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Welcome!
Dear Faculty or Staff Member,

hank you for your service as an advisor to a student organization.  The University of
University of South Florida provides students with a wide variety of opportunities to
opportunities to become involved on campus and throughout the community. There are
community. There are over 450 registered student organizations here at USF, including
USF, including academic, athletic, cultural, honor societies, religious, political, Greek, and social
groups. As an advisor, you can make a difference to these organizations and the way they

impact student life at USF.

Student organizations provide students an opportunity to expand and enhance their overall
educational experience, interact with others, gain self confidence, take on responsibility, acquire

leadership skills and succeed in what they do.

This handbook is intended to serve as a resource for you in your efforts to actively advise a
student organization. The Office of Student Organizations continually works to build stronger
student organizations and with your assistance, organizations that provide not only a social

outlet for students, but also valuable learning experiences.

The Office of Student Organizations sincerely thanks you for your commitment to the role of
advisor. If you have any questions, please contact our office at 813-974-7912 or stop by to see
us on the third floor of the Marshall Student Center Student Life Tower, room 3302.

Sincerely,

Edna Jones Miller
Student Programs Coordinator
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Introduction

This handbook is intended to be a tool for all advisors of registered student organizations
at the University of South Florida. It includes helpful information for advisors about
University policies, procedures, and operations to ensure a successful year for your student

group.

Please take some time to familiarize yourself with this handbook and the Activity and
Service (A&S) Fee guidelines and procedutes (available at http://www.sg.usf.edu). These
resources provide answers to questions about organizational responsibilities, advertising
and publicity, membership, student activity fee usage, fundraising, event planning, and the
services offered to organizations by both the Office of Student Organizations and the
Marshall Student Center. If you find something that is unclear or not addressed, please let
us know. The Office of Student Organizations is committed to serving as a “human”
resource for you and your organization. We strive to remove as many barriers as possible
to make your experience as an advisor to a student organization a positive one, for both
you and the organization.

Additionally, many student organization resources and processes can be found online at
http://involvement.usf.edu.  Please check this website often for updates about
organization registration, funding requests, trainings, and workshops for your
organization’s members, executive board, and advisoz(s).

About 0SO

The Office of Student Organizations provides a purposeful and positive out-of-class
experience for USF students and student organizations. This is achieved in many ways and
always complements the educational mission of the University of South Florida. The
uniqueness and variety of these programs, services, and activities allows for all members of
the campus community to interact with others and be involved in meaningful ways of their
choosing.

The core values of the mission expressed above include:
e Building interpersonal relationships
¢ Developing personal leadership competencies
e Supporting intellectual growth
e Embracing a diverse society
e FEncouraging service to others
e Creating engaged and responsible citizens

e Fostering a sense of community
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The Office of Student Organizations is open during the academic year Monday — Friday,
8am — 5pm. For more information, students are encouraged to call the Office of Student
Organizations at (813) 974-7912, send an e-mail to csi@admin.usf.edu or stop by the
office on the third floor of the Student Life Tower in the Marshall Student Center.

Student Life Staff:

The Oftice of Student Organizations plays a vital role in student life on the USF campus.
Key staff members involved with student involvement at USF are:

Student Organizations Staff
Name Position E-Mail Address Phone #
Fdna Jones Miller | Coordinator for Student ednamiller@admin.usfedu | (813) 974-5781
Organizations
Laura Yeckley Gradugte Asmstant for Student lveckley(@sa.usf.edu (813) 974-8077
Organizations
Additional Student Life Tower Staff
Name Position E-Mail Address Phone #
Dr. Kevin Banks Dean for Students kevinbanks@sa.usf.edu (813) 974-6677
Regina Young Hyatt | Associate Dean for Students ryhvatt@admin.usf.edu (813) 974-50006
Kristie Gerber Director of Student Activities gerberk(@sa.usf.edu (813) 974-2599

Assistant Director, Office of Student

Cindy Greenwood cgreenwood@admin.usf.edu | (813) 974-9837
Programs
Jenna Kelly Coordinator, ikelly@admin.usf.edu (813) 974-5940

Office of Student Programs

Jennifer Espinola

Director, Center for Leadership and
Civic Engagement

jenesp@admin.usf.edu (813) 974-7795

Associate Director, Center for

. . . i . . -
Todd Wells cadership and Civic Engagement toddw(@admin.usf.edu (813) 974-5317
Christy Burke Coordinator, Center for Leadership and |\ @ dminusfedu | (813) 974-5317

Civic Engagement

Patrick Romero-
Aldaz

Director, Romeroaldaz@sa.usf.edu

Office of Fraternity and Sorority Life

(813) 974-7335

Christopher Moreno

Coordinator, Fraternity and Sorority

cmoreno@admin.usf.edu (813) 974-7335

Life
Viancca Williams I(ji(;(e)rdmator, Fraternity and Sorority viawilliams(@admin.usf.edu | (813) 974-7335
Gary Manka Director, Student Government Training gmanka@sg.usf.edu (813) 974-2401
and Advising

Eric Reiter

Director, A&S Business Services ereiter(@sg.usf.edu (813) 974-2401

Keri Riegler Director, New Student Connections Keririegler(@sa.usf.edu (813) 974-9693

Jessy Rosenburg Assoclat§ Director, New Student jrosenburg@sa.usf.edu (813) 974-9555
Connections

Vacant Director, Multicultural Affairs (813) 974-5111

Vacant Coordinator, Multicultural Affairs (813) 974-5111
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What is an advisor?

A student organization advisor is a faculty or staff member who provides support and guidance
to officers and members of a student organization. The advisor not only serves as a
representative of the group in an official capacity, but also as a student advocate. An advisor is
one who gives ideas, shares insight, provides a different perspective, and encourages
organization members.

Why be an advisor?

Advising a student organization can be a very rewarding experience. Working with students
outside of the classroom allows faculty and staff the ability to share information and resources
and encourage development in the student. This close interaction with students allows advisors
the opportunity to promote skills such as leadership development, ethics, teamwork,
appreciation of diversity, and self discovery that are invaluable to students when they leave the
University of South Florida.

Who can be an advisor?

Any member of the faculty or staff at the University of South Florida may be invited to serve as
a student organization advisor. Additionally, any graduate student who serves as a Graduate
Assistant at USF is also eligible to serve as a student organization advisor.

What are the responsibilities of an advisor?

