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University of Northern Colorado
Club Sports Contact List

	Brad Logar, Assistant Director of Intramural and Club Sports 
	351-1996

	Aaron Freimark, Club Sports Graduate Assistant
	351-2509

	Kathy Liu, Club Sports Head Athletic Trainer
	351-2509

	Campus Recreation Center Fax Number
	351-1076

	TBA, Director, Campus Recreation
	351-2643

	Scott Schuttenberg,  Interim Director, Campus Recreation
	351-2067

	Kelsey Lundy, Coordinator of Fitness Programs
	351-1540

	Vincent Carter, Senior Coordinator of Operations
	351-1893

	Tricia Tort, Assistant Director of Fitness and Wellness Education
	351-2068

	Edie Linn, Campus Recreation Account Tech II
	351-2020

	Al Loera, Custodial Supervisor
	351-2642

	Martha Davis, Intramural GA
	351-2936

	Jessica Weiderspon, Fitness GA
	351-1540

	Campus Recreation Center Entry Desk
	351-2062

	Shane Vaughn, SRC V.P. of Student Organizations
	351-2582

	TBA, Athletics/Director of Sales and  Sponsorships 
	351-2185

	Transportation Services
	351-1258

	Conference, Catering, and Event Planning
	351-1315

	FedEx Kinko’s – University Center
	351-2803

	The Mirror
	392-9270

	Greeley Tribune
	352-0211

	UNC Connection
	720-220-7839

	Emergency
	9-1-1

	UNC Police Dept.  Non-Emergency
	351-2245

	Campus Health Center
	351-2412



UNC Campus Recreation Center
Attn:  You’re Club Name
501 20th Street
Campus Box 62
Greeley, CO  80639
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 2008-2009 Club Sport Contact List

Brad Logar, Assistant Director, Intramural and Club Sports
Phone:  351-1996
Email:  bradley.logar@unco.edu

Aaron Freimark, Club Sports GA
Phone:  351-2509
Email:  aaron.freimark@unco.edu
Fax: 970-351-1076

	Team
	Contact
	Email

	Baseball
	Tommy Jensen
	Tjens05@yahoo.com

	Cycling
	Alex Lewis
	Alex_t_lewis@yahoo.com

	Fencing
	Kelson Ditch
	Ditc6322@blue.unco.edu

	Ice Hockey
	Drew Errington
	drew.errington@unco.edu

	Men’s Lacrosse
	Brian Evans
	Evan2494@bears.undo.edu

	Women’s Lacrosse
	Lennon Barnica
	lenb300@yahoo.com

	Outdoor Adventure
	Kyle Hosmer
	uncoutdooradventures@yahoo.com

	Men’s Rugby
	Chris Devaney
	cjdevaney@hotmail.com

	Women’s Rugby
	Carlin Chismer
	Chis6284@bears.unco.edu

	Roller Hockey
	Jeremy Kerr
	kerr0267@bears.unco.edu

	Men’s Soccer
	Justin Puckett
	Justin.puckett@unco.edu

	Women’s Soccer
	Shannon Loveridge
	Soccercat13@msn.com

	Ultimate Frisbee
	Scott Wharton
	Whar9057@bears.unco.edu
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INTRODUCTION

The Club Sports program at the University Of Northern Colorado (UNC) is an integral part of the Department of Campus Recreation

The purpose of the Campus Recreation Department is to provide positive recreational, fitness, and wellness programs and services designed to promote active, healthy lifestyles, and to support the academic mission of the university.
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Campus Recreation is housed in Auxiliary Services.  The mission of Auxiliary Services is to serve the campus community at the University of Northern Colorado by providing a variety of services to support campus life for students, faculty, staff, alumni and guests of the University. It is a primary goal of Auxiliary Services to contribute to the educational mission of the University by providing programs of excellence and support services in the areas of student housing, dining services, the student union, campus bookstore and other ancillary services. Auxiliary Services is committed to fostering an environment that promotes diversity of thought and culture, educational opportunities for students, and ethical professional standards throughout the auxiliary enterprises at the University of Northern Colorado.

UNC Club Sports are student-run and student-funded organizations.  The clubs provide the elected officers with opportunities to acquire valuable life skills in organization, working with diverse individuals, and leadership.  Each club, while reporting to the Assistant Director of Intramural and Club Sports, is responsible for its own practice and game schedule, equipment, apparel, and fundraising.  Club Sports are student organizations that have been established to promote and develop the interests and skills of their members in a particular sport or recreational activity.  UNC Club Sports participants participate in intercollegiate competitive sports, improve skill levels and overall knowledge of sports, learn new sports, and develop friendships as they enjoy group activities.

[bookmark: _Toc18247845][bookmark: _Toc18247992][bookmark: _Toc18248418][bookmark: _Toc18287193][bookmark: _Toc18287285]The basic philosophy and key to the success of the program is the continued emphasis placed on student leadership, participation, and competition. This handbook is designed to inform club officers and members of the policies, procedures and guidelines to which each club must adhere in order to be recognized by the Student Representative Council (SRC) and sanctioned with the Department of Campus Recreation.
[bookmark: _Toc175887670][bookmark: _Toc175887805]STARTING A NEW CLUB SPORT
1) First meet with the A.D. of Intramural and Club Sports or the GA of Club Sports to assess the interest and feasibility of forming a club.
2) A club constitution is required to be submitted.  Club operational by-laws should also be established.
3) The club must prove it has at least 10 members willing to pay dues and follow the club’s by-laws and constitution.
4) The club must prove there is interested, involved and committed student leadership capable of organizing and leading the club.  For competitive sports, the club must show they have a coach with acceptable skills and knowledge to assist the club in developing their competitive abilities.  For instructional sports, the club must have instructors who are skilled and certified to be teaching their activity.
5) When applying for recognition as a club sport, the following areas will be reviewed prior to making a decision: NCAA sanctioning; peer institution involvement; availability for regional competition; fiscal, physical, and personnel resources; and a complete risk management assessment.
6) The club must submit an operational budget for the first year of their existence.  They must show how they are going to raise these funds and how they will be managed.  Depending on what time of year a club is established, they will be ineligible for Club Sport funding for one year from the recognition of the club.
7) All clubs are required to have a faculty or staff advisor.  The club is responsible for arranging and locating this advisor.  The A.D., Intramural and Club Sports may not serve as a club’s advisor.
8) Following the comprehensive review and approval from the Department of Campus Recreation, pending clubs will be forwarded to the Student Representative Council to complete the UNC chartering process.

[bookmark: _Toc175887671][bookmark: _Toc175887806]CHARTER RECOGNITION
Charter recognition is the process by which a student organization is officially acknowledged by the SRC and UNC as a recognized group.  Charter recognition does not imply endorsement of the positions taken by the group or assume responsibility for actions taken by the group which violate federal, state, or local laws.  Specific privileges are acquired upon recognition which include the right to schedule University facilities at reduced rates, the right to request SRC funding (if eligible), and the right to use the University’s name in conjunction with the group’s name.  The chartered organization must follow and uphold the policies and procedures outlined in the UNC Student Rights and Responsibilities Handbook.

All UNC Club Sports are required to go through the chartering process.  However, Club Sports organizations are not eligible to request SRC funding.

FY 2008-09 Student Organization Chartering Process		                           REQUIRED     
Any club who wishes to charter during the 2008 - 2009 academic years must send a representative to one of the Club Chartering meetings

Student Organization Chartering and Funding Info Meetings:
September 4 and September 8            5:00-6:00 pm   Columbine B

Chartering Packets due:
September 15                                     5:00 pm – Student Activity Office Room 2035

All UNC clubs are required to submit a chartering packet and to complete the chartering process.  A copy of the chartering packet may be found in the back of this manual.  Deadline for submission of the Student Organization Chartering Packet is September 15, 2008.
Located at http://www.unco.edu/clubs/forms/ClubCharter0809.pdf

Club Constitution and Bylaws:  
A club constitution provides a basic framework and structure for each club.  Each club is required to have a current constitution on file with the club sports office. Clubs are encouraged to refer to their constitution when dealing with club issues such as elections, eligibility, and collecting dues.  Final drafts of constitutions are due in the Club Sport office on September 15, 2008.
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It is the policy of the Student Representative Council that chartered organizations may not exclude students from membership on the basis of ethnicity, race, color, national origin, sexual orientation, gender, creed, disability, veteran status, or religion.  In cases of regional, national, or international affiliated groups, University of Northern Colorado chartered groups affirm to the Student Representative Council that membership selection policies and procedures of the parent organization do not require that the local organization exclude any student from membership based on the policy listed above. Each club constitution must carry a statement to this effect.

