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PREFACE

Serving as a student leader is both extremaetiinge and at times, very frustrating. The purposgtunfetitis

Of f i Haredlbobkis to make your job easier (and hopefully more fun) by bringing to your attentiodasesne of tl
policies, rules, etc. that are important for you to know.tdreocars a number of documents contained herein wi
do not apply directly to each student officer. If you have difficulty in understanding or implementing asy of the
please contact me. | have also included a section in this hahtibokkuilide of assistance to you in the conduct
your organization.

| would like to also encourage you to seek out the assistance of the Office of Student Activities. Thdaffice is
assisting student organizations in programnaeveléeadership development, organizational management, ci
resolution, and for other student activity related issues. Additionally, all student events mushéd@©sigeeof off k
Student Activitjder final approval. It should be natedotlevent will be approved unless the budget and contr
related to the event have been approved. The Office of Student Activities also assists students in seeking
opportunities, and networking with individuals in leadership poslti@ms)nd the Hunter community. Students a
strongly encouraged to get involved in the wide vacigtyoofaoactivities Hunter College has to offer.

Students are further encouraged to participate in the various leadership and divefirggiogitiie Office of
Student Activities. These program are designed specifically to provide students with an environment in w
develop their leadership skills, enable students to strengthen the foundations of their orgapratmise <feate o
students to work cooperatively and collaboratively with others, encourage students to become involved
opportunities, address issues of diversity and multiculturalism on campus, as well as, to share ideas en enha
of mutual respect between and among members of the Hunter Community. For further information about st
and leadership possislitplease contactim€001 North or by calling/7Z22908

A great deal of time is often devoteddntstodparticipation in theucocular activities at Hunter College. There is |
doubt that this allows students an opportunity to broaden their experiences and to develop talents and leac
and skills. However, | urge you not to oegleaty way compromise your academic obligations and pursuits.

| look forward to working with you this coming year.

Teneia Wooten
Assistant Director of Student Activities
and Leadership Development



STUDENT ACTIVITIES MISSION STATEMENT

The Office of Student Activities is committed to achieving a pluralistic community and to assisting the st
developing rational, critical and creative capabilities. More specifically, the Office of Student Activities set
students iactive learning, to assist them in establishing a meaningful value system and ethical standards, ar
expectations for each student.

By offering effective programs and participation in all College venues and by encouraging andsstiggiorting
include athletics, recreation, student organizations,gperfeymamd student governnidm, Office of Student
Activities provides opportunities for students to achieve a better understanding and appreciation not only fc
butalso for the cultures of others. This fosters educational collaborations throughout the College and builds :
inclusive communities.



PREAMBE

Whereas:

CONSTITUTION OF THE HUNTER COLLEGE UNDERGRADUATE STUDENT GOVERNMENT

1. The Hunter Collegedergraduate Student Government {&f8®jly knovas the Day
Session Student Government (DSSG) and the Evening Session Student Government (ESSG) i
the officially recognized, democratically elected studetatti@pfesat Hunter
undergraduate, matriculated antatoiculated students; and

2. It is responsible for the protection of students' rights, students' welfare, student involvement in
academic policy and curriculum formation, and an awacahessiafdb anctérnational
affairof significance to students.

Therefore, this constitution is the governing instrument of the UndergraduatarSandemd3nag be amendedhonly i
accordance with the guidelines herein.

ARTICLE |

ARTICLE I

A.

D.

E

ARTICLE Il

A.

OFFICERS: EXEUME BOARD MEMBERS

There shall be a President, Vice President, Evening Affairs Commiss{CosmiSeemes
Exernal Affairs/PuliRelation€ ommissioner, Stud&eifaré{calemidAffairs Gamissioner, Student
ActivitieSultural Affairs Commiszmi@nd Brookdale Commissioner.

REPRESENTATION

TheSenate shdle apportioned so that each class group (i.e., Freshmen, Sophomore, Junior and Senior)
represented by four Senatorsdedied from said groups at large. ()6 Total

Students who, in tipeisg Semester, when elections are being heldeg treuetwenty (20) credits by the
end of thaemestamay run for two (2) freshmen senator seats.

At the first Senate meeting of the new USG at the begiyeiag tife¢tmher two freshmen seats will be

filled by two (2) first semester freshmen to be elected by the USG Senate. Notice of the availability of tr
positions should be as broad ablecssithat as many freshmermakl like to run may do so.

Executive Board Members shall be elected from and by the body at large.

The elections shall take place between the first week and the third week of April.

SENATE POWERS AND DUTIES

The Senate shall appropriate all funds for stivitess, adithin tweek period form the time the dollar

amount available for said student activity is made known by the Business Office and no more that one \

the FCB budget proposal.

Shall approve all USG budgets as long as they:
4



F.

ARTICLE IV

A.

C.

ARTICLE V

A.

B.

ARTICLE VI

A.

1. Adhee to CUNY Byaws, and
2. Were reviewed by the Executive Board; and
3. All figures (i.e. Totals, Balances, etc.) nobtichra are no discrepamgpparent

The Senate shall take any action necessary to protect and represent the stufelhsgjefardritezir
interests, as long as the said actions do not conflict with this constitution.

Each senator must serve on at least one but no more than three commissioners' standing committees.

The representatives of the Student Senate matdeastaince per semester in general assembly with the
student body at large.

Each senator has one vote in HCSS meetings.

SENATE INTERNAL STRUCTURE

There shall be a presiding officer of the Senate nominated by the SenatpmbleedegrideaExecutive
Board. The Senate Chair shall be a liaison between the Student Senate and the ErRecGinzerBexsah
shall conduct Senate meetings, prepare and distribute the agenda two days prior to the meeting and ke

accurate recd of attendance. She/he shall sit on the Executive Board and carry one vote.

There shall be two rotating secretaries to record the minutes of the Senate meetings who will be electe
Senate members at large.

Senate meetings shallaesording to Robert's Rules of Order.
SENATE MEETING PROCEEDINGS

Senate meetings are to be called by the Chairperson at least twice a month. The Chairperson can call a
emergency meeting to handle any and all Senate business.

Quorum f@enate méiags will be constituteébloy the represented body plus 1.
MEMBERS OF THE EXE@BOARD
EXECUTIVE BOARD INTERNAL STRUCTURE

1. Any and all decisions to be made are to be determined by a majority vote of the Executive Boarc
2. AllExecutive Board members shall have one woteetmgdower.
3 The Executive Board shall serve as the governing body over all USG policies and procedures, w
policies and procedures to be implementedjbsitgote of the body at large.
4, There will be a rotating agenda writer and chair of treeEo@rdutheetings to be elected
by the body at large at the previous meeting.
5. Quorum shall be constitutéddiyhe represented body plus 1.

COMMISSIONERS

1. Shall be the official espntatives of the Hunter College (HC) student body.

2. Shall be responsive to all current issues in whicldeither specific Senate opswaiced and
shalkarry outreynecessary and appropriate action, as determmagbhityavotef theExecutive
Board.

3. Shall make themselves available and accessible to the student body at large.

5



G.

4, Shall be responsible for any appointment necessary for the catS@glatigofo determined by
a majority vote of the Executive Board.

5. Shaft,ri consultation with the President and Senate Chair, establish and chaiictrainitaading
which shall seat no less than one (1) USG Senator.
6. Shall produce written, weekly progress reports to the Executive Board and monthly ptlogress rep

Senate. Each respective body mustvapipe submission of a vespatt.
7. Shall prepare and administerbidgets to be approved byitiaacial ConlBoard FCB
and/or Senatedancordance with the guideénein.
8. Shall with ¢raidof their committees, be responsible fot stuosach and/or disseminating
information regarding their respective activities In coordination witi\ffeer&xtemmmissioner
and the school media, and with the approval of the Executive Board.
9. Shall attend weekly Executive Board meetings, the day and time to be arranged by the body at I
10. Shall schedule and attend at least ten (10) weekly office hputwddghdariday, not including
meeting times.

STEERING COMMITTEES

1. In the case of amergency, a steering committee of any three (3) or more Executive Board
commissioners can hold a meeting to make official decisions. These decisions must be justified
Executive Board at large at the -B®erEt meeting.

PRESIENT

Has signatory power.

Shall be a College Association member.

Shall be a member of the Financial Control Board.

Shall be a member of the Academic Senate.

Shall be responsible for maintaining records of approved budgets.
Shall be the ain of the Student Space Allocations Committee (SSAC).

ougr®ONE

VICE PRESIDENT

1. Shall, in conjunction with the Evening Affairs Commissioner, supervise the activities of the Stude
Resource Center and the Student Lounge (Thomas Hunter 105) far Buaakkecutiv
2. Shall be the liaison between the Executive Board and all staff of USG

EVENING AFFAIRS COMMISSIONER

1. Shall be a signatory.

2. Shall be responsible for coordinating efforts afred &€ tioat services of USGaadable
during evemy hours.

3 Shall work with Campus Facilities to extend services to Evening Students.

4, Shall be responsible in conjunction with the Vice Presideringfthapactivities of Sedent
Resource Center and the Student Lounge (Thomas Hunter 105).

5. Shall assist the Cultural Affairs Commissioner with the Club Council.

EXTERNAL AFFAIRS COMMISSIONER

1. Shall represent the Hunter College Undergraduate Student Gaveehagait &3 the University
Student Senate and any other @iy, [Sational, or Internatiogahaation(s) as decided by the
Executive Board.

2. Shall coordinate thesemination of information concerning the activiti€obyhmeans of the
various Hunter College Media available with the consultaeoutivin®oard.

6



ARTICLE VII

A.

FINANCEOMMISSIONER

1. Shall be a signatory.

2. Shall be primarily responsible for the preparation of the budgets of USG

g, Shall tend to all matters concerning the finances of the USG @hdrotiimevidut is notlesiveo:
a. All USG budgets.
b. Attendance at Club Council Meetings.
C. Aiding club officers with financial questions/situations.

4, Shall coordinate and chair the Financial Control Board/Hearings.

STUDENT WELFARE CCISMDNER

=

Shall see thdtestudents' general welfare and interests are protected.
2. Shall be responsible for the Emergency Food and Shelténé>dygraims of which shiad
determined by a majority vote of the Executive Board.

3. Shall in coordination with the ombuldeniestudent representative fouadgrgraduate student
requiring assistance with academic problems.
4, Shall be the liaison between the Academic Senate ardStHSIBAT Welf@@emmissioner shall be a

Senator on the Academic Senatesdfts a@pen, she/he wittendallmeetings of the Academic
Senate and its student caucusvidhelixamine alflits activities and repold$6s any issues that affect
thestudent body at large.

CULTURAL AFFAIRS ®MIBSIONER

1. Shall be a signatory

2. Shall acas a liaison between USG and clubs/student organizations

3 Shall act as Chairperson of the Chartering Committee and shaitippebarter/budgeacket in
accordance with the guidelines herein.

4. Shall coordinate and sponsor a diversgfiach mfoconcerts, films and stieéal and cultural functions
in order to provithe broadest possible scopetivities available to the Hunter student body.

BROOKDALE COMMISE®N

1. Shall be a signatory

2. Shall act as a liaison between UbtBeaBrookdaBampus, inclusive of Brookdahtenistrators,
students and residents.

2 Shall address the needs of residents obiuaRrdormitory; these ing@hoysical facilities (i.e.

Computer Lab, Study Areas, Lounges) and servicesrfigrafootiqll maintenance).

Shall address the needs at all functions held at the Brookdale Campus.

Shadlrepresent USG at functions held at thdd@eoCampus for the Exe@iae.

Shall form a council of Brookdale residents ahdiskallcouncil. Thisuncil shatldress the needs

of the entire Brookdale campus.

o0k

ATTENDANCE REQUIREMENTS

Executive Board and Senate



ARTICLE VIII

A.

ARTICLE IX

A.

ARTICLE X

A

ARTICLE XI

1. Executive Boardmigers shall be automaticatipvedrom office if that said mestimild be absent
from two successive meetings or a total of three meetingsveithentestasonable excuse.

2. Any member of theidnt Senate who missesmnwsecutivaeetings without 48 hours prior notificatior
to the Senate Chair shakhheir stipend (bot theimembershiguspended.

College Association and Auxiliary Enteoppiseation

1. All standing members of the College Association and tiensugiiseyCorporasball be removed
fromoffice should they not meedtthadance requients of those respectivedsod

2. Reasonable Absence Excuses

a. Notification within the set guidelines fesplesit’ebody

b. Extenuating circumstanioesnjedical, family sickness or death).

C. Attending to work not pertaining teha#®t be uskto justify excessive absences.
Removals/Suspensions

1. The respective body in which the said member sits shall camgwais/zllispensions tifive
based on attendance. In the case@Aor A.E.C the respective body carries out thvatem

STUDENT ELECTIONS/MDT TEE

The Executive Board shall nominate a representative to Eecdaetommittee (SEC) to be confirmed by
the Hunter Collegrident Senate.

The said committee shall enforce and reviseidins Eledé with tgproval of the Hunter College Student
Senate.

AMENDMENTS

Any member of USG may present proposals for amendments.

1. The USG member(s) shall distribute the said proposed amendments one (1) week prior to a US(
meging for review.
2. A separate meeting must be held to vote on any amendment(s).

Amendments shall be passed at a meg#itrg thfe entire functioning Undergraduate Student Government. T
pass an amendmet, & that present body musinviaer of it. Proxy counts as no vote.

INTERPRETATION

Any member of the Government may bring an interpretation of this constitution to tiwdselidediSioard
shall be binding.

Any decision or judgment rendered by any standitege ®emate anyGovernment body thereof, can be
appealed to the Judicial Board whose judgment and interpretation shall be final and binding. This final ir
and/or judgment shall override and supersede any decision rendered by amyiteading co

The President shall nominate five (5) students to be members of the Judicial Board with the approval of
Board.

REFERENDUM
*See Hunt€ollege Undergraduate Catalog
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ARTICLE Xl

A.

ARTICLE XIlI

A

REMOVAL OF STUDENDVERNMENT MEMBER®SM OFFICE

Any USG member can have charges brought up against him/her investigated by an elected committee c
the USG body at large excluding the accused person(s) and the accuser(s) under the provisions of Artic
of the following

1. Failure to execute the duties of their office.

2. Incompetenaethe performance of their office.

3. Commission of acts of willful wrongdoing in office, including violation(s) of this constitution and/ol
violatiofs) as described in the Huntéggecand/ol\ YBylaws.

4. Conflict of interest, which would tend to place the official in a position of using their office for pers
and placing that gain above the welfare of the members of the entire undergraduate student bod

5. Violatioof a standing order of the Senate or Executive Board while charged with its execution as

delegate of the USG Senate or Executive Board.

