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NONDISCRIMINATION CLAUSE

CSULB, in compliance with the Civil Rights Act of 1964 (Title VI and Title VII), Title IX of the Edarat
Amendments of 1972, the Rehabilitation Act of 1973, the Age Discrimination Act of 1975 and the American
with Disabilities Act of 1990 et al, does not discriminate on the basis of race, color, national origin, ethnicit
religion, sex, handicap, age \dretnam era veteran status in any of its policies, procedures or practices; nor doe
CSULB discriminate on the basis of marital status or sexual orientation. This nondiscrimination policy cove
all CSULB programs and activities, including employment.

In addition to meeting fully its obligations of nondiscrimination under federal and state law, CSULB is
committed to creating a community in which a diverse population can live and work in an atmosphere
tolerance, civility and respect for the rights asehsibilities of each individual, without regard to economic
status, ethnic background, political views, sexual orientation or other personal characteristics or beliefs.



INTRODUCTION TO STUDENT LIFE AND
DEVELOPMENT

WELCOME TO S.H.E.L.L.S.

SH.E.L.L.S. stands for'Successful Higher Education Leadership Learning SkilB.H.E.L.L.S.refers to this
manual and all of the information contained in it, as well as to additional manuals designed by the Office
Student Life and Development (SLD). Any studemganization officer who intends to plan events and
activities for his or her group must attend the Orientation and Event Planning Workshop in order to reset
campus facilities and receive approval for campus events.

Students must sign up for the workphia advance. Attendance will be taken at the workshop. Students who
attend the workshop and who are eligible officers of a recognized CSULB student organization will be able
reserve facilities on campus. Because only a limited number of OriendaibEvent Planning Workshops are
scheduled each year, student event planners should reserve their placement early.

The names of the officers who attended the Orientation and Event Planning workshop will be forwarded to t
University Student Union Confence and Events Center (USU CEC) (U321) and to the Associated
Students Business Office (ASBO) (U&29). These officers will be automatically eligible to sign Program
and Regulation Clearance forms. Once approved by an advisor from SLD, these fostitsiteoa legal
contract detailing an event or program for which the officer takes responsibility. These officers will also k
eligible to seek "Associated Students, Incorporated (ASI) Fiscal Certification.” Fiscal Certification allows .
student organgtion officer to conduct transactions on grant accounts held with the ASBO. However, AS
Fiscal Certification is managed by the Associated Students, Inc. (ASI)-81%Jand administered at the
ASBO, not by the SLD Office.

In conjunction with the Orientin and Event Planning workshop, the material in this manual is intended to
help you become successful event planners and organization leaders. You should be able to follow the topic
each chapter to take you from event conceptualization, to authwomizand then to actualization. Yet as

comprehensive as we have made this manual, it cannot possibly respond to every issue that might come up
your event. Therefore, we begin this manual by introducing you to SLD, explaining the services that you &
entitled to as organization leaders, and encouraging you to meet and consult with your SLD advisors regularl




THE OFFICE OF STUDENT LIFE AND DEV ELOPMENT

The mission of the SLD isTo develop and implement owff-classroom
programs and services that educate CSULB students about eth
leadership, cultural awareness, and positive social chandg&l.D strives to
help all CSULB students make thearapus life an enjoyable and worthwhil §TUDENT LIFEQD
asset to their degrees. If you want to get involved, the SLD Office is the EVEropmen
place for you to visit!

Benefits of Involvement
e Make social connections and find a sense of community
e Make a positive difference on caoms and in the community
e Develop transferable leadership skills
¢ Interact with faculty, alumni, business and community leaders, and experts in various disciplines
¢ Increase the likelihood that you will succeed in achieving your academic degree
e Gain exposuréo potential career fields by collaborating with professionals and staff

¢ Enhance your resume with demonstrated skills valued by potential employers

Services Offered by SLD

The Office of SLD participates in all aspects of campus activities. We not guppristudent organizations,
we also conduct leadership training, we plan canwide programs, and we even administer student travel
funds. Here is a comprehensive list of roles and services we offer:

e Recognize new stlent organizations and maintafficial university records
\ / on student organizations.
-~ ¢ Register active student organizations in order to authorize university
¢ scheduling/publicity privileges for officers and committee chairpersons.
%) N\ e Consult with student rganization officers and assightem wih program
N

planning, organization development and personal leadership development.

A\, e Supervise and supporhajor student events such as conferences, cultural
shows, distinguished speakers and carelated programs.

e Approve use of university grounds and ifities for student events and
programs.

e Interpret and administethe CSULB "Regs,” Regulations for Campus
Activities, Student Organizations and the Campus Community

e Administer travel funds for students participating in academicalbted
travel primary for presentations at professional conferences.

e Promote opportunities for campus involvement through Orientation to
Campus Life.

e Serve as consultants for new and innovative programs that respond to studer
needs and interests.



Lois J. Swanson Leadeship Resource Center

The SLD Office operates the Lois J. Swansondeeship Resource Center (US14). The Leadership

Resource Center (LRC) opened in the Fall semester of 1998 with the goal of providing meeting space, me
and library resources, angbrkshops and programs to enhance the leadership development of CSULB student
The center continues to expaie tservices it provides to thniversity community.