Membership of chartered student organizations must:
1. Consist of a majority of UNC Students.
2. Have only student members holding voting rights and authorizing financial actions.
3. Have a minimum of five (5) active student members at all times.
4. Have membership requirements that do not conflict with SRC and Affirmative Action/Equal Opportunity policies.

CLUB SPORTS ELIGIBILITY
Students:
Any fee-paying student currently enrolled in classes during a semester is eligible to join a sport club.  

Faculty/Staff:
UNC faculty and staff may participate in club sports on a limited basis.  Faculty and staff members may apply for affiliate club membership, and they may only become members of the instructional and/or recreational clubs. Faculty and staff must purchase a Campus Recreation Center membership in order to join a club sport.  In addition, faculty and staff may be restricted from competing due to certain league or association regulations.  

Non-University Participants:
Non-university participants are not allowed to join sports clubs as members.  In certain circumstances, non-university participants may be allowed to practice with a club in an instructional setting.  This decision is left up to the discretion of the A.D. of Intramural and Club Sports.  Outside community members and non-university participants must pay a daily entrance fee to the Campus Recreation in order to participate with a particular club.

Club Membership:
The individual clubs are responsible for complying with their various conference, tournament, or national eligibility rules as well.  Membership must also be approved by individual club constitution guidelines as well as local, state, regional, or national governing bodies (if applicable).  Only individuals listed on the membership roster, possessing adequate insurance coverage and having submitted a release form are eligible for any participation in practice or competition.  Children (any person under the age of 18) must have a waiver signed by his/her parent/guardian PRIOR to participation in club sports.
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The Club Sports Council (CSC) exists to inform Club Officers of issues in a variety of areas including budget and travel procedures, operating policies, eligibility, facility scheduling, discipline matters, fundraising, and future direction and planning.

The Club Sports GA and the Club Sports Council Representative will conduct all meetings.  All elected officers from every club sport are members of the CSC, as well as the Club Sports GA and A.D. of IM & Club Sports.  The faculty sponsor and/or coach of each team are invited to attend the meetings although he/she will not have formal voting privileges.

The Council will meet on Wednesday nights at 6pm Bi-monthly at the University Center Spruce A. (See the Club Sports Officer webpage for dates).  The AD of IM & Club Sports may call special meetings as needed.  These meetings are essential for effective administration of all Club Sports at UNC.  Every club President and at least one additional officer is expected to attend every meeting.  However, all officers are strongly encouraged to attend every meeting.  Sanctions, including loss of funds and facility space, will be placed on any club whose members do not attend.  If the President is unable to attend, arrangements can be made with the Club Sports GA for an alternate designee to attend a meeting.


2008 Fall Semester Club Sports Council Meeting Schedule
· Sept 3, Sept 17, Oct 1, Oct 15, Oct 29, Nov 12, Nov 19 & Dec 3
· All meetings are scheduled for 6:00pm in Spruce A at the University Center.

CLUB SPORT EXECUTIVE COUNCIL

The Executive Council will act as an administrative and judicial body in the Club Sports Council.  Positions on the Executive Council include President, Vice-President, Treasurer, Secretary/Historian, Club Sports Graduate Assistant, and Assistant Director of Intramural and Club Sports. The members of the Executive Council will meet every two weeks to discuss issues pertaining to the Club Sports Program. 
	A. Electable Positions 
1. President 
The CSC President has a responsibility to lead with purpose and by example.  The president must always keep the benchmarks and long-term goal determined by the CSC in mind when working with club sports. The president’s main duty is to ensure that the Executive Council is focused and productive.  Tasks must be delegated efficiently to other officers and committees within the CSC. 
2. Vice-President 
The Vice-President is responsible for working closely with the president and knowing the intricacies of the presidential duties and responsibilities.  The vice-president will be responsible for replacing the president in the event that this officer must step down or is removed from office.  This person will also be responsible for heading a committee and ensuring each committee member is making progress towards its goal. 
3. Treasurer 
The Treasurer is responsible for reviewing the CSC general accounts.  The Treasurer must monitor and report all spending from these accounts.  The Treasurer must also give monthly reports on the status of the accounts to the CSC. It is also the responsibility of the Treasurer to prepare the CSC for allocations.  This includes the initial request packets, the preparation of the individual clubs for their allocation presentations, and the official allocation request to the Student Representative Council along with the Club Sports GA and A.D. of IM & Club Sports. 
4. Secretary/Historian 
The Secretary is responsible for keeping a written record of all CSC meetings and Executive Meetings. The secretary will keep a digital file and submit documents to the A.D. of IM & Club Sports for archiving.  The secretary is also responsible for ensuring that meeting minutes and announcements are posted on the official Campus Recreation Club Sports Web page in a timely manner. 
	B. Non-Electable Positions
1. Assistant Director of Intramural and Club Sports  
The Assistant Director of Intramural and Club Sports is employed by the Department of Campus Recreation. All students and coaches associated with the club sports program are accountable to the individual in this position. The Assistant Director of Intramural and Club Sports may assign tasks or duties to any of the Executive Council members in pursuit of the goals and mission of the Club Sports Program, the University of Northern Colorado, and/or the Department of Campus Recreation. 

The Assistant Director of Intramural and Club Sports will utilize the CSC and the CSC Executive Council when appropriate in making decisions that affect the general functioning of the program. Each of the Executive Council members will have a personal working relationship with the Assistant Director of Intramural and Club Sports to ensure that each student is taking an active role in their development as a student leader. 
2. Club Sports Graduate Assistant 
The Club Sports Graduate Assistant will be hired by the Department of Campus Recreation and will represent the department and university when attending CSC meetings and CSC Executive Council Meetings. Also, the Club Sports GA will be a resource for all club sport members and leadership when making travel, scheduling, financial and other decisions pertinent to the club sports program.
	    
        C.  ELECTIONS 
1.	Eligibility:  Any active member of a recognized club sport is eligible to stand for election to an Executive Council position; however, there can be no more than one Executive Council member from each club.  
2.	Balloting:  All active club sports and each member of the Executive Council are allowed one vote per office being elected. Results will be determined by simple majority vote. 
3. Campaigning:  Each Candidate will have three minutes to speak to the CSC assembly immediately prior to the election. Time will be monitored by the Club Sports GA. 
4. Election Results:  Following the vote casting, the Club Sports GA and a club representative not on the ballot will take the ballots to a different room and count the ballots. In the case of a tie between any two candidates, the A.D. of IM & Club Sports will cast a tie breaking vote. The results will be written on a predetermined form and signed by the officers counting. The form will then be handed to the A.D. of IM & Club Sports to be signed and announced to the CSC assembly.   
	
5.Terms of Office 
1. The 2008 – 2009 CSC Executive Council will be elected on September 3rd, 2008.  The 2009 – 2010 CSC Executive Council will be elected in the Spring Semester of 2009. Date to be determined
2. CSC Executive Council terms of office expire at the conclusion of the Spring Semester unless they are reelected.
3. In the event an office is vacated, the nomination and election may take place for a replacement at the next scheduled CSC meeting.




CLUB SPORT EVALUATION SYSTEM:
Sport Clubs will be evaluated throughout the 2008-2009 school year.  Points will be awarded to each club based on performance on certain criteria established by the A.D. of Intramural and Club Sports.  A perfect score will allow a club to receive up to the maximum amount of funds possible through the Student Fee allocation process.  The percentage of evaluation points a club has earned will be translated into a percentage of money a club may receive.  The evaluation system will affect a club’s funding for the upcoming year.  A breakdown of the evaluation system and deadlines follows.  In addition, the Club Sport Evaluation System will be utilized to help determine priority for additional funding for clubs.  Additional money is available for equipment purchases and travel to national championships.  Allocation determination will be based partly on a club’s performance in the following areas.

