student Organizations.  

• Only university recognized organizations are allowed to advertise on campus, except when 
approval is received from the Dean of Student Affairs.  

• Advertising may not include any reference to alcohol consumption, availability or sale. 
• Poster, flyers and handbills must also comply with the posting policy set forth above.  
• Using chalk to write on concrete sidewalks is NOT allowed.  
• The following advertising material is not acceptable: 

o Advertising which encourages students at the University to purchase reports and/or 
research material done by others.  

o Advertising which requires the reader to send money to obtain further information on the 
product.  

o Advertising deemed offensive or in poor taste. This may include, but is not limited to, 
advertisements that are derogatory to individuals or groups.  

o Products which encourage violations of university, city, state, or federal laws and 
regulations. 

• All other advertising mediums besides those listed above must receive the approval of the Office 
of Student Affairs before implementation.  

• Two local references for ads of a "questionable" nature will be required. This includes, but 

is not limited to, masseurs and masseuses, dating services, escort services, models, pregnancy 

referral, adoption services and "get rich quick" promotions, as interpreted by the Dean of 

Student Affairs. Ads must include a street address and phone number.  

• The University reserves the right to remove any advertising that does not follow University policy.  
 
In so expressing a policy of open distribution of written materials intended for noncommercial purposes, 
the University does not assume any obligations or responsibility for the content of the materials 
distributed; furthermore, the University reminds organizations and individuals so distributing materials, to 
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be aware of current laws regarding libel, defamation, obscenity, fair labor relations and other applicable 
laws. 

Campus Wide Email Guidelines 

 
• Only requests made by Recognized Student Organizations, Faculty or Department sponsored 

events will be sent out. 
 
• Campus Wide emails will not be sent on behalf of a Recognized Student Organizations, 

BEFORE an event has been approved by the Student Affairs Office. 
 

• Request must be turned in a minimum of 4 days in advance of scheduled event. Requests made 
less than 4 days may not be sent out in time.  

 
• Emails must be written exactly as you want it sent. The Student Affairs Office is not responsible 

for editing your advertisements.   
 

• Messages will not be sent out unless they contain the following information: 
o Name of the Event (any associated details) 
o Date of Event 
o Time of Event 
o Location of Event (include which campus-BA, Muskogee, or Tahlequah) 
o Contact person(s) name, and contact information of phone number or email address 

 
• PLEASE spell-check your document 
 
• Unless otherwise note, all emails will be sent out immediately after being received and reviewed.  

Please provide the date (day) you want the message sent out. 
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All-University Calendar 

 
In an effort to have a centralized location for events of interest to the students and community, 
Northeastern State University hosts an All-University Calendar on its website.  The Office of Student 
Affairs is capable of submitting events sponsored by Recognized Student Organizations to the NSU Web 
calendar.  By request, RSO’s that are sponsoring events that are of interest and open to the entire 
university community can have their event posted on the web calendar. 
 
In order to minimize scheduling conflicts, dates for events that target an all campus/community audience 
and/or require the use of significant building space should be discussed with the Coordinator of Student 
Activities and Organizations or her designee.  The Student Affairs Office will maintain an up-to-date 
calendar of all campus events and will act as an information center for student activities being planned on 
or near the NSU campus. 
 
While every effort will be made to list all events submitted, the Office of Student Affairs reserves the 
right to edit and determine what student events will be placed on the web calendar.   
The NSU Web Development office will have final authority. 

Calendar Guidelines 

In light of the fact that there is an increasing demand for calendar listings, items for the web calendar must 
be submitted in accordance with the following guidelines.  
 

• Only items received from Recognized Student Organizations and submitted no later than 7 
working days prior to an event will be accepted. 

• Requests will be posted on the web calendar within 48 hours of their submission, when possible.   
• Requests must be submitted on an Activity Registration Form or by filling out a calendar of 

Events Submission Form in writing to the Student Affairs Office, 204 Administration Building.  
Students can email or fax forms to the attention of Student Affairs at sao@nsuok.edu or 918-458-
2340.  Items received in any other form(s) will not be accepted. 