Leadership Academy: The Leadership Academy is a series of workshops focused on cugivatin
leadership excellence by developing student leadership potential for practical and professional applicati
It is a threepart extracurricular, certificateearing program composed of workshops, community service and
practical application. The totalgmgram time of the CSULB Leadership Academy is 25 hours. Each participant
is given, at most, two years to complete the program. Many students have completed it in one semester. T
are seven mandatory twwur workshops and five offeur elective worksops. There is no minimum GPA or
previous leadership experience required to join the progidm. Leadership Academy is open to ALL CSULB

STUDENTS!

Resource Library: The LRC stores books, magazines, journals, audiota
videotapes, and CDs on a widariety of leadership topics. To assist students
accessing leadership materials, the center also has technology resources, ¢
computers, printers, a scanner, a photocopier, TV/VCR, etc. However, this equi
is for use in the center only, nairfcheck out.

Professional Conference Room: Use of the conference room can t
scheduled directly from the LRC. However, priority for use of the conference roc

for leadership activities.

.
>
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Personal Development and Skill Builder Workshops:onetime leaership workshops are
typically scheduled at the LRC conference room. Workshops on a variety of topics are presented on a wee
basis through the Leadership Academy, and a schedule of topics is available each semester. Popular topi
the past have imgded: professional etiquette, understanding your leadership personality type, designin
organizational web sites, and diversity awareness.

row. For a small fee, students attend a weekend training program on
leadership and organizational development. In addition to professio
training, the fee covers transportation te tfacility, as well as food and

lodging.

Community Service: Service is a goal and a value of many student
organizations. The LRC maintains a listing of ecoumity service opportunities
for student organizations to browse. SLD also-sponsors one major
community service project each semester.

Teamwork
The annual Teamwork retreat,-sponsored by
the ASI, is one of the most popular and
anticipated prograsm on campus. Many
students attend the retreat several years in



YOUR ADVISOR AS A RESOURCE

All CSULB student organizations will have two advisors; an advisor from SLD and a faculty or staff advisol
The SLD advisor will be assigned in advance. However, the studgsmipation leaders select their faculty
advisor based upon the support or expertise that the advisor may offer their group. Advisors play an import
part in fostering student organizations that function effectively and smoothly. By sharing pergpengnee

and knowledge about the University, advisors assist organizations with meeting their goals. Advisors exte
professional expertise in selecting, promoting, implementing, and evaluating an organization's activities. Oft:
valuable mentoring refenships can develop between advisors and students. The following points encompa
the general concerns of the two kinds of advisors.

SLD Advisors Will

e Help to clarify your program goals and objectives

e Offer direction in evaluating those goals

e Help toplan your event and establish timelines for major programs
e Monitor and authorize your organization's program clearances

e Help to publicize your events

e Insure your organization's compliance with University policies and
procedures

e Encourage the healthy finaat condition of the organization through good
fiscal management and recekdeping in addition to monitoing and
authorizingexpenditures from your organization's ASI grants

e Generate ideas to enhance recruitment and
retention of members

e Offer advice orhow to deal with bureaucracy
e Teach leadership and organizational skills k

e Assist in problem solving

e Give referrals and resources

Faculty/Staff Advisor Roles

Faculty/staff advisors' roles are mutually negotiated. They may:

e Attend meetings and activitie$ the group

e Stay in close contact with organization officers

e Act as a sounding board for your ideas

e Give advice based on their expertise or academic discipline
e Offer advice on how to navigate departmental politics

e Consult with the SLD advisor about orgaatipnal plans, changes, or
problems

e Help members fully participate, assume responsibilities, and maintain a
balance between academic anecaoricular commitments
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e Help promote your organization to other studeamd faculty

e Provide a source of historical continuity for your group

order to maximize the valuable roles that SLD and faculty/staff advisors can
As early as possib| new officers should meet with their advisors to discuss
organization's mission and goals, mutual expectations, and areas whe
advisor can offer the most help. Although the advisors may not be able to i
all meetings, officers should invittheir advisors to one of the year's fir
meetings to greet new members and to explain their roles. Finally, before the
of the year, officers should meet with the advisors to discuss group progress
effectiveness of the advisory relationship, aadommendations for the next set
of officers.

STUDENT ORGANIZATION WEBSITES

Student organizatits are encouraged to create witds for communication of
programs, services and eventSuch weBites can be very useful in recruiting
and communicating ith members.

Some of the privileges of being a recognized student organization is that yourt
organization can receive free whbsting (or web space) and/or your website
can be linked to the SLD website for all students to vié&ou can email our

SLD WebFacilitator atsldweb@csulb.edif you
/ have any questions concerning your stude
P=
O

~

organizationwebsite.

Once a website islesigned recognized student organizations a&l&ible to

register their wekite and have it linked to the CSULB SLD home pafease

go to www.csulb.edu/sldnds u b mi tCSULB ®ervei Space Request Forr
onlineif your organization would like to have web space on the university se
for a website.