Any official member of USG may bring a charge before the said committee of this article at anpdime. Th
all of itspecifications must be presented in writing, signed by the accuser(s).

1. At the time a charge is brought against the accused member of USG, a committee shall be form
consisting of five (5) members USG body at large, excluding d@inel toe@smdisers.
2. The committee shall conduct an investigation lasting no more than ten (10) days and shall report

at a meeting specifically belihis purpose composed miatibers of USG, or quorum reached as
described herein.

3. At this meeting a full report of the committee and a recommendation of Impeachiseshbothiee
dismissal charges shall be made by the committee.

4, The USG shall determine to acaejgathe recommendataithe committee by a\&ig ofhe
members present at this meeting. The accused person(s) and the accuser(s) shall be excluded f

vote.

5. At the time a charge is made against the accused, theoétténdeseting may decide to suspend the
accused pending the auke of the decision.

6. The accused person(s) may bring forth any arguments and/or documents to defend his/her case

BUDGET PROCEDURES

TheFinaace Commissioner shall establish and chair a standing committee called the FBoandigFrCBhtrol
This standing committee shall consist of the Finance Commissioner, the Cultural Affairs Commissioner,
President, one (1) Senator elected by the Senate, and one (1) CA member.

Each FCB member shall have one (1) vote and shallleengities af all FCB meetings.

Quorum for the FCB hearings/meetings shall be three (3).

The FCB iMnold an appeals process three (3) days after the release of their recommendations. This proc
last no longer than one (1) week. Anywaearéssles will be brought to the Senate floor for reconsideration.

The @llege Association shall vote on final decisions.
CLUB PROCEDURES

1. The Chartering Committee shall upon validation of ckrissiipyemd immediately foraliactib
budget proposals to the FCB.

2. The FCB shall promptly hold hearings within a three (3) week period of receiving the proposals, |
a determination on the total club budget package.
3. Upon completion of this budget package, all USG reprebdhtatieese a copy of the budget

9



ARTICLE ¥l

ARTICLE XV

A.

C.

ARTCLE XVI

A.

proposal.

4. A Senate meeting shall be held to make a determination of the Club budget package in which a |
the FCB shall present and explain all allocations. Other emergency meeting timayriz¢ogadied
the Senate deems it necessary.

5. The Senate has the discretion to approve/disapprove the FGEB batlgely or any part thereof. The
Senate may vote on the entire package or maylsapunesiny part of the package separately from
the vinole. However, a 2/3 vote is needed for disapproving the recommendation of the FCB whett
orin whole.

6. Any challenged FCB decision may be apppdaestudent Senate fordetaltmination.

USG BUDGET PROCE®JRE

1. The Executive Boahall subnits budget proposals to the FCB.

2. The FCB shall pege a USG budget packagef aeddassary, conduct hearings with the Executive
Board members to arrive at a final determination on the total USG budget.

3. Upon completion of this budglbpe, all USG representatives shall receive a copy of the budget
proposal at least two days prior to the Senate meeting at which it shall be submitted for approval

SPENDING

1. If the Executive Boardahole intends to spend over 25% of émgatg@tSG allocation on any single
event, the Senate must approve the expenditure.

VOUCHERS

1. Any deliberate attempt by any member of USG to submit a voucher not adhering to the aforemel

guidelines shedisulin an immediate investigation lixédweitive Board with the member in question to
be placed on automatic suspension.

TERM OF OFFICE

The term of office for all USG officers (Executive Board, Senate College Association, st@ncbegiss July 1
June 3t However, any @ked official shall continue to hold office until the Student Election Committee (SE
validated the elected of a successor.

VACANCIES

All vacant!SGposiions shall bi#ldédaccordingly by a majoadtg wf the Executive Board, and
appoval by the Senate.

The Senate shall fill any vacancy in the Senate by a majorityoroieajoast the Senat@hair
andapproval of the Executive Board.

Vacancy in either the Senate or Executive Board shall not count in computing quorum.
HIRING/FIRING PROCEDURES

HIRING COMMITTEE

1. There shall be a committee consisting of three (3) members of the Executive Board and two (2) |
from USG at large that are selected by the Executive Board via majority vote.
2. The responsibilitieshed committee shall be as follows:

10



a. To post available positions and their requirements.
b. Collect and review resumes of prospective employees.
C. Conduct two (2) thorough interviews of each candidate.
d. Present written recommendations to the Executive Board
3. The Hiring Committee shall make decisions regarding the following positions:
a. USG Office Manager
b. Resource Center Director
C. Lounge Meager
d. Project Coordinators
e. Financial Assistant
4. Any existing employee(s) of the previousteatimmeabypass the hirfpigcedures. Contract
renewals shall be decided by a majority vote of the Executive Board and approval of the Senate.
5. The Office Manager, Resource Center Director, and Lounge Mamalyet &terviews for their
respective asts(s) positions. They shall put forth their recommendations to the Executive Board,
shall by a majority vote approve said candidates for hire.
B. FIRING
1. Any termination of employees shall be carried out by the Executive Boardanitof tthe dalepg
positions
a. Resource Center Assistants
b. Lounge Assistants
C. Office Assistants
2. The procedures for termination of the said poAitiof&\f] Section A, Point&aare as follows:

a. Two (2) verbal warnings, decidedypomajority vote of the Executive Board; and
b. One (1) written warning, decidedamnul drafted by the ExedBitised; then
C. A hearing before a committee of at least five (5) members of the USG at large shall deter

firing of the employebddinalized by a majority vote of the Exexadive B

3. For the positions of Resource Center Assistant, Lounge Assistant and Office Assistant; the above pr

Article Xi. Sec. B, Part 2a and b; shall be followed by their manager/déeatomevitatan in writing to
the committee as mentioned in SecfiBalR@mtiowill be made byrajorityote of the Executive Board
Submitted by USG

Submitted by the Hunter College Undergraduate Student Government

11



CONSTITUTION OFETHUNTER COLLEGE GRADUATE STUDENT ASSOCIATION

ARTICLE |
The name of this organization shall be the Graduate Student Association of Hunter College (hereinafter yeferred to as t

ARTICLE Il
The purposes of the GSA are:
1. To provide a program tiéial and social enrichment for the graduate students of Hunter College;
2. To promote high academic standards and maintain facilities and services for graduate students at Hunter Colle
3. To represent the interests of graduate students to thtaffeamdkygdninistration and other members of the Hunter
College community.

The organizing principles of the GSA are:
1. To provide equal representation of graduate programs within departments; and
2. To facilitate autonomy within the larger Hunter CollegigyCommu

ARTICLE Il
The GSA shall be composed of graduate students registered in a graduate program at Hunter College.
The GSA shall be governed by a Senate and an Executive Council. Executive Council officers and Senators shall k
in a gracate program at Hunter College and registered for at least three credits during their term of service.
3. Inthe event that dradf of Hunter College graduate programs fail to elect a student Senate representative, the GSA v
governed solely by the BRerCouncil for said fiscal year. As such, the Senate relinquishes its responsibilities, and h
references to the Senate shall be substituted by the GSA Executive Council, whom shall assume these dagies and

N =

ARTICLE IV

1. The Exeutive Council shall be composed of the President, Vice President for University Relations, Vice President fc
Relations, Treasurer, Communication Officer and Sustainability Officer.

2. The Executive Council shall implement a policy of decisionstdine gendral administration and revise articles and byla
of the constitution when needed.

3. The Chairperson of the Executive Council shall be the President of the GSA, who will report to every regular meetir
Senate.

4. The Executive Council stesdt negularly on a monthly basis and on the call of the President.

5. The Executive Council shall serve as the Finance/Budget Committee.

6. All programs using student activity fees or supplmental funding sources are under the auspices of thev€SA with the
Council and Senate as its allocating and governing body.

All expenditures of the GSA student activity funds must be approved by the Executive Council

The Executive Council of the GSA shall comprise the following GSA officers:

ARTICLE V

12



President

The GSA President shall be a matriculated graduate studena@meallesteérprogram at Hunter College

The Presidentods duties ar e:

=

To serve as the spokesperson for graduate students at Hunter College and the GSA Executive Cotmegil, and to
concerns and interests to HuiatHageandtikelmedage 6s Admi ni
To preside at functions of the GSA;

To preside at meetings of the Senate and of the Executive Council;

To act as liaison on behalf of the GSA,;

To coddinate the allocation of supplemental funding sources;

To create new employee positions (contingent upon approval by the GSA Executive Council);

To serve as a member of the Auxiliary Enterprise Bparil (AEB)

To serve as a member o€tilkege Assodat Board (CA).

ONOGA WD

Vice President for University Relations

The GSA Vice President for University RelationshaPtéR) matriculated graduate student erxgjfaduate program at
Hunter College

The GSA Vice Presidenare: for University Relationsé dut

1. To attend University Student Senate (USS) meetings;

2. To supervise the proper functioning of the graduate lounge, including but not limited to coordinating aibevents c
set in the graduate lounge and assisting the Treasuret.ouhgmé@tendant;

3. To attend Technology Fee Committee meetings;

4. To assist the President in acting as liaison on behalf of the GSA with the Dean of Students and College Preside

5. To act as liaison on behalf of the GSA with graduate departmgriteseadiiggiartments not represented by graduate
clubs.

Should the President resign, or be unable to perform, the Vice President is appointed by the constitution, without need
election or voting, to be the Acting President for the remainder afdheefis.

Vice President for Club Relations

The GSA Vice President for Club RelationsspAR®R)a matriculated graduate student emrgjiaduate program at Hunter
College

The GSA Vice President for Club Relationsd duties ar

1. To maintain atbase of all graduate clubs at Hunter College;

2. To represent the Brookdale, Social Work, and MFA Campuses of Hunter College, including, holding office hour
making regular visits to these campuses;

3. To act as liaison on behalf of the GSAgsdithuate student clubs, including regular communication and reminders ¢
important regulations and deadlines;

4. To assist clubs in using allocated monies during the fiscal year, including assistance with the four required club

5. To assist the Teemer in helping graduate student clubs prepare and modify budgets and properly complete, subi
revise the required documents for reimbursements or other payments; and

6. To act as mediator to graduate student clubs, assisting in organizatsbiahoateasler

13



Treasurer

The GSA Treasusball be a matriculated graduate student errgjiaduate program at Hunter College

The GSA Treasurerod6s duties are:

To be responsible for the receipt of all monies;

To disburse graduate student acéviimdéis as voted by the Senate and Executive Council;
To keep records of all financial transactions;

To be responsible for club chartering and budget allocations;

To assist the president icdloedination and allocation of supplemental funding sources
To assist the VPUR in hiring a Graduate Student Lounge attendant;

To serve as a member of the Auxiliary Enterprise Board (AEB); and

To assist the President with his/her duties as a mentlmiegktiassociation Board (CA).

©ONoO oA WN P

Communication Officer

The GSE£ommunicatishall be a matriculated graduate student errgjiaduate program at Hunter College

The GSA Communication Officerods duties are:

1. To be responsible for public relations of the GSA;

2. To be responsible for all aspects oBlast&inatling compiling announcements of graduate club events open to the
Hunter College community, promoting funding opportunities available to individuals and clubs and announcing i
matters to the graduate student body. The Communication QOffieed §inalifed®sl a st t ext t o t h
distribution approximately once each week;

3. To be responsible for the timely creation, update, and maintenance of the official Hunter Gi§7e walasitagnd on
and

4. To be responsible for theytipmsting of appropriate information in the two hallway bulletin bo&tiiscarhoktine 3
bulletin board used by the GSA.

Sustainability Officer

The GSA Sustainability Offiadl be a matriculated graduate student enrghaduata progratHunter College

The GSA Sustainability Officeroés duties are:

1. To conduct an annual survey of graduate student attitudes, opinions and general awareness of issues related t
economic and environmental sustainability, preferably in thef-all semeste

2. To coordinate a planning effort with faculty, staff and students to create and implement a SustainabilitgrAction F
College;

3. To coordinate and support cawigessustainability initiatives;

4. To promote campus sustainability awarenesparsihitity through presentations, demonstrations, published article
tabling and other outreach and education events; and

5. To promote opportunities for students to conduct research and further their knowledge in the field of sustainabil
coordinatmdependent study opportunities in collaboration with Hunter College faculty.

In addition to the GSA officers of the Executive Council, the GSA may hire the following positions to assisf with the ope
GSA.

Executive Consultant

The Executivgonsultant is not an officer of the GSA. The Executive Consultant is employed by the GSA and does not h
privileges. The Executive Consultant may be a former Hunter College graduate student who has previouslgséwed as
at leasbne fiscal year. The serving length of this position is one semester, and can be extended for the lengtir.of one e>
The Executive Consultantdéds duties are set by the EXe:«
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Office Manager

The Office Manager is not an office&Ahd@he Office Manager is employed by the GSA and does not have voting privile
Office Manager must be a Hunter College graduate student. The serving length of this position is one seeredter, and c:
for the length of one extra semédtee Of fi ce Manager 6s duties are set by

Officers and employees shall be elected by the Senate at its May meeting, from is own metydear s, feulaj@cteo
recall by a twhbirds vote. Vacancies shall be filledBxgthiive Council pending the next regular meeting of the Senate. In tl
absence of Senate, incumbant officers and employees shall be elected by the predessors of the previous fiscal year.

The following shared duties of the GSA officers and emplogediocatesd in writing at the beginning of each the fiscal year:

1. Torespond to all phone messages in a timely manner and to allemail messages by deadlines;

2. To coordinate GSA meetings and keep minutes of all meetings attended, including GShdAERNFedJSS
Committee meetings;

3. Toread and be thoroughly familiar with graduate student club chartering and officer handbooks;

4. To attend CA workshops and hold a follow up GSA workshop to assist clubs in the chartering and budgeting pr

5. To submit andividual action plan at the beginning of the fiscal year to be approved by the Executive Council, fol
monthly progress reports to the Executive Council at large; and

6. To maintain order in Thomas Hunter Hall, Room 218, the GSA officejuctilugliawy offitce inventory, cleaning and
ordering supplies and submiting necessary work orders.

ARTICLE VI

1. The Senate shall be composed of one Senator from each graduate program, duly elected by the graduate student |
program.

2. Senators shalbld office for one fiscal year, shall be eligible for reelection, and unless otherwise unqualified, shall ho
a duly elected replacement is elected.

3. Eligibility for the Senate membership shall be matriculation in a graduate pragoiegat Hunte

4. Elections shall be held annually within each program during the Spring semester, and results shall be oéturned to tt
Student Services. In case of a runoff, a majority of the votes cast within that program shall constitute the election

5. Vacancies occurring during the course of the fiscal year shall be filled by special election held by the GSA Executiv

6. The Senate shall meet regularly during the fiscal year in October, December, March and May. A special meeting of
may be called by the President of the GSA at his/her discretion or upon the petition of twelve senators.