Evaluation Areas							Deadline

1.   Attendance at Fall Orientation					August 21, 2008
2.  Attendance at Club Sport Council Meetings				See page 8 for dates
3.   Officer Contact List					  		August 21, 2008
4.   Attendance at RecFest						August 22, 2008
5.   Attendance at Fall Bizarre						August 24, 2008
6.   Participation in Homecoming Parade				October 11, 2008
7.   Participation in Greeley Community Service event			Activity/Date TBD
8.  League Membership Requirements					1 week prior to league deadline
9.   Fall Schedules (Practice/Games/Events)				August 25, 2008
10.   Team Roster, Contact List and Participant Information Forms	Prior to first game
11.   Team Waivers (Hazing/Liability)					after tryouts/1st team meeting
12.   CPR/First Aid Certifications (2 Club Members)			September 15, 2008
13.  15 Passenger Van Orientation Certification (if needed)		2 weeks prior to trip
14.   Club Constitution and Bylaws					September 15, 2008
15. Student Organization Chartering Packet				September 15, 2008
16. Spring Schedules (Practice/Games/Events)				December 3, 2008
17.  Matching 100% of allocated student funding			April 1st, 2009
18. Submission of 2009-2010 Budget Proposals				March 09
19. 2009-2010 Budget Proposal Presentation				April 09
20. Year-end Meeting and Annual Report				2nd to last meeting in April 09
21. Club Elections							2nd to last meeting in April 09 
22. Travel Rosters							Instate / Car or Bus - 5 days
									Out of State - 5 days
									Out of State (Plane) - 2 weeks
23. Travel Requests/Vehicle Requests					14 days before trip
25. Maintaining Club Website – Fall					Continuous
26. Maintaining Club Website – Spring					Continuous
27.  Other evaluation areas as assigned					TBD


Evaluation System Description:
It is vital that clubs meet all required deadlines, because their performance in these areas determines how much money each club is allocated.  The goal of the evaluation system is to ensure timely return of required forms and to keep the A.D. of IM and Club Sports and the Club Sports GA up-to-date on the activities of each club.  It is hoped that this system will assist each club in achieving their goals and meeting expectations for the 2008-09 year.	
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Club Sports members are expected to function in a mature and responsible manner both on and off campus in all Club Sports activities.  Club Sports, or individual members of the club, may face disciplinary action for inappropriate on or off-campus actions while engaging in any club activity.

Disciplinary action may result in revocation of recognition as a Club Sport by the Department of Campus Recreation and a letter to the office of the Dean of Students recommending additional appropriate action.  Remember that the actions of all club members reflect on many individual aspects of the University.
[bookmark: 998278][bookmark: 998458]  
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(From the University of Northern Colorado undergraduate student handbook academic year 2008-2009)

[bookmark: pgfId-998459]The University strives to create a healthy environment, one in which the high risk use of alcohol and the use of illicit drugs does not interfere with learning, performance, or development. Substance abuse disrupts this environment and places at risk the lives and well-being of the members of the University community as well as the potential of students for contribution to society. It is important for all members of the University community to take responsibility for preventing the illegal or high risk use of alcohol or other drugs from negatively affecting the community's learning environment and the academic, physical, and emotional well-being of its students. 
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[bookmark: pgfId-998462]The University of Northern Colorado prohibits the unlawful possession, use, or distribution of drugs, alcohol, and other controlled substances by all members of the University community (students, faculty, staff, alumni, and guests). Individuals who violate this policy shall be subject to discipline, termination, dismissal, debarment, arrest, or citation as applicable. Additionally, employees or students who violate this policy may be required to participate satisfactorily in drug abuse education, counseling, or rehabilitation programs approved by the University. 
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[bookmark: pgfId-998465]The University of Northern Colorado neither encourages nor discourages the use of alcoholic beverages, (includes 3.2 and 6% beer, vinous or spirituous liquor), but does condemn the misuse/abuse and illegal use of alcoholic beverages. All members of the University community (students, faculty, staff, alumni, and guests) are responsible for making decisions about their behavior within the context of Colorado and the City of Greeley laws and University regulations. In addition, individuals must always be aware of, and respect the rights of others within the University and local community. 

Policy on Drugs
The University prohibits the unlawful or unauthorized manufacture, distribution, dispensing, possession, consumption, sale or use of controlled substances on or in University-owned or controlled property, or in the course of University business or at University activities. Individuals or entities including, but not limited to, students, employees, contractors, agents, volunteers, invitees, or student organizations who violated this policy may be required to participate satisfactorily in a drug abuse assistance or rehabilitation program approved by the University.
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[bookmark: _Toc175887678][bookmark: _Toc175887813]HAZING REGULATIONS
(From the University of Northern Colorado undergraduate student handbook academic year 2008-2009)
The University of Northern Colorado prohibits recognized fraternities, sororities, athletic teams, other recognized student organizations, persons or groups using University facilities, and individuals who are members of any such groups or organizations or who attend events or activities sponsored, organized or supported in any way by those organizations, from hazing members, prospective members, or other persons seeking to obtain benefits for services from any of those organizations. Hazing is any action or activity, whether conducted on or off University property, which is designed to, or has the reasonably foreseeable effect of humiliating, denigrating, offending, physically or mentally abusing, or exposing to danger a person as a condition, directly or indirectly, of the person’s consideration or, continuation in, admission to membership in, participation in activities of, receipt of benefits or services from, an organization or group. No persons may consent to participation in hazing activities. Further, a person’s consent shall not release or minimize an organization’s or person’s liability to discipline due to violation of this regulation. 
Hazing activities include, but are not limited to the following activities: Whipping; beating; paddling; branding; calisthenics; running; exposure to the elements; forced consumption of food, liquor, or drugs (legal or illegal), or any other substances; sleep deprivation; forced exclusion from social contact; conduct which could result in any form of embarrassment; nudity; coerced sexual harassment; kidnapping; or car drops, when conducted in a prohibited manner as defined above. Recognized student organizations have an obligation to protect the welfare of their prospective and initiated members, guests, and the University during initiation activities. Every precaution must be taken to protect against University, individual, and organizational liability. 
Violation of this regulation shall subject a group or individual to the full range of disciplinary sanctions pursuant to University disciplinary processes and/or debarment from use of University facilities. The Inter-fraternity Council, Pan-Hellenic Council, and other recognized student governance bodies with jurisdiction over recognized student organizations may establish self-regulation procedures with respect to complaints of violations of this regulation brought against their members. Such processes shall be independent of University disciplinary processes.
A recognized National/International fraternity or sorority must also comply and adhere to all National Inter-fraternity Conference and National Pan-Hellenic Conference resolutions on hazing. In addition, all prospective and initiated members must comply and adhere to regulations from their respective national international organization, the Inter-fraternity Council and the Pan-Hellenic Council. Each fraternity and sorority must submit their national/international organization’s hazing policy to the Office of Student Activities. 
This hazing regulation must be presented by all fraternities, sororities, athletic teams, and other recognized student organizations, to all members and prospective members during each membership solicitation or acceptance period but no less than once each semester. The chief officer and the governing board of each such organization shall file with the Office of Academic Affairs a form approved by the office certifying compliance with this regulation. Failure to have been presented with the regulation or to file such certificate shall not release any group or individual from responsibility and/or disciplinary action under this regulation. 
The University of Northern Colorado Hazing Regulation must be presented every semester to all prospective and initiated members. The President and his/her Executive Board shall sign a Statement of Compliance each semester, in a form approved by the University, certifying compliance with this Regulation.  (Forms will be provided for each participant to sign)
[bookmark: 998556][bookmark: pgfId-998557][bookmark: pgfId-998569]THE DISCLIPLINE PROCESS 
Violation of, or non-compliance with, University policies, campus regulations, Club Sport procedures or UNC standards of conduct may result in loss of Club Sport membership or other disciplinary action taken against the Sport Club involved.  The discipline process has been developed to assist the A.D. of Intramural and Club Sports and the Department of Campus Recreation staff in effectively managing a productive and structured Club Sports Program.
Type of Infraction:  Minor
Examples include, but are not limited to the following: non-attendance at a Club Sport Council meeting, failure to turn in required paperwork, failure to meet deadline requirements, not having at least one officer at all CSC meetings, etc;

1. First Infraction – Written warning via email.
2. Second Infraction –In person meeting with the GA and AD of  IM & Club Sports
3. More than Two Minor Infractions – The following disciplinary actions will be imposed at the discretion of the AD of IM & Club Sport and/or the Director of Campus Rec. 
· The Club’s funds are frozen and/or a part of the Club’s allocation may be forfeited.
· The A.D. may take any action deemed appropriate, including determining the amount of allocation forfeited by the Club.
· The Club is notified in writing of the action taken.
· The Club is advised of their right to appeal.
· Change in Club leadership may be required

Type of Infraction:  Major
Examples include, but are not limited to the club’s actions that are outside the acceptable standards of conduct as determined by the Club Sports Program, the Department of Campus Recreation, or the University of Northern Colorado.