The following is adapted from the Resource and Policy Mannal, Virginia Commonwealth University
Good advisors keep the following three sets of responsibilities in mind while working with
student organizations:

1. Responsibility to individual group members
2. Responsibility to the student organization

3. Responsibility to the institution — University of South Florida

Responsibility to individual group members

1. The advisor should help the students find balance between their academics and
their co-curricular activities. Student leaders often have the tendency to burn the candle
at both ends and may overextend themselves. The advisor has a unique opportunity to
remind students of their academic obligations and personal needs.
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2. The advisor should encourage each individual to participate in and plan group
events. Some students fade into the background if not effectively encouraged. Being a
member of a student group can provide students with valuable interpersonal and/or
leadership skills, but these will not develop if the student is not involved.

3. The advisor should encourage students to accept responsibility for specific roles
within the group. The advisor should help them realize the importance of these roles.
From officer positions to committee members, each student should feel invested in and
accountable for their specific role.

Responsibility to the student organization

1. The advisor should assist the group in developing realistic goals, strategic
planning, and training for the academic year. This will contribute to the education and
personal development of the students involved. The advisor must take an active role,
rendering advice and counsel as circumstances dictate.

2. The advisor should be aware of all plans and activities of the group and inform the
group of institutional policies that may affect these plans. The advisor should see that
the group and its officers know where policies are listed, what the policies are, why they
exist, and the channels to be followed for changes, revisions, or exceptions to policies.
Advisors should also patticipate in the planning/review of each activity.

3. The advisor should be available to organization officers/members and regularly
meet with the organization. Being visible is one key aspect of being an advisor. When
members feel like they can talk to their advisor about issues within the organization or
other things that are bothering them an organization will be better off.

4. The advisor should discourage dominance of the group by any one individual and
should encourage less involved students to take initiative. Eager leaders often provide
strong leadership more often then necessary. This can lead to resentment by some or
pressure others into silencing themselves. The advisor can help provide a balance by
pointing out such concerns in a one-on-one setting with the students or the organization
leadership.

5. The advisor may need to refer students to counseling. Invariably, during interaction
with the group’s members, the advisor will encounter students with personal problems.
The counseling role might require individual consultation on a personal level or referral to
the student counseling service.

6. The advisor should provide continuity within the group and should be familiar with
the group’s hi s tMefbgrshigtirtver i Grrlhtiorbatizbtibng i0 N .
high and often the only link with the immediate past is the advisor. The advisor can steer
group members clear of mistakes and help them avoid the proverbial reinventing of the
wheel. Serving as the group’s memory and continuity link, the advisor can help new
officers build on history and develop long term plans for the future of the organization.

7. The advisor should offer ideas for projects and events. The advisor will perform
his/her greatest setvice by providing opportunities for the students to exercise initiative and
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judgment and to enjoy a proper measure of autonomy in self-directed social, educational,
recreational, cultural, and spiritual activities. He or she should not dominate the program
planning process. However, advisors should ensure that the group understands a
program’s complexity and has discussed the necessary steps that need to take place in order
for the program to be successful. The advisor should remember that it is the task of the
active members to operate the organization. Removing this responsibility from the
members would deprive them of an important educational experience.

8. The advisor should assist the group in evaluation. This includes evaluating individual
programs as well as doing a complete evaluation at the end of the academic year. The
advisor must be willing to give constructive criticism when necessary and offer words of
praise for work well done.

9. The advisor should maintain continuity and tradition of organization as members
graduate. This includes knowing the history, and being passionate about teaching the new
members what the organizations means.

Responsibility to the institution 6 University of South Florida
The advisor should attend the University of South Florida' Lenter for Student
Involvement and Office of Student Organizations sponsored training activities.
Although some advisors have been an advisor before, it’s important that advisors attend all
training sessions created for them. New things happen in the Center for Student Involvement
and we want to keep advisors as up to date as possible.

The advisor should work with the group, but not direct its activities. Although the
advisor’s role is not regulatory or disciplinary, the advisor has a responsibility to both the
institution and the organization to keep their best interests in mind. At times, the advisor may
need to remind the organization of institutional policies so that violations do not occur. The
advisor may also work with the organization’s officers to establish and maintain internal group
standards and regulations for conduct.

Occasionally, an advisor can help an organization during an emergency. Although this
type of intervention is rarely necessary, the advisor’s good judgment can be the saving grace in
the event of mishaps, internal conflict, or personal crisis. Assisting the group’s president as a
spokesperson or serving as the main contact for the University can help in these cases.
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What is the role of an advisor?

Advisors to student organizations have three main functions:

1. To help with the growth and development of students.
2. To add to the continuity of the group as members graduate.

3. To assist in the area of program content and purpose.

Advisor roles may differ depending on the student organization, but the role is always an
important one. Some advisors play very active roles, attending meetings, working with student
officers, and assisting in program planning and development. Others maintain a more distant
relationship with the organization. It is our hope that as an advisor you will maintain regular
contact with the organization. An advisor accepts responsibility for remaining informed about
the activities of the organization and for advising officers of the organization on the
appropriateness and general merits of policies and activities. Advisors should be both
accessible and interested and should provide whatever counsel a group or its members might
seek.

Several factors determine the nature of the advisot’s role, such as the effectiveness of
organization members, organization activities, and the availability of the advisor. However,
advisors should never serve as only a signature on registration forms. Most advisors have
significant knowledge and experience that can be applied to student organization goal-setting,
conflict resolution, and group effectiveness. It is often the advisor that maintains the continuity
of the organization and helps it grow. In short, a good advisor helps nurture an organization’s
success.

The Supervisory Cycle
The nature of the Advisors role will change based on what the organization needs at a
particular time. It is important for Advisors to understand the six stages of the
supervisory cycle as noted by Carr and Jardine. This handbook and other resources
provided by the Office of Student Organizations can assist you with advising strategies for
all stages of the cycle.

Team Building
—7 =
Performance Formal
Planning Evaluation

Communication Self Assessment
A e
Recognition
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Advising tips
The following is adapted from LenoirRhyne Col |l egeds Advisor Handbook

Every student organization will differ and may require a different approach by the advisor. The
following information can serve as a starting point.

1. In the beginning of the advising relationship, agree on clear expectations about the
role of the advisor and the role of the student organization. Discuss philosophies
and reach a consensus.

2. Read the constitution of the group, get to know the members, attend events, and
generally make yourself seen so that they know who you are.

3. Assist in the establishment of responsibilities for each officer and member.

4. Develop a strong relationship with the president or chairperson and other officers.
This is key because these students will be your main contact with the group.

5. Remember: praise in public, criticize in private. Discuss concerns with an officer’s
performance in a one-on-one setting. Whenever someone does something
extremely well, be sure to let others know.

6. Maintain a sense of humor — its college, not rocket science.

7. Be honest and open with all communication. The students need to feel that you are
just in your dealings with them.

8. Realize that you have the power of persuasion, but use this judiciously. The students
sometimes need to learn how to fail.