7. Each Senator has one vote at Senate meetings and elections.

ARTICLE VII

1. The Senate shall elect from its membership the officers of the ExéclnitteeGdnsense of the Senate, the incumbant
officers are elected by the predessors of the previous fiscal year.

2. The Senate shall require periodic reports, at least annually, from the Executive Council. In the absensgual the Sena
officershall report to the Executive Countil at large on a monthly basis.

3. The Senate shall have the power to create standing and adhoc committees. Membership on committees is not rest
Senators.

4. The Senate shall act on behalf of the GSA, subjagpimsteegnd limitations contained in the constitution. The Senate
delegates to the Executive Council, the implementations of policy decisions, the revision of bylaws and articles whe
necessary and the general administration of GSA.

ARTICLE VIII
1. Quorum for Executive Council and Senate meetings, including elections, shall be 50 percent or eight GSA member
less, of the GSA Senate including the Executive Council. In the absence of a Senate, quorum for the Exe&give Col
percent of the Executive Council.
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ARTICLE IX
Amendments to the constitution shall be presented by members of the Senate or Executive Council officers.
Said amendments shall be passed by 3/4 of the Executive Council officers.

ARTICLE X
Any membef the Senate may bring a question of interpretation of the constitution to the Judicial Board, composed
Executive Council officers and two members of the Senate, whose decision shall be binding. In the absence of the
Judicial Boardashcomprise four Executive Council officers, excluding the officer who raised the question of interpret
The University Student Senator shall chair the Judicial Board; and in the case of a tie he/she shall vote.

ARTICLE Xl
Referenda shall be lieldccordance with ARTICLE 16.12 of the bylaws set forth by the Board of Trustees.

ARTICLE XlI
The Executive Council shall reach out to graduate student clubs and shall hold individual appointments and/or worl
addition to the CA workshopssist & the club chartering and budgeting processes.
The Executive Council may create an advisory committee comprising representatives from graduate student clubs,
departments not represented by a graduate club, a graduate studergptegarttatiwe. The advisory committee shall
meet on an as needed basis and advise the Executive Council in isssues related to the chartering and budgeting p
The Executive Council shall require the following documents from each gradonatebstwtantered. These documents
shall comprise the club chartering packet:
a. Attendance sheet and minutes of electionintleistisitall include printed names and signatures of all members
present at the meeting at which executive officers aaselatited the minutes from that meeting;
b. Signature profile farthis shall include three (3) original signature profile forms, completed and signed by the
President, Vice President, Treasurer and Secretary;
c. Constitutiointhis shall include thadyrate club name, purpose, membership, officers, committees, meetings, qu
and amendments; and
d. Graduate Student Organization Registratibthiosimall include at least 10 graduate students as active membe
including the club President, VicddPriedireasurer and Secretary.
The Executive Council shall upon validation of club membership, notify the graduate student club of itevdecision, in
weeks after the deadline for submission of chartering packets.
Following the chartering protes&xecutive Council shall require the following documents from each graduate studer
that is chartered:
a. Budget request form;
b. Completed line budget for student club;
c. Consolidated budget form; and
d. Cover lettérthe format of this letter shakwelaped by the Executive Council and shall include such items as,
explanation of previous budget request, allocation and expenditures, explanation why monies were not spel
applicable, explanation of current budget request and prioritizatioestsaid r
The budget allocation process shall be a rollover process and the Executive Council shall notify the graituate stude
budget allocation, in writing, two weeks after the deadline for submission of budgeting documents.
The student cluedl revise the required budget documents to reflect the budget allocation and resubmit to the ExectL
Graduate student clubs shall hold the right to appeal the budget allocation and meet with the Executive Council anc
committee to diss this appeal.
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ARTICLE XIlI

1. Upon resignation of any GSA officer of the Executive Council, the Executive Council shall convene, nominate a rep
bring their choice before the Senate for approval.

2. The Senate shall vote on the new choiecahdssd on majority approval (two vote margin over nearest opponent sha
constitute a majority)

3. If more than two candidates are seeking office and a majority vote is not reached, the candidate with thee fewest vot
eliminated and a secondsiué# be taken.

4. In the absence of the Senate, the Executive Council shall nominate and elect a replacement officer.

5. In the interim period, the line of succession shall be as follows:

Ranking
The GSA officersoé6 rank shall be:

1President

2Vice President farilérsity Relations
3Vice President for Club Relations
4 Treasurer

5 Communication Officer
6.Sustainability Officer

ARTICLE XIV
1. Terms of office for both the GSA Executive Council and GSA Senate shall be in accordance to the fiscalyear, July
30.

ARTICLE XV

1. If any Executive Council member of the GSA is absent for three consecutive Executive Council meetings, despite e
circumstances, he or she may be removed from office by a majority vote of the Executive Council marakers presen
Executive Council meeting.

2. If the President or Treasurer is absent for three or more consecutive College Association meetings, or more than si
Association meetings within a calendar year, and the GSA is not represented at saiticGotegd Fosaspde
extraneous circumstances, he or she may be removed from office by a majority vote of the Executive Council mem
the next Executive Council meeting.

ARTICLE XVI
No more than two senators from any one departomer@npmninmber of graduate programs within the same department, or
any single student club, shall simultaneously occupy the Executive Council officer position of: Presidefarand Vice Presi
University Relations or President and Vice Pre€idenRilations.

17



BY-LAWS OF THE HUNTER COLLEGE MEDIA BOARD

Article 16 Name and Purpose

The Hunter College Media Board, previously known as the Publications Board, is anuassodcatiegeof H
chartered medit is to serve as a funelsommending body and information center for the various Hunter College

Votingnembers of the Hunter College Media Board shall be those publicatioad thieoppealials academic year.
It should be noted thatevth# Envoy, the Shield, and WHCS Radio do not vote on budget matters, theydre me
vote on all other iss(gthorized eligible voting membership Iy tenabtained from Teneia Wooten

The Board shall act as liaison between the stgikergnich the College Association to receive, discuss and n
recommendations pursuant to the funding and admofistnadient medidne Media Board is also responsible fol
hearing any complaints or inaces related to campus médmperatioroin media representatives, while not legall
mandated, is expected in terms of voluntary exercise of social responsibility. Representatives are expectec
for meetings.

Article I+ Organization

A.

Organizatiorthe Board membershidldyeestablished each sumA#members of the Media Board and al
media executive/editorial positions, etc. may only be filled by students currently registered for at least :

The Media Board shall be compfise@ member from each m@di@ea publication has received funds and
published, it sheecome a full voting membpublication that has been allocated funds and does not pu
during that year shall lose its voting privileges, and shall return all funds granted by the Board.

Meeings shall be open to the public.

No more than two representatives from each ynspé@aknat budgetary meetitgdl other meetings, it shall
be up to the Chairdés discretion whether or no

There shall be a cparson and vichair or cohairs of the Media Board, elected from the membership |
majority vote at the first meeting gn@mum has been establi€@edrum:msiple majority of voting members

The Chairperson shall conduct meetings acc&®ding &or t 6 s Rul es of @ codfctr s
with these ByawsC a s u a | observance or deviation from R
made therein unless a member of the Board can make a case that such deviatosttatestdnfairness
or abusef powerSuch complaints must be made no later than one meeting after the meeting at w
violation occurred.

18



The chair shall be responsible for documenting meetings and preparing minutes of each meeti
disseminating said n@aLMinutes must beadlable for all Board members. t he chairper
vice chair shall chair the meetings.

Any member can request a closed ballot.

Article 1l Membership

A.

Members may be expelled froodwe and/or have their budgets frozen-thiedsvimajority of the voting
members find that member organization to have misused student activity fee money, to have committ:
or otherwise abused its position as a Hunter medium and Board memb

Article I\ Meetings

A.

At the beginning of the semester, meetings for the rest of the semester shall be scheduled. The Boe
twice a month, except in the first month of the semester, when it may be necessary to meet more ofter

Sdeduled meetings may be canceled by the Chair, and additional meetings may be called as necessz
may be called by the Chair or by any three (3) members of the Board.

Article V- Publishing

A.

The Board shall Usgeo :t htios cdoenfipilneitte oaan do f p riiopduubcl €
budget request and, in the case of publications, to have the work printed and on the Hunteleceimpus,
the general student baalyhe case of rprint media such as the radiorst#tte Board will set the criteria for
Apublishingd activities other than publishing

Article VI Powers

A.

The Board can exercise no prior restraint on publications and no censorship.

Amendment power: The Board may approve amendments to this Constitoitids imag@tityovote.

All student media members shall make copies dhweavayable to this Board.

If members of a publication or other medium thathisraohtem Board have a problem they feel cannot
resolved within their organization, they may take the probterdfohtad&8ard, shall as a unit, abide by any

resolution reached by-thials mjority of the voting membérs.Board may makeoramendations to any
parties involved, or send communication to Hunter administration on the matter.

Article VIl Funding Procedure

A.

B.

Funding shalike place on an annual b@kis.College Association shall notify the Board of monies ava
fromstudent activity fdes medialhis is to be done as soon as the amount is determined.

Board members will determine the budget submission schedule.
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Each request for funding must indicate the following:

a. Detailed budget for the year, imglastimated advertising revenue or other sources of funds antici
and a statement of the extent of anticipated work produced (for instance, number of issues to b

b. Previous year 6s approved buchgeet all ocati on

C. Report of previous yearod6s spending and act

documented breakdown of all expenditures.

A budgetary subcommittee may be formed, consisting of the voting membersnaf thaigohhy, the
Media Board Chair, and will meet withincd thedbudget request meeinthpis meeting a combined budget
for the Board will be drawn up for theshgbtbe College Associafiom Sulcommittee shall decide whether
toallocatt he entire yearés funding, or hold some i

All Board members have a right and responsibility to atte@GdrtimitBeg meeting to express any question
or concerns about any mediumbés proposed budge

Any request for additional funding during the academic year must be accompanied by a detailed bre
projected expenditures.

If the budget exceeds the total available money (the amount of which the College Association shall b
bythe Business Office), or if sections therein violate the laws of the City, State draWNatioasautByn
policies and regulations of the Board of Education, the City University of New York and Hunter Col
Charter of the College Aation, the College Association shall notify the Media Board in writing as t
particulars are in violation of the above conditiomsieathiiye $end back the budbetCollege Association
may not cut the Media Board budget, but nsmnarntyack for resubmissidvhen the Board revises its
budget to confonmth the conditions above, it is then reshlinithe College Associai@ach media
representative should attend the College Association meeting in which their respettiyedwirlgetis b

When the College Association approves the Media Board budget in the above procedure, it make:
writing to the Business O#fiapy of the line by line Media Board budget is also given to the Business C

All requés for payment forms (vouchers) must be signed by the Chair of the Media Board.
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STUDENT GOVERNMENT EXPENDITURES

REQUIRED SIGNATURES

All Requisitidor Disbursement Forms (voughast)ontainthe signature of a person

with responsibility for the program (president, treasurer, appropriate officer, commissjoner, director, etc
Thestudent organizatiepresentative or commissioner indicates that he/she wiigaksibilityefor the particular
program or item¥dich the check is being issDaty; currently registered students may sign vouchers (or
other forms) on behalf of astudganizatiddon students may not be members of student organizations.

Student activity fee funds are to be used exclusiveljiriect benefit of students enrolled at HuntetJ@déegm
circumstances can student activity fee money or money generated from same or College facilities be used for |
gain. In order to avoid the appearance of improprietpbsiedfnor students cannot be paid to organize events on be
of any student organization, provide serviverksleops, lectures, etc.

CHECK RELEASE
The College Association will not process vouchers yhkgs dmeapproved budget antearedE Officers Signature
Profil&=orm on file.

During the semester, some student organizationsrehamgmore of their offidérgis should occur, ghedent
organizatiamwsthold an election to fill the vacancy, upload tmenetsattng mites to the SGM&dfile a neilected
Officers Signature Pré&iin (three originalsjth the Office of Student ActiGoed North

No studerntrganization is permitted te bBavoutside checking accduinfinancial transactions must heylthtbe
Business Office.

ADVANCES

Please note that the Business Office uses a computerized check processing system and therefore it takes no
week from the time they receive the voucher from the College Association to tleed¢hektisscanCheck with the
College Association for all deadlines.

No advances will be permitted for student organizations unless their budget was approved by the College Asso

REVENUES/INCOME

Revenues/Income are subject to the saetepbockedures as@her student activity fA#sevenue must be deposited
in the sponsoring groups Colleg® ai n t i n t hAny sBidento@aniaasion thét hds @re already approv
budget may designate the line on which they wdwlid reaehtie/income to apgéds.is subject to the approval of the
College Association.

FINANCIAL RECONCILIATION

All revenues generated by student activities and/or funded through the student activity fee naitt the depo:
Business Office and a full accounting and reconciliation of the revenuetmtist I@otipga Associaticshould be
noted that tickets, which may be obtained ffoitegfeeAssociation Officell2,1dre required &irevents helith the
Lecture Halls, Lounges, the Cafeteria and the Assefnyindathe producing events, all student organizations
required to obtain-ptenbered tickets, at least fourteen (14) days in advance.
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If organizations do not deposit their rekenugbve a proper accounting by th
their account and on the individual student's record until the aforementioned is submitted.

Under no circumstances may money be paid to a student or group of stuylether@etson or group) directly from
revenues generated by student activities or events funded through the student activity fee.

F. FILING/CHARTERING
All student organizatiomsist register on the Student Group Management System hig@MAunter
sgms.symplicity.com/studeirtorder to be charteredctivatedeceive a budget or Gsélege facilitidheElected
Officers Signature Pré&fuam, referreditdheStudent Organization and Media Chartering Handbook (Pg. ) will meet
this requirement and should be forwatdedOffice of Studémtivitieslt should be noted, however, that no studen
organization Mo chartered unléiss minutes of the meetingglwtiich the executive officers were elettadist of
members presare submittezshthe SGMSt should also be noted thatuakent organizatwfficers, student editors,
etc. must be registered for at least § (@@€dEPA(graduate studsrg credité3.0 GPA}o serve in these capacities.
Additionally, a copy of etictient organizaticosstitution must also be owrfitte SGMS

G. CONTRACTS
If any student organization decides todacretary, office managethers, plsa providslicole Hectbtutchinsoim
the College Association Office, 2¢iiTld copy of the contract before it is signedshexamtmake certairat the
student organizatiotdanter Colleggenot liable for amjintended obligations.