These actions include, but are not limited to the following:
· Displaying conduct that is incompatible with the University’s function as an educational institution and the purpose of the Department of Campus Recreation and the Club Sports Program.
· Misusing Club funds and/or abusive use of Club funds.
· Allowing ineligible individuals to participate in Club activities.
· Compromising the safety of Club members while traveling.
· Transporting and/or consuming alcohol or illegal substances while on official club trips.
· Individual actions that are deemed inappropriate by the Club Sport Program, Department of Campus Recreation, or the University of Northern Colorado standards of conduct.  (Individual actions may result in total loss of club privileges as well as disciplinary action from the Dean of Students.)

For all Major Infractions – 
a) A meeting with the A.D. of Intramural and Club Sports and Director of Campus Recreation is scheduled
b) Input from appropriate administers and staff members is solicited when appropriate
c) The Assistant Director and the Director of Campus Recreation determine(s) the disciplinary action to be taken
d) The Club is notified in writing of their decision
e) The Club is advised of the right to appeal the decision
f) Possible disciplinary action includes:
· Probation
· Frozen funds
· Loss of funding
· Loss of facility reservations
· Loss of UNC Club Sport membership
Appeal Process
The appeal process exists to insure that all disciplinary actions taken against sport clubs are equitable.  The person and/or committee to whom a disciplinary decision is appealed will review the previous decision and rule on its appropriateness given the infraction(s) committed.  With the concept of equity in mind, be forewarned that appeal of a disciplinary decision that seems extreme to the Club could result in an even stiffer penalty being levied by the person and/or committee who hears the appeal.  To file an appeal, a club must follow the appropriate steps as listed below:
1. Written notification from the Club representative to the Director of Campus Recreation indicating the Club’s reasons for the appeal and any circumstances related to the situation that caused the infraction must be submitted within 72 hours of the date of the appealed decision.
2. The Director and/or committee will rule on the appeal after investigating the situation and may uphold, reject, or modify the action taken by the Assistant Director of Intramural and Club Sports.
3.  The Director’s and/or committee’s decision will be final.

CLASS ABSENCE / EXCUSE LETTER
To prevent misunderstandings with professors clubs can request a letter from the Club Sports GA to inform them of their plans to travel as representatives of UNC to competitions.

The club will need to provide the following information to the Club Sports GA not later than 10 days before departing the campus for the event:
· Club Name
· Scheduled event 
· Location of event
· Dates of travel
· Estimated times of departure and returns
· First and Last name of those traveling. Any student not on the Waiver of Liability form or current roster will not be given a letter.

The letter will be available in the clubs sports GA’s office at Campus Recreation no earlier than 4 days after submitting to the Club Sports GA 

THE LETTER IS NOT A GUARANTEE THAT THE PROFESSOR WILL ALLOW THE ABSENCE. EACH CLUB SHOULD GIVE THEIR MEMBERS ENOUGH NOTICE OF TRAVEL TO COORDINATE THE MOVING OF ASSIGNMENT TURN IN DATES, EXAMS & PRESENTATIONS.
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The Department of Campus Recreation will serve as the focal point for supervision and coordination of club activities.  However, club officers and members will do most of the work.

Club Officers - Yearly elections among club members should be held in March or April of the spring semester.  Typically these officers’ titles are President, Vice President, Secretary, and Treasurer.  Your club should designate the offices based on your club’s goals and objectives.  All officers will function in accordance with the club's constitution.  In addition to the duties outlined in the club’s constitution, club officers are responsible for:

· serving as a liaison between the club and the Graduate Assistant for Club Sports and the Assistant Director  of Intramural and Club Sports
· operating the club in compliance with the contents of this manual and all University regulations
· informing all club members of club and University policies and procedures
· conducting regularly scheduled club meetings
· keeping the following information current with the Department of Campus Recreation
· a copy of the club constitution and by-laws
· a signature card complete with club officers' names, addresses, phone numbers, and Bear ID numbers
· your meeting schedule
· your practice and game schedule(s)
· club members' names and signatures on the waiver form  
· a club roster including names, email addresses and phone numbers
· submitting a year-end report summarizing all club activities
· reporting results of all club competition or activity in a timely fashion to the Graduate Assistant for Club Sports 
· Completing an Incident Report or Injury Report Form for any incident that occurs during any on- or off-campus practice, competition or function.  This report/form must be completed within 24 hours of the occurrence, or as soon as the club returns from travel. 
· Making a regular check of the club mailbox in the Campus Recreation Center.  The Recreation Center entry desk staff will get your mail for you.  Just ask them for the club’s mail. 
· training the elected successor as President and ensuring that all the club officers do the same
· completing and turning in all University forms
· depositing all funds with the Graduate Assistant for Club Sports
· updating membership and officer lists
· making all travel arrangements
· publicizing club activities
· updating club constitution for club member approval
· collecting dues
· overseeing fundraising efforts
· recording club meeting minutes
· Selecting a web page manager who will update and maintain the club’s web site
· making arrangements relative to the club's competitive schedule
· schedule games
· request practice and game facilities and equipment
· secure and pay game officials
· understand and know the location of emergency communication devices
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CPR/First Aid Training
The UNC Club Sport program requires that all coaches and at least two (2) club officers and/or members be trained and certified in CPR and First Aid.  This is to help ensure the safety of all club sport participants.  Certification classes are available through the Department of Campus Recreation.  Registration fees for certification classes may be paid with club funds.  The cost for the class is TBD.  Registration must be completed prior to the class in the Campus Recreation Center’s Administrative Office.  Proof of certification is required to be on file with the club sports office.  The deadline for turning in proof of certifications is September 15th.  

CPR/First Aid classes will be available on a first come-first serve basis.  Please contact Kelsey Lundy, the Coordinator for Fitness, at 351-1540 or Kelsey.Lundy @unco.edu for more information on the certification classes.  Currently classes are scheduled for September 2nd & 4th, 6:00 – 9:00pm.  

Emergency / Injury Procedures:
· Life Threatening Injuries: Immediately call 911 or, if the accident occurs at the University of Northern Colorado, call the University police at (970) 351-2245.
· Non-Life Threatening Injuries occurring at the Recreation Center: Contact building supervisor or Rec Center Staff at the front desk.
· Non-life threatening injuries occurring outside of the Campus Recreation Center, not requiring an ambulance: If an ambulance is not required, have a club officer take the injured person to obtain medical treatment.  The coach should not transport an injured participant. If there is no one to transport the person, call the University Police at (970) 351-2245.
·  If an Ambulance is needed: If the injury occurs at the University of Northern Colorado, contact University Police at (970) 351-2245. If you cannot reach them, call 911. If the person is conscious and able to use reasonable judgment, you must have her/his permission before transporting the person by ambulance because s/he will be responsible for payment.
· Neck or Back Injuries: Do not move the injured person until it is determined by a trainer or a person certified in first aid that the injured person can safely be moved. 
· Accident/incident Report: The Club President must ensure that an incident/accident report is filed with the Asst. Dir. of IM & CS or Club Sports GA within 24 hours of the injury or accident by a club member present at the time of injury.  http://www.unco.edu/campusrec/Clubsport/forms.htm
· Notification if an injury requires hospitalization: If an injury to any Club Sport participant requires a trip to the hospital, contact one of the following as soon as possible, regardless as to the time of day or night. Keep calling until you talk to one of these individuals.
· Aaron Freimark, CS GA, 970-231-7199 Cell, or 970-351-2509 Office
· Brad Logar, AD, IM & Club Sports, 970-576-1204 Cell, or 970-351-1996
· Scott Schuttenberg, Interim Dir. Campus Rec., 970-351-2067 Office, or 970-281-9837 Cell

· Injuries to Individuals from Visiting Teams: Students and individuals from visiting teams will be assessed by the Athletic trainer on site and the appropriate actions will be taken to ensure their safety.  The trainer will also fill out the injury/incident report.

