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Philosophy of Clubs and Organiza�ons 

Clubs and organiza�ons are a vital part of the college community. Solano Community College1 
is very suppor�ve of these kinds of student ac�vi�es. 

“A group whose active membership is limited to students 

attending the college and full or part-time staff members may 

become an officially recognized student club or organization 

by complying with the established application, approval, 

charter development, and sponsorship procedures required by 

the District. " - Governing Board Policy 5510

Many of the clubs are seen as an extension of the classroom learning experience.  Students are 
encouraged to organize clubs and organiza�ons reflec�ng the various interests they may have.  
Club ac�vi�es will not be limited to the campus.  The student clubs are encouraged to seek out 
community organiza�ons with which they have common interests.  Hopefully, in this mater, the 
goal of taking the College to the community and bringing the community to the College will be 
fulfilled. 

Purpose & Func�on 
Clubs and organiza�ons serve the following func�ons and purposes. 

1. Enriching educa�onal opportuni�es by allowing students who have special interests
to advance their knowledge in these fields through clubs and organiza�ons.

2. Holding events which will involve the Community to make this College truly a
“Community College”.

3. Learning to work with people from different backgrounds.
4. Helping others broaden their view of life by presen�ng different cultural ac�vi�es to

them.
5. Developing quali�es of leadership as well as experiencing coopera�on in a group

se�ng.

1 Throughout this document you will see Solano Community College referred to as “the College” 
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6. Becoming beter prepared to carry out the du�es of a ci�zen in our society.

General Club Guidelines 

1. Each club or organiza�on must have at least one Advisor who is a college employee.
2. If a club is par�cipa�ng in physical ac�vi�es or demonstra�ons, all club members

must have a signed Voluntary Ac�vi�es Par�cipa�on Form2 on file with the Student
Development and Engagement Office.  The club must also hold a copy for their
records.

3. All clubs must have a club Cons�tu�on.3 Club cons�tu�ons are valuable documents
to have. The Student Development and Engagement Office can help you prepare one
for your club.

a. They give con�nuity to the club from year to year.
b. They provide a set of guidelines by which a club must abide.
c. They establish goals, objec�ves, and purposes of a club.

4. Club Membership and Officers
a. Clubs exist to give the student experience and growth through student

ac�vi�es.
b. Club membership must consist of Solano Community College students.
c. Club officers must be students.
d. Faculty and staff members of Solano Community College may be

considered Club Advisors of any club in which they par�cipate.
e. The Student Development and Engagement Office must be no�fied of any

changes or addi�ons to Club Advisors or Club Officers.

Privileges of Chartered Clubs and Organiza�ons 

The following privileges and rights are granted to official clubs and organiza�ons of Solano 
Community College: 

1. The right to recruit members on campus.
2. The right to hold mee�ngs, forums, symposiums, social func�ons, and cultural

ac�vi�es on campus.
3. The use of a mailbox (located inside the Student Development Office—Room 1425)
4. The use of the College’s trust fund accoun�ng system
5. The right to establish on-campus fund-raising projects: i.e., plant sales, arts and

cra�s fairs, drawings, etc.

2 See Appendix for a copy of this form. 
3 For more informa�on on club cons�tu�ons please see pages 26-27 

7



6. The right to u�lize on-campus communica�on media, Campus Newsleter, Monthly
Calendar, Message Board4

7. To receive assistance from the Student Development and Engagement Office Staff
8. The right to distribute literature on campus.
9. The right to obtain signatures on campus for Pe��ons, etc.
10. The right to set aside a day or week for a special occasion, i.e., Ecology Week, Black

History Month, Cinco de Mayo, etc.
11. The right to a page on the college website.

a. Contact the Student Development and Engagement Office for more
informa�on.

b. Do not contact the SCC Webmaster directly.

Room Assignments 
Clubs are welcome to reserve a room on campus for mee�ngs.  Clubs may reserve the ASSC 
Conference Room for mee�ngs and ac�vity planning up to two weeks (10 school days) in 
advance.  Club officers may also look for a room that is not being used at the �me the club 
desires to meet and request the use of the room through the Student Development and 
Engagement Office.  Please make all other room requests a minimum of one (1) week in 
advance.  If setup is required, your event takes place on a weekend, you are holding a large 
event, or if you would like to reserve the room on a con�nuous basis (have monthly or weekly 
mee�ngs) please make requests a minimum of two (2) weeks in advance. 

Recruitment of Club Members 
The following are some sugges�ons of ways to recruit club Members: 

1. Have exis�ng club members set up a table during Welcome Day and Club Promo and
at other �mes to pique the interest of prospec�ve members.

2. Have exis�ng members atempt to involve their friends in the club.
3. Choose a specific date(s) to have a membership Drive. Such a drive could include

publicizing the drive on bulle�n boards as well as having ar�cles writen in the ASSC
Newsleter.

4. Flyers may be placed in the faculty mailboxes, asking them to announce your
membership drive.  Be sure to provide adequate informa�on regarding the purpose
of your club.

5. Set up your club page on the Solano Website with photos and informa�on about
events (past, present, and future).

Role of the Office of Student Development Engagement 
The staff of the Office of Student Development and Engagement is here to assist you in planning 
and administering your ac�vi�es. It is important to maintain a constant communica�on with 

4 See sec�on on Tips for Promoting Your Event for more informa�on. 
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this office as it is here to help facilitate the use of the College’s resources. Below are a few of the 
many things this office can help clubs accomplish on campus.  
Student Development & Engagement Office Hours 

OFFICE – Building 1400, Room 1425 
Services, Resources, Assistance 

In Person Office Hours: MTW 10:00 AM – 4:00 PM 

Virtual Office Hours: Th & F 10:00 AM – 4:00 PM 

Phone: 707-864-7168 

Email: studev@solano.edu 

Planning Ac�vi�es 
All club ac�vi�es must be approved by the Student Development and Engagement Office.  
Submit a “Request to Hold an On-Campus Ac�vity” form5.  A physical copy of this form may be 
obtained in Room 1425, the Student Development and Engagement Office or digitally on the ICC 
webpage at htps://welcome.solano.edu/assc-inter-club-council/. It must be submited at least 
eight (8) school days before the scheduled event.  Please keep in mind the office of Student 
Development & Engagement has limited in-person & virtual office hours. 