H. PLRCHASE/BIDDING
All purchases on behalf of student organizations must comply with New York State regulations. It should be 1
are requicefor all purchases over $800questions regarding compliance with New York State biding rajnd purc
regulations should be referred to the Chllege Association Office[l2l student organizations are required to mee
with NicolelectoiHutchinsoof the College Association @foe ordering equipment or contracting a printing servic
etc.

l. DISCLOSURE
Section 16.13 of the Boardksa®g requires, once each semester, disclosure of financial information by the
government to their constituents with respect to student government fees, and by the student abtidigysfée alloc
their membership.

IF, ON BEHALF OF THEIR ORGANIZATSONDENT ORGANIZATRERPRESENTATIVE OR STUDENT GOVERNMENR
OFFICER ASSUMED A FINANCIAL OBLIGATION OR ACCRUED BILLS GREATER THAN THEIR ORGYEIXATIOI
ALLOCATION, THIS INDIVIDMIALBE PERSONALLY RESPONSIBLE FOR IT AND IT WILL NOT BE THE RESPONSI
THE STUDENT GOVERNMENT, THE COLLEGE ASSOCIATION OR HUNTER COLLEGE.

* THESE ARE ITEMS THAT THE BUSINESS OFFICE ARE REQUESTED TO NOTE.
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COLLEGE ASSOCIATION BUDGET PROCESS

Now that you have beevisad of your allocation for 2012 there aresomechanges which you will find quite helpful ir
budgeting student activity fee funds.

Itemization of contractual costs for events or supplies lisnger required. List type and dates of events and the total cost
List all supplies and total cost.

Allocating body signatures are no longer required for vouchers. Vouchers will be submitted directly to the Co
AssociationContact the CA offfoe a voucher submission schedule. A representative will be available to review vouc
supporting documentation. Clubs will receive notification of rejection within 24 to 48 hours.

The College Association urges you to submit your annuakbodget possible using these projections, and any surpluse
summer funds, if applicdtiEase note that all earmarked groups listed herein retain their surpluses except for Brookdale
Hall, emergency food and shelter, renovation ofhcdergtudentganizationsnd the Student Resource Céltiese
surpluses revert to the student government as oRO1iia BO,College Association will be meeting during the summer to ft
expedite the budgetary pro&essember, you must subour budget to Ms. Niel@etoHutchinso(2127724510) so thdt i

may be placed on the ageMdaectoiHutchinsocan provide you with the College Association meeting dates and times,
can also be found oa @ollege Association welBitget Request Forms are ndiweoand you can download thbm.
website addresshigp://studentweb.hunter.cuny.edu/~HCaREffort to avoid any confusion, hand written copies ef the bt
will no longer be accepRidase note, that all Budget Request Forms mustl zsdignbmitted to MectoiHutchinson
Student organizations may only submit their revised budgetJoliegtm Alssociation OfficETRMF TER t hes or g
presidenandtreasurer attended one of the mandatory workshapshiesggbent Organization and Media Chartering
Handbook (See Pg.)3

Lastly,be remindethat a great deal of information regarding the budget process, general fisctibnsi|estcrezanabe
accessed by using the aforementioned Hunter College Association website.

Please contact MiectoiHutchinsoor Teneia Wootényou have any questidhsnk you for your cooperationeshavishes to
you and your organizatioamost productive year.

ADVERTISEMENT PROCEDURES/BUDGET SUBMISSION
Advertisement Procedures
As per the current City University Fiscal Handbook for The Control and Accountability of Student Activity Fe
E), writtenrpcedures regarding income from advertisements placed in student publications must be appr

College Association and should be submitted when presenting your budget.

Belowisa summary of these regulations which enumerates the contraive/imshtotad:
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The rates and terms of advertisements for each fiscal year shall be approved by the College Associati
The functions of billing and receipt of funds shall be segregated.

A log shall be prepared in which the billable fereach advertisement is entditeellog shall reflect dates
of advertisements, billings, payments received, etc.

A follovup procedure shall be established for customers who fail to paylaie (Maedwritten procedures
will describe the thnad in detail.)

The written procedures shall also:

5.

6.

9.

Include a list of those customers who are exempt from billing (if any).
Specify when an account is past due, and
Designate the individuals responsible for (a) recommending rates and GulegdoAgsociation for

approval, (b) billing the advertisers, (c) receiving payment, (d) ascertaining that payment terms are
maintaining the accounts receivable records.

Budget Submission

A.

D.

Submit your organization's advertissedyes and Media Board app2i€Xi2011budget proposal to Ms.
NicoleHectoHutchinsgriRoom 214T(Rlease check deadlines with Ms. NeobddHutchinsgn

Ms.HectoHutchinsowill place your budget on the agenda of the next College Assetray.

A schedule of College Association meetings and budget forms can be obtained by going to the Collec
website You should be present at this meeting to answer any questions.

Finally, to be in full compliance, each medisgbmitshe aforemenéid log, a copy of the rectgit
deposits, and copies of all advertisements taddtodleitchinsoy the Ist day of classes eaemester

It should be noted that neither the College Association, nor the Hunter Csitexss Blifice, capermit any advertising
money or student activity fee funds to be used unless the College Associatimsamunoorganization's writte
advertising procedures and budget.
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USEFUL INFORMATION FOR MEDIA GROUPS

The Student Press Law @sts College Top Ten List
The ten questions college student journalists most frequently ask about their rights

© 2000 Student Press Law Center

Q: Do students at a public college or university have First Amendment rights?

A: Emphatically, yes. As thitged States Supreme Court said back in 1969, "It can hardly be argued that either <
or teachers shed their constitutional right to freedom of speech or expression at the schoolhouse gate." As a(
government, public school official®hitatpd by the First Amendment from censoring most student speech. Stuc
a public school have the right to voice their opinions and write about the issues that concern them just like ev
American. But because the First Amendment otdygpraritiment officials from suppressing speech, it does not
prevent censorship by private school officials. Nevertheless, a state constitudragvensdaagak®ol policy

protecting free speeaiay give private school students importaesfeeqtections.

Q: But if school officials or student governments fund a student publication, radio or television station, can't tr
censor it like any other publisher or owner could?

A:Not at a public school. The courts have ruled that ifresteB@btudent news or information medium and allow
students to serve as editors, the First Amendment drastically limits the school's ability to censor. Among the ¢
actions the courts have prohibited are confiscating copies of publitagi@nsr nexyiew, removing objectionable
material, limiting circulation, suspending editors and withdrawing or reducing financial support.

Q: But what about the Hazelwood decision?

A:The U.S. Supreme Court's 1988 Hazelwood decision, which aficekchiguiificant power to censor some
schoekponsored student expression, only dealt with high school student publications. While a few college offi
tried to extend Hazelwood's reach to their campus, most courts have rejected such attempts

Q: What about underground or independent student publications? Are they protected from censorship, too?
A: Absolutely. Schools can establish reasonable restrictions as to the time, place and manner of-distribution, |
schoekponsored studentmations are entitled to at least as much First Amendment protectspoasaseklool
student publications.

Q: Can a student publication be sued for libel, invasion of privacy or copyright violations?

A:Yes, and on rare occasions they are. taseglthe individual reporter who produced the story, the editor of the
publication and the publication itself if it is separately incorporated can always be held liable if money damag:
awarded. Court decisions suggest that a school that dagsencorebesit control over the publication will not be hel
liable for what students publish. In any event, most cases are dropped or settled before they ever get to cour

Q: Can student reporters protect confidential news sources or information wheceilie a court subpoena
asking that they turn it over?

A:In most cases, yes. Some states have "shield laws" and othersréatezigepdrters privileges that protect
journalists from having to reveal this kind of information. Most statesxpdicélnapplied these laws to student
journalists, and the language of a few of these might not protect students. You should check your state law.

Q: How can | make use of freedom of information laws?
A: Freedom of information, or "sunshing’equue that government agencies such as public schools and police
departments open to the public most of their official records and meetings. These laws, which vary from state
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usually simple to use and often require that a jouryaistis&rapl informal request. Every newsroom should have
copy of their state's open records and open meetings laws.

Q: Since freedom of information laws only apply to the records or meetings of government agencies, are priv:
school students out of lu@k getting information about their school?

A:Not necessarily. There are a number of state and federal laws that now require private schools to reveal ce
information. One of the most important access tools for private school jourrtalists'ssféuerastnformational tax
return, the Form 990, which the law says must be available at your school's business office for public inspect
provides information about where your school gets its money and where it spends it.

Q: One ofur star student athletes has been accused of stealing thousands of dollars of school computer
equipment. Rather than going to the local court system, the school has decided to try the case before the
University Judicial Board, or campus court. They haléhsgproceeding is closed and they refuse to release any
information about the case's outcome. What can | do?

A:This is one of the hottesid most importargsues confronting the student press today. Many schools claim the
these proceedings ‘@@ucational” in nature, and that releasing information about them will unfairly invade stud.
to privacy. Student journalists (and many commercial journalists as well) believe that schools are simply usin
courts to control or bury imtowmthat hurts the school's reputation. They argue that when these proceedings in\
charges of criminal rather than academic activity, the public has a right to know what goes on behind closed
students, they argue, are adults. Arstholdy be treated as such. The public routinely has a right to attend crimir
proceedings in public courts. Public access insures fairness and accountability, both to the accused and to th
victims. Where schools take on the responsipilityiotaminal court they must be held to the same standards of
openness and accountability. Invoke the power of your state's open records and open meetings law. If you ar
access, appeal. Also, let your readers and other media knechablaisttieing.

Q: Where can | go for more information about my rights and responsibilities as a student journa
A:The Student Press Law Center!

A Dozen Tips to Avoid Being Burned by a Hot Story
© 1996 Student Press Law Center

As more studemedia move from being merely a showcase for football players and prom queens to being s
organizations, not afraid to address controversial or sensitive subjects, they face many of the hazards ti
confronted their commercial coamgerreats of libel lawsuits, invasion of privacy claims, charges of bias, et
such problems are daunting, they need not be crippling. With the exercise of proper caution, the risks of co
sensitive, story can be significanttededwward that end, the Student Press Law Center offers our suggestions
you can avoid getting burned when the story you are covering is a hot one.

1. Activate your common seWdale the nigyitty details of libel or privacy law canusengorthe main ideas are
fairly straightforward, generally conforming to common sense. For example, libel law in a nutshell: (1) don't
that aren't true or that you don't have the evidence to reasonably support and (2) don'rtee. &si@myyla@po
don't publish or gather information that is nobody else's business. Common sense also dictates that if you d
something or if a story simply doesn't make sense ask enough questions of enough people untibitfdeed, If yo
rest assured that your readers will be as well.

2.Remember your role as a jourivaligtjob is to accurately relate the facts of a story to your readers. Go into
with an open mind and not just looking for information thahsypootscaived version of the story that you mic
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have. Your job is to find and report the facts as they exist. Do not be content with anything less. Good rej
work. Be prepared to invest the time and energy necessary to get tNe stacyseghtlf you're not willing or can't d
so, leave the story for someone else.

3.Take good notdhe "Golden Oldie" of libel lawyer advice. Record facts and interviews scrupulously, includit
what and when. If you know you are a weakemnpievest in a tape recorder.

4. Documents, documents, docun@&ettst in writing. If your source tells you during an interview that she acqu
information from an internal memo, ask for a copy of the memo. And then read it tovhakgsusotiraé told
you jibes with what's in the memo. Also, whenever possible, cite a public record as your source for inforn
cases, doing so will protect you from liability even if it later turns out the information contareedrchwias pub
wrong.

5. Don't overstate the fa¥tsu are a reporter not a salesman. Get rid of the "bigger is better" mentality. You
coach who can't account for $1,000 of the team's budget does not need to be labeled "céeagbt” ajrtbiee "rin
largest financial scandal in school history." "Two sources” is not "many sources" or "a numbes ‘tweource
sources." And it is perfectly okay for a problem to just be a "problem™ and not a "crisis." You get thevudida. Fin.
generally avoid the temptation to interpret the facts or reach a conclusion or an opinion for your readers.
sensitive story, it is safer to let the facts speak for themselves.

6.Don't overstate the credibility of a.d6ilhez to ymself or to your readers. When interviewing a source, ask yol
if you think he's telling the truth. Does he have a reputation as a liar? Does he have any reason to harm the
are relying on statistical data or some other publishedaieiirtthat source's reliability. If, for example, the mann
which the statistics were compiled has been reasonably questioned, say so in your story. Remember that or
credible source is worth far more than a dozeredikl®i sowgs. Finally, anonymous sources should be use
sparingly. And at least you should know the identity of your confidential source.

7.Always give the subject of your story an opportunity to present hislor tvellysides this give a story an dssentic
element of fairness, it also provides you with an opportunitprt@tcketast confirrparts of a story that may be
subject to debate or question.

8. Eliminate the neasentialSensitive stories are not the place to show off your liistargdakethe flowery prose
and melodrama for the features page. Write carefully and purposefully. Edit out sources or subjects that do r
the "core" of a story. They are potential plaintiffs. Delete unnecessary (even thoughatimresiied)vahat you
know and how you know it. No more. No less.

9. Seek the input of othérsor to publication, ask others to look at your story and offer their criticisms or sug
After working endless hours on a story, "fresh eyesénsied feg catching gaps, inconsistencies, confusi
phraseology, mistaken attributions and all of the other small traps that are forever hidden to one who has al
copy twenty times. This is also the time to contact your adviserilzn SttolieyPress Law Center or someone els
wellversed in media law if you have specific questions about the legality of a story. An ounce of preventic
sitting in court.

10.Prior to publication, step back and look at the "Bldg-Bgettitiee little details upon which you have focused so |
and hard. Read the story through one last time. Taken as a whole, are there any obvious questions you f
glaring sources you didn't contact (for example, a person in a roosedvadkeyismesdisputedneeting)? Look at

your story from different points of view. Do you believe each of your subjects and sources would feel yhey we
(even if they didn't like the story itself)? What about headlines andrsthi#hetadsand accurate? Are the graphics
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photos and accompanying captions correct and not misleading? The bottom line: make sure the story make
and fairly presents the facts as you know them.

11.After publication, respond to complaineously and faiBtudies have shown that a person who perceives tha
or she has been treated rudely or arrogantly by a media organization is far more likely to sue than one wh
they have been shown the proper respect. Selectronargkersbly a "people perstmivhom all complaints should
be referred. While that person should not admit fault or provide information about specific newsgathering
she should listen carefully to the caller's complaints, proestggate the mattand then do so. Where a correction
or retraction is appropriate, publish it in a timely fashion.

12.Finally, if you need hdggal or otherwisdon't be afraid to ask fgksta student, you're not supposed to know
all.And ask for that help sooner rather than later. It's much easier to put out a brush fire than a forest fire.