· Fire Alarm: If the fire alarm sounds in the Campus Recreation Center, the coach and club President will evacuate the team.  



Officer Contact List: 
It is vital to have the current contact information for all club officers on file with both the A.D. and Graduate Assistants.  The key to a successful relationship between the Club Sports Office and the individual clubs is communication; therefore, this contact list must be turned in by August 21, 2008, and any changes must be brought to the attention of the Graduate Assistant as soon as possible.


Team Roster, Contact List and Participant Information Forms: 
For a variety of reasons, it is important to know the individuals that participate with each individual club.  Clubs are required to submit a completed roster with up-to-date contact information for each member by their first practice.  We need emergency contact information kept on file in the Campus Recreation Center Administrative Offices. Due: Prior to first game

Team Waivers:
The University of Northern Colorado does not provide accident or medical insurance for club members and cannot be held responsible for injuries incurred during travel or participation in voluntary activities.  Individuals must be made aware that they participate in club sports at their own risk.  It is REQUIRED that all Club Sports participants sign a “Waiver and Release of Liability” form.  A minor, anyone under age 18, must have a parent/guardian signature prior to participation. Due: After tryouts or 1st team meeting.

Club Elections:
Although clubs may have different schedules for holding elections during the school year, the Club Sports Office must have a current officer list and contact information on file by the 2nd to last CSC meeting in April, 2009.  Therefore, if a club’s elections are in the fall, officers are expected to be available during the summer.  Club elections must be held at least once a year, and any changes to elected positions (including all new contact information) must be forwarded to the Club Sports Office with 48 hours of the elections.

Budget Proposals:  
Each club is required to submit a 2009-2010 budget proposal in March of 2009.  This packet will contain current information about the club including number of members, record for 2008-2009, number of home and away events, and other relevant information.  In addition, the club will be required to submit their expenditures and revenue for 2008-2009 and their expected expenditures and revenue for 2009-2010.

Budget Proposal Presentation:  
In addition to submitting a budget proposal, each club is required to make a presentation of their proposal to the A.D., the Graduate Assistant, and other members of the Club Sports Council.  This will take place in April of 2009.  In addition, club members are required to recommend budget allocations for each club following the conclusion of the budget presentations.  

Year-end Meeting/Annual Report:  
Clubs are required to schedule a year-end meeting with the A.D. and/or the Graduate Assistant.  These meetings are important because they serve as a final wrap-up for the previous school year and provide the Club Sports office with contact information for the summer.  In addition, each club will submit a written report (2 pages maximum) of the club’s activities the previous year.  Information in the annual report will include team’s record, number of members, achievement of goals, highlights, individual and team achievements, and any requests or changes that a club would recommend for the following year. These meetings will be setup by appointment prior to the 2nd to the last meeting in April 2009. 
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Any Club Sports wishing to use an instructor or coach must submit written or verbal request to the A.D. of IM and Club Sports prior to the start of the club practices.  If the instructor or coach is working on a volunteer basis, the request must still be submitted.  The selection of instructors and/or coaches is the responsibility of the club, but is subject to the approval of the A.D. of IM and Club Sports.

Instructors and coaches are strongly encouraged to have their own personal liability insurance as the University only covers worker’s compensation claims for those who are injured on the job that are currently in the UNC payroll system.  All instructors and coaches must complete a Club Sports Coaching Agreement and UNC Volunteer Waiver Form or the proper UNC Human Resources paperwork that places them in the UNC payroll system.  If you are paying an instructor or coach, you need to budget for two items.  The first is the coach’s actual salary.  The second is administrative overhead (this is figured at 11% of the salary).  

The coach/instructor agreement is available from the GA for Club Sports.  

All Club Sports may have a coach. The coach should restrict his/her contributions to coaching/instructing and should not have active involvement in club management, unless he/she is a student-coach.  A Club Sport is first and foremost a student organization and as such, the student officer(s) must serve as the liaison(s) between the club and the Campus Recreation staff.  The key to the success of the Club Sports program is the emphasis placed on student leadership and development.

Coaches are responsible for the safety of all club sport members and for safe instruction.  This may include beginners as well as advanced players.  As such, coaches should stay involved with continuing education and updated techniques as they pertain to the sport.  Coaches are required to be certified in American Red Cross CPR and First Aid.  The American Red Cross Sport Safety Training class is also recommended.
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Independent contractors are persons who are paid by the university to provide goods or services.  “The key difference between an employee and an independent contractor is the degree of control and direction exercised over the individual worker by the institution.  An employee is subject to a much higher degree of control than an independent contractor.” (Essentials of Amateur Sport Law.  Second Edition.  Wong, Glenn M., Greenwood Publishing Group.  1994. p. 96)
 
All independent contractors are required to fill out paperwork to be paid.  Independent contractors would be the officials used on game day, unless that is included in your league fees.  The forms are available at the Club Sport GA’s office and are to be turned in to the Club Sport GA the next business day. (Examples: Game on Thursday, turn in on Friday.  Game on Saturday, turn in on Monday)

EQUIPMENT
All equipment purchased with Club Sport monies must be accounted for during inventory.  Equipment purchased with allocated funds (from the 20759 account) becomes property of the University of Northern Colorado.  The Club President and the Club Sport GA will take inventory at the beginning of the fall semester and again at the end of spring semester.  Copies of this inventory will be kept in the club's file at Campus Recreation and with the club officer(s).

All clubs owned equipment may be used during the club's season and must be securely stored during the rest of the year. 
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Recognized clubs are permitted to use the name University of Northern Colorado and certain UNC logos with their club title.  The name and logo may only be screened, imprinted, embroidered, etc… by a licensed vendor of the University.  

Any time a club makes jerseys, t-shirts, shorts, hats, etc. with the word UNC, University of Northern Colorado, Northern Colorado or any UNC logo it must be approved by the AD of Intramural and Club Sports or the Club Sports Graduate Assistant.
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FACILITIES AND SCHEDULING
University facilities are operated and scheduled according to various regulations and procedures.  For your purposes, you need to know that Club Sports are fourth on the list of scheduling priorities.  Facilities are scheduled first for academic classes, second for athletics, third for intramural sports and fourth for club sports.

Exceptions to the above are the University Center and the Campus Recreation Center.  The Campus Recreation Center is scheduled based on the following:  1st priority – Campus Recreation formal and informal programs; 2nd priority – Intramural and Club Sports; 3rd priority – other chartered UNC groups; 4th priority – UNC non-student groups; 5th priority – external/community groups.  Requests are handled on a first-come, first-served basis.  Due to the high number of requests, individual groups are limited in the amount of time that can be reserved.

Fall/Spring Schedules:  
Clubs are responsible for scheduling all of their practices/games/events with the A.D. of IM & CS and/or Club Sport GA.  Completion of schedules must be submitted to the Club Sports Office by August 25, 2008 for fall 2008 schedules and by December 3, 2009, for spring 2009 schedules.  Schedule requests are not the same as schedule confirmations.  To receive the maximum number of points, clubs’ schedules must be confirmed with the Club Sports Office.

Additional Field Requests after Scheduling Deadlines / Indoor Space Request
All field requests must be submitted to the Club Sports GA as soon as possible.  Field space after scheduling deadlines are not guaranteed, so when making arrangements with opposing teams ensure you let them know it is on condition of space availability.

 Below are practice fields for 2008-2009:
Fall Semester
· Butler Hancock Field 6 – Ultimate Frisbee
· Butler Hancock Field 4 &5 - Women’s Lacrosse & Men’s Lacrosse
· Butler Hancock Field 6, 2 & 3 as available – Men’s and Women’s Soccer
· Butler Hancock Field 7 – Men’s and Women’s Rugby
· Jackson Field – Baseball
	
Spring Semester
· Butler Hancock Field 4 - 6 as available – Ultimate Frisbee, 
· Butler Hancock Field 2 & 3 - Men’s Lacrosse & Women’s Lacrosse
· Butler Hancock Field 6 – Men’s and Women’s Soccer
· Butler Hancock Field 7 – Men’s and Women’s Rugby
· Jackson Field – Baseball

Indoor space requests at the Campus Red Center must be submitted to the Club Sport GA or the Campus Rec Administrative Assistant (2nd floor office suite) to be processed and approved.  Prior to announcing your practice times or your first actual practice, call the Rec Center to ensure that your request has been approved.  If you are not listed on the facility schedule then your request has not been approved.  If this happens, contact the Club Sports GA and explain the situation.  The Club Sports GA will check into the situation for you, or let you know which person to contact directly.  Let the entry desk staff knows that you are in the facility for a scheduled practice or workout.  This helps us know who is in the facility and which groups are actually using their reserved times and spaces.