CSULB PRINCIPLES OF SHARED COMMUNITY

California State University, Long Beactakes pride in its tradition of maintaining civility and mutual respect
toward all merbers of theUniversity community. These are intrinsic to the establishment of excellence in
teaching and learning. They also contribute to the maintenance of a tpreduorkplace and an overall
positive campus climate. CSULB also takes pride in the diversity of its student body and employees a
affirms that this diversity enriches the work and learning environment of the campus.

CSULB affirms that members of theSOLB community have the right to work and learn in an environment
free of discrimination. The University affirms the equal human worth of every individual and of distinctive
groups of people, and fosters fair and equal treatment and access for all mamtteensniversity community.

The University will not tolerate discrimination on the basis of race, religion, age, color, creed, gende
disability, sexual orientation, medical condition, national or ethnic origin, veteran status, or any other basis nc
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directly related to qualifications, unless specified by law. These principles are applicable in the administratior
of its educational policies, admission policies, employment policies, and in participation in university program:
and activities nany other programs administered by the University.

In addition to meeting fully its obligations of nondiscrimination under federal o KJ
and state law, CSULB is committed to creating a community in which a div ?e(‘\

population can learn, live, and work in amasphere of tolerance, civility, an 7
respect for the rights and sensibilities of each individual, without regar
economic status, ethnic background, political views, or other pers)
characteristics or beliefs.

HAZING

Section 48900 of the Educati@ode
SEC. 4. Section 245.6 is added to the Penal Code, to read:

245.6.

(a) It shall be unlawful to engage in hazing, as defined in this section.

(b) "Hazing" means any method of initiation or jiméiation into a student organization or stutiéody,
whether or not the organization or body is officially recognized by an educational institution, which is likely t
cause serious bodily injury to any former, current, or prospective student of any school, community collec
college, university, oother educational institution in this state. The term "hazing" does not include customar
athletic events or schoghnctioned events.

(c) A violation of this section that does not result in serious bodily injury is a misdemeanor, punishable by
fine of not less than one hundred dollars ($100), nor more than five thousand dollars ($5,000), or imprisonm
in the county jail for not more than one year, or both.

(d) Any person who personally engages in hazing that results in death or seriousrpadilpas defined in
paragraph (4) of subdivision (f) of Section 243 of the Penal Code, is guilty of either a misdemeanor or a felor
and shall be punished by imprisonment in county jail not exceeding one year, or by imprisonment in the st
prison.

(e) The person against whom the hazing is directed may commence a civil action for injury or damages.
action may be brought against any participants in the hazing, or any organization to which the student is seel
membership whose agents, directomystees, managers, or officers authorized, requested, commanded
participated in, or ratified the hazing.

() Prosecution under this section shall not prohibit prosecution under any other provision of law.

SEC. 5. This act shall be known and maycited as "Matt's Law" in memory of Matthew William Carrington,
who died on February 2, 2005, as a result of hazing.



PROGRAM PLANNING

PROGRAM PLANNING POINTERS

Coordinating a event can be relatively easy, if you simplify the proce€3nceyou haveattended the
Orientation andevent PlanningVorkshop the following tips can help you to organize any task you might
tackle in the future.

1. Establish Objectives for the Program
Before getting started, work with your group to determine what greutrying to accomplish. Is the event
educational or entertaining? Does it relate to your organization's goals?

2. Determine Your Audience

Knowing your audience will focus your promotional efforts,
expenditures, and timeline. Whom do you intend tvesz Will they
attend? Does the audience consist of CSULB students only or the
community as well?

3. Balance Your Budget

If Associated Students, Inc., funds your

event(s) you are allotted a certain amount
of money to spend on particular programs. Wl have enough to cover your
costs and not go into debt? Will you need to charge membership dues, hold a
fund-raiser, sell tickets, etc. to offset the expensesSee Sample Budgein
Appendix

Keep all receipts and flyers (with ASI logos) for reimbuonsat purposes. Also,
keep a balance sheet to log all expenses and indoRefer to theS.H.E.L.L.S.
Financial and Budgetary Guider additional assistance

4. Contracts

If you schedule a speaker or entertainer, be sure to complete a contract

specifyng the sponsoring organization (your group), the contracted party (i.e.,

speaker, entertainer, etc.), date, hours, place, fee, description of service, terms

of payment, terms of cancellation and any other details upon which you have

mutually agreed. Ifqu are using ASI funds, the ASBO has standard contracts

t hat they require (AService Contracto, Al ndepen
Agr eement 0)-9 IRS féh, £DD form anWa Release of Liability

form must be completed for each paid individuaRefer to theS.H.E.L.L.S.

Financial and Budgetary Guider additional assistance

5. Make a Task List

Generally things "to dofall under these categories: room reservations, promotions
(design, printing, distribution), foedlanning, decorating, entertaiemt, registration,
confirmation letters, parking permits, follewp, contracts/payment (if you hire a
speaker or need to reimburse someone), etc. Your type of program will dictate you
tasks. Fill in the details for each of these categoriesto givegouthb i g pi ct u
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