9. Help them see alternatives and provide an outside perspective.

10. Find a balance between being the strict naysayer and the laissez-faire friend. The
students must feel that you are supportive of them and yet that you will hold them
accountable.

10



ADVISOR HANDBOOK

Advisor expectations

Given the myriad of purposes, activities, and objectives of various student groups, the role of
the advisor will vary in some degree between groups. As groups vary in their expectations and
needs, it is important that you, as an advisor, develop an understanding with the organization
you are to represent as to the nature of your involvement. The advisor and group should agree
on a set of expectations of one another from the onset.

Some initial questions you may want to ask the organization:

1.
2.

10.
11.
12.

13.

How much involvement is expected or needed?

How often does the group meet?

How many major activities does the group plan per semester?
How experienced are the student leaders?

How do your skills match the needs of the organization?

What are some of the problem areas that your organization specifically needs advisory
assistance in dealing with? Ask for past examples.

What are some of the ways the advisor can be more helpful to the group?
Will the advisor be a silent observer at meetings or an active participant?

Should you interrupt during meetings if you think the group is getting off track? How?
When?

If things get unruly, should you interrupt or remain silent?
Is the advisor expected to give feedback? How? When?
Are there areas of the organization that are “hands off” to the advisor?

Does the national organization (if applicable) require an affiliated advisor? If so, what is
their role?

To help define these expectations check out the Advisor Involvement Rating Sheet and
the Advisor Expectation Checklist in the forms section of the handbook.

11
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Risk Management

Advisor Liability

Advisors to student organizations accept an added responsibility. The type of liability or
risk for the advisor varies greatly depending upon the type of organization. What follows
are some suggestions to assist with an advisor’s responsibility regarding liability issues or
concerns:

Advi

Understand that as an employee of a public institution all advisors are subject to the
constraint of the federal Constitution, state and local laws.

Try to anticipate risks which may arise out of any decision or situation, and then
discuss with the officers what they can do to minimize risks. Regardless of what
organization or activity is involved, there will always be an opportunity for
something out of the ordinary to happen. However, if decisions are made
consistently and in good faith, and reasonable precautions are taken, then the risk
involved can be minimized. The University attorney is available to assist you with
this and other issues.

It is important to be aware of University policies and regulations as they effect
student organizations.  The Student Organization Handbook and Student
Involvement website are great sources for University rules and regulations. The
staff members in the Dean for Students office and Office of Student Organizations
can also serve as resources for you if you have specific concerns or questions.

Advisors should never enter in to contracts on behalf of a student organization. All
contracts must follow student organization contracting procedures and consultation
with the Office of Student Organizations. By signing or verbally agreeing to any
contract, the advisor becomes personally liable.

sords Duti es

1.

Advisors have a duty to protect all students in the student organization and their guests
from known or reasonable foreseeable dangers. If you are in doubt in any given
situation, please ASK another advisor, the University of South Florida General Counsel,
or your supervisor. Always put important information or decisions in writing.

Advisors have a duty to explain the law and or campus regulations to students. It is
important that advisors point out the risks the student and/or otrganization may
encounter if the individual or group chooses to violate a law or campus regulation.

Campus Policies
The First Amendment of the US Constitution provides student organizations legal basis to
organize and associate on campus at a public institution. However, colleges and universities can
require specific campus regulations. Campus personnel may also deny recognition of student
organizations that violate or that advocate violating any local, state, or federal laws or

12
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regulations. The following are a few of the campus regulations imposed on students and
student organizations:

Hazing Policy
The University of South Florida prohibits any form of hazing of its students, at any time,
or at any location. The University will respond swiftly to investigate reports of alleged
hazing received from any source, and will promptly determine whether to proceed with
campus disciplinary action, to forward a report to appropriate law enforcement officials

for prosecution as a criminal matter, or both.  To that end, hazing is a violation of the
Student Code of Conduct and is illegal as defined in the Florida State Statute 1006.63.

A faculty member, staff member or student who observes hazing of any person or persons
who may be USF students should immediately report the matter to the Dean for Students
office, Marshall Student Center, (813)974-6677, or to the Campus Police (813) 974-2628.

Students who know, or suspect, that hazing has taken place are strongly encouraged to
report it to the Dean for Students. Employees of USF are required to report such
information.

“Hazing” as defined by §1000.63, Florida Statutes, means any action or situation that
recklessly or intentionally endangers the mental or physical health or safety of a student for
purposes including, but not limited to, initiation or admission into or affiliation with any
organization operating under the sanction of a postsecondary institution, regardless of a
person’s willingness to participate. "Hazing" includes, but is not limited to, pressuring or
coercing the student into violating state or federal law; any brutality of a physical nature,
such as whipping, beating, branding, exposure to the elements, forced consumption of any
food, liquor, drug, or other substance; or other forced physical activity that could adversely
affect the physical health or safety of the student; and also includes any activity that would
subject the student to extreme mental stress, such as sleep deprivation, forced exclusion
from social contact, forced conduct that could result in extreme embarrassment, or other
forced activity that could adversely affect the mental health or dignity of the student.
Hazing does not include customary athletic events or other similar contests or
competitions or any activity or conduct that furthers a legal and legitimate objective.

In addition to Florida Statutes §1006.63, hazing as defined by the USF system also
includes, but is not limited to, the forced use of alcohol; morally degrading or humiliating
games and activities; physical and psychological shocks; deception; verbal abuse; personal
servitude; kidnapping; deprivation of privileges granted to others in the organization by
use of force or duress; and any other activities which are contrary to academic
achievement, the stated purpose of the local and/or (inter)national organization, and/or
the mission, policies or regulations of the USF system or applicable state law.”

13
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Non-Discrimination Policy

The University of South Florida reaffirms its policy of equal opportunity regardless of
race, color, creed, religion, national origin, sex, age, martial status, disability, or status as a
disabled veteran or Vietnam era veteran. This policy applies to all programs and facilities
including, but not limited to, admissions, educational programs, employment, and patient
and hospital services. Any discriminatory action can be a cause for disciplinary action.
Discrimination is prohibited by Executive Order 11246 as amended, Title VI and VII of
the Civil Rights Act of 1964, Title IX, Sections 503 and 504 of the Rehabilitation Act of
1973, Americans with Disabilities Act of 1990, Vietnam Era Veterans Readjustment
Assistance Act of 1972 as amended, other federal and state statutes, regulations, and
University policy.

Alcohol Policy
The University of South Florida’s Alcoholic Beverage Policy establishes guidelines for sale,
service, and consumption of alcoholic beverages on the campus in compliance with
applicable federal and state laws, municipal ordinances and our concern for the health and
safety of the campus community. This policy establishes areas where alcoholic beverages
may be served and consumed and areas where alcoholic beverages may be sold. The
policy also establishes approval procedures for programs and activities where alcohol is to
be served, as well as penalties for individuals or groups found to be in violation of the

policy.