SPLC Legal Brief
Libel Law

© 2001 Student Press Law Center

Libel is the publicatiam words, photos, pictures or syndidisise statentsrof fact that harm another's reputation
(Libel is a form of defamation. Slander is the spoken version of defamation.) Repaihtiasting e libelous
statement made by someone else (such as a quote or a letter to the editor) capudlscasiobjéctaalibel lawsuit.
However, if a statement is true, it cannot be the basis of a successful libel claim.

THE PIHF CHECKLIST

There are four elements a person must establish in order to prove he or she has bePubtiefaioed(2)1)
Identification, (Bjarm and (4jault.Each of the four elements must be gfovexample, even if a story you have
written meets the publication, harm and fault elements, a libel claim will still fail if you have not identified the c

|. Publicabn
1 A statement is "published" if it is communicated to someone other than the person whom the statemer
1 Publication can take many forms and does not simply mean that the statement has been printed in a
other document. For exarmplefamatory statement's presence on a computer screen in the newsroom
is read by other students could constitute publication.

. Identification
A statement "identifies" a person if it is shown that it is "of and concerning" that person.

Disgusing a Subject's Identity

Where you successfully omit or alter a subject’s identity, they cannot successfully sue you for libel. Care shot
that: (1) the subject's identity has been disguised endughasetban reasonably maldeatifiation and (2) the
disguised subject does not resemble some third party who would then have cause for complaint. Every story
state what facts have been altered.

Group Libel

Individuals can be defamed; groups of people cannot be. Stienkisyndiether a statement about a group can
reasonably be interpreted to refer to a specific individual in the group. While there is no hard rule, several col
indicated that individual members of a group larger than 25 will have @avificuib&trteey have suffered
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individual harm. On the other hand, individuals in a smaller group may be able to claim that their reputation h
damaged. For example, the generic statement, "the tennis team is being investigated forcubstabprahuse”
publication to a libel suit if the team consists of just 12 members.

Corporation or Entity Libel
Corporations and other business entities, including private schools and religious organizations, can be defam
individuals, their rigtions affect their ability to conduct their affairs in a community.

[ll. Harm
A statement is harmful if it seriously shames, ridicules, disgraces or injures a person's reputation or causes ¢
Statements that are mildly embarrassingycomusing or inaccurate will not meet the "harm" test.

The following are examples of "Red Flag" statements that could cause significant harm to a person's reput
extra caution is advised:

Statements regarding improper sexual conduct. (Foperéngpthat an unmarried student is pregnant.)
Statements that associate someone with a vile disease.

Statements that accuse someone of illegal behavior.

Statements that hurt someone's livelihood.

Statements that allege racial or religious bigotry.

E e R |

IV. Fault

In order to be "at fault" in publishing a statement, the person suing must prove that the reporter either did <
should not have done or that they failed to do something that they should have done. If the reporter dic
“reasonable reporter" should have done to verify the information in his or her story beforecpabigleingiked

to all sides, obtained and read all relevant documents, took accuratiheoggmrétc.is not legally "at fault.”

Peotte suing for libel who are either public officials or public figures will often have to prove a higher level o
ordinary person.

The Public Official/Public Figure Standard

New York Times Company v. Sullivan, 376 U.S. 254 (1964).

In order faa public official or a public figure to prove defamation, they must prove actual malice. Actual malice
the person suing prove that the challenged statement was published by those who either knew it was false ot
in verifyingsiaccuracy.

Who is a Public Official?
The Supreme Court has said that a public official is one who, at the very least, has or appears to the public tc
substantial responsibility for or control over governmental affairs.

Who is a Public Figure?€ra are two categories:

(1) General Purpose Public Figure: a "celebrity,” whose pervasive fame or notoriety has made his or her namr
word."

(2) Limited Purpose Public Figure: someone who has voluntarily assumed a leading raiblio eopamioeiiay .p
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Standard for Private Persons (everyone else)

In most states, a private person need only prove that a reporter was negligent, that is, that the reporter ma
perhaps an innocent ot a "reasonable” reporter shatubdve made.

SPLC HINT: Don't get bogged down trying to decide whether your subject is a public or private figure. That is
left to media lawyers. As a practical matter, it is safest to assume that every one of your subjectsaisda prive
that you will be held to the lowest fault standard if you publish inaccurate information. Remember, if you d
reasonable reporter would do for every story that you publish you will never be successfully sued for libel.

DEFENSES TO LIBELAIMS

If a libel plaintiff proves each of the four PIHF elements, the burden then shifts to the publication tovafigr one
defenses:

(1) Consent

A person who consents to the media’s use of a libelous statement about him datheastziEmsae does, in fact,
injure his or her reputation. Note that special issues can arise when dealing with a younger person'sdability 1
consent. (See discussioBRit:C Lea] Brief: Invasion of Priyacy

(2) Truth
Truth, while it must still be proven, is an absolute defense to libel. In many cases involving media defendant
actually on the person suing on the publicatiom prove the falsity of spestiitements.

(3) Privilege

Subject to several requiremehish may vary by stédte media is protected from liability when thefapahlish
accurat@ccounts affficiapublic proceedings and reports even if the information reponteduater herfalse. For
example, if a police report states that "Jack Smith was arrested” and a newspaper accurately reports the i
newspaper will not be held liable even if it is later revealed that police actuallBramesied] diaeks made a
mistake when they wrote down his name. To qualify for the privilege:

1 The information must be obtained from a record or proceeding recognized by the state as "official".
1 The media report must be fair and accurate. A "fair" reporisi®alaatiedtand presented in context.
1 The source of the statement should be clearly noted in the media report.

Other privileges exist, but vary from jurisdiction to jurisdiction.

(4) Opinion Versus Fact

Statements of pure opinion cannot be libelegerHsimply leading off an article with "In my opinion...", publ
something on the opinion page or using the word "alleged" provides no automatic protection from a libel cha
whether the expression is capable of being provéaideud’ore opinions, by their very nature, cannot be proven
or falseMilkovich v. Lorain Journak@d.l.S. 1 (1990)

Satire and Cartoons

If a statement cannot reasonably be interpreted by readers to be one of express or impleddfalciyg.dannot b
Walko v. Kean College of New JB6sey.2d 680 (N.J. Super.L. 1988) a case involving an ad that associated a «
assistant dean with a telephone sex service, the court stated that "A parody resuraitiegp@eoould rek

as a factual statement, or as anything other thaallaejbkebad jokeannot be actionable as a defamation.”
Source: http://www.splc.org/resource.asp
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APPROVAL PROCEDURES FOR STUDENT ORGANIZATION SPONSORED EVENTS

It should be kept in mind atredks what it means to "sponsor” an event. This means that the organization is totally respor
aspects of the event. Under no circumstances mablingst u
space on behalf @an outside organization. Any student organization which knowingly "subcontracts” thelfspiace to &
organization will lose their reservation privileges. All student organization sponsored events must be dpahkodye enti
Please nte that all student organizations are required to have at leaasttioities peyear and at least one per semester
related to the organizationds purpose.

A Student Event Information Borequired for Alhdergraduatgraduatand medistudent ganization sponsored events and
should be comple®#FORE being signed and approved by Studenhi@entMedia Boamhd the Student Activiéfice.

This includes events held in club spaces, academic spaces, reserved campus-cpaes ants.offhe Student Event
Information Form must be signed by the student government presidentizd@saohaind events sponsored by any of the
student media must be signed by the Chair of the Media Board. If an event requires persneocetsanyicestranisst

be signed by the organizations president and treasurer, the service provider, and the Cdleg@RESsuaiatiatien
approval from the Office of Student Activities can be granted.

When a student organization hosteanie a space that is not reserved through Central Reservations, Public Safety Ml
either the Student Event Informatioartdi@nnthe reservation form for that particular space.

All on campus andaoaffnpus events sponsored by an undergradyaiguate student organization which receives stude
activities funds, must obtain final approval from the OfficeAatiGitiete(Room C001 Noothwhen necessary the Dean of
Students Office (Room 1103 East). When the event has recaiggdirelll tignatures along with final written approval,
necessary paperwork must be filddswitlatysha McKenzie in the Office of Student Antivitiesriginals must be returned to
Student Government and/or Central Reservations byethdispeeite. A final draft copy of a flyer advertising each event mt
included with the paperwork for final approval.

Events must be approved by the required persons/offices as noted by Central Reservations (Room 711 We:
Undergraduate &t Government (Room 121 North), including but not limited to, College Association and Public Safe
(Room B125 West).

Student organizations that host events in areas that require the approval of Central Reservations or thestutndergr
Governmentust receive tickets for the event from the College Association Office (Room 214 TH).

The following documents are required for Aktaofipus events sponsored by Hunter College student organizations:

1) A copy of the facilities certifi€atecupancy.

2) A letter from those in charge of the facility or the NYC Fire Department indicating that the facility istié&lill com
fire codes.

3) If alcohalic beverages are to be served, a copy of the facilities liquor licabggttedsifitbes facility does not have a
license, a New York State temporary wine and beer permit needs to be obtained and a copy provided.

4) A letter from those in charge of the facility which describes, in detail, the security they willmrtieide for you

5) Proof of liability insurance of at least $5,000,000

6) A completed Hunter College Student Event Information Form signed by the respective student government.
7) A final draft of a flyer publicizing the event must be attached.
8) All contacts)aluding the names of both parties, must be submitted. The Hunter contract must be used and can

be obtained in the College Association Office.
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OffCampus Trips
The City University of New York has established guidelines for domestic travéieApdadedings:

0 Do me s t iisclassifiechag &y tdp leaving CUNY property, including trips to local museums, overnight attenda
leadership retreats, conferences, workshops or recreational activities within the 50 states®f the United Stat

A0 s p 0 n s ois anytriptthatiisprganized in accordance with policy and authorized and approved by a duly desi
college official on each campus and (1) sponsored by an office, department, division, or a recognized and chartere
organization on campus, or (2) funded by student activity fees or such other monies as may be in the control of the
the university, or a University/Gotlagred entity, such as an auxiliary enterprise corporation, a college association, a
studenservices corporation, or a child care corporation.

Examples of activities and events that fall under these guidelines include, but are not limited to: Divsion of Student
sponsored field trips, club sports trips, the activities of recoghimg@dsizations, college assodiatided travel,
and situations in which a student or recognized student organization officially represents the University (e.g., confel

Off campus trips and events must be discussed in advance and mittstrepgr@/al from the Office of Student Activities
before the trip or event commences.

ACUNY St udTernitp Daonnde sTtriacv e procé&lurémsmd &ldcumerdssfodoafiigpss tripsmn Ibe foundsat:
http://www.hunter.cuny.edu/studentservices/sa/mrdher&ffice of Student Activities (rm C001 North)

If your organization sponsors a trip or event without the written approval of the Office of Studemtieinlitem) pf CUNY
and Hunter College policy.

Note: Before submitting paperwork for final approval, please check to be sure that all the required documentation and
signatures have been obtained.
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STUDENT EVENTS/RESERVABLE AREAS/TICKETS

To assist you in the scheduling of space for your events, please note that Central Reservations shall endesyaedb work
for spacevithin two working daysf submission. It will be your responsibilityy, Howsmreact Central Reserva@di23 72

4869,4870,4871,4872-€3@3902)0 find out if your reservation form is available to be picked up. Please also note the
schedule by which you must submit your request for space and theaternugNatioch glour completed reservation form mu

be returned to Central Reservations:

SPACE: MINIMUM REQUEST PERIOD: CANCELLATION DATE: PROGRAM CURFEW: CAPACITY:
Weekday: Weekend:

Classrooms Two weeks Prior to Date of Event OneWeek Prior to Date of Event 10:00 p.m. 10:00 p.m. 3090

Assembly Hall Sk weeks Prior to Date of Event Two Weeks Prior to Date of Event 10:00 p.m. 11:00 p.m. 2079

Cafeteria Three Weeks Prior to Date of Event Two Weeks Prior to Date aftEve NA 2:00 a.m. 300

Lecture Hadl Three Weeks Prior to Date of Event Two Weeks Prior to Date of Event 10:00 p.m. 11:00 p.m. 100/275

217 West Two Weeks Prior to Date of Event One Week Prior to Date of Event 10:00 p.m. 10:00 p.m. 90

Westlobby Two Weeks Prior to Date of Event One Week Prior to Date of Event 10:00 p.m. 10:00 p.m. 200

TH 105 (Weekends *Two Weeks Prior to Date of Event One Week Prior to Date of Event 10:30 p.m. 2:00 a.m. 74

Snack Bar Two Weeks Prior to Datevent One Week Prior to Date of Event 10:00 p.m. 2:00 a.m. 150

(3rd floor Cafeteria)

Faculty/Staff Two Weeks Prior to Date of Event One Week Prior to Date of Event 10:00 p.m. 12 midnight 150

Dinning Room

Brookdale S weeks Prior to Datdvent Two Weeks Prior to Date of Event 10:00 p.m. 11:00 p.m. 848

Auditorium

Brookdale Three Weeks Prior to Date of Event Two Weeks Prior to Date of Event 10:00 p.m. 2:00 a.m. 600

Rotunda

Brookdale Two Weeks Prior to Date of Event One Week Prior to Date of Event 10:30 p.m.  2:00 a.m. 45

East Lounge

Brookdale Three Weeks Prior to Date of Event Two Weeks Prior to Date of Event 10:00 p.m. 11:00 p.m. 100/120

Amphitheater

(W128, W232, W235, W237)

Brookdat ClassroomTwoweeks Prior to Date of Event One Week Prior to Date of Event 10:00 p.m. 10:00 p.m. 40/44

(, E101, E102, E103)

*TH105 weekday reservations are arranged by contacting USG.

The following spaces are not reserved by Central Reservations:

Student Resurce Center (Room TH20Z)pntact representative in Student Resource Center at least two weeks

the event.

Ida K. Lang Recital Hall (Room Né42#ntact Denise Mazzafero af 2A4227 at least two months in advance.

The Leona & Marcy Langedagenter (Room W20%)ontact Clifford Irizarry at7Z23703 at least two weeks in
advance. A faculty member must be present for the event and there is a $250 fee for the room. The Classic

Romance Language departmentphant ovetsu d e nt s

T 3:00 pm) are strictly for the Language Departments.

and

ot

her

depart ment s

TV Studio (Room N436Fontact Peter Jackson at7ZZ7R2578 at least two weeks in adv@naient organization
representatives mgest permission from the chair of the Film & Media department.
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Note:
1)

2)

Tickets aresquired for all of the above areas except classrooms. All tickets are obtained from the College A
except for Assembly Hall tickets which are obtai@edtfedrReservations. Please note that the maximum numbe
guests permitted in any facility cannot exceed the number of tickets given by the College Association Offi
Reservations. Those indivi duad enteroatthoughhtieeir ¢ost wfeadntissidn iis
determined by the sponsoring group.