• Submission of this information implies permission for the Office of Student Affairs to distribute 
any of the contact data to other publications requesting the information. 

• Only open meetings & events will be permitted on the web calendar. 
• Events that occur for two or more consecutive days must be submitted on ONE Activity 

Registration Form. 
 
Questions regarding the submission of events for the web calendar should be directed to the Coordinator 
of Student Activities and Organizations, 458-2120 or extension 2120. 
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Risk Management Tools 

The Coordinator of Student Activities and Organizations works to help students and Campus Sponsors 
focus on proactive risk management as part of the pre-event planning process.  As such, the following risk 
management tools have been created in order to educate and prepare student leaders and Campus 
Sponsors in their pre-event planning process. 

Events with Food 

The University must follow extensive food handling/serving health guidelines.  Events hosted by student 
groups where food is served must follow safe food handling/serving procedures.  Organizers of events 
where food will not be prepared by the university food services must meet with student affairs to assure 
compliance with safe preparation and service of food items. 

Travel 
Student organizations often need to travel to conferences, tournaments, field trips, etc.  Organization 
Leaders and Campus Sponsors must be aware of the risks and liabilities associated with traveling as an 
organization, individual on behalf of the university and plan accordingly.  Groups are to be proactive and 
adequately plan for trips well in advance of the activity by meeting with both the campus sponsor and the 
coordinator of student activities. 

Pre-Trip 

Before any trip, student leaders should complete a thought process in which organizational leaders 
consider the risks and planning involved in the traveling and accommodations; to and from the 
destination.   Here are some important issues to consider when making your travel plans: 

• Finances - It is important to carefully plan your trip budget well in advance, making sure to 
anticipate or prepare for emergency expenses.   

• Transportation Options – private automobiles, university vehicles, university bus charter, or 
commercial rental/charter. 

• Waivers/Release Forms - It is important that every recognized student organization submits to 
Student Affairs an assumption of risk form for each member of your organization.  Every member 
is required to have risk/liability waiver and emergency contact forms on file in the Student Affairs 
Office prior to participating in any group sponsored trip. 

o If a student is under the age of 18, they must have their forms signed by their parent or 
legal guardian. 

o The organization should also maintain a copy of the emergency contact form on file and 
take a copy on the trip. 

o Please note that an undergraduate or graduate student who participates in travel related to 
academic course requirements (e.g. field trips), or their assigned duties as a University 
employee, (e.g. research data collection) shall not be required to sign a waiver or release in 
relation to that travel. 

o In the case of an emergency, contact the following people: campus police ext.2468, 
campus sponsor and either the dean of students or coordinator of student activities, if he or 
she is not with you.  If a person is injured, call 911 and get medical attention immediately.  
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Information concerning student organization travel plans must be communicated to the Office of Student 
Affairs in advance of departure for any student organization trip.   

During the Trip 

Safe driving and travel procedures should always be followed.   

Post-Trip 

Always do an evaluation of the trip including the practices and procedures your organization followed.  
File the evaluation with the Office of Student Affairs to assist future organization leaders in planning 
future trips. 

Transportation 

*If you are traveling outside of the United States, you must have all the appropriate licenses, certificates 
and insurance that is required by the country in which the travel occurs. 

University Vehicles 

Drivers must: 
• Be at least 18 years of age 
• Possess personal automobile insurance coverage as mandated by the State of Oklahoma 
• Possess a valid Oklahoma or other state driver’s license 
• Be approved in accordance with the Human Resources Department to drive a university vehicle; 

be on a work contract and performing duties required for your job.   

Privately owned Vehicles 

Drivers must have: 
• Valid State of Oklahoma or other state driver’s license 
• Possess auto insurance coverage as mandated by the State of Oklahoma 

Vehicles must have: 
• Current registration 
• Proof of current and valid insurance coverage.  Insurance, whether it is for liability, accident 

medical, or automobile coverage, can serve to transfer the risk of costs associated with incidents to 
another party, specifically the insurance company. 