At time of print the USF Alcohol Policy is under revision.
The full text of the policy can be found at the web address listed below:
http://usfweb2.usf.edu/usfgc/gc pp/studaf/gec30-006.htm

Distribution of Literature

The University prohibits the posting, distributing, stacking or placement in racks of any
commercial material or advertisements. Additionally, no material of any kind may be
placed on automobile windshields. Other non-commercial material or literature, the author
of which is identified, may be handed out in any outdoor University location open to the
general public. Other non-commercial speech activities are permitted in outdoor
University locations open to the general public exclusive of sidewalks, building entrances
ot other areas where normal traffic may be obstructed.

Additionally, Registered Student Organizations’ (RSO) are not permitted to advertise
events on or off campus where alcohol will be sold or given away. RSO’s furthermore
cannot use any A&S fees to produce advertisement for events where alcohol will be sold
or given away. This includes utilizing university computers and printers to produce such
advertisement.

Student organizations have a responsibility to distribute materials in a responsible way so
that it does not litter the campus. RSO’s cannot post flyers and materials on trees,

14
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sidewalks, or other non-approved posting areas. RSO’s will be responsible for conducting
clean up for any materials that do litter the campus and the associated costs.

Temporary Campus Signage
Student organizations may promote their organization or campus event by using large
above ground signs. Approval requests will be based on factors such as the number of
other requests received, other campus events occurring at the same time, etc.

For any major campus activity, a maximum of six large, above ground, non-electric signs
may be posted at designated locations. Non-fabric signs must be no larger than 4’x4’. If
larger signs are requested, special approval must be obtained. Signs must not block
passageways, obstruct any building, or otherwise unreasonably distract or interfere with
members of the university community in carrying out normal business. Signs should not
be placed in a manner that would block a driver’s vision at an intersection. All signs
must be removed within 48 hours after the scheduled event.

Directional signs for meeting and conferences being held on campus may be posted at
specific locations after approval by University Parking Services.

Interior signs are limited to bulletin boards and A-frames. Approval of the person
responsible for bulletin boards in each particular building is necessary.

Reservation forms and guidelines regarding the use of signs on campus are available in the
Office of Student Organizations, Marshall Student Center, room 3302. For more information
on advertising for your student organization and/or events, please see the Distribution of Literature
information, Temporary Campus Signage Policy, and Guidelines for Usage of University Logos and
Trademarks found in the Organizational Responsibilities section of this handbook.

DVD/Video Copyright Law Guidelines

Federal copyright law restricts the use of videocassettes and DVDs for private showings
and prohibits their public performance without prior written consent of the holder of the
copyright. A public performance includes, but is not limited to, showing a motion picture
in a location open to the public, showing a motion picture to a selected group of people
gathered in a location not open to the public (i.e. residence hall floor or lounge), or
showing a motion picture by broadcast or transmission. Student organizations choosing to
publicly show a motion picture in any form (film, VHS video, DVD, etc.) must secure a
license from a booking agency. For a list of booking agencies, please see the Office of
Student Organizations. Videos or DVDs that are rented or purchased from a retail outlet
are for home use only and cannot be shown on campus without the appropriate license
from an approved booking agency.

Guidelines for Usage of University Logos and Trademarks
USF has registered its names, initials, logos, and trademarks as a means of protecting them
from unauthorized use and abuse. Permission is required before they may be reproduced.
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The use of the University’s marks on a website or t-shirt is also protected by federal
trademark laws.

Student organizations are encouraged to use green and gold when designing t-shirts and
other clothing. Alternate colors we encourage include white, yellow, tan, gray and black.
Any student organization wishing the use the USF logo or mark must have prior approval
from Brian Schulte, Communications and Marketing Officer for Student Affairs at

bschulte@admin.usf.edu.

Student organizations wishing to use any of the athletic logos including the iconic U must
get approval from Athletics. To use this artwork, logos must be in the approved colors.
The logos cannot be used if the shirts or other items are going to be used as a fundraiser
for the organization. All requests for use of any of the athletic logos must be submitted to

Ayo Taylor-Dixon at ayo@admin.usf.edu.

Fundraising Policy
Each student organization may engage in fundraising activities, the proceeds of which may
be devoted to the activities and projects of the organization itself in furtherance of its
goals and objectives, subject to the following rules and regulations:

1. Fundraising activities which require the use or reservation of University space or
facilities, such as lobby areas of academic buildings or the Bull Market are limited to
four per semester and must be registered in accordance with Rule 6C4-6.020, Use of
Marshall Student Center Facilities and Equipment. Each use or reservation of
University space or facilities shall be considered as a separate fundraising activity for
the purpose of this rule, and no fundraising activity may last longer than two days.
Provisional groups are permitted one day only.

2. Fundraising activities in the residence halls areas may be conducted as part of a
fundraising activity which requires use or reservation of University space or facilities,
subject to residence hall rules and regulations. Fach residence hall living unit is
empowered to entirely prohibit any fundraising activities or to prescribe the days and
hours when solicitation of funds is permitted, but in any event, door-to-door
solicitation will not be permitted at any time or location.

3. The organization will be responsible for all direct costs, if any, involved in the use of
the facilities.

4. An organization's privilege of engaging in fundraising activities is subject to
immediate cancellation if the methods used are disorderly, improper, or if they
hinder or otherwise interfere with any individual's rights to privacy and freedom
from harassment.

*Note: A>*S Funded student organizations must abide by all Student Government Rules and
Regulations regarding fundraising, which may be different than those listed bere.
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Off-campus Checking Accounts and Tax Identification Numbers
It is often beneficial for student organizations to have an off-campus checking account to
deposit dues and any revenue generated from fundraising that did not involve student
activity fees. By having an off-campus checking account, student organization leaders can
more readily make payments and purchase items. It is beneficial for the group to have at
least two signatures on each check to ensure that fraudulent spending does not occur.

If your organization is looking to establish an off-campus checking account, you will need
to receive a tax identification number from the Internal Revenue Service (IRS). You can
contact the IRS at the following number, (800) 829-4933 or visit their website,
www.irs.gov, and look for form SS-4. Please make sure that you are requesting a tax
identification number and not a tax exempt number. There is a fee associated with a tax
exempt number; whereas a tax identification number is free. In order to establish an off-
campus checking account or receive donations, businesses/banks requite you to have a tax
identification number.

Please note, the Office of Student Organizations does not maintain information about off-
campus checking accounts. All details and account information must be maintained within
the student organization. It is highly recommended that student organization advisors are
involved with the creation and maintenance of off-campus checking accounts.