Groups are not permitted to print their own tickets. All requests for tickets must be made through the Collec
Office or Central Reservations.

You are urggu to compledt necessary paperwork by the cancellation date. There will be no extensions or exce

USE OF HUNTER COLLEGE FACILITIES

If a student organization is planning activities this coming year which requiresdiiesieiofropefative thlaty
familiarize themselves with the reservation regulations and contact the Central Reservations Office (Room 711 West).

A representative from the Office of Student Wditiwilges with you regarding your events soddrasybmit your forms on
time The group representative whose name appears on the CRD Form and the Student EvemidEspuatsoolé-tor the
eventPlease note the following:

A. Central Reservations will only honor requests from orgaaizatiensfficially chartefeeluests to use
College facilities stydent organizatiamsnedia durirfietsummer will not be honbdledtudent activities are
permitted during the final exam period (unless prior approval is received).

B. Audio Visualill not allow students to use their equipment unless an authorized student government rep
assumes responsibility by signing the Audio Visual Center Request Form.

C. Designated officers of currently chartered clubs that have been assigaedasiisubmit One Card access
requests. To request One Card acceskitgs:fovw3.hunter.cuny.edu/icit/view.php?id=10

Go tchttp://www.hunter.cuny.edu/icialcigroups/managemaribrmatiesystems/onecard/onedaqif
your card is lost or stolen.

Please see Latysha Mckenzie in the Offickenf Sttivities (C001 North) to submit a work request. Ms. Mcki
isavailable ¥, 9:00 am5:00 pm

If the club/organization is not chartered, only the currently elected president may request One Card acce
work requests. The presidast upload the election meeting minutes showing that lkeé&stehvta®ffice on
the SGMSFor more information, please contact Ms. Mckeoizéma® hunter.cunyad212) 772908.

D. Forthe purpose of publicizing an upcoming event or disseminating information, organizations may us
located outside of the third floor student cafeteria in the West Building and on the third floor ofTthe Nortt
reserve tabling spaceu ynust submit a requeshttp://www.hunter.cuny.edu/studentservices/sakesourc
sub/resourcé¢ablingeservatieform
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If groups want to $telinswhile tabling, permission brisibtened fronMs Latysha Mckenzigulletin boards
may continue to be used for posting information.

So that as many different student groups as possible have an opportunity to utilize these tabtiegtareas,
organization will be permitted to sign up in advance for a period of (15) fifteen school days. If an organi
to "table" beyond this period, they will be permitted to do so, however, they will not be permitted to mak
reservatim All student groups receiving permission to table will be issued a tabling permit which should &
the tabling area andstribe shown to Public Safgtgn request. All sound from videos, tapes, etc. must
maintained at a moderate level arackimum of two videos will be permitted in any location. Additionally,
must be displayed either behind or directly next to your assigned table.

Please note, in an effort to assist student organizations publicize their missainoagaizateorts can have
a web page for this purpose. Please that#&ffice of Student Activities for information regarding stu
organization websites

Another very good way for student organizations to spuddiniz@rganizatiantivities is by etimaj
representatives from ash@tent organizatidésnail addresses are availab8yoplicity.

Please be reminded of College policy which limits the posting obmikggniddeands andtandsGeneral
use College bulletin boards aredlen thfirst Monday of every méiubolutely no materials may be hung on
the interior walls and windows or exterior surfaces of the College buildings.

The Student Space Allocations Committee (SSAC) will continue to rdm DesndftStuds Office and

the Office of Student Activdjgzropriate space for the variodgnstrganizationsorganizations, etc.
Organizations that either under utilize their space or use it improperly may lose it. It is the responsibilit
presidento constitute this committee and serve as chair each year. It should be noted that space a
student organizations may only dekfas organizational busirggglent events/activities, etc. may only be
scheduled in reservable College spahel@dna compliance with College @lidgnt organizations which
want to host a special activity, reception, | ¢
receive prior written approval frohe Office of Student Activitidzailue to adhere to College policy may
result in loss of office space.

It should be noted that New York City now requires that applications for all street fairs be submitted at le
before the scheduled enir approval frtme Dean of Studsoffice must be obtained before New York City
will issue a permit for a street fair.

Any student or student organization which does not comply with College regulations may have a hold pl
personal record and a freeze placed on thatwganaccount.

CUNY policy states that when a candidate for public office is invited to speak at a campus in connection

her candidacy for office, all other recognized candidates should be provided the same or casnfrarable of
speak (Contact Teneia Wdotdll details regarding poligy
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ONE WEST PLAZA / NORTH BUILDING COURTYARD RULES

Requests to use this space should be made through Central Reservatioraildid t/estherethese rules
could lead to disciplinary charges or revocation of reservation privileges

1. All events must be consistent with the rules and regulations for the maintenance of publicAdidier pursi
129 of theducatiohaw which may be fourtierear section of the Hunter College Catalogue.

2. The speaker's volume at all events must be maintained at a moderate level so that there is no inte
neighbors, classes, or o@wlege busine@8lusic or any other amplified soundpermited in this area
except during Deans Hours and with written pefrthesidean of Students Qffice

3. All those in attendance should be well in from the street curb to adeidt &rymatwee flowing traffic
(RemindeT:he blocking of fiafs a violation of New York City Law)

4. Regular College rules regarding the posting of signs must be followed.
5. Full access and egress to all entrances must be permitted.

6 Security will determine if additional security is required agdriiktiencaccordingly.
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PLANNING AN EVENT
PEOPLE / PLACES / THINGS TO KNOW

CENTRARESERVATIONS&L27724869,4870,4871,4872:333902)

When planning your events, you must first call or s&gnbpltReservations Office located in Room 711 West, so tha
may securgour Central Reservation Fbinen.staff will answer those questions you may have regarding available fe
costs, dates, rules, regulations, etc.

ASSEMBLY HALL / LECTURELS (21:7724788)

All student groups planning to use the Assembly Hall or Lecture Halls must meet with the senior hall technic
Campbelbftersecung a Central Reservation HRemember, if the event involvedurdar College "tecaliipeople,

they too must meet with Mr. Campbell, Wierseshed in Room 141 Nbstbu have difficulty in contacting Mr. Campbe
please call Central Reservations.

PUBLIC SAFETY AND SECURITY724321)

A Public Safety supervisaostraigral reservation fornmBublic Safety will advise the student group about the numbe
security personnel liegp and the location theddbfeservation forms should be brought to the Public Safety Office (
B122B West).

CHECK REQUEST ¢2724510)

All appropriate request for check forms "vouchers" must be properly documented and 8gisetwseiOfécthevill
processlt is important to note that vouchers must be submitted by 12 noon on Friday to the College Association
havea check by the following Frifigypu have any questions concerning this, you may contact Ms. Tatyana Gleyz
Business Office (Room 1601E), or MsHNatoldutchinsoin theCollege Association Offitd,TH

STUDENT LOUNGH105 (212724261)

The Student Lounge can only be resertedténed student organizatidhsieekend reservationtheoStudebunge
are admirtsred by Central Reservatidvesekday reservations are made by contacting theupmmagens the
Undergradte Student Government Office (Room 121N).

SPACES NOT RESERVED BY CENTRAL RESERVATIONS

When using any space not reserved by Central Reservations, groups must secure a student event information fo
Reservations and the event must be signe&tident Government, Public Safétye &ifice of Student ActiVRES
7724908RoomC001 North) in the Office of Student Activities

FINAL APPROVAL FOR EVENTS

Please note that no event may be held without obtaining writtenttepialodfStudent Activitiesplanning for your
organizations activities, please note the following to assure safe events:

1) No one under 18 years of age, unless they have a college ID card, will be admitted to aay. pertdaysdatic
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2)

3)

4)

5)

6)

7

8)

guests, regardless of age, must have ID to enter and for those who wish to drink, the date of birth must be on the

Events held in the large cafeteria will continue to have a supervitsakexfithtickenitor assignecebyral

ReservationA. supervisor and ticket taker/bar monitor will also be assigned to the small cafeteria when wine or |
served. When wine or beer is not being served, only a supervisor will be required for events in thenbarallotafeter
the student organization hosting the event will continue to staff the bar area. When wine and/or beer is beir
assigned bar monitor will assure compliance with New York State Law and College policy regarding the servi
beverages. Under no circumstances can wine or beer be served if the student organization had not obtained a t
and beer permit and only those who are 21 and over can serve as bar attendants.

Guests will only be permitted to receive loaealtime. Anyone either serving someone under 21 years of age or ob
an alcoholic beverage on their behalimtidiiatelysked to leave the event, as will the recipient. It should be notec
since the serving of alcoholic beveragemon & @ violation of law, any student who does so will be subject to disci
action which could result in a suspension from Hunter College. The underage recipient will also be sutiett to dis

Metal detectors or wands willdzewisenever wine and/or beer is being served at a party or dance. As always, The
Public Safety will determine the number of officers assigned to an event.

Tickets for events MUST be obtained from the College Association Office, 214TH whenever using reservable space.

The only exception is for Assembly Hall events and these tickets must be obtained from the Central Reservatiol
711 West). Any group having their own tickets printed may have their event immediately ydrmterteetidhd ose

of space for future events.

Student organizations which want to host a special activity, reception, lecture, "class", party, worksbepaete. in th
must receiy@iomwritten approval fritra Office of Student Aietss

All reservation forms must be approtrezl @ffice of Student Actiiitesn C0O01 Northmmediately after securing his
approval, forms mhe signed by Ms. Teneia W otan C001 Norbrior to submitting them to Central Reservations

All campus and-cdimpus events must be approved in wthim@Hice of Student Activities.
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SERVING OF WINE OR BEER AT STUDENT EVENTS
Student governments and organizations may not serve dedreventsy, gatherings, meetings, etc. without a ve
permit or license. Hard liquor is prohibited.

1- Governing bodies may apply for one temporary beer and wine permit per year. Approval is not guarar

2- Studentrganizations may serve beer and wine duriecgrapudgfevent at a venue with a valid liquor license
temporary beer and wine permit.
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ALCOHOL BEVERAGE CONTROL COMPLIANCE STATEMENT

Hunter Celyje is in compliance with theMeagSchools and Communities Act Amendments of 1989 (Public La
226).

Whereas Hunter College and the faculty, staff and student sponsors of events at which alcoholic beverag
provided are liable forrynjo or caused by intoxicated or-agelgrarticipants, all faculty, staff and student grou
sponsoring events are responsible for enforcing the following conditions:

1. No person shall sell or provide an alcoholic beverage to a person un(l) tixeagene Where
documentation of age is unavailable or not reasonably certain, the law requires denial of a
beverage to that person.

2. No person shall sell or provide an alcoholic beverage to a person actually or appargadgasder t
of alcohol.

3. No person shall sell or provide an alcoholic beverage to a person known to be a habitual exces:

4, All advertising, promotion, publicity, invitations etc., stating the availability of alcoholic bever

event, must include the following statement:

The unlawful possession, use or distributi@gs a8 grohibited on the canmygietators will be subject to penalties
ranging from reprimand and warning for a first infraction, to separation friomaisellcediggent offense.

Legal sanctions against students alleged to be in violation of Pu®#6 haWhbE0determined according to Article 1
Section 3 of the&JAY Board of Trusteed 8ysSanctions for members of the instructional staffirestcuational
staff will be governed by Article VII of the CUNY Board of -LavssemsdBArticle XIV, respectively.

Accepted

Date

Officer dDrganization Name of Organization
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OFF-CAMPUS EVENTS

The Office of Student Services has received several inquiries regarding studespangargdaiéimpus event$he
College has a responsibility to preteszfety of our students when the student organization or College name and student
beng used for afdmpus eveniBherefore, any student organization wishing to hodanpooiventustprovide the Office of
Student Services with aHeviin®BEFOREou enter into any contractual agreement and before the event can be approved:

1) A copy of the facilities certificate of occupancy.

2) A letter from those in charge of the facility or the NYC Fire Department indicatings timatulhedagplignce with all
fire codes.

3) If alcoholic beverages are to be served, a copy of the daciliiesdeymust be submliftéeke facility does not have a
license, a New York State temporary wine and beer permit needs tanoksobd@yn@dovided.

4) A letter from those in charge of the facility which describes, in detail, the security they will provide for your funct
5) Proof of liability insurance of at least $5,000,000

6) A Hunter College Student Event InformaticigiRed by the respective student government.

9) A draft of a flyer publicizing this event must be attached.

10)  All contacts, including the names of both partiessobmtttedihe Hunterontract must be used andearbtained
in theCollege Assiation Office, 214

Once all of the above items are subhatiesha Mckenzie (CO01 Nwilhjprovide the student organization president with
financial reconciliation farrehould be noted that all money collected must be deposited iratibe'©@@rount and the
reconciliation handled in the same way that it is donedompais @vents.

Additionally, these events are solely folycuegisitered Hunter studé@risverify attendance the person responsible for tt
program can subm statement to fDellege Association Office,di cat i ng t hat Hunter | DG6s
paticipatedPrior approval must be obtained from the College Association if a group is requesting that non Hunter guest
todtend Afreeoqumevenssubsi di zed student

Via thisotice, student government has beennagkid sign the Student Event Information Fdimeyinatle seen the
aforementionaerms.Additionally, the College Associationh@dfibeen requesteat approve any payment for -aanoffus
facility unless they have received a copy of the financial recomciigatithe fevent in queskoriherthe Hunter College
Business Offibas been requestamttogenerate a check for apasfipus Glity unless they have on file a financial reconciliati
form for the event.

A financial reconciliation form will not be issued to any group unless all of the aforementiesedsitdométideidividuals
using unauthorizedoafinpus facilitiase in violation of College rules and thewitiatie handled accordiAglglitionally, these
individuals will be held personally responsible for all debts incurred.

If you have any questions, please feel free td eneiadl/ootentaboten@hunter.cuny @del 27724908
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1. Purpose

The City University of New York encourages its students to partiaipptesiprofframs that providableal

learning opportunities. These guidelines are a preliminary resource guide to assist in planning and preparing
safety issues that may be encountered while traveling.

CUNY STUDENT DOMESTIC TRIP AND TRAVEL GUIDELINES

While the information provided covers many differentreoesserided to be comprehensive, but should prompt tri
sponsors to be informed and prepared to assess and mitigate the risks and to maintain the health and safety
enrolled students who are pattigj in efampus activities.