Making Additional Reasonable Requirements 

The requirements listed in this policy are the MINIMUM acceptable. If your group decides to, you may 
make additional reasonable requirements. 

Insurance for Yourself 

In some cases, your organization should require students to have some type of medical, accident, or injury 
insurance. In the majority of instances, students are insured by their parents on a family plan of some sort. 
It is a good idea to ask students to furnish a copy of their family insurance card (proof of insurance). The 
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university does not carry insurance on students and cannot be responsible for medical bills or other 

related expenses. 

Insurance for Your Organization 

If you are affiliated with a national organization, find out from your national representative what the 
insurance policy is for the national organization and what events or officers are covered by that policy for 
local chapters.  Sometimes, the national organization's policy will cover the acts of the local chapter 
officers.  In most cases, local officers are on their own to find insurance coverage. 
 
In contemplating insurance for your organization, you should consider what events your organization 
sponsors, what history your organization has related to these events and the composition of your 
membership. Based on how you answer these questions, you may decide to secure liability insurance for 
your group. In speaking with an insurance company, you may find that you can buy insurance for a 
specific event. This may be desirable for an event that is comprised of complex activities and/or will 
encompass a broad range of participants. 
 
Similarly, when planning an event with a third party, find out or request that their insurance cover your 
event.  

Raffles 

The Oklahoma Penal Code states that raffles/lotteries and poker/any betting game are illegal. "Raffle" 
means any activity or procedure whereby one or more prizes are distributed by chance among person who 
have paid or been promised consideration for a chance to win anything of value.  No student organization 
will receive approval for activities deemed illegal. 

Solicitations 

University buildings or campus spaces may not be used to raise money for any individual or organization 
other than an officially recognized campus organization.   Organizations intending to use the University's 
spaces to benefit an off-campus effort must be prepared to prove the tax-exempt status of the benefiting 
cause.  The Student Affairs Office will establish uniform procedures relating to the location, duration and 
setup arrangements for such solicitation activities.*  

Corporate or Business Co-Sponsorship of Activities  

All corporate or business co-sponsorships of a university or student activity must contract with the 
University. This policy applies to sponsorship or co-sponsorship only and shall not be interpreted to 
include paid advertising.      
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Section IV: Violations 

 



 

 
 

Last updated 6/14/2006 2:32:00 PM  page 37 

Violation of University Regulations and Policies by Recognized Student 

Organizations  
 
If a Recognized Student Organization (RSO) violates university regulations or policy, the Office of 
Student Affairs, on behalf of the University has the responsibility of disciplining that organization. The 
coordinator of Student Activities and Organizations is responsible for monitoring the compliance of 
student organizations with university regulations and policies. Complaints about a RSO should be 
forwarded to the coordinator of Student Activities and Organizations for consideration and action. 
 
When a complaint or a report of a violation of a university regulation or policy is received by the 
Coordinator of Student Activities and Organizations, it shall be treated in the following manner:  
• The Coordinator of Student Activities and Organizations shall investigate the validity of the violation. 
• If the violation did occur, the Coordinator of Student Activities and Organizations will recommend to 

the Dean of Students that appropriate disciplinary action be taken against the offending Recognized 
Student Organization. 

• If the offending RSO desires to appeal the decision of the Coordinator of Student Activities and 
Organizations, they may appeal to the Dean of Student and Chief Judicial Officer for the University.  
Standard procedures for hearing an appeal will be followed. 

• The Dean of Student shall have the authority to decide the action to be taken against the offending 
RSO. 

 
Disciplinary actions that can be taken against Recognized Student Organizations: 
• Probation: A RSO can be placed on probation for a specified period of time without the withdrawal 

of privileges granted to university organizations. 
• Restricted Probation: A RSO placed on probation may be restricted from use of university facilities 

and/or all other university granted privileges afforded a Recognized Student Organization. 
• Withdrawal of Recognition: A RSO may have its recognition withdrawn for a specified period of 

time. 
• Any sanction noted in the Student Disciplinary Regulations. 
 