The USF Federal Credit Union frequently serves student organizations by providing
checking accounts. The Office of Student Organizations will provide a letter for
organizations to verify registration to establish an account at the USF Federal Credit
Union.

When a student organization ceases to exist for a time period of one year or more, and a
bank account is not closed by the organization, the Office of Student Organizations
reserves the right to close the account and transfer any money remaining in the account to
cither another registered student organization with a similar mission and/or purpose ot to
an auxiliary account dedicated to supporting student organization development.

Student Government A&S Funding

A&S Funding
Those organizations interested in receiving funding from USF Activity and Service fees (A&S
fees) through Student Government must comply with the following additional criteria:

e Does not discriminate (any USF student who pays A&S fees should be allowed
membership).

e Must have a membership of at least ten student members

e No funds spent on political campaigns

e Does not charge local or national dues
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e Does not use fees to directly benefit non-students
e Does not require a loyalty oath
e Does not withhold or deny membership

e Must be registered with Office of Student Organizations for at least one semester with an
Officer Listings on file

Organizations seeking A&S funding from Student Government must complete an A&S
Eligibility form. The form outlines the additional requirements organizations must fulfill to
receive funding from Student Government.

*Note: For answers to any questions regarding A funding, please contact Student Government at (813)
974-2401.

Services provided to registered student
organizations!

Student Organization Showcases

Student Organization Showcases take place throughout the school year, the first during
the Week of Welcome. These showcases provide an opportunity for students to connect
with registered student organizations at USF. Student organization members staff tables
where they can recruit new members and distribute information about the organization to
the USF community. The Office of Student Organizations will advertise these events
through venues such as the campus newspaper (The Oracle) and Note-A-Bull News. All
registered student organizations are eligible to participate in student organization
showcases. Visit http://involvement.usf.edu to see the dates and to register for this
semester’s showcases.

Student Organization Presidentds Bull Session
Student Organization presidents are required to attend a Bull Session every year. Bull
Sessions occur during the first few weeks of the fall semester and give information about
how to run a student organization, updates from the Office of Student Organizations, and
information on re-registration. For more information on Bull Sessions and to sign up,
visit http://involvement.usf.edu.

Student Organization Mailboxes
RSO’s can have access to their own USF Post Office mailbox right in the convenience of
the Marshall Student Center. The Office of Student Organizations has available boxes
that can be obtained (on a space available basis) by written request to the OSO office,
Marshall Student Center Room 3302.
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Meeting Space
RSO’s may use university facilities and sponsor activities on campus. The responsibility
for proper use and conduct is placed on the officer representing the organization.
Furthermore, the organization requesting use of facilities shall be responsible for all
expenses involved in the use of these facilities. More information regarding university facilities
and rates can be found in the University Support section of this handbook.

Office Space
A limited number of student organizations are granted office space in the Marshall Student
Center. Space is awarded through an application process each Spring for the following
academic year. For details regarding the application process, please contact the Office of
Student Organizations.

ClubTalk

ClubTalk is a moderated forum for student organization activities, announcements and
concerns. The listservs are designed to serve the needs of student organization members,
their advisors and interested observers of student organization life at USF.

To Sign-Up for ClubTalk:
1. Go to http://listerv.admin.usf.edu/archives/clubtalk.html

2. Click on join or leave list

MyUSF
MyUSF (http://my.usf.edu) provides BlackBoard Organizational Communities similar to
what students have for class. Presidents will be listed as leaders for these communities.
Member rosters will be updated daily with members that have been manually added
through the Student Organization Management System accessible via BlackBoard.
Pl ease not e, organi zations shoul @addot
new members.

Webpages
RSO’s may link their organization’s Web Page to the Marshall Student Center’s website.
A Web Space application may be obtained from the Office of Student Organizations or
online at http://involvement.usf.edu which outlines how to apply.

HYPE Resource Center

e Copy Service: The Office of Student Organizations provides the following copy
services for ALL registered student organizations: Groups will receive 1,500 FREE
b/w copies per semester. After 1,500 copies have been reached, copies will be done
for a nominal charge and payable at the time the job is dropped off. Please allow at
least 24 hours for your copies to be completed. Additionally, RSO’s are able to
receive 300 color copies per academic year free of charge. Additional color copies
are available at a competitive rate.

e DPosters: Print a poster for your event — up to 42 inches in width.

e Lamination: Laminate your poster to last a lifetime.

e Buttons: Supplies and make your own buttons.
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¢ Helium: Bring your own balloons and string.
e Banner Paper: Available in blue, brown, green, gold, red and white

e Mailing labels: Mailing labels can be requested for USF faculty, staff, and students
by RSO’s for legitimate student organization business. The Office of the University

Registrar processes these requests and charges $§150 for this service.
available in the Office of the University Registrar.

Forms are

Some services may have associated fees. Please see the Pricing Sheet below for more information. The

Office of Student Organizations reserves the right to update the Pricing Sheet at anytime without
notice. Please contact the Office of Student Organizations for current fee schedule.

H.Y.P.E. Resource Center

Pricing Sheet

Copies:
B/W — 1500 free copies per semester
($.05 ca. thereafter)
Color — 300 free copies per academic year
($.10 ca. thereafter)

(Copies can be made on white or colored paper)

Helium:

5 Dozen — Free per semester — must bring own balloons

$2 per dozen thereafter — must bring own balloons
Buttons:

250 free per year

($.10 ca. thereafter)

Poster Printing:

B/W — Free — first 3 postets up to 4 ft. each per semester

($2 per ft. thereafter)
Color — Free — first 2 posters up to 4 ft. each per semester
($3 per ft. thereafter)

Laminating:

Individual Pages — first 10 free per semester

($1 per pg. thereafter)
Posters — first 5 free per semester
(85 per poster thereafter)

Banner/Butcher Block Paper:

Free
Graphic Design Services:

Free to all Registered Student Organizations

*Note: Please plan for at least a 7-day turnaround time on all grapbic design requests

All HYPE Resource Center services are intended for Registered Student Organizations ONLY!
University departments and entities will be charged per rates on the Department Pricing Sheet.

Subject to change without notice.
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Group development

If you have been an advisor for an extended period of time, you may have realized that your
advising style will vary over time — even within the same organization. This is due in part to the
changing dynamics of the different students involved. Your advising style may also change
depending on the dynamics of the group and the developmental level of the organization.

Tuckman developed a sequential model with the foundation being that groups develop through
an orderly, invariant sequence of stages or phases. In 1965, Tuckman reviewed approximately
fifty developmental models and research studies and developed his own model of group
development. Tuckman’s model categorized group development in five identifiable sequential
stages: forming, storming, norming, performing, and adjourning.