For bad weather days contact the Campus Rec Center front desk at 351-2062 and contact the Building Supervisor (BS). You will request space through the BS; if it is available the BS will coordinate the time with you. 
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The Facility and Operations Department (F&O) at UNC is currently willing to line fields for Club Sports at no charge.  Therefore, it is extremely important that you provide the Club Sports GA with a layout or diagram of your field well before your season begins.  It is also very important that you have your home game schedule submitted to the Club Sports GA so it may be forwarded to F&O for refreshing the lines.

Match / Game Cancellations
The club officers are responsible for notifying the Club Sports GA and/or AD of IM and Club Sports of any pre-event cancellations or date/time changes. In addition the officers will need to contact the officials and governing body for their sport to inform them of the changes and confirm a new date/time for the event.  

Weather Procedures
If prior to an event conditions will not allow the event to take place in a safe and continuous manner the AD of IM & CS will contact the teams, coaches, trainers, officials and governing bodies to reschedule the event.

During an event the Club Sport Supervisor will have access to a weather radio to verify any and all adverse weather conditions in the local area.  If there is a need to stop play for weather the CS Supervisor will contact the officials to inform them of the situation and request that individuals return to their vehicles or take shelter at the Campus Recreation Center.  The AD of IM & CS or the Club Sport GA will be notified and the event will be, delayed, cancelled or rescheduled depending on the governing body and official’s guidance. 
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It is extremely important that precautions be taken to ensure the safety of all club members and visiting teams.  Certified athletic trainers (or EMT’s if no trainers are available) are to be present at all tryouts, home games and events for most clubs.  Athletic trainers will only provide service to injuries sustained during the game or event.  They will not attempt to diagnose previous injuries.  

Your game schedule will be submitted to a certified Head Athletic Trainer at the beginning of each semester.  If a game is canceled, rescheduled or added you must contact the Club Sports GA as soon as possible so that arrangements can be made with the trainer assigned to your event.  A certified athletic trainer is required to be at all tryouts and home games for the following clubs:

	► Baseball
	► Ice Hockey
	► Men’s Lacrosse
► Women’s Lacrosse
► Men’s Rugby
► Women’s Rugby 
► Men’s Soccer
► Women’s Soccer

[bookmark: _Toc18247860][bookmark: _Toc18248007][bookmark: _Toc18248433][bookmark: _Toc18287208][bookmark: _Toc18287300]The cost associated with having the athletic trainer at each home game will be paid for by the UNC Club Sports Program.  During the Student Representative Council’s student-fee-allocation process, the Assistant Director, Intramural and Club Sports will take into account the additional cost associated with having a certified athletic trainer when making a decision in the distribution of funds.

FIRST AID KITS
First Aid kits will be made available for all clubs.  Kits will be checked out from the Club Sports GA. The supplies are to be used for injuries or incidents during practice or at an away game.  They are not to be used for preventative measures (i.e. taping ankles for practice). To restock the kits each club safety officer or president will need to contact the Club Sport GA and coordinate a time to meet. If the trainer feels that the supplies are being miss used a supply charge could be assessed to your team’s 8- account (dues, fundraising, etc.)

PREVENTATIVE TAPING FOR GAMES
If your team decides they would like to have this service for home games the cost of taping supplies will be assessed to your 8 account (dues, fundraising, etc.).  Notify the Club Sport GA as soon as possible so supplies can be ordered to meet the needs of each club requesting this service. This service will not be offered to visiting teams. 

[bookmark: _Toc175887688][bookmark: _Toc175887823]FINANCE
UNC Club Sports receive funding from a variety of sources.  The sources include, student fees, dues, fundraising and sponsorships.  In the 2008-2009 academic years, Club Sports will distribute $46,000.00 from student fees.  Below you will find a breakdown of the allocations awarded to each club sport based on the amount of funds received through the Student Fee Allocation Process.

[bookmark: _Toc18247861][bookmark: _Toc18248008][bookmark: _Toc18248434][bookmark: _Toc18287209][bookmark: _Toc18287301]In order to determine the amount of funds each club receives, club members are required to submit an annual Budget form to the A.D. of IM and Club Sports in the spring semester.  The A.D. will evaluate the budgets for all Club Sports and compare the requests to the allocation stipulated by the SFAP.  The A.D. of IM and Club Sports will then decide the budget allocation for each club for the next fiscal year.

[bookmark: _Toc175887689][bookmark: _Toc175887824]Allocations for 2008-2009
[bookmark: _Toc18246626][bookmark: _Toc18247862]Baseball 			$   4500.00
Cycling				$   1800.00
Fencing				$     600.00
Ice Hockey			$ 11000.00
Roller Hockey			$   4500.00
M. Lacrosse			$   6050.00
W. Lacrosse			$   3000.00
Outdoor Adventure		$     650.00
M. Rugby			$   6000.00
W. Rugby			$   2600.00
M. Soccer			$   1500.00
W. Soccer			$   3500.00
Ultimate 			$              -

Total				$46,000.00
* Supplemental			$19,785.00
Total Allocation 		$65,785.00

[bookmark: _Toc492009143][bookmark: _Toc18246628][bookmark: _Toc18247864]* Supplemental money is used to cover operating and overhead costs which include student-employee labor, athletic trainers, internal supplies, and equipment.  In addition, clubs will have the option of requesting additional funds at certain points during the semester for travel and equipment purchases only.
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As soon as the club treasurer receives money, he or she must bring it in to the Campus Recreation office and deposit it with the Administrative Assistant (351-2020).  Wait no longer than two business days.  The holding of checks for an extended period of time is in violation of University policy and is not good business practice.  In addition, such practices increase the possibility of checks not being honored by banks due to accounts being closed or payment being stopped.  There is also the increased possibility of the check being lost.

Once money is brought to the office, checks will be stamped and cash will be counted.  If an individual wants to use a credit card to pay dues they will need to come in person to Campus Rec. The person making the deposit will have to fill out the Club Deposit Log sheet and get a receipt from the person taking the money.  Campus Recreation staff will then processes the daily deposits and processes them with Accounts Receivable.  It may take up to three business days for a deposit to show up in a club’s 8-account.  Checks should be made payable to your club (i.e. UNC Baseball Club). 
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Each Club Sport is required to match the funds it receives from student fees by 100%.  Self-generated funds include dues, donations, and any money made through fundraisers.  Most clubs will need to raise more than this amount in order to cover club expenses.  Note that if your club does not raise 100% of the annual allocation, the next allocation for the following fiscal year will be reduced by the amount it failed to generate.  

[bookmark: _Toc492009145]Dues must be established by the membership of the respective clubs.  Clubs are encouraged to use good judgment when establishing dues.  It should be understood that dues are supplementary funds to be established at a moderate rate.  If your club allows non-UNC students to be members, their dues should be structured accordingly.  Your club is not receiving student fees from these people.  Funds received from dues will be deposited directly into the club's university account and may be spent, as the club deems necessary.  Naturally, "as the club deems necessary" must be in accordance with all University and Campus Recreation policies and all laws. 
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The Club Sports GA must approve all fundraising/solicitation projects.  The club can perform a number of different fundraisers.  These include tournaments, clinics, working special events, working UNC football games, bake sales, etc.  
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In order to accept donations, clubs must insure that they receive gifts in accordance to the donor's specifications.  You may seek donations from any number of organizations and businesses.  You should not approach Monfort’s, Wells Fargo or any family foundation.  The UNC Foundation secures grants for UNC from these people.

If an individual or company makes a donation to your club and would like to receive a tax deduction for their donation, you need to bring the money, and the person’s or company’s name, address, and phone number to the Club Sports GA.  The Graduate Assistant will deposit the money with the UNC Foundation office, and they will process the forms which make the donation tax-deductible for the individual or company.  The Foundation will send the donor the appropriate tax benefit form.