The disciplinary action taken against a Recognized Student Organization does not exempt disciplinary 
action from being taken against individual members of the organization who were responsible for the 
violations of regulations and policies. Correspondingly, the disciplining of individuals does not exclude 
disciplining the organization for actions taken for and by the organization and its members.  
 
Social Fraternities and Sororities that are members of the Northeastern State University Greek Council 
will fall within that body's jurisdiction. The above may be used only in the appeal process for those 
groups. However, upon petition by the Coordinator of Student Activities and Organizations, the Dean of 
Students can review the case and assess sanctions in addition to those imposed by the Panhellenic or 
Interfraternity Councils. 
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Suspension of Recognition 

Reasons for suspension or recognized student organizations status may include: 
• Group found in violation of the Student Disciplinary Regulations or university policy.  
• Failure to show a reasonable amount of activity in promoting the ends and purposes specified in 

the organization's constitution; e.g., evidenced by meetings and other activities. All recognized 
organizations are required to submit a written activity report to the Coordinator of Student 
Activities and Organizations upon request.  

 
If suspended, the organization immediately loses its privileges of being a university organization. All 
accounts of the suspended organization will be placed on hold. After one calendar year of inactivity all 
organizational funds will be moved into the Student Activities account and may be expended. 
 
A group may reapply for recognition by following the recognition process required of any student 
organization. If an organization is suspended by the Coordinator of Student Activities and Organizations, 
the members may appeal to the Dean of Student Affairs. 
 
Organization Disbandment 

 
An organization may voluntarily relinquish its recognition at any time by delivering to the Coordinator of 
Student Activities and Organizations a written notice signed by the remaining officers and Campus 
Sponsor, stating that they are disbanding and the associated reasons.  
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Appendices Listings 

 

1. Calendar of Events Submission Form 

2. Campus-Wide Messages Guidelines 

3. Desired Learning Outcomes of NSU students 

4. University Approval for Student Absences from Class  

5. Recognized Student Organization Registration Form 

6. Student Travel Information Sheet 

7. Risk/Liability Waiver Agreement Form 

8. Authorization for Emergency Medical Treatment Form 

9. Activity Registration Form 

10. Pre-Event Planning Form 

11. Post-Event Evaluation Form 



 

 

Calendar of Events Submission Form 
Northeastern State University 

 
 

In an effort to have a centralized location for events of interest to the students and community of 

Northeastern State University, the Office of Student Affairs is capable of submitting events 

sponsored by Recognized Student Organizations on the NSU home page calendar.  These 

events should be of interest and open to the entire university community.  While every effort will 

be made to list all events submitted, the Office of Student Affairs reserves the right to edit and 

determine what will be placed on the Calendar of Events.  Event forms must be submitted no 

later than 7 working days prior to an event.  Effort will be made to post events on the web site 

within 48 hours of their submission. 

 

Date of Event:                                                                                                             

 

Name of Event:                                                                                                            

Contact Person:   

 Name                                                                     

 Email Address                                                       

 Phone Number                                                       

 

Sponsoring Organization:                                                                                             

 

Location of Event:                                                                                                       

 

Time of Event:                                                                                                             

 

Admission Cost (if applicable):                                         

 

Brief description of event (please use complete sentences):                                                                     

 

                                                                                                                                  

 

                                                                                                                                    

Please return completed form to the Office of Student Affairs, 204 Administration Building, 

email-sao@nsuok.edu or fax form to 918-458-2340. 



Campus Wide Email Guidelines 
 

• Only Recognized Student Organizations and Faculty or Department 
sponsored events will be sent out. 

 
• Campus Wide emails will not be sent on behalf of a Recognized Student 

Organizations, BEFORE an event has been approved by the Student 
Affairs Office. 

 
• Request must be turned in a minimum of 4 days in advance of 

scheduled event. Requests made less than 4 days may not be sent out 
in time.  

 
• Emails must be written exactly as you want it sent/ The Student Affairs 

Office is not responsible fore editing your advertisements.   
 