1. Forming — This developmental stage is devoted to issues of membership, inclusion
and dependency. Members at this stage are trying to determine their place in the
organization, clarify goals and group structure.

2. Storming — This period is defined by internal conflicts around tasks and interpersonal
issues also develop.

3. Norming — The third stage is defined by a development of group cohesion where
members discover new ways to work together and accept the defined acceptable rules
of behavior.

4. Performing — This is the stage in which group members work actively on the task and
fulfilling their responsibilities.

5. Adjourning — This concluding stage is not necessarily relevant to every organization.
Adjournment refers to the termination or disbanding of the group as they have
finished the task at hand and members will anticipate a change in their relationships.

Twenty Tips to Increase Group Productivity
Adapted from M. ]. Michal

1. Know what the students expect of you as an advisor.
2. Let the group and individual members know what you expect of them.

3. Express a sincere interest in the group and its mission. Stress the importance of each
individual's contribution to the whole.

4. Assist the group in setting realistic, attainable goals. Ensure success in the first project
undertaken, and then increase responsibility.

5. Have the goals or objectives of the group firmly in mind. Know the purposes of the
group and know what things need to be accomplished to meet the goal.
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10.

11.

12.

13.
14.
15.

16.

17.

18.

19.

20.

Assist each member in meeting his or her needs while helping the group achieve its
goals. Understand why people become involved. Learn strengths and emphasize on
them. Help each person grow and learn through their involvement by providing
opportunities.

Know and understand the students with whom you are working. Different groups
require different approaches.

Assist the group in determining the needs of the people the group is serving.
Express a sincere interest in each member. Encourage everyone to be responsible.

Assist the members in understanding the groups dynamics and human interaction.
Recognize that at times the process is more important than the content.

Realize the importance of the peer group and its effect on each members participation
ot lack thereof. Communicate that each individuals efforts are needed and appreciated.

Assist the group in developing a system by which they can evaluate their progress.
Balance task orientation with social needs of the members.

Use a reward and recognition system for work well done.
Develop a style that balances active and passive group membership.

Be aware of the various roles you will have: clarifier, consultant, counselor, educator,
facilitator, friend, information source, mentor, and role model.

Do not allow yourself to be placed in the position of the chairperson.

Be aware of the institutional power structure--both formal and informal. Discuss
institutional developments and policies with members.

Provide continuity for the group from semester to semester.

Challenge the group to grow and develop. Encourage independent thinking and
decision-making.

Be creative and innovative. Keep a sense of humor!

Eleven Skills for Advisors to Teach

As an advisor you are a role model, mentor, and teacher for the group. In your role as a
teacher you can help the students develop certain skills that will help make the
organization more effective and that they can use in the future.

Kathleen Allen, in the December, 1979 issue of Programming Magazine, outlined eleven
skills that she recommends be taught to students through consistent, planned advising.
Divided into the categories of accomplishing tasks, improving relationships, and self-

22



ADVISOR HANDBOOK

improvement, her outline provides a clear, comprehensive lesson plan for advisors to
utilize in their efforts toward student skill development.

Skills for Accomplishing Tasks

1.

Problem Solving: the ability to solve problems creatively. The process includes these
components: identify the real problem, assess all components of the problem, weigh
what is relevant, pursue alternatives, and identify a solution. Example: developing a
policy.

Planning and Organization: the ability to set goals and coordinate a variety of human
and material resources to accomplish these goals. Example: producing a specific
event.

Delegating: the ability to identify or develop a task, and then share the responsibility,
authority, resources, and information needed to accomplish it. Example: committee
leader assigning a member a task.

Decision-making: the ability to evaluate existing information and to be willing and
confident enough to make a choice of what should be done. Example: choosing a
speaker for a lecture.

Financial Management: the ability to plan, develop, and implement a budget,
including cost and expense estimates, budget implementation, and budget evaluation.
Example: implementing a budget for each event.

Skills for Improving Relationships

0.

8.

Persuasion: the ability to identify our own opinions and use logic and
communication to change the opinions of others. Example: choosing between two
programs.

Relationship-building: the process of creating, developing, and maintaining
connections between groups or individuals. Example: scheduling frequent casual
meetings with organization members.

Adaptability: the ability to cope with a variety of situations and kinds of people.
Example: working with people with different cultural backgrounds or values.

Skills for Self-improvement

9.

10.

Stress Tolerance: the ability to cope with taxing situations, while getting the job done
and having a satisfying life. Example: performing leadership responsibilities while
anxious about a personal relationship.

Initiative: the ability to take responsibility for originating new projects, ability to
think and act without being urged, the ability to develop new ideas or methods.
Example: initiating a recruitment campaign for new members.
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11. Risk-taking: the willingness to try something new or make a decision without the

assurance of success or improvement. Example: planning a program that has not
been attempted before

Other Resources

A checklist for advisors

The

Every student organization is required to have an advisor. Some serve only in name, but others
truly excel in advising. Behind almost every successful student organization is an advisor with
the “right stuff”. Below are some qualities that will help you to make the best of your
experience as an advisor.

o

o o o (o} (@}

(@}

T TV TV T T <o

A strong belief in the organization

The ability to serve as a role model

The ability to motivate others

The desire to help students

Familiarity with USF rules and regulations governing organizations
Enthusiasm

The willingness to commit sufficient time to the organization
A sense of humor

Willingness to listen to students

The ability to interact with others

The ability to teach leadership development

An interest in student’s personal growth and development beyond the classroom

00s and d¥visingts of a

Do serve as a resource to the organization.

Do interpret and clarify university policy and procedure.
Do suggest program ideas.

Do serve as a personal role model.

Do advise officers in decision-making matters.
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Do provide historical continuity for the organization.
Do act consistent with what you say.

Do allow the group to succeed.

Do allow the group to fail.

Do teach leadership.

T TV TW TV T T

Do keep your sense of humor.

Don’t control the group.

Don’t run the organization meetings.

Don’t have veto power over decisions.
Don’t be the sole rectuiter for new members.
Dorn’t know it all.

Don’t say “I told you so”.

Don’t break promises.

Don’t take ownership of the group.

X X X X X X X X X

Don’t be the leader.

Advising is |ike a |lottery ticketeée
Advising is like a lottery ticket. ..

C Because it’s a gamble, you have to be willing to take risks

Because it’s an investment; it requires effort

Because it can produce great rewards

Because it’s challenging

(@ e e Ne

Advising is like a lottery ticket...