2. DomesticStudent Trip and Travel Defined

Trips Covered by These Guidelines

The following guidelineddarestic travedre focurrently enrolled undergraduate or graduate studéetsding
sponsored trips See Section 3 for additional information

0 Do me s taiga@alssified as any trip leaving CUNY property, including trips to local museums, overnight a
at leadership retreats, conferences, workshops or recreational activities within the 50 states of the United Sta
A0 s p o n s ois aydrip that is prganized in accordance with policy and authorized and approved by a duly
designated college official on each campusposred by an office, department, division, or a recognized and

chartered student organization on campusnde@by student activity fees or such other monies as may be in th
control of the college, the university, or a Universitgl@@tbgatity, such as an auxiliary enterprise corporation, a
college association, a student services corporatidd,aare chrporation.

Examples of activities and events that fall under these guidelines include, but are not limited to: Divssion of St
sponsored field trips, club sports trips, the activities of recognized student organizatmasodolidgd ass@l,

and situations in which a student or recognized student organization officially represents the University (e.g.,

Trips Not Covered by These Guidelines
Trips that involve the use of local mass transit and do thet irseobfdinancial resources that are within the contro
the college, the university, a University/etdiisgleentity are not covered by these guidelines.

These guidelines do not apply 1Gallmgesponsored travel undertaken by studentayhavel as individuals to
attend owdftown athletic/recreational events agpanioipant (except when traveling on behalf of or with the finan
support of a recognized student organization), or as individuals who travel out of tetudenteiegabenm
internships, practicums, observations, or research.

Except with the permission of the appropriate administrator, friends and family of faculty, staff and daudents a
to participate in student travel opportunities diaifittgesa guidelines.

3. Travel Requirements and Procedures
All sponsored trips must meet the following requirements:

a. Recognized student organization travel must be consistent with the organization's mission stateme
constitution on file withappropriate office. Travel must be planned so as not to create an undue inte
with academic responsibilities.

b. To assure that events or activities involvin
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and that studesafety issues have been addressed, College/Adpeseityd student travel must be
approved in advance by an appropriate designated administrator. To request authorization, memt
faculty, staff or recognized student organization gdamgeasfa organize activities covered by these
guidelines must submit a com@éEdmpus Student Travel Authorizatioto Floen®ffice of Student
Affairs for student organization travel and to the Office of the Provostétatadgdtamehted) travel
no later than ten (10) business days before the scheduled trip. The sponsored trip sponsor must st
following information/documents wittave¢ Authorization Form
1. A list of student participants including their namesesseal anldiphone numbers, as well as the
names and phone numbers of persons to contact in case of an emergency.
2. The name and phone number for the responsible University employee(s) who will be availak
students at all times during the travattwvity (i.e. faculty/staff organization advisor/trip chapero

c. All sponsored trips should be chaperoned by a staff or faculty member, except with the prior appro
designated campus administrator. The minimum faculty/staff toistoestaétimember for every [20]
students over the age of 18 and one faculty/staff member for every [10] students under the age of :
students are traveling for a purpose related to a recognized student organization or academic class
Universptfunds are being utilized to support the activity, then the trip sponsor must meet with a des
administrator prior to the trip to review specific trip details and to certify that all guidelines have bee
addressed.

d. If no chaperone is requinethétrip, @m Teneia Wooteil be available to the students at all times during
the travel and activity. The name and phone number for the responsible University employee(s) m
included on ti@ffCampus Student Travel Authorization Form

f. The faculty/staff advisors/trip chaperone is expected to exchange emergency contact numbers witk
and determine who each student wants notified in the event of an emergency. During the trip,
advisors/chaperones should:

A Dbe available at all timegs$pond to student concerns and problems as needed; possess a full set
student information forms and emergency procedures; serve as the official University represent
case of an emergency; and

A coordinate emergency response and all coromaibeieen the College/University and others as
needed.

g. Chaperones must provide both their respective departments and campus Office of Public Safety a
names of all travelers, emergency contact information, contact numbersaaetipiade soatiravel.
Departments must be the primary contact during normal business hours, and Public Safety will be
contact after hours.

h. Missing students. In the event that one or more students cannot be accounted fonatie destinati
authorities at the site should be notified immediately. [f, following an immediate search, the studen
be located, the chaperone shall contact local police and a senior college administrator and shall m:
efforttoreachthe studt 6 s emer gency contact. A chaperor
accounted for. The chaperone in consultation with college officials shall determine whether other s
should leave the site. Emergency contacts should bachképedpdated as to the status of search for
the missing student(s).

4. Contractual Agreements

No faculty, staff, student or student organization may enter into any contractual agreement in the name of CL
respecti ve c oslde vergasymotels/ratrea sites] etch. Calage/University legal counsel must rey
contracts, and only authorized College/University officials may sign contracts.
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5. Proper Planning

Proper planning is critical to a successful experiencedipaalispaPianning must include research about the
destination to be visited, overnight accommodations, creating an itinerary, among many other aspects. Of pe
importance in all aspects of the planning must be the health and safetyts. all participa

a.

Prepare a studé@ifCampus Student Travel Authorizatiowifothe plan for the sge(Sectiohl).

This plan must be submitted for approval to the designated official on campus to approve the trip nc
ten (10) business days béifierecheduled trip. Once approved, the trip plan will be on file with the coll
office of public safety as well as the designated campus official in the event of an emergency during
The trip plan should include destination, location eidaticorsndeparture and anticipated return date an
time, mode of transportation, local contact information as well as the cell phone number of the trip s

|l denti fy speci al requi rements or any $peclfid astivitteetg u
be undertaken.

Ask student participants to voluntarily disclose any disabilities, problems or health issues that may r
accommodated during the trip. Sensitive information may be collected and maintainelbjie dcsealed ¢
ensure privacy and confidentiality with disclosure to chaperone or his/her designee only if necessan

Check the weather forecast for the location that you are traveling to and remind all participants to pz
appropriately.

Remind all studentsaoycany personal medications that they require, health insurance cards and em
contact information at all times.

Identify any potential hazards related to the trip such as wild animals in the area, hazardous plants ¢
the vicinity, etProvide guidelines for specific activities being undertaken.

Identify local resources for emergencies such as medical care, vehicle repair, or other local contact:
necessary.

Anticipate and plan for emergencies such as theft, illness, vehicledueidiettsymsclement weather,
vandalism, missing persons, etc.

6. Methods of Transportation.
a. Whenever possible, commercial transportation should be utilized (Amtrak, Greyhound, etc.).
b. Whenever a bus charter is being utilized, the bus cdincparyynsimamum liability coverage of $1 million

per person and $5 million per accident or combined single limit of $5 million. Evidence of such cove
be provided by the bus charter company to the chaperone prior to the departocetdat€adlegtfyihe
University, the City of New York, the State of New York, and any appropriate affiliated corporate ent
additional insureds.

: I f coll ege vehicl es ar eAupmobied@seMasdildeed, T
consulted for the appropriate requirements. Only university or affiliated entity employees are permit
operate college vehicles.

. Rented vehicles may be utilized for sponsored trips only with the prior approval of the agpmiafriate c

only licensed college employees may drive rented vehicles.

. If personal vehicles are being used for a sponsored trip, the operator(s) must maintain the minimun

automobile liability limits as required by the State of New Yaids aCersiticance verifying these
minimum limits must be provided upon request to the official approving the trip. All student participa
to ride in a private automobile do so voluntarily and at their own risk. The college shakpiot insure or
liability for any damage, loss or injury resulting from the use of a private vehicle.
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7. PreTrip Communications.

The trip sponsor should communicate with all participantsp/raeeprg, email, or other written means the planne
itinerary,dhavioral expectaticsee(section dransportation and accommodation details so that all participants ar:
aware of what is to be expected.

8. Insurance Coverage.

CUNY does not currently have a standard of medical insurance coverage for ivavestidrstagdnating the risks
involved in each trip, the college should consider whether trip insurance should be sought for the trip to trans:
those risks to an insurance carrier where appropriate. Since CUNY does not currdtitlinswaadatefbeall
students, all student participants shall be responsible for any medical costs they incur during and/qr.as a rest
The trip sponsor is responsible for communicating this policy to the participants.

It is recommended thatanket insurance rider that will cover all student organization related trips be considere
9. Student Behavior.

a. Students are representatives of CUNY whenever they particigatepuam@acivity that is funded fully or
inpartbytheinst ut i on. As s uc h canpisactistiesusdediattivesopthely e h a v i
College/University, and therefore, students are expected to conduct themselves appropriately.

b. All trip participants are required to (a) comply with the stdodarastee Henderson Rules of Public
Order and with applicable University policies, procedures, rules and regulations, understanding that
compliance is important to the success of the trip and to the University's willingness tdgsermit future
activities; and (b) conform their conduct to the standards surrounding the trip and assume responsit
own actions, understanding the circumstancescahgiusféctivity may require a standard of decorum
which may differ from thaicaié on campus. Violations of the foregoing requirements may subject
participants and sponsoring organizations to disciplinary action pursuant to Article XV of the CUNY
Trustee Bylaws.

c. Participants in activities involving student trageloaisble for their own behavior and any resulting
consequences. The College/University shall not be liable for any loss, damage, injury or other conse
resulting from a participant's failure to comply with College/University rules émel degutadions,
College/University employees, or applicable law.

10. Emergency Procedures Protocol for Trip Sponsors and Chaperones
As applicable, trip sponsors and chaperones should:
a. Contact local police or law enforcement to report theft,oraartjatisiner criminal activity.
b. Contact the local emergency medical provider for medical emergencies.
c. Contact the Office of the Provost, the VP of Student Affairs Office or the Office of Public Safety for «

d. Report all injuriedloesses to designated campus officials. Complete any accident or incident report
24 hours.

e. Report vehicle accidents to local police or law enforcement departments and to the appropriate car
Be prepared to contact appropriateesproviders.

f. Develop an emergency plan to deal with the following key issues. Be prepared to contact and notify
appropriate campus service providers to timely address and handle these issues:

1. emergency response and rescue;
2. stress ampbychological issues and effects resulting from the emergency event;

3. posincident responses: returning studemgs medical treatment, foloinformation and
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debriefing;
4 . student 6s emergency contact s;
5. press and media, if warrantéd; an

6. legal and liability issues that may arise.

11. Required Documents to Support Student Trips and Travel

The following documents must be on file with the designated office of the college prior to departure of a stude
(Sample templates arachted.)

a. OfftCampus Student Travel Authorization Form

This form should contain the name of the organization sponsoring the trip, the trip chaperone/spons
contact information for that individual, the travel destination and accommaelafitimes tioyposnber of
participants, dates of travel, method of transportation, local contact information and cell phone contz
information for the chaperone, as well as a listing of all participants and emergency contact informa
participan

b.OffCampus Travel Waiver and Release Form
All students traveling must complete and s@iftiaarpus Travel Waiver and Releasartebmmdicate
that they understand and agree to comply with the Henderson Rules of Public Order wetite Office of
Affairs for student organization travel and to the Office of the Provost for Academic (class) related tr
than five (5) business days before the scheduled trip. Trip sponsors must collect signed releases fr
students participatinthexprogram. These signed forms should be kept on file for six (6) years after th
has ended and each student returns by the organization or department that sponsors the program.
under the age of 18 years shall provide each documeed rberee signed and notarized by a parent or
guar di an. Failure to supply the information
participate. Any trip taken without submission of a complete @iiGatmateStudentavel
Authorization FoomtheDffCampus Travel Waiver and Releaserratirar violations of this policy may
result in individual and/or organizational discipline as outlined in CUNY Article XV of the CUNY Boa
Bylaws.
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Off-Campus Student Travel Authorization Form

The Off-Campus Student Travel Authorization Form must be completed by the Trip Sponsor and submitted to the Office of

Student Affairs for student organization travel and to the Office of the Provost for academic (class) related travel a

minimum of ten (10) business days prior to travel. All organized travel is expected to follow the CUNY Student Travel

guidelines. These Guidelines can be found at . In addition to the Off-

Campus Student Travel Authorization Form each student who will be traveling must complete the Off-Campus Travel

Waiver and Release Form.

Please Note: High-risk activities (as determined by the University/College), e.g. spelunking, white-water rafting, may
require additional documentation and approval.

To Be Completed by the Trip Sponsor.

Trip Sponsor Name: Title (circle one): Faculty Staff Student
(please print legibly)

College Affiliation:

Are you a club officer? Yes No If yes, which office:
Cell Phone: ( )

Alternative Phone: ( )

Email:

(most frequently checked email address)
Address:

City: State: Zip:

Destination of Travel:

Event/Conference/Activity:

Purpose of Travel:

Number of Travelers:

Dates of Travel: Departing Day: Time:
Returning Day: Time:
Transportation (Please Check One): Personal Vehicle Car Rental Train Plane
Contracted Bus Service Other
Transportation Details (Please Provide Relevant Details): briverés Name: _ .
DMV Number of Driver: Rental Service:
Name of Bus/Train/Airline Co.: Flight/Train Number:
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All college sponsored/affiliated trips are required to be accompanied by a chaperone as outlined in the Domestic Trip and
Travel Guidelines. Please complete the following information about the (trip) chaperone. If you have more than one
chaperone please attach an additional page with complete information. If there is no chaperone, provide the information
for the University contact.

Chaperone:

(Please print legibly)
Affiliation to Organization/College:

Phone: ( )
Alternative Phone: ( )
Email:

(most frequently checked email address)

Address:

City: State: Zip:

Will the travel require overnight lodging? Yes No If yes, please complete this section.

Name of Accommodation:

Type of Accommodation: I Hotel I Hostel ‘I College Residence Hall
I Retreat Center I  Personal Home I  Conference Center
I Other
Phone: ( )
Address:
City: State: Zip:

* Attach additional sheets as necessary.

Contact Information During the Trip
Phone number you can be reached during event:

( )
Destination Phone Number: ( )
Chaperone Cell Number: ( )

E-mail Address:

Please attach a complefe frlp |E|nerary ana any Otner retevant attacnments.

The following information must be completed for each student who will be attending the event/trip. (Attach additional
sheets as necessary.)

Name:

(Please print legibly)
CUNY Id:

Cell Phone: ( )

In case of emergency, notify:
Name:
Relationship:
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Phone number: (

Name:

(Please print legibly)
CUNY Id:

Cell Phone: ( )

In case of emergency, notify:
Name:

Relationship:

Phone number: (

Name:

(Please print legibly)
CUNY ld:

Cell Phone: ( )

In case of emergency, notify:
Name:

Relationship:

Phone number: (
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Off-Campus Travel Waiver and Release

To Be Completed by the Student (please print legibly)

_____________ College (NnColl egeo) of The City Univers-ity
campus activities by its students can be an -damppsoactivitesimay, p ar t
however, involve certain risks, both to the participating students and to the College/University. In order to participate,

each student must read carefully, complete, and sign this Travel Waiver and Release document and submit it to the Trip
Sponsor prior to the Activity.