The funds will be deposited to your account within approximately two weeks. The foundation will take 5% of the total amount to cover administrative costs and then transfer the remaining 95% to the club's university 8-account.  If the donor does not wish to receive a tax benefit for their donation then the full amount will be directly deposited into the club's university 8-account.  Checks should be made payable to your club's name (i.e. UNC Women's Lacrosse Club). 

Checks should be mailed to:
Club Name
UNC Campus Recreation Center
501 20th Street
Campus Box 62
Greeley, CO  80639
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Funds from your account can be spent in several ways including with a University Purchase Card (See the A.D. for more information), a check request, an IMO (Intramural Order), a DPO (Department Purchase Order), a Purchase Requisition, or through a bid process.  
· IMO’s are used for goods and services on campus (i.e. the UC FedEx Kinko’s).
· DPO’s are used for goods and services off-campus (i.e. Garretson’s Sport Center).
· Purchase Requisitions are required for purchases more than $1000.
· The bid process is required for any purchase over $5000.

As a representative of the University each club is allowed to use the tax exempt number to not pay city or state taxes. The UNC number is 98-03693-0000.  To have a copy of this form for officials use only stop by the Club Sport GA’s office for more information.

Do not place an order with money collected from fundraising or dues.  This money must be deposited and then a check will be cut from UNC to the business or organization.  Most expenses can be pre-paid.  Two club officers (the President, Treasurer and/or another officer) must sign these documents before the expenditure will be approved.  The AD of IM & CS will not take the place of a second student signature.  These signatures must be on the club’s Signature Card that is in the AD’s office.  The AD of IM & CS must then approve all purchase requests.  If a club makes a purchase without prior approval from the AD of IM & CS, the club’s account will be frozen and a suspension will be placed on making further purchases.  In addition, items will be returned or the purchaser will be financially responsible for the un-approved purchase.

[bookmark: _Toc492009151][bookmark: _Toc18246633][bookmark: _Toc18247870][bookmark: _Toc18248014][bookmark: _Toc18248440][bookmark: _Toc18287215][bookmark: _Toc18287307][bookmark: _Toc175887695][bookmark: _Toc175887830]Off-Campus Accounts
All clubs must keep all of their funds in University approved accounts.  Therefore, no Club Sport may maintain a commercial checking or savings account.  The most important reason for this requirement is to ensure that the AD of IM and Club Sports has a full understanding of each club’s financial activities.  This is essential to fair and equitable allocation of funds.  These guidelines will also protect officers from being charged and possibly prosecuted for embezzlement under state statutes. 
[bookmark: _Toc18247871][bookmark: _Toc18248015][bookmark: _Toc18248441][bookmark: _Toc18287216][bookmark: _Toc18287308]
[bookmark: _Toc175887696][bookmark: _Toc175887831]DPO’s
Many local businesses accept Departmental Purchase Orders.  This paperwork needs to be complete before you go to the store.  You will need the store name, contact person, store address and phone number as well as a list of the items you plan to purchase and their cost.  UNC, and its clubs, are tax-exempt.  The tax-exempt number is on the DPO.  You will take the DPO to the store, pick out your equipment/supplies/etc., and “pay” with the DPO.  The white/top copy of the DPO is given to the store.  You need to bring any other paperwork and your receipt or invoice to the Club Sport GA.  You may need to fill out paperwork for the store.  Be patient, and plan your time accordingly.
· ALL receipts must be given to the AD of IM & CS or the Club Sport GA

[bookmark: _Toc18247872][bookmark: _Toc18248016][bookmark: _Toc18248442][bookmark: _Toc18287217][bookmark: _Toc18287309][bookmark: _Toc175887697][bookmark: _Toc175887832]Check Requests
In some instances, Club Sports may reimburse individuals for their pre-approved expenses that are club related.   This will require a Check Request Form to be completed.  To complete this form, you need to bring in the receipt(s), the name of the individual to be reimbursed, his/her address, and his/her BEAR ID number.  This will take approximately two weeks to process, meaning that it will take approximately two weeks for the check to be mailed to the individual.

[bookmark: _Toc492009134][bookmark: _Toc18247874][bookmark: _Toc18248018][bookmark: _Toc18248444][bookmark: _Toc18287219][bookmark: _Toc18287311][bookmark: _Toc175887698][bookmark: _Toc175887833]TRAVEL
Whenever a club travels, a Travel Roster Form must be turned in even if the club is just going to Fort Collins to compete against CSU it must be done.  This form must be completed for any travel away from campus regardless of the type of transportation.  This is a necessary precaution should anything happen while the club is away.  A Travel Roster Form is available on the UNC Club Sports web site http://www.unco.edu/campusrec/Clubsport/forms.htm  if a club travels without submitting this form, their following games or contests may be canceled by the AD of IM & CS.  
		Submission deadlines:
· Instate – Car or Bus – 5 days
· Out of State – 5 days
· Out of State (plane) – 14 days
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[bookmark: _Toc175887699][bookmark: _Toc175887834]Travel Requests/Vehicle Requests
Funds in your University account may be used for travel.  This process requires a Travel / Vehicle Request Form to be completed 14 days prior to travel departure, and a Travel Expense Sheet upon return.  When a club chooses to use any club money for travel, a club officer must set up an appointment with the AD of IM & CS at least 14 days prior to the departure date to complete the Travel Request Form.  An appointment should then be made with the AD of IM & CS to complete a Travel Expense Sheet within one week of the club returning.  

A Travel Request Form must also be submitted whenever the club travels outside of the state of Colorado.  The same 14 day deadline applies.  Even if you are just going up to the University of Wyoming for an afternoon game and not spending any club funds, this form must be submitted. 

In addition, any club that wishes to use UNC rental vehicles must submit the proper paperwork to Transportation services and the Club Sports GA no later than two weeks prior to traveling.  However, rental vehicles tend to be reserved by other organizations much earlier than this deadline, so clubs need to secure all travel plans as early as possible.

Additional guidance can be found on the accounts payable website at: www.unco.edu/acctservices/acctpay/travpro.htm
[bookmark: _Toc175887700][bookmark: _Toc175887835]UNC/ Rental Vehicles
For current UNC policies and procedures go to the Transportation Services Webpage at www.unco.edu/facility/transportation/index.
You should make reservations as far in advance as possible.  Vehicles are sometimes reserved months in advance.  Plan accordingly.


    15 Passenger Van Requirements:
[bookmark: _Toc175887701][bookmark: _Toc175887836][bookmark: passenger]	      Orientation for Driving 15-Passenger Vans
· Anyone wishing to drive a 15-passenger van must first attend a van orientation session. This orientation is not required for those driving either a sedan or a 7-passenger van (minivan). 
· The 15-passenger van orientation is free of charge, and includes tips on driving a 15-passenger van, the fuel credit card, procedures for obtaining vehicle maintenance on the road, insurance, and other helpful information. 
· To arrange for a van orientation, please contact Transportation Services at (970) 351-1277. The orientation session typically takes less than one hour, and will include a driving test. Please remember to bring your driver's license with you, as Transportation Services staff will ask to see it, and will verify its validity through UNC Police. 
· Drivers successfully complete a van orientation session at least two weeks before your trip. A certification card and number will be issued upon the successful completion of the van orientation. The number will be required on the VRQ form and drivers may be asked to present the card when picking up a van. 
    Club Sports Recommendations for all Driving Trips and 15 Passenger Van Use UNC or Rental:
· 15 passenger vans are limited to a capacity of 10 people (reports show that vans with more than 10 people had a higher rollover rate)
· Vehicle operators should ensure that all their passengers are wearing their seat belts (you can reduce the chance of death or injury in a rollover by about 75% by wearing a seatbelt)
· Obey speed limits and reduce speed as conditions worsen (most of the van accidents reported, speed was a contributing factor)
· No driver younger than 21 should be allowed to drive a 15 passenger van. All drivers should be a University of Northern Colorado Student or Staff Member.
· There should be no roof racks or trailer hitches on the vehicles. Luggage and gear should be stored in the vehicle (with a limit of 10 people there will be more room for storage, DO NOT BLOCK THE BACK WINDOW)
· For long distance trips, drivers should rotate every two hours. It is recommended that drivers take turns at 2 hour intervals with no more than 3 shifts per leg of the trip. The maximum driving day with 3 drivers should not exceed 18 hours. Do not change drivers on the side of the road; pull off to a safe area. 
· Driving through the night is not permitted. Do not drive past midnight. Front seat passengers should remain awake to help keep the driver alert during all driving shifts.  If a driver is sleepy, pull off to a safe exit area and switch to an alert driver.
· Those clubs and drivers who do not adhere to these recommendations may face disciplinary actions.
· The interior of UNC vehicles must be cleaned by team members before returning them to the motor pool.
    