€ Because you win some and you lose some

Because it creates excitement and anticipation

Because the results are always unknown in the beginning
Because you have to dig below the surface

[ N e NeNe

Advising is like a lottery ticket. ..
€ Because it can be exhilarating and addicting
€ Because it’s thought provoking
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C Because it’s mystetious
C Because it creates hopes and dreams

Advising is like a lottery ticket. ..
C Because there’s some cost involved
C Because there are always some disappointments
€ Because it requires an optimistic attitude and perseverance

And, Advising is like a lottery ticket...
€ Because within it lies great potential to positively impact the lives of others

Written by Katie Sermersheim

Forms
The following forms are helpful tools to assist in your role as a guideline. These forms are
suggested for use, thus you may use any of them or none of them. If you find any forms or tips

that you feel would benefit other USF Advisors, please contact the Office of Student
Organizations.
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Advisor Involvement Expectation Rating Sheet

Directions: Have every member of the organization complete this exercise. It is designed
to gauge the members’ perception of your level of involvement. Different activities and
events can change to suit those of your organization. Please circle the number that best
represents your impression of your adviser’s level of involvement.

Low involvement High involvement
1. Attendance at weekly meetings 1 2 3 4 5 6 7
Comments:
2. Speaking during weekly meetings 1 2 3 4 5 ¢ 7
Comments:
3. Attendance at monthly activities 1 2 3 4 5 6 7
Comments:
4. Making decisions for the organization 1 2 3 4 5 6 7
Comments:
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5. Serving as a resource during weekly meetings
Comments:

6. Available to meet individually with members
Comments:

7. Assisting in travel preparations for
conferences
Comments:

8. Other:

1 2 3 4 5
1 2 3 4 5
1 2 3 4 5

Form provided courtesy of Dunkel, N.W., Schub, |.H. (1998). Advising student

groups and organizations. Jossey-Bass: San Franciscon. 91-92.
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Advisor Expectations Checklist

Student Group:

Listed below are some expectations which can be negotiated between student leaders and their advisor. 'The form is designed to help
advisors and officers attive at a clear and mutually agreed upon advisor role. The advisor and the officers of the organization should
rank the following items (from 1-5, with 1 reflecting something that is absolutely not role of the advisor and 4 being an
essential duty of the advisor) and then meet to compare answers and discuss any differences. For items that are determined not to be
the responsibility of the advisor, it is important to establish whose responsibility it will be.

Rating System
NOT an adv..s.or.d.s..duty

Optional AUt .......cccoveveeeeririeieireieeneeee 2
Occasional duty .........cccccvveeeennireenenenns 3
Essential duty..........cccereeiiniiiiininenene. 4
More of a student duty ..........cceevrerunnnne. 5

Take an active part in formulating the goals of the group

Take the initiative in developing teamwork and cooperation among the officers

Be responsible for planning leadership skills workshops

Attend all general meetings

Attend all executive committee meetings

Call meetings of the executive committee when believed to be necessary

Attend all group activities, meetings, events, etc.

Meet with the chief student leader before each meeting

Help the chief student leader or other officers prepare an agenda before each meeting

Be quiet during the general meetings unless called upon

Speak up during discussion when the advisor thinks the group may make a poor decision

Exert influence with officers between meetings

Initiate ideas for discussion when the advisor believes they will be helpful to the group

Be one of the group, except for voting and holding office

Veto a decision when it violates a stated objective, the bylaws, or University policy

Check the secretaryés minutes before they are writt

Check all official correspondence before it is sent

Get a copy of all official correspondence

Inform the group of infractions of their bylaws, codes, and standing rules

Recommend programs, speakers, etc.

Make the group aware of its stated objectives when planning events

Cancel any activities when you believe they have been inadequately planned, will violate University rules, or are
unsafe

Insist on an evaluation of each activity by those students responsible for planning it

Mediate interpersonal conflicts that may arise

Let the group thrive or decline on its own; do not interfere unless requested

Letthegroupwor kK out its problems; allow for mistakes and

Represent the group in any conflicts with members of the University staff

Be familiar with University resources and procedures that affect group activities
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Explain University policy when relevant to the discussion

Explain University policy to the entire group once a year

Depend on the officers to observe University policy throughout their terms

Be a custodian of all group paraphernalia, records, etc. during the summer and between officer transitions

Keep the official files of the organization

Request to see the treasurerds books at the end of
Take an active part in the orderly transition of responsibilities between old and new officers at the end of
the year
Adapted from: o6Organization & Advisor Manual
Student Organizational MannalSu p pl ement for Advisors, 6 Simmons
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Time Management Analysis

Directions: Have the student log all his or her activities for the course of one week on an
Activity Log. The log should include time spent sleeping, getting ready in the morning,
being in classes, going to and from classes, eating, watching television, and so on. All
twenty-four hours of each day should be accounted for.

Following the student’s completion of the log, meet wit him or her to analyze the
information in order to plan accordingly.

1. Analyze the present situation by asking the student to respond to the following questions:

a. How are you presently using your time?

b. What are your time-wasting activities?

c.  For which activities do you have control of the amount of time you spend?

2. Have the student establish priorities for a given week.

3. Have the student set goals for the amount of time for each activity.

4. Have the student schedule the week according to the priorities set.

5. Have the student experience the week and record any modification to the schedule

0. Meet with the student to analyze the modification and develop another week’s schedule
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UNIVERSITY OF
SOUTH FLORIDA
Enter Your Organization/Department Name and Event Here
TRAVEL ACKNOWLEDGEMENT OF RISK AND WAIVER OF LIABILITY

In consideration of being permitted to travel for patticipation in the Event/Activity Name/Description of
Organization/Department Name, 1 do hereby release, waive and discharge the State of Florida, University of
South Florida Board of Trustees, their representatives, its officers, employees, agents, advisors, employees, and
members, and the event sponsor, Organization/Department Name, and its advisor(s), officers, and members
from any and all actions, damages, claims or demands which I, my heirs, personal representatives, executors,
administrators or assigns may have against any and all of the aforementioned for any and all personal injuries,
accidents or illnesses (including death), known or unknown, which I have or may incur by participation in the above
stated event and for all damages and loss to my property.

I understand that my traveling for participation in this event is voluntary and that this event carries with it certain
dangers and risks, including but not limited to: (ist known risks associated with participation in event,
Including injury and death —i.e. overexertion, poor judgment, emotional strain, slipping, falling,
equipment failure, etc.) which could ultimately result in injury, permanent disability, or death. I realize that I am
responsible for any injuries to persons or property which may be incurred in connection with my participation in
this event.

I also agree to indemnify and hold harmless the State of Florida, University of South Florida Board of Trustees,
their representatives, its officers, employees, agents, advisors, employees, and members, and the event sponsor,
Organization/Department Name, and its advisor(s), officers, and members of the aforementioned from any and
all costs, damages, liabilities and losses that they may incur due to my traveling and participation in this event. I
hereby agree to abide by any policies, rules and regulations adopted by the aforementioned.

I further expressly agree that the foregoing acknowledgement of risk and waiver of liability is intended to be as
broad and inclusive as is permitted by the law of the State of Florida and that if any portion is held invalid, it is
agreed that the balance shall, notwithstanding, continue in full legal force and effect.

1, the undersigned, am at least 18 years of age. I have read this Travel Acknowledgement of Risk and Waiver of
Liability and fully understand its terms. I acknowledge that I am signing this waiver freely and voluntarily with full
knowledge of its significance. If the participant is younger than 18 years of age, then his/her parent or legal

guardian must also sign where indicated below.

Printed Name University ID

Signature Date

I am the parent or legal guardian of the participant indicated above, who is under the age of 18.
I agree on behalf of my child or ward to all the terms contained in this release.

Signature of Parent or Legal Guardian (if participant is younger than 18) Date

Printed Name of Parent or Leal Guardian
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UNIVERSITY OF
SOUTH FLORIDA
Enter Your Organizatifid epartmentiiameand Eventere

DRIVER ACKNOWLEDGEMENT OF RISK AND WAIVER OF LIABILITY

In consideration of being permitted to drive to City & State of Event on Date(s) of Event for travel for participation in the Event/Activity
Name/Description of Organization/Department Name, 1 do hereby release, waive and discharge the State of Florida, University of South Florida Board
of Trustees, their representatives, its officers, employees, agents, advisors, employees, and members, and the event sponsor, Organization/Department
Name, and its advisor(s), officers, and members from any and all actions, damages, claims or demands which I, my heirs, personal representatives, executors,
administrators or assigns may have against any and all of the aforementioned for any and all personal injuries, accidents or illnesses (including death), known or
unknown, which I have or may incur by participation in the above stated event and for all damages and loss to my property.

I understand that my driving for travel for participation in this event is voluntary and that this event carries with it certain dangers and risks, including but not
limited to: (fist known risks associated with driving, including injury and death —i.e. overexertion, poor judgment, emotional strain, slippi;
falling, equipment failure, etc.) which could ultimately result in injury, permanent disability, or death. I further assume all responsibility related to complying
with all applicable motor vehicle laws, including but not limited to: (list known laws/rules associated with driving —i.e. those concerning vehicle safety,

vehicle operation, insurance, and the transportation and consumption of alcohol beverages, etc.) 1 realize that I am responsible for any injuries to

persons or property which may be incurred in connection with driving for participation in this event.

1 also agree to indemnify and hold harmless the State of Florida, University of South Florida Board of Trustees, their representatives, its officers, employees,
agents, advisors, employees, and members, and the event sponsor, Organization/Department Name, and its advisor(s), officers, and members of the
aforementioned from any and all costs, damages, liabilities and losses that they may incur due to my driving for travel and participation in this event. I hereby
agree to abide by any policies, rules and regulations adopted by the aforementioned.

I further expressly agree that the foregoing acknowledgement of risk and waiver of liability is intended to be as broad and inclusive as is permitted by the law of
the State of Florida and that if any portion is held invalid, it is agreed that the balance shall, notwithstanding, continue in full legal force and effect.

1, the undersigned, am at least 18 years of age. I have read this Driver Acknowledgement of Risk and Waiver of Liability and fully understand its terms. I
acknowledge that I am signing this waiver freely and voluntarily with full knowledge of its significance. If the participant is younger than 18 years of age,
then his/her parent or legal guardian must also sign where indicated below/next page.

Printed Name University ID

Signature Date
DRIVER ACKNOWLEDGEMENT OF RISK AND WAIVER OF LIABILITY
(Page 2)

I am the parent or legal guardian of the participant indicated above, who is under the age of 18.
I agree on behalf of my child or ward to all the terms contained in this release.

Signature of Parent or Legal Guardian (if participant is younger than 18) Date

Printed Name of Patrent or Leal Guardian

Additional Automobile and Insurance Information for Driver:
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Driver’s License Number: Ent er Dr i ver 's License Number

Automobile Info: (Check One)

Commercial:  Company Name:

Type of Automobile Requested:

Personal: Make: Model:

Licensing State and Plate Number:

Automobile Insurance Company: Enter Automobile Insurance Company Here

Policy Number: Enter Automobile Insurance Company Name Here

As the driver, it is highly recommended you review the Recommendations for Safe Drr Vng Form.
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UNIVERSITY OF
SOUTH FLORIDA
Enter Your OrganizatifidepartmenfNameand Eventere

ACKNOWLEDGEMENT OF RISK AND WAIVER OF LIABILITY

In consideration of being permitted to drive to City & State of Event on Date(s) of Event for travel for participation in the Event/Activity
Name/Description of Organization/Department Name, 1 do hereby release, waive and discharge the State of Florida, University of South Florida Board
of Trustees, their representatives, its officers, employees, agents, advisors, employees, and members, and the event sponsor, Organization/Department
Name, and its advisor(s), officers, and members from any and all actions, damages, claims or demands which I, my heirs, personal representatives, executors,
administrators or assigns may have against any and all of the aforementioned for any and all personal injuries, accidents or illnesses (including death), known or
unknown, which I have or may incur by participation in the above stated event and for all damages and loss to my property.

I understand that my driving for travel for participation in this event is voluntary and that this event carries with it certain dangers and risks, including but not
limited to: (fist known risks associated with driving, including injury and death —i.e. overexertion, poor judgment, emotional strain, slippi;
falling, equipment failure, etc.) which could ultimately result in injury, permanent disability, or death. I further assume all responsibility related to complying
with all applicable motor vehicle laws, including but not limited to: (list known laws/rules associated with driving —i.e. those concerning vehicle safety,

vehicle operation, insurance, and the transportation and consumption of alcohol beverages, etc.) 1 realize that I am responsible for any injuries to

persons or property which may be incurred in connection with driving for participation in this event.

1 also agree to indemnify and hold harmless the State of Florida, University of South Florida Board of Trustees, their representatives, its officers, employees,
agents, advisors, employees, and members, and the event sponsor, Organization/Department Name, and its advisor(s), officers, and members of the
aforementioned from any and all costs, damages, liabilities and losses that they may incur due to my driving for travel and participation in this event. I hereby
agree to abide by any policies, rules and regulations adopted by the aforementioned.

I further expressly agree that the foregoing acknowledgement of risk and waiver of liability is intended to be as broad and inclusive as is permitted by the law of
the State of Florida and that if any portion is held invalid, it is agreed that the balance shall, notwithstanding, continue in full legal force and effect.

1, the undersigned, am at least 18 years of age. I have read this Acknowledgement of