Description of Activity:

Destination of Trip:

Dates of Activity:

Chaperone/Trip Sponsor:

Affiliation to Organization/College:

Name:

(Please print legibly)
CUNY Id:

Cell Phone: ( )

In case of emergency, notify:
Name:
Relationship:
Phone number: ( )

| wish to participate in the Activity, and in consideration for being permitted to participate in the Activity, | hereby represent
and agree as follows:

1. | understand that participation in the Activity involves risks and hazards not found in study at the College, including
risks involved in traveling, and | have sought and obtained information and advice that | feel are necessary and
appropriate. | am fully aware of and voluntarily assume the risks and hazards connected with participating, and |
hereby voluntarily elect to participate in the Activity. | acknowledge, accept, and assume all such risks, whether or
not foreseeable and whether or not caused by the negligent or intentional acts or omissions of others, and elect
voluntarily to participate in the Activity.

2.  Knowing these risks and hazards, and in consideration of being permitted to participate in the Activity, | agree, on
behalf of my family, heirs and personal representative(s), to assume all the risks and responsibilities surrounding my
participation in the Activity. | understand that, although the University has made every reasonable effort to assure my
safety while participating in the Activity, there are unavoidable risks, and | hereby release and promise not to sue the
City of New York, the State of New York, the College, the University, and the officers, employees or agents of any
and all of them (AReleased Partieso) for any damages
associated with my participation in the Activity, except for such damages or injury as may be caused by the gross
negligence or willful misconduct of the officers, employees, or agents of any of them. It is my express intent that this
Release bind my heirs, assigns, and personal representatives.

3. lrepresent that my agreement to the provisions herein is wholly voluntary, and further understand that, prior to
signing this Release, | have the right to consult with the adviser, counselor, or attorney of my choice.

4. | will become informed of and conform my conduct to the standards surrounding the Activity and assume
responsibility for my actions, understanding that the circumstances of an Activity may require a standard of behavior
that may differ from that applicable on campus. Iwillc ompl y wi th the Universityés rul

for student behavior, including the Coll egeds Code of S
acknowledge and understand that my compliance is important to the success of the Activity and to the
Uni versityds/ Coll egeds will i ngn elsmivetarad refease alli ctaimsf agdingtrthe s i |

University that arise at a time when | am not under the direct supervision of the University or that are caused by my
failure to remain under such supervision or to comply with such rules, standards and instructions.
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10.
11.

12.

13.

| agree that the University has the right to enforce the standards and conduct described herein, in its sole judgment,
and that it may impose restrictions, up to and including removal and termination from the Activity, for violating these
standards or for any behavior detrimental to or incompatible with the interest, harmony and welfare of the College,
the University, the Activity or other participants. If | am terminated from the Activity, | consent to going home at my
own expense with no refund of fees.

| have no health-related reasons or problems that preclude or restrict my participation in the Activity. | have or will
obtain and maintain health, accident, disability, hospitalization, and travel insurance as | deem necessary to
participate in the Activity, and | will be responsible for the costs of such insurance and for any expenses not covered
by insurance.

| have disclosed to the College any physical, mental, and emotional conditions or problems that might impair my
ability to participate in the Activity, and | hereby release the University and its trustees, officers, employees, agents,
and representatives from any and all claims, demands, injuries, damages, losses, actions, causes of action, or
expenses whatsoever arising out of my failure to disclose such conditions or problems.

The University may, but is not obligated to, take any actions regarding my health and safety that it considers to be
warranted under the circumstances. | hereby authorize the University to make such decisions as may be necessary
if it is unable to reach the Emergency Contact Person named above. | agree to pay all expenses relating thereto
and release the University from any liability for any such actions.

I will assume full financial responsibility for all costs and expenses incurred by me in connection with the Activity,
including, without limitation, financial responsibility for damage or destruction to property of third parties.

I will not hold myself out as having the power or authority to bind or create liability for the College or the University.

| agree that should any provision or aspect of this Release be found to be unenforceable, that all remaining
provisions will remain in full force and effect.

This Release represents my complete understanding with the College and the University concerning their
responsibility and liability for my participation in the Activity. It supersedes any previous or contemporaneous
understandings | may have had with the College or the University on this subject, whether written or oral, and cannot
be changed or amended in any way without my written concurrence.

Check one: | am at least eighteen years old.

| am not yet eighteen years old, so | have secured the signature of my parent or guardian
(see next page) as well as my own.

| have read this Waiver and Release carefully, and | am signing it voluntarily.

Date:

Signature:
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Description of Activity:

Destination of Trip:

Dates of Activity:

Chaperone/Trip Sponsor:

Affiliation to Organization/College:

IF APPLICANT IS UNDER THE AGE OF 18, PARENT OR LEGAL GUARDIAN MUST
COMPLETE AND NOTARIZE THE FOLLOWING:

|l
print full name
(@) am the parent or legal guardian of the Student who signed this Waiver and Release Agreement;
(b) have read this Waiver and Release Agreement (including such parts as may subject me to personal
financial responsibility);
(c) am and will be legally responsible for the obligations and acts of the Applicant as described in this
Release; and
(d) agree, for myself and for the Applicant, to be bound by its terms.

Signature of Parent or Guardian

STATE OF )
) SS.
COUNTY OF )
On this day of , 20___, before me personally appeared

to me known and known to me to be the person described in and
who executed the foregoing instrument and acknowledged that s/he executed the same.
Notary Stamp

Notary Public
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STUDENT FUNDRAISERS FOR NON-HUNTER ORGANIZATIONS
Please note the policy and procedure regarding student fundstesgrajitoAsticle XVI of CUNY Bylaws.

Student activity fees can only be used for activities which directly benefit those students enrolledCamnbeguentBollege
money collected from the student activity fee cannot ordinarily be Hilwetsd divested to support or assist any outsid
organization, charity, etc.

However, chartered student groups who want to raise funds on behalfpybétlegaérempt organization will be permitted 1
do so in accordancénwlie proceduretimed belovt is understood, however, that the only money which may be forwardec
outside organization isptieditfrom the fundraiser. Therefore, all expenses associated with an event must be paid from th
of that event and not file@organization's allocatidre only exception to this would be if the fundraiser is financially unsuc
and the expenses are greatethibgroceed$hen, of course, the student organization would be responsible to pay all outs
bills assoated with the event.

PROCEDURE:

1. A written agreement between the Hunter College sponsoring student organization and the oumside b&rganiz
submitted to Teneia Woalehthen appexv by the College Associafittin.agreement must:

a) be witten on the official letterhead of the outside organization. Affixed to this letter should be pr
organizations nprofit, tax exempt status.

b) be signed by the presidadtreasurer of the Hunter College sponsoring group.

c) be signedbya of f i ci al representative of the organi ze
be indicated.

d) indicate the amount or percent of profit that the sponsoring group expects to turn over to

organizationf all of the profit is expected to be turned over, so indicate.

e) indicate if the outside organization is expected to pay any costs such as advertising, security, etc.
fundraising activity.

f) indicate that the agreement is subjecppribneal of the Hunter College Association.
0) the purpose of the outside organization must be indicated on their letterhead or in an accompanying lett
2. The president or treasurer of the sponsoring group must present this signedhegkaamemCollege Association for

review ancbonformance with CUN#vB§ection 16.2.

3. The president or treasurer of the spogsoupgust meet with Ms. Latysha Mckenzie (COOdoNbathinancial
Recondiation Form can be compléredaccounting for this event will be handled like all other student events regar
reservation procedure and financial reconciliation.

4. After steps3 have been completed, the Hunter College sponsoring group may begin their fundraising effort.

IT SHOULD BE NOTED THAT THE BUSINESS OFFICE WILL NOT RELEASE ANY FUNDS TO AN OUTSIDE OF
UNLESS THE AFOREMENTIONED PROCEDURE HAS BEEN FOLLOWED.
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STUDENT DEMONSTRATIONS AND RALLIES: A POLICY STATEMENT

Hunter College suppaiie interests of persons who wish to express their views, and believes that the memt
College community should be exposed to a variety of poihtevedéwaewHunter College does have the right anc
responsibility to preserve the ordediyct@f College business and its educational purpose. Therefore the Coll
established the following rules and regulations to guarantee that the College’s mission is not disrupted while |
College community wish to hold a demonstraliyn o

1) Demonstrations will be permitted on the first floor of the West Building, the West BuaifdirtgeCiindyard,
floor of the West Building. It is understood that wherever or whenever a demonstration is being held, |
any waympede the orderly flow of students and staff in their movement through the building nor interfe
College business.

2) At least thrg8)days prior to a planned demonstration or rally, the responsible individuaWwrntisnsubmit a
request tthe Office of Student Services in which the location, time, date, and piamned of the
demonstration or rally is indicated.

3) It is understood that spontaneous demonstrations must aied teetberdireas referredrianmber one,
above andannot interfere with tabling reservations.

4) Written authorization will be issued by the Office of Student Services.

The College reserves the right to have final jurisdiction regarding the time and place of all demonstrations. Ir
canpliance with these rules and regulations will be subject to disciplinary procedures.
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THE COLLEGE ASSOCIATION OF HUNTER COLLEGE CONTRACT

CUNY Bilaws require that this agreemasitbe used whenever a sthaeganization is contracting for payment ¢
fees to a speaker or performer and other individuals rendering services.

AGREEMENJetween
a student organization chartered by the __ Student Government and

in person, or by a representative who exhibits, in advance, properly set forth written authefiztenwhtiehe/sr
authority to enter into this specific agreement for the specific date and time stated below and at thetipecific
and if signed by the agent, he/she/it guarantees performance under those terms and on datbelad/time set for

Date of performance or event:

Timelength of performance or of event:

Place of performance or event:

Nature of performance or event (detaileany persons in orchestra oewodinér

pwbh R

Equipment: (to be supdhg whom)
Security services: (who is to pay for security?)
Costs of advertising: (who is to pay?)
Costs of travel, hotel, etc.: (who is to pay?)
Amount of payment to be made: *
0. Method of payment in full:
a. At one time (date)
b. If several payments (dates of each):
C. Time of Final Payment (date):
11. Neither parhereto shall have the right to cancelupcreptritten agreement of the other.
12.  This agreement shall not be operative until an authorized person from The College Association of Hu
has signed this agreement at the place indicatethprevent (see NittdetoHutchinsgriRoom 214TH)
13. MISCELLANEOUS TERMS

BHO®O®NO O

PLEASE NOTE: HUNTER.LEGE AND THE COLLEGE ASSOCIATION OF HUNTER COLLEGE, IN NO WA)
ACCEPTS RESPONSIBILITY OF THIS AGREEMENT FOR PERFORMANCE OR PAYMENT OF ANY SUM:
PARTIES TO THIS AGREEMENT ARE THE SOLE GUARANTORS OF EITHER PAYMENT OR PERFORM:;/
WILL NOT LBO'O THE COLLEGE ASSOCIATION OF HUNTER COLLEGE, HUNTER COLLEGE OR CITY
UNIVERSITY OF NEW YORK FOR ANY PAYMENT.

Amount To Be Paid:

Payable To (Please Print):

Adaess:

Phone Number:

INSURANCEThe contractor shall maintain the following insurance and provide proof of such coverage in ad
peformancer services:

55



RIDERSThe contractor further agrees to be bound by attagdeds this document as indicated and initialed.

Student Organization Representative / President

Student Organization Representative féireasu

Contractor or Authorized Representative / Title

Reviewed by College Association Representative/Title

*The maximum permissible faaygrerformer or speaker shall be determined by the appropriate student goveri
student organization. Once the fee is authorized, The College Association representative will contact the Bus
encumber the money expressly for thest@h obligation.

SECURITYSecurity for an event, if held on college premises, shall be under the control and supervision of
There shall be no frisking or searches permitted, except by law enforcement officials. No ponagd, semirity p
as bodyguards or escorts acting in a security capacity, with the exception of security guards contracted for
shall perform any campus security or security related functions. The use of armed private securitg.guard:s
Any person or organization violating such an agreement may be denied future access to any CUNY campt
applicable college sanctions. Law enforcement officers who are charged with the responsibility of providing ¢
securityotvarious dignitaries are excluded from this policy.

PAYMENT In order for payment to be made there must be proper documentation that the event took pl
documentation shall include:

a. A statement that the event took place, signed byaathersoed by the College Association of Hunt:
College, who attended the event; or

b. Other documentation, approved by the College Associatio@afelgantesmhows that the event
took place.

NONDISCRIMINATIGNhe contractor agrees thdtepérformance of this agreement, it will not discriminate ag
any person or group of persons on the basis of age, sex, race, disability, religion, national origin, carskxual
that it will comply with all applicable laws and regfuthBodsited States and the State and City of New York
respect to its performance under this agreement.

CONFLICT OF INTERESMe contractor represents that no monetary or other form of remuneration has be
offered or promised to anyooneder to include the college organization to enter into this agreement, no remt
shall be given, offered or promised to any agent, servant, employee, officer, director or student of the Co
University of New York, The College Amsofibiunter College, the City and the State of New York.

INDEMNIFICATION, HOLD HARMLUE®S ontractor agrees to be responsible for any personal injury or propert
damage which is directly or indirectly attributable to contractor's perfoimsaagesanarttf or to the activities of the
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contractor's agents, servants, employees, volunteers, and subcontractors if any. The contractor agrees to ind
hold harmless Hunter College, The College Association of Hunter College, ThefQigviJ¥iwdesihe State of
New York, and their respective directors, officers, agents, servants, employees, members, students, and invi
and all responsibility, costs or liability of any nature, kind and description, whatsoevetinas o fiecaa ssasyad]

action for personal injury, (including wrongful death) and property damage, directly or indirectly, arising from |
performance of the contractor and its agents, servants, employees, volunteers, and subcontractors if any, uni
agrement.

COMPLIANCE WITH COLLEGE REGULATI@NSntractor agrees to comply with all rules and regulations

applicable to Hunter College, The College Association of Hunter College, The City University of New York an
New York.
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HUNTER

The City University of New York

APPLICATION FOR COMPENSATION
FOR

SERVICES RENDERED

Service Rendered

Date of Service Amount to be Paid:
PAYABLE TO:
Please Print
Address:
Soc. Sec. No - - Telephone No:

CUNY Employee Status

| certify that| am not an employee of the City University of New York (CUNY).

| certify that] am an employee of CUNY and my services were provided
outside of my regular working hours.
Payeemust check one of the above in order to process request

Signature of Payee: Date

Authorized Signatory:

Please Print

Signature

Date
Pl ease include a copy of payeeds Soci al
Accounting Department Telephone (212) 772373
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