• Do not send your information as an attachment.  Please place 
information from a flyer into the actual email with the subject line 
reflecting the contents of the email 

 
• Messages will not be sent out unless they contain the  following 

information: 
o Name of the Event (any details) 
o Date of Event 
o Time of Event 
o Location of Event (include which campus-BA, Muskogee, or 

Tahlequah) 
o Contact person, phone number & email address 

 
• PLEASE grammar and spell-check your document 
 
• Unless otherwise note, all emails will be sent out immediately after 

being received and reviewed.  Please provide the date (day) you want the 
message sent out. 

 
• To cut down on the influx of emails to students, we will combine some 

of the announcements under one E-News format; which means with 
other email advertisements in the same email.    

 



Northeastern State University 

Request for University Approved Absences From Class 

 

Page 1 of 2 

 
All students may participate in activities that are requirements of the classroom 

experience.  For other activities, students may only represent the university if they meet 

the following criteria: 

 

1. Students must be enrolled in a minimum of twelve credit hours; 

2. Students must meet the minimum grade point requirements (cumulative grade 

point of average of 1.7 for freshmen and 2.0 for other students); 

3. Student must have no holds placed on their account (financial, conduct, or 

academic) 

 
This completed form is due in the Office of Student Affairs five days prior to the 

requested absence. 

 

Name of Class/Student Organization: _______________________________________ 

 

Name of Instructor/Organization: ___________________________________________ 

 

Name and Location of Activity/Event: ________________________________________ 

 

Date (s) of Absence: _____________________________________________________ 

 

Time (s) of Absence: _____________________________________________________ 

 

Description of Activity/Event: ______________________________________________ 

______________________________________________________________________  

______________________________________________________________________  

 
Approval:  

 

Instructor/Sponsor:   ___________________________________________ 

    Signature      Date 

Chairperson:   ___________________________________________ 

    Signature      Date 

Dean of Student Affairs:  ___________________________________________ 

    Signature      Date 

 

Office of Academic Affairs: ___________________________________________ 

    Signature      Date 



Northeastern State University 

Request for University Approved Absences From Class 

 

Page 2 of 2 

 

Please Print, the name and social security number of students to be absent  

(please make sure social security numbers are accurate and legible): 
 

______________________________  ______________________________ 

      (print name)       (SSN 

______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 
______________________________  ______________________________ 

 



 
Northeastern State University 

Student Organization Registration Form 20__ - 20__ 
 

  

Instructions:  Fill out this form completely. Please print all information.  Return this form and required 

documents (constitution, by-laws, and a listing of member’s names with social security 
numbers) to the Office of Student Affairs, Room 204 Administration Building. 

 

Applications are considered incomplete until ALL required documents are received. 

 

 

Name of Organization (as it appears in the constitution) ___________________________________ 

 

Type of Organization:   Academic: ____   Interest: ____   Greek: ____   Pre-Professional: ____                      

Religious Affiliated: ____    Other: (please explain) _________________________________ 

  

Purpose of the Organization: _________________________________________________________ 

 

________________________________________________________________________________ 
 

________________________________________________________________________________ 
 

(Notify the Office of Student Affairs immediately if officers change during the school year): 

 President Treasurer Campus Sponsor 

 

Name 

   

 

 

School Address 

   

 

City, State & Zip Code 

   

 

Phone Number 

   

 

Email Address 

(NSU and/or 

Personal) 

   

Organization Web 

Site Address 

 

 

Organization’s Federal I.D. Number:  _________________________________________________________ 

 

Membership Requirements:   ________________________________________________________________ 

                                                            

________________________________________________________________ 

   

 

Recognized Student Organization Registration Compliance Statement 



 
To register or maintain registration, the organization must submit and agree to the following: 

 

1. Maintain at least 5 members(please attach list with full names and social security numbers); 
2. Maintain a campus sponsor who is a full time member of the faculty or staff (if for some 

reason your campus sponsor resigns, you will have 30 days to replace the sponsor); 
3. Maintain a current copy of the organization’s constitution on file in the Office of Student 

Affairs (constitution must include a non-discrimination statement and anti-hazing policy); 
4. Maintain a current typed list of all officers (including name, address, phone number, and 

social security number) on file in the Office of Student Affairs (please email list as a 
Microsoft Excel attachment to sao@nsuok.edu).  