    UNC Vehicle Accidents and Insurance Information:
· In case of an accident, it is the driver's responsibility to notify the proper authorities (local police, state patrol, or county sheriff) and Transportation Services immediately. 
· Accident reports and insurance forms, including instructions to drivers, are provided in the white notebook kept in the vehicle.  
· In the event of an accident, the accident report form found in the back of the white notebook must be filled out and returned to Transportation Services within 5 business days. Be aware that you may be asked to obtain a copy of a police report as well, so be sure obtain the name and telephone number of the reporting officer, the case report number, and the name of the police agency for which the officer works.   
· Liability insurance covers University vehicles only while they are being used for official University business. Misuse of University vehicles could result in the driver being personally liable for any and all damages and/or injuries. 
· UNC is self-insured for liability only. Costs for damages caused through the fault of the driver may be chargeable to the University as comprehensive losses, and under some circumstances, may be chargeable to the driver, especially in cases of negligence, or if the driver was engaged in unlawful behavior at the time of the accident (e.g. driving under the influence of alcohol). 
· Insurance coverage does NOT include personal injury protection (PIP) or medical coverage. State (University) employees on official University business may submit a worker's compensation claim for bodily injury sustained while traveling in a University vehicle. A properly authorized leave request form must be submitted according to the policies and procedures established by Human Resources prior to travel or Worker's compensation processing may be delayed; contact HR at 351-2718 for more information (there is no web-based information available at this time). Bodily injury claims for any other driver or passenger (students, University visitors, etc.) in a University vehicle are subject to personal insurance coverage; there is no coverage for non-employees.   
· If a vehicle is damaged in a manner beyond normal wear and tear, due to negligence or carelessness, or if damage is not reported to Transportation Services upon return, any and all repair costs may be charged to the renting department. 
· For more information on vehicle insurance, please contact Transportation Services at 351-1258. 
    Off Campus Vehicle Rentals, In State Hotels and Airfare: 
    To see information on off campus vehicle rentals, in state hotels and airfare rates for authorized State
     Of Colorado vendors go to: 
	    www.unco.edu/facility/transportation/OffCampusVehicleRentalAgencies.htm
                www.unco.edu/acctservices/acctpay/trvlcarrental.htm
                www.state.co.us/gov_dir/gss/cen/travel1/stmp/airfares.htm
                www.state.co.us/gov_dir/gss/cen/travel1/stmp/hin_web.htm

[bookmark: _Toc492009135][bookmark: _Toc18246635][bookmark: _Toc18247876][bookmark: _Toc18248020][bookmark: _Toc18248446][bookmark: _Toc18287221][bookmark: _Toc18287313][bookmark: _Toc175887702][bookmark: _Toc175887837]Private Automobiles
It is the responsibility of club officers to ensure that the owner of any vehicle used for Club Sport purposes has adequate insurance coverage including third party liability.  UNC assumes no responsibility for the use of private vehicles.  The owner/driver assumes total liability.  Protect your club members.

[bookmark: _Toc492009133][bookmark: _Toc18246634][bookmark: _Toc18247873][bookmark: _Toc18248017][bookmark: _Toc18248443][bookmark: _Toc18287218][bookmark: _Toc18287310][bookmark: _Toc492009140][bookmark: _Toc18246639][bookmark: _Toc18247883][bookmark: _Toc18248027][bookmark: _Toc18248453][bookmark: _Toc18287228][bookmark: _Toc18287320][bookmark: _Toc175887703][bookmark: _Toc175887838]Travel Agency
Cottonwood Travel is the authorized travel A.D. for UNC. It is recommended that travel arrangements are coordinated through them, so as to reduce the stress and workload on the club.
They will be able to assist with vehicle, hotel and airplane accommodations. 
www.cottonwoodtravel.com/index.html
Phone: 970-454-2021, Beth or 800-223-6982

[bookmark: _Toc175887704][bookmark: _Toc175887839]OTHER POLICIES:

[bookmark: _Toc175887705][bookmark: _Toc175887840]Web Page
Each Club Sport has its own web page on the UNC Campus Recreation web site.  
Each club web page currently contains basic information about the Club Sport. If there is any information or pictures you would like added or deleted from your club page contact the Club Sports GA. 

Maintaining a Club Website
Each club is allowed to have a website that is provided through the Clubs and Orgs office. Visit the Clubs and Orgs website resources page for further information (www.unco.edu/clubs/site).
All clubs must periodically edit, update, and maintain the club’s website.  The Graduate Assistant is responsible for ensuring that each website offers such current information as a team roster, contact information, scheduling information, etc…Each website will be monitored continuously throughout the semester.

[bookmark: _Toc175887706][bookmark: _Toc175887841]PARKING
Parking for visiting clubs/teams is free at Jackson field and free on weekends in both the paved lots (L and M) adjacent to Butler-Hancock.  J-lot south of Lawrenson, Turner and Harrison is also free on weekends.  Special posted areas and spaces such as Handicapped, Service and Fire Lanes, etc. are enforced 24 hours a day, 7 days a week.  Parking is not allowed on the Jackson field track.  Tickets will NOT be waived for any club sports events.

Visitor permits may be purchased for $3.00 per vehicle per day.  They are valid in all lots in regular spaces and meters.  Visitor permits are available for 1-5 days.  Permit orders can generally be filled the day they are ordered.  However, it is recommended that you place the order at least one week in advance to allow time to distribute them to your visitors prior to their arrival on campus.  Parking maps are available upon request.  Contact Parking Services at 351-1971, Monday through Friday, between 9a.m. and 1p.m. to obtain visitor permits and parking maps.

For weekday games, contact the Club Sports GA to set up parking for visiting teams no later than two-weeks prior to the game. (www.unco.edu/parking/visitor)

[bookmark: _Toc18246638][bookmark: _Toc18247882][bookmark: _Toc18248026][bookmark: _Toc18248452][bookmark: _Toc18287227][bookmark: _Toc18287319][bookmark: _Toc175887707][bookmark: _Toc175887842]PUBLICITY- CLUB SPORT GA HAS TO APPROVE ALL POSTINGS
Club Sports may publicize their activities in any number of ways and through any number of sources.

· Flyers may be placed around campus (refer to the Solicitation, Sales, and Advertising Policies located in Section II), at the Campus Recreation Center, and on Campus Recreation Center bulletin boards.  Bring flyers for the Rec Center to the Club Sport GA for all postings in the Campus Recreation Center.

· Information tables, banners, and meetings can be set up at the U.C.  Call Conference, Catering, and Event Planning to arrange this.  Banners for the UC balconies may be a maximum of 12 feet long by 6 feet high.  Posting will be done on a first-come, first-served basis. 

· Tables, banners, and meetings may also be set up at the Rec Center.  Complete a Facility Request form.

· Greeley Tribune –Contact the sports editor to determine who has primary responsibility for recreational sports.

Other options include word of mouth (tell people about your club and invite them to attend), campus bulletin boards, and printing your own newsletter.

The Club Sport GA will do what is possible to publicize all games and events.  You, or another club designee, must report scores to the Club Sports office as soon after a game or event as possible, but no later than 10 a.m. the next day.
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Conference, Catering and Event Planning can assist you with functions at the University Center.  This includes getting a table to promote your club, use of a ballroom, and scheduling a meeting room.   The Conference, Catering and Event Planning office is located on the second floor of the U.C. across from the Information Desk.   The phone number is 351-1315.  

Call Kaye Susemihl or Jeanyce Nalley at the above number to arrange catering in the U.C.  Arrangements must be made three weeks prior to your event.  Catering orders their food on Wednesdays and determines staffing on Thursdays for the next week's events.  Orders that are not placed within 48 hours prior to an event will be assessed a $50 late charge.  You use an IMO to pay for any charges to the U.C.   (www.unco.edu/uc/events/events)
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The entire staff of the Campus Recreation Center wishes you the best of luck academically and as club sport participants.  Please stop by the Campus Recreation Center frequently throughout the year to visit, ask questions, and to maintain communications.  
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