This office will work closely with you and your advisor to help plan club ac�vi�es. This includes 
help with filling out the facili�es request form for campus reserva�ons as well as the Request to 
Hold an Ac�vity form6 for on campus events. If your ac�vity requires you to travel off campus, 
this office can help with filling out the Agreement to Par�cipate in field trip, Release and 
Assump�on of Risk form.  

Addi�onally, this office can help with iden�fying poten�al partners on campus and off campus 
as well as brainstorming strategies and solu�ons to any issues the club may face.  

Financial Maters 
This office will work with the club and club advisor to prepare a budget for each event, as well 
as the club’s annual budget. 

In the case that the club hosts a fundraiser, the office of student development can check out a 
cash box and help facilitate the deposit of money received.  
Financial maters are complex and can be confusing. The office of student development and 
engagement is here to help make the process as easy as possible for everyone involved.  Please 
do not hesitate to contact the office for clarifica�on.  

5 See Appendix for a copy of this form. 
6 See Appendix for copies of these two forms 
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Club Cons�tu�ons 
The Student Development and Engagement Office will help you prepare your Club Cons�tu�on 
and Bylaws.  If a club is renewing and was a previous club at Solano, your Club Cons�tu�on may 
s�ll be on file.   
Other Assistance Available at the Student Development Office 

1. Supplies needed for club sponsored events (poster paper, etc.) may be obtained
from the Student Development and Engagement Office (if in stock).

2. Each club has access to a mailbox in the Student Development and Engagement
Office, Room 1425.
a. Ac�ve clubs should check their boxes weekly.  Every club should check its box at

least once a month.
b. Anything le� in Club Mailboxes at the end of each semester is discarded.

3. Smart Classroom & Computer are available in the ASSC Conference Room. These are
to be used for club business only.  You must have your own Zoom link as the
ASSC/ICC Zoom link is for ASSC/ICC official use only.

4. Addi�onal items may be checked out in the Student Development & Engagement
office. Please communicate with us to coordinate check out efforts.
a. There are items such as a popcorn machine, snow cone machine, coton candy

machine, games (Cornhole, Jenga and many more) available for reserva�on and
check out on a first come, first served basis.

Role of the College Fiscal Services Office 
Because clubs are considered a part of the college structure, any mater which deals with 
finances will involve our College Business Office.  All official financial records for clubs are 
maintained here.  Ques�ons regarding club accounts should be directed to the ICC advisor and 
the club’s advisor. 

Banking Club Funds 
In accordance with the District Board Policy, all club funds are to be banked with the College 
through our Business Office. Any money collected by a club is taken to the Cashier’s Office for 
deposit.  A receipt shall be given by each club for money turned in, and the money becomes 
part of the club treasury.  The Student Development & Engagement will assist with receipt 
prepara�on. 

Accessing Funds for Clubs 
• Plan at minimum a month in advance
• Be aware of dates and deadlines
• Public funds need approval before use. DO NOT spend your own money without

permission.
• Furniture needs safety approval from facili�es and is required to be purchased

with a requisi�on.
• Everything needs to be delivered to the college and not a personal address.
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Steps to follow for accessing club funds 
1. View Available funds. Email Studev@solano.edu 

a. Include name, posi�on in the club, & request account balance 
b. CC Advisor and studeve@solano.edu 

2. During a mee�ng, decide on the use of the funds. 
a. Make sure to include amount & purpose of the expense. 
b. It helps to have a budget to see how much it would cost- cost es�mates 
c. Have a bit le� for incidentals (unforeseen expenses). 
d. Include the details in the mee�ng minutes 

3. Approach ASSC for approval to use funds. 
a. Send in the informa�on for ASSC to include in the agenda as an ac�on item. 

This means that your request to be on the following week’s agenda should be 
submited by Wednesday the previous week. Give ASSC a minimum of 5 days 
before the mee�ng you’re trying to get approval.  

Op�ons once you have approval from ASSC 
OPTION 1: Requisition 
• 3 forms Filled out 

i. PSA Personal Services Agreement- need a new one for every event. 
ii. Vendor Applica�on- once; board approved.  

iii. W9- once; board approved. 
• Timeline: typically a month before the event. For exact dates and deadlines 

for the submission of these documents, please email studev@solano.edu 
OPTION 2: Direct Pay Reimbursement 
• Use of funds must be approved by ASSC 
• Cannot exceed $200 per person 
• Needs approval of allocated funds through the club mee�ng minutes  
• Include amount and purpose (What are you spending the money on) 
• Requires minimum of 2 mee�ng minutes: 

o Mee�ng with approval of use of the funds 
o Mee�ng with approval for direct pay reimbursement 

• Submit a Direct Pay Form7 to the Office of Student Development via email or 
in person in RM 1425. 

o Atach mee�ng minutes & clear pdfs of the receipts. 
• The process for handling reimbursements is as follows: 

1. Club Approves Expenditure and documents approval in Mee�ng 
Minutes. 

2. Receipts and Mee�ng Minutes are submited with a completed, signed, 
Direct Pay Form (Appendix I) to the Office of Student Development and 
Engagement. 

3. The Director of Student Development and Engagement will approve the 
Direct Pay form if all proper documenta�on is provided. 

 
7 See Appendix for a copy of this form. 
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4. The Director of Student Development will present the approved Direct
Pay form to the ASSC at their next regular mee�ng.

5. The approved ASSC Direct Pay form will be submited to the Dean of
Academic Support Services for review and approval. The form will be
submited with the suppor�ng documenta�on for audit purposes. This
includes the forms and documents submited to the Student
Development office along with the ASSC minutes approving the
expenditure.

6. The Dean of Academic Support Services will forward the approved Direct
Pay form to the Fiscal Department for processing including all the
suppor�ng documenta�on.

7. The College’s Fiscal department will review, process, and approve the
expense according to the College’s policies.

OPTION 3: Cal Card 
Your advisor needs to find a staff member with a Cal Card who can accompany you 
and them to make the purchase (this includes online ordering). This does not apply 
to companies that the college has an open PO with like Amazon. Ordering from 
these companies requires a requisi�on. This is not the most reliable op�on but can 
be used in case of emergencies. 

The Role of the Club Advisor 
The Club Advisor is the backbone of the club, they are the direct connec�on between the club 
members and the College.  To act in an Advisory capacity is some�mes unclear in its meaning.  
Each club takes on its own dis�nct personality, and Advisors usually learn to work with the club 
accordingly.  In some clubs, there will be enough innova�ve students to come up with crea�ve 
ideas.  Most clubs, however, may need the Advisor to help come up with ideas.  In either case, 
the Advisor should only be a supervisor, and not the one who has to ini�ate and carry out the 
work on the idea. 

Solano Community College Board Policy 5520 states: 

Each approved student club or organization shall have a certificated employee 
advisor. The advisor or a substitute designee shall attend all meetings and 

activities of the club or organization. 

The Advisor’s role encompasses the following: 
1. Must be present at all mee�ngs and func�ons of the club.

a. If you are the only Club Advisor and cannot atend some events, contact the
Student Development Office or other Club Advisors for assistance. An SCC
employee must be present to ensure student safety.

2. Club Advisors and Co-Advisors must be employed by SCC. Student workers are not
eligible to be Club Advisors or Co-Advisors.
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3. If your club is holding a demonstra�on or ac�vity where injury is possible (dancing,
BBQ, etc.), a Club Advisor must be present at all �mes, and par�cipants are required
to file a Voluntary Ac�vi�es Par�cipa�on/Acknowledgement and Assump�on of
Poten�al Risk Form with the Student Development and Engagement Office.8 This is
extremely important and must be completed by all par�cipants.

4. Encourage club officers to plan programs and Ac�vi�es.
5. Assist students in the prepara�on of program planning, being a cri�cal supporter of

their ac�vi�es.
6. Help evaluate the program a�er it is completed.
7. See that the necessary paperwork is completed. See Appendix.
8. Coordinate with the Student Development and Engagement Office to order any

materials and equipment needed for the event as listed on Request to Hold an On-
Campus Ac�vity Form.

9. Make sure the Student Affairs Specialist and the Student Development and
Engagement Office are kept informed as to what the club is doing.

The following are desirable objec�ves and goals towards which an Advisor might help students 
work: 

1. Help club members learn leadership func�ons as they plan ac�vi�es and work
together on them.
a. Advisors are mentors to students and can help them develop as leaders in the

community.
b. A teacher outside of the classroom.

2. Encourage club members to interact and communicate with each other, as well as
the community when they coordinate an ac�vity.
a. It’s not about re-inven�ng the wheel but providing innova�ve opportuni�es to

use it. Clubs can create meaningful partnerships at the College as well as the
community this can be a valuable resource to our student’s journeys at solano
and beyond.

3. Give guidance to the club in evalua�ng an ac�vity.
a. This includes providing construc�ve cri�cism that celebrates posi�ve outcomes

and iden�fies opportuni�es for growth.
4. Direct the club in the use of Parliamentary Procedure.

a. The Student Development & Engagement office is a good resource for a
refresher.

b. Clubs are also encouraged to atend the ASSC Retreat for a review of these
procedures.

The Student Development and Engagement Office must be no�fied immediately of any changes 
or addi�ons to Club Advisors or Club Officers.   

8 Please See Appendix for a copy of this form. 
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Ac�vity Timeline 
The following ac�vity �meline is a guide for clubs planning events. In any case, the sooner the 
club begins planning an event, the beter.9 To avoid conflicts in ac�vi�es, be sure to submit a 
“Request to Hold On-Campus Ac�vity” to Student Development and Engagement Office. 

Two months before:  

1. Confirm a date, �me and loca�on for your event.
2. Line up any vendors you will be hiring and confirm dates �mes and logis�cs with

them. This includes any entertainment (performers/DJ/radio sta�on, etc.) and food.
It is important that this be completed at this point in �me.
a. If you are to pay vendors, a requisi�on must be set up. The Student Development

and Engagement Office can provide you with more guidance on how to complete
this step. Instruc�ons are also included in the Option 1: Requisitions sec�on of
“Accessing Club Funds”10)

3. Reserve facili�es.
a. On and or off campus, make sure you have confirma�on of the space. The

Student Development and Engagement Office will put you in contact with the
appropriate people at SCC.

One month before:  

1. Work on publicity to be released. This includes flyers and targeted emails.
Three weeks before:  

1. Release publicity.
2. If the event is to be held off-campus and members will be traveling with a driver who

is not an employee of the College, a “Request for Authoriza�on for Non-Employee to
Transport Students” form must be completed.

Eight (8) Days before:  

1. DEADLINE!  No further requests for materials for the ac�vity will be processed at this
point unless it is approved by the Director of Student Development & Engagement
on a case-by-case basis.

2. Materials are available on a first come, first served basis.
3. Prepare any final details for the event including set up schema�cs.

After the event:  

1. The commitee Chairperson and/or Club President should write an evalua�on of the
program, which will provide vital informa�on for the club when a similar event is
planned. This writen evalua�on while not required can provide valuable insight to
future club members.

2. Leters of apprecia�on should be sent to performers or par�cipants. This will help
build a rela�onship with community partners.

9 Please see Appendix for a sample Ac�vity Timeline. 
10 See Table of Contents for exact page number. 
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Fundraisers 
The following are a few of the fund-raising ac�vi�es clubs have held in the past.  They are listed 
to give your club an idea of the variety of ways to make money.  Other fund-raising ideas can be 
obtained through the Student Development and Engagement Office. Please note that the club is 
not limited to the following op�ons. Be Crea�ve! 

Food Sales: 
Obtain a loca�on on or off-campus and have a food sale. For an on-campus loca�on and 
guidelines, contact the Student Development and Engagement Office.  You will need fill 
out a Cash Advance and Cash Box for Student Ac�vity form.  Fill out the form and return 
to the Cashier’s office. Cash Box forms must be turned in to the Cashier’s office at least 
three (3) business days before your event. The Student Development Office has Cash 
Boxes to loan, but no cash to provide you. The food sales policy is governed by the 
Solano County Environmental Health Department. Please note that Clubs are allowed 
only four (4) food sales per academic year. So, it is important to plan ahead. You will also 
need to complete a Request to Hold and Ac�vity form, available in the Student 
Development and Engagement Office. The form must be turned in at least (8) days 
before your scheduled Fund Raiser. 

Car Washes: 
Ask one of the local gas sta�ons if you can have a car wash there.  Be sure to give them 
plenty of advance no�ce.  Selling advance �ckets to a car wash is a good idea. 

Dances:  
Contact the Student Affairs Specialist regarding college policy. Approval by the Vice 
President of Student Services or designee is on a case –by-case basis.  A detailed 
proposal needs to be submited with the Request to Hold an Ac�vity at least two months 
in advance in order to get the proper approvals. 

Ecology: 
Clean up the environment by collec�ng aluminum cans and glass containers. 

Flea Markets:    
Collect old and discarded items from people to have a garage sale or take them to a flea 
market to sell. 

Drawings11:    
Ask one of the local merchants if they would donate some items and have a drawing. 
The drawings we have had in the past have been successful. 

Solano Daze/Club Promo: 
Have some type of booth at held at the Club Promo event beginning of fall and the 
beginning of the spring semester. You can have a food booth, a game booth, or 
whatever! 

Other: 
Be crea�ve and think up your own unique fundraiser!!! 

11 Regula�ons regarding “Raffles” vs “Drawings” can be found in the Appendix 
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Sugges�ons for Publicizing Your Event 
The following are ways in which your club’s event can be publicized. Ac�vi�es should be 
publicized at least three weeks in advance for good atendance. All arrangements for publicity 
should be made through the Student Development and Engagement Office, Room 1425. 
Requests for any printed materials must be submited to the Student Development and 
Engagement Office at least three (3) school days before the materials are needed. More �me 
may be required to complete larger/more complex requests. 

Flyers 
Flyers:  Flyers (8 ½ x 11) or smaller (1/4 sheets) can be distributed to students and put in 
faculty and staff mailboxes, or be posted on designated bulle�n boards. 

Posters 
Posters can be made and hung on campus as well as out in the community.  Pos�ng should 
be done at least three weeks before the event.  All posters on campus must be approved 
and can only be placed on the designated Associated Students of Solano Community College 
boards, except in the Student Center, where posters can be placed in the window of the ICC 
Workroom.  The club is responsible for removing all posters on the next school day following 
the event. 

Distance Educa�on: 
This is a great way to reach online students. The College’s Distance Educa�on team can 
create global announcements that are visible to all students on Canvas. Please have the club 
advisor email de@solano.edu Make sure to include the Flyer plain text informa�on to 
comply with federal regula�ons. 

SCC Website & Social Media: 
Include your event in the College’s event calendar. Please note that this avenue is open to 
the general public so anyone can view the informa�on. If your event is open to the public, 
this is an opportunity to reach a wider audience on digital pla�orms. Please email James 
Thomas Media at support@ JTMedia.zendesk.com Include Flyer and plain text informa�on 
to comply with federal regula�ons. Ask for the event to be included on the school calendar 
and be promoted on the college’s social media pla�orms. Be specific and inten�onal when 
submi�ng this informa�on/content. (What pla�orms, publishing date(s) with images, text 
only, etc.) If you have images, you would like published, James Thomas Media can help you 
figure out how images can be incorporated into the publica�on 

Solano Cares Newsleter: 
The Solano Cares Newsleter is strictly for the Solano College’s community including 
students, staff, faculty, and the Governing Board. Please email solanocaresinfo@gmail.com 
include the flyer and a short summary of the events to promote. This avenue is also a great 
way to publicize the ac�vi�es your clubs have already par�cipated in. 
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Press Release:   
Press releases can be writen.  Informa�on as to crea�ng and direc�ng such releases to the 
proper department will be available soon. What IS the policy?  We don’t currently have an 
office for sending out press releases.   Student Services Specialist will need to review their 
press releases in advance, and send them out for them, or compile a list of news outlet 
emails and provide those to the clubs to send out the release (a�er she has approved them).    

Radio 
Various radio sta�ons will publicize events.  A prepared statement should be writen for 
their use. 

Use of On-Campus Facili�es and Services 
Due to increasing costs and limited budgets campus-wide, clubs may incur costs in areas where 
services were previously free. Costs may be charged in the following areas: 

• General Services: Copying, offset duplica�on, postage – Prices for the Graphics 
Department Services are available in the Student Development Office. 

• Learning Center:  Use of staff to run equipment. 
• Maintenance: Use of staff to set up, clean, and takedown for events. 
• Campus Police Department: Use of Campus Police to provide security at dances, 

concerts, etc. 

Tips for Club Officers 
Dealing with your Members 

1. Get new members involved as quickly as possible. 
2. Pursue a number of ac�vi�es which have support from the membership. 
3. Convey enthusiasm. 
4. Define goals of the club and of individual programs.  Keep in touch with those goals 

throughout the semester. 
Implemen�ng the Program 

1. Outgoing execu�ve officers should communicate to the new “team” their 
experience, their problems, and their sugges�ons. 

2. Incoming officers should be given a writen descrip�on of their jobs. 
3. Task-oriented commitees should be set up promptly and adequate informa�on and 

authority should be given to them. Club organiza�on should be writen down, posted 
and distributed to all club members. 
a. Commitees should prepare their programs with a �me-table, which should 

be approved by club officers. 
b. Liaison between club officers and commitees should be close and con�nual. 
c. Commitee ac�vi�es and accomplishments should get full publicity in 

mee�ngs and communica�ons. 
4. An agenda along with Mee�ng Minutes (see examples pgs17, 22-24) should be 

prepared for all mee�ngs and should be carefully followed. Agendas must be posted 
on the Club Agenda Board in building 1400 (and one other campus /loca�on) no 
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later than 72 hours (not including weekend days) before the scheduled mee�ng. 
They must also be stamped by staff in the Student Development and Engagement 
Office before pos�ng. 

5. Mee�ngs should be well prepared for, should begin promptly, and should be kept 
short. 

Keeping People Informed 
1. Internal communica�ons 

a. A prepared agenda should be kept on file. 
b. Minutes of each mee�ng should be reviewed at subsequent mee�ng for 

correc�ons and explana�on. Be sure all commitees receive a copy along with 
the I.C.C. Chairperson 

2. External publicity 
a. Pos�ng your mee�ng Agendas, while not strictly required for clubs, is a good 

way of genera�ng interest and keeping people informed about your club and 
club ac�vi�es. 

b. Inform faculty of your existence; then they will be willing to help when called 
upon. 

c. Seek to get informa�on about club ac�vi�es into the “ASSC Newsleter”  
d. Be sure a sign or banner iden�fies your members at any ac�vity you are 

involved in.  It’s good exposure for your club and may help you recruit new 
members. 

Working With-in the System 
1. Seek to keep your Advisor fully informed, but don’t expect him/her to do the work. 
2. Try to profit from the experience of other clubs.  Since Conferences are the best place to 

do that, atend them; Share your experiences openly, and listen with imagina�on. 
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Keep in Mind: Leter to a LEader 

Dear Leader, 

If you want my loyalty, interest, and best efforts as a group member, you must 
consider the fact that: 
I need a sense of belonging: 
-  A feeling that no one objects to my presence. 
-  A feeling that I am sincerely welcome. 
-  A feeling that I am honestly needed for my total self, not just for my hands, 
my money, etc. 

I need to have a share in planning the group goals.  (My need will be satisfied 
only when I feel that my ideas have a fair hearing.) 

I need to have the idea that the goals are within reach and that they make 
sense to me. 

I need to feel that what I’m doing contributes to human welfare--which its 
value extends beyond the group itself. 

I need to share in making the rules of the group – the rules by which together 
we shall live and work toward our goals. 

I need to know in some clear detail just what is expected of me so that I can 
work confidently. 

I need to have responsibilities that challenge, that are within range of my 
abilities, and that contribute toward reaching our goals. 

I need to see that progress is being made toward the goal we have set. 
I need to be kept informed. 

I need to have confidence in our leader—Confidence based upon assurance of 
consistent fair treatment, of recognition when it is due, and trust that loyalty 

will bring increased security. 
 

In brief – the situation in which I find myself must make sense to me, 
regardless of 

how much sense it makes to the leader. 
 

Sincerely yours,  
 
A Loyal Follower 
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Agendas 
Sample Agenda 
 
 

Solano Community College 
[Club Name] 

Agenda 
Day of the week, Month Day, Year 

Start �me – End �me 
Solano Community College, Room 1425 

I. Call to Order 
II. Approval of Agenda 

a. Make addi�ons or correc�ons to your agenda at this �me. 
 

III. Public Forum: This is an opportunity for members of the public to address (insert Club 
Name) on items not already on the agenda. Please be aware that there is a 3-minute 
�me limit on all discussion of these items and that NO ac�on may be taken on any of 
these items. These items may however come back to (insert Club Name) for ac�on at the 
discre�on of (Insert Club Name).  
 

IV. Approval of Minutes 
 

V. Advisor’s report  
 

VI. Informa�on items  
 
VII. Ac�on items  

a. Items you need to take ac�on on 
 

VIII. Unfinished Business  
a. ASSC/ICC Holiday Canned Food Drive  
 

IX. Execu�ve Officer Reports 
a. President 
b. Vice President 
c. Secretary 
d. Treasurer 
 

X. Open Discussion 
 

XI. Adjournment  
 
 

20



  
Sugges�ons for making your Agenda work 
 

1. CALL TO ORDER 
Start on �me. The only case in which this would not be possible is if you need a quorum to 
conduct business. Keep in mind you can s�ll start your mee�ng with informa�on items if you 
do not have quorum. 
 
2. INTRODUCTION OF GUESTS 
Recognize new members and all guests and make them feel welcomed. 
 
3. ADDITIONS OR CORRECTIONS TO AGENDA 
At �mes a�er the agenda has been published, a member will need to add, or change in 
some way, an item to the agenda. This person will need to make a mo�on to amend the 
agenda and the mo�on needs to pass.  
 
4. READING OF MINUTES 
If the group’s minutes are not published and distributed, the Secretary needs to read them 
during the mee�ng.  The Secretary should be allowed to read the minutes without 
interrup�ons.  Any correc�ons or addi�ons to the minutes should be called for a�er they 
have been read. It is preferable to send the dra� Minutes to your members immediately 
a�er each mee�ng to allow them to make correc�ons and changes to share with the 
Secretary at the next regular mee�ng. 
 
5. ADDITIONS OR CORRECTIONS TO MINUTES 
Addi�ons or correc�ons to the minutes can be given a�er the minutes have been read 
aloud.  If the minutes are published and distributed prior to the mee�ng, be sure the 
members have read them before they atend the mee�ng and are prepared to make 
whatever correc�ons are necessary. 
 
6. READING OR REPORTING ON CORRESPONDENCE 
The Club Secretary or President is to read any correspondence received. 
 
7. ADVISOR’S REPORT 

 
8. EXECUTIVE OFFICER’S REPORTS 
Include here whichever officers need to give reports.  It does not necessarily have to be all 
your officers.   
 
9. COMMITTEE REPORTS 
Have commitee reports ready before the mee�ng.  The reports should be brief and should 
contain any informa�on the group needs in order to func�on beter. 
It is recommended that Commitee reports be emailed to members and the Advisor before 
the next regular mee�ng.  If there are no ques�ons/need for discussion, the commitee 
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Chair does not need to report out. Commitee reports should be atached to the Minutes 
and filed. 
 
10. ANNOUNCEMENTS 

 
11. OLD BUSINESS 
Old Business is anything which the group has discussed before and is le� unfinished. 
 
12. NEW BUSINESS 
New Business is any item not previously discussed.  Policy dictates that a new business item 
is presented for informa�on at one mee�ng, but never voted upon un�l the next mee�ng.  
This gives the membership �me to think about their course of ac�on. 

 
NOTE: On both Old and New business items, Chair should raise all points which need to 
be covered on the item.  During discussion, the pros and cons should be brought out so the 
group can decide based upon all the relevant informa�on presented. 

 
13. PROGRAM 
If the program includes a guest speaker, be sure an officer meets him/her.  Know how to 
pronounce the speaker’s name and have some background informa�on to present for the 
introduc�on.  Be sure the speaker meets some members of the group and thank him/her for 
coming.  Have the Secretary send a follow-up thank you leter also.  Some�mes, guest 
speakers address the group before the business mee�ng begins. 

 
14. ADJOURNMENT    

 
NOTE:  ALL AGENDAS AND MINUTES MUST BE POSTED IN THE DESIGNATED PLACE IN THE LOBBY 
OF 1400 and POSTED IN A SECOND PUBLIC PLACE ON CAMPUS OR ON THE COLLEGE WEBSITE. 
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Mee�ngs 
Suggested Mee�ng Checklist 

Goals 
1. What is the group trying to accomplish? 
2. Is this goal clear to all members? 
3. Who decides what the group does?  Is this process democra�c? 
4. What have I done to help?  What more can I do? 

Discussion 
1. Does discussion keep on the subject?  If not, who is responsible? 
2. Are members able to express their ideas clearly? 
3. Is the leader ar�culate? 
4. Does everyone understand what is going on? 
5. Have I helped to facilitate the discussion?  How can I help more? 

Leadership 
1. Is the leadership effec�ve-democra�c -interes�ng? 
2. Does the leader encourage others to talk? 
3. Does the leader talk too much? 
4. How much influence does the leader’s point of view carry? 
5. Does the leader encourage and use member contribu�ons as much as possible? 
6. How sensi�ve is the leader to the feelings of the group? 
7. Does the leader keep group discussions on the subject? 
8. Does the leader understand and follow parliamentary procedure? 
9. How can I help the leader to be more effec�ve? 

Making Your Mee�ngs Work 
The Chairperson’s Responsibility 

1. Set the agenda (you should seek input from other Execu�ve Officers; other Club 
members, and the Advisor). 

2. Make the mee�ng is concise and brief – never run longer than 1 ½ hours. 
3. Start on �me. 
4. Func�on as director and guide – clarify issues and summarize frequently.  
5. Don’t take sides. 
6. Rephrase statements you think may not be clear, but do not distort the speaker’s 

thoughts.  Don’t take for granted that everyone understands the topic at hand. 
7. Keep the group working together.  Don’t let side conversa�ons start. 
8. Point out conflic�ng ideas in the group.  Ask conflic�ng members to discuss 
1. where they stand, why they think as they do, and what they suggest doing.  Don’t 

ignore or try to cover up conflict. 
9. Keep people from leaping to conclusions.  Don’t let the group rush headlong into 

solu�ons. Be sure that all of the facts and background material has been covered. 
10. Nail down the decisions.  Pinpoint the follow-up assignments and ac�ons required.  

Thank the people for their coopera�on.  Don’t let the mee�ng end without a 
summary.  When you’re done – STOP! 
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The Member’s Responsibility 
1. Listen to the Chairperson and be aware of what is occurring at the mee�ng.
2. Raise your hand to be recognized before you speak.
3. Be a good listener and try not to repeat any point which has already been made.
4. Speak one at a �me
5. Listen to whoever is speaking.  Do not carry on side/personal conversa�ons.
6. Make sure everyone is s�cking to the topic at hand.  If someone goes off on a

tangent, call it to the aten�on of the group (a�er being recognized by the Chair) if
the Chairperson hasn’t already done so.

7. If you have a commitee report to make, be sure it is prepared ahead of �me – (and
emailed to the Club) don’t “ad lib.”  Be prepared to answer any ques�ons that are
put to you.

8. Be sure the Chair pinpoints follow-up assignments on ac�on items. If you are
assigned to do something, note it and get it done before the next mee�ng.

9. It is recommended that all cell phones be turned off during mee�ngs.
Sugges�ons for Minutes 
Minutes should include: 

1. Name of Club or Organiza�on
2. Date of mee�ng
3. Name of presiding officer
4. Members present (either the names of each member or total number of members

present)
5. Any business voted upon (when mo�ons are made, the name of the person making

the mo�on and the name of the person who seconds the mo�on should be included
in the minutes)

Sugges�ons for Taking Minutes 

1. When taking minutes, use an outline form, recording only basic facts.  The details can be
filled in later.  Example:

Old Business 
1. Dance Commitee Report

a. October 24
b. Check price of band
c. Reserve gym
d. Posters made – Mary Jones

2. Be sure to record the name of persons who had a specific
job to do. Example: 
Old Business 

1. Dance – Mary Jones to make posters

3. Be sure to record the names of those making and seconding a mo�on.  Example: “It was
moved by Jane Jones and seconded by Mary Smith to have a dance on October 24.”
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Suggested Patern for Minutes 
 

1. The mee�ng of the [Club/Organiza�on] on [Date] was called to order by 
President [NAME] at [TIME] 
 

2. The minutes of the previous mee�ng were: 
(1) approved as emailed; or (2) approved as Corrected. (list correc�ons) 

 
3. Members present (list the members by name) 

 
4. Treasurer’s Report 

 
5. Commitee Reports 

 
6. Announcements 

 
7. Old Business 

 
8. New Business 

 
9. The mee�ng was adjourned at [TIME] 

 
Signed [Secretary] 

 
 
IMPORTANT: Remember that all decisions made to purchase anything dealing with Club funds 
must be included in the Minutes of club mee�ngs with specific details including the amount 
approved to be spent and by whom. The Club President should also sign the botom of the last 
page of the Minutes once they are approved. The Club Secretary should maintain a Binder with 
all Minutes, save an electronic copy; forward a copy of the Minutes to both the Club Advisor 
and the Office of Student Development. 
Sample Mee�ng Minutes 
  

Mee�ng Minutes 
Women’s Empowerment Council 

November 23rd, 2015 
12:00 p.m. Rm. 1427 

 
A. Mee�ng was convened by President Nelson at 12:10 p.m.  
B. Roll Call – Present members included President Nelson, Vice President Brannen, 

Secretary/Treasurer Cornelius, Execu�ve Senator Burtenshaw, and Grand Advisor Dr 
Lewis. Absent none. Quorum at 4.  

C. Public Forum – None  
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D. Advisor’s Report – None
E. Informa�on items – None
F. Ac�on items

a. Secretary/Treasurer Cornelius informed the Council that the Benita Hatcher
Memorial Bake Sale brought in $433.60 on the part of the Women’s
Empowerment Council. AMSA, which facilitated sales using their cart, brought in
$149.80. Vice President Brannen moved to ask AMSA to move and approve a
transfer of funds from their trust account to the Women’s Empowerment Council
trust account in the amount of $149.80 in order to be able to make ONE check to
the 1st Chris�an Church of Suisun City. Mo�on seconded by President Nelson. No
discussion. Mo�on carried (4,0,0). Vice President Brannen then moved to
approve that the Women’s Empowerment Council make out a check to the 1st
Chris�an Church of Suisun City to help pay for Benita Hatcher’s burial expenses in
the amount of $583.40 (total of $428.60 and $149.80). Mo�on seconded by
President Nelson.
I. No discussion.
II. Mo�on carried (4,0,0). (4 in favor, 0 opposed, 0 abstained) Also include a

detail of who is in favor, opposed, and abstained in the case the votes are not
unanimous, varied numbers.

G. Member reports – None
H. Adjournment – Vice President Brannen moved to adjourn. President Nelson seconded.

No discussion. Mo�on carried (4,0,0).
I. Mee�ng adjourned at 12:12 p.m.

Respec�ully Submited, 

Andrew Cornelius 
11/23/09 

NOTE: ALL AGENDAS AND MINUTES MUST BE POSTED IN THE DESIGNATED PLACE IN THE LOBBY 
OF 1400 and POSTED IN A SECOND PUBLIC PLACE ON CAMPUS OR ON THE COLLEGE WEBSITE. 
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Guide to Parliamentary Procedure 
 
What is Parliamentary Procedure? 
 
Parliamentary Procedure can be defined as a set of rules or guidelines which enable a group to: 

 
 
Why use Parliamentary Procedure? 
 
Parliamentary Procedure is used in groups to: 

Organize
Make efficient use of 
the team's time and 
efforts

consider 
group 

problems

Allow for the team to 
problem-solve by 
acknowleding the 

team's position.

Allow 
expression 

Gives each member of 
the team the 
opportunity to share 
their voice.

Effective 
Decision-
Making

Carry out the will of 
the majority
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Basic vocabulary used in Parliamentary Procedure 

Vocabulary Definition 
Adjournment The end of the mee�ng 

Agenda The order of business for the mee�ng.  Many �mes, “agendas” are writen 
down and distributed to the membership 

Amendment The act of changing or modifying a mo�on 
Discussion The talk or debate (pros and cons) which deals with the issue at hand 

Majority more than half of the total membership of a group.  When vo�ng, it would 
be more than half of the legal votes cast. 

Motion The act of pu�ng specific business before the group.  A “mo�on” gives the 
group direc�on as to what the group is addressing at that moment. 

Out of Order Against the rules of the body 
Quorum The number of persons of a par�cular group which must be present in order 

to ensure that a majority of members are deciding issues as opposed to a 
small minority.  Usual numbers for a “quorum” are fi�y percent (50%) plus 
one (1) member of the group, or 2/3 of the total membership. 

Second The act of suppor�ng a mo�on and reques�ng that the mo�on be 
considered by the group.  The reason a “second” is required is to ensure 
that there is more than one person who is interested in pursuing the mo�on 
made.  If there is no “second”, it indicates that only the maker of the mo�on 
is in favor of it; then, it would be a waste of the group’s �me to consider 
such mo�on. 

 
 

  

Protect

The Rights 
of the 

Majority

The Rights 
of the 

Minority

The Rights 
of the 

Indivitual

Accomplish 
Business
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Steps on How to conduct business 
 

1. Agenda Item: Iden�fy agenda item and zero in on what is being discussed.  At this point, 
the Chair should explain the situa�on but should not allow discussion to take place. 

 
2. Make a Mo�on: A mo�on should be made to focus in on the subject at hand.  The 

correct phrase in making a mo�on is to begin by saying, “I move…” 
 

3. Second the Mo�on: The mo�on is seconded to ensure that there is more than one 
person interested in pursuing the mo�on made.  To second a mo�on, the person could 
simply say “second” or “I second the mo�on.”  If the Chair does not hear the second, 
he/she should call for one by saying, “Do I hear a second to this mo�on?”  A�er a 
mo�on is made and seconded, the Chair should then repeat the mo�on as clarifica�on 
for the group.   

 
4. Discussion: A�er a mo�on is made, seconded, and restated, there is discussion germane 

to the mo�on on the floor.  Both the pros and cons of the mo�on should be stated. 
 

5. Vote: The vote on the mo�on should be taken.  The vote can be taken by any of the 
following methods: 
• By voice 
• By hand raising  
• By ballot 

 
Whatever method is used, it should be used the majority of the �me.  The method of 
coun�ng votes should be consistent.       

Example of how to conduct business. 
 

Chair: The next item to be discussed will be our Annual Installa�on Ceremony.  We need 
to decide on the date for it. 
 
Member A: I move to have the Installa�on on Monday, November 1, at 7:00 P.M. 
 
Chair: Is there a second to this mo�on?  (Pause) 
(Pause) Hearing no second, the mo�on fails.  Is there another mo�on to be made? 
 
Member B: I think that a Friday night is much beter for the group than a Monday. 
 
Member C: Second. 
 
Chair: It’s been moved and seconded to have the installa�on on Friday, November 5, at 
6:30 PM.  Is there any discussion? 
 

29



Member D: Having it on November 5 seems to be too short of no�ce for such a 
ceremony. 
 
Member C: Since the Installa�on involves club members only, I think November 5 would 
be okay. 
 
Chair: Is there any further discussion?  (Pause)   Then the mo�on before the group is to 
have the Installa�on on Friday, November 5, at 6:30 PM.  All those in favor, please signify 
by raising your hand.  All those opposed, please signify by raising your hand.  
Absten�ons?   Mo�on carries: 6-3-1. 

  
Amendments 
Some�mes, a�er a mo�on is made and seconded, someone may want to modify the mo�on.  
This can be done by making an amendment to the mo�on. An amendment to the mo�on can be 
made by: 

• Adding words 
• Striking words 
• Subs�tu�ng words 

 
An amendment, like a mo�on, needs a second.  Up to two amendments can be made on any 
mo�on.  Whenever an amendment is made, the last amendment made is voted on first, 
working your way back to the mo�on. 
 

Example: 
Mo�on:  to have a party on Dec. 20, at 3 PM. 
Amendment:  to have a party on Dec. 28, at 3 PM. 
Amendment to Amendment:   to have a party on Dec. 28, at 7 PM. 

 
NOTE: Vo�ng must be done on the mo�on to make an amendment first (that a change can be 
made, then the mo�on of the amendment (the change that needs to be made), and last, the 
approval of the amendment. 
 
Tabling vs Postponing 
Some�mes there will be an issue on the agenda that the group may not want to  deal with at 
that par�cular mee�ng.  To delay an item to another date can be done in one of two ways: 
 
 To Table: A mo�on can be made “to table the issue.” Tabling an issue means that 
the issue will not be discussed again un�l someone makes a mo�on to “bring the issue off the 
table” (or to discuss the issue again). 
 
 To Postpone: A mo�on can be made to postpone an issue to a definite period of �me.  
When the period of �me stated in the mo�on arrives, the item is automa�cally placed on the 
agenda again for discussion.  No mo�on is necessary to re-open the issue. 
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Basic Considera�ons 
Whether or not you become proficient in using and understanding Parliamentary procedure, 
everyone can be a considerate member of the group by doing the following: 

1. Raise your hand to be recognized to speak. 
2. Speak one at a �me. 
3. Listen to whoever is speaking. Do not carry on side conversa�ons. 
4. Be a good listener and try not to repeat any point which has already been made. 
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Sample Cons�tu�on 
SOLANO COMMUNITY COLLEGE 
 

CLUB CONSTITUTION GUIDELINES 
Ar�cle I: Name 
 
Sec�on 1: [The name of your club or organiza�on] 
 
Ar�cle II: Purpose or Objec�ves 
 
Sec�on 1: Reasons established or needed.  
Sec�on 2: What is hoped to be accomplished by this club? 
 
Ar�cle III: Membership 
 
Sec�on 1: To whom is membership open?  (Membership should be 
  open to all Solano College students interested in your club). 
 
Ar�cle IV: Officers 
 
Sec�on 1: List officers 
Sec�on 2: List eligibility requirements, if any 
Sec�on 3: S�pulate how officers are elected. 
Sec�on 4: S�pulate how vacancies are filled. 
Sec�on 5: S�pulate term of office 
Sec�on 6: S�pulate when elec�ons are held. 
 
Ar�cle V: Mee�ngs 
 
Sec�on 1: How o�en are regularly scheduled mee�ngs held? 
Sec�on 2: How special mee�ngs are called. 
Sec�on 3: Quorum requirements, if any 
 
Ar�cle VI: Finances and Banking 
 
Sec�on 1: All monies shall be deposited at the Cashier’s Office in Building 400. 
Sec�on 2: How dues are set, how o�en collected, if any 
 
ARTICLE VII: An�-Discrimina�on, An�-Hazing 
 
Sec�on 1:   There shall be no discrimina�on based on race, creed, sex, 
         or na�onal origin. 
Sec�on 2:   There shall be no hazing. 
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Ar�cle VIII: Amendments 
 
Sec�on 1: How are amendments made? 
Sec�on 2: What vote is needed to pass on amendment? 
 
Ar�cle IV: By-Laws 
 
Sec�on 1: How will by-laws be enacted? 
Sec�on 2: What vote is needed to pass a by-law? 
 
Ar�cle X: Parliamentary Authority 
 
Sec�on 1: What recognized authority will be used for points not covered by the 
cons�tu�on? 
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APPENDIX 

The following items are important informa�on and sample forms which are used by the Student 
Development and Engagement Office.  Some forms are available on the Inter Club Council page 
on the Solano College website at htps://welcome.solano.edu/assc-inter-club-council/  

ALL FORMS are available in Room 1425, Student Development and Engagement Office and can 
be requested by email at studev@solano.edu They are there for your convenience and allow for 
your requests to be expedited as quickly as possible.  Please use them. 
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Appendix A: Club Applica�on/ Renewal Form 
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Appendix B : Voluntary Ac�vi�es Par�cipa�on Form 
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Appendix C : Request to Hold an Ac�vity Form 
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Appendix D : Facili�es Request/ Room Reserva�on Form 
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Appendix E : Sample, ICC Cons�tu�on 
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Appendix F : Request for Cash Box and Cash Advance for Student Ac�vity 
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Appendix G: Pety Cash Fund Agreement 
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Appendix H: Direct Pay Form 
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Appendix I: Club Food Sales Guidelines for Fundraisers 
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Appendix K: Fieldtrip Form 
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Appendix L: Non- District Transporta�on No�ce 
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Appendix M: Raffle vs Drawing Guidelines 
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Appendix N: Sample Dona�on Leter 
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