 

Once officially recognized, a representative of the organization must complete the following for each 

activity/event (as necessary) and must meet with the Coordinator of Student Activities and Organizations or 

designee to review any and all forms, as well as the associated risk/liability prior to any event occurring: 

 

1. An Activity Registration Form for any on or off campus activity/event; 

2. A Pre-Event Planning Form (excluding; regularly scheduled meetings, community service, and UC 

table sittings); 

3. Post Event Evaluation Form (as required); 

4. Every member of your organization must have a Release and Indemnification Agreement and 

Authorization for Emergency Medical Treatment on file in the Office of Student Affairs; 

5. If traveling, the organization must submit a Student Travel Information Form with a list of 

participating members to the Office of Student Affairs. 

 
Forms are available in the Office of Student Affairs and should be completed and returned NO 
LATER than ten (10) working business days prior to the event.   
 

I, the undersigned Primary Officer and Campus Sponsor, understand, have read, and agree to inform 

organizational members of the Northeastern State University Statement of Non-Discrimination, Hazing Policy, 

Drug Free Work Place Policy, and the Sexual Harassment Policy, which are located in the University catalog 

and website; and agree to follow all the guidelines to enforce these policies. I further agree to assure that my 

organization abides by the established policies of the Board of Regents and the State of Oklahoma, as well as 

campus regulations, federal, state, and local laws.  I am also aware that repercussions will ensue if my 

organization, individual member(s), or I violate any of these policies. 

 

I, the undersigned Primary Officer, on behalf of the organization and with its authority, affirm that it is in 

compliance, and will continue to operate in compliance with all requirements stated above.  In addition, I affirm 

that all information regarding the organization to be true and correct to the best of my knowledge. 

 

Signature of Primary Officer __________________________________           Date____________________ 

 

 

I, the undersigned Campus Sponsor, understand the above requirements for registration and agree to serve as 

Campus Sponsor for the upcoming year.  In addition, I understand that as Campus Sponsor, I will be cognizant 

of all organizational activities and any associated risk/liability or legal ramifications and will advise groups 

accordingly.  I will also be aware of the financial status of the organization and understand and enforce all NSU 

policies and procedures. 

 

Signature of Campus Sponsor _________________________________          Date___________________ 

 

REMEMBER TO ATTACH SIGNATURES OF YOUR MEMBERS  
WITH SOCIAL SECURITY NUMBERS 

AND MAKE SURE A COPY OF YOUR CURRENT CONSTITUTION  
AND BY-LAWS ARE ON FILE IN THE OFFICE OF STUDENT AFFAIRS. 



Northeastern State University 
Student Travel Information Sheet 

 
Every NSU student organization traveling to participate in an event as a group must fill 

out one of these travel information sheets and submit with the Student Activity Request  

Form at least 2 weeks in advance of the event.  Groups must attach a list of 

participating students.  All students participating in the activity must have a risk/liability 

and medical release form on file in the Office of Student Affairs, PRIOR to the date of 

the event.  If this is a university sanctioned event, additional forms may be required. 

 

Part I:  Organization Information 
 

Name of Organization ____________________________________________________ 

 

 
Authorized University Representative Name and Phone Numbers 
 

Name of Advisor ________________________________________________________ 

 

Contact Number and Email Address ________________________________________ 

 

Name of Student  _______________________________________________________  

  

Contact Number and Email Address ________________________________________ 

 

 

Part II:  Trip Information 
 

Purpose of Trip 

______________________________________________________________________ 

 

Dates of Travel: Departure ___________________  Return ___________________ 

 

Total Number of Participants _______________ 

 

Number of Participants under the Age of 18 _______________ 

 

Lodging Arrangements:  (Name, Address, Phone and Fax Number Required) 

______________________________________________________________________  

______________________________________________________________________ 

______________________________________________________________________ 

Transportation Arrangements:   
 

University Vehicle_______  Rental Car_______________ (rented from ___________)  

Personal Vehicle Make__________ Model____________ Year_______ Color_______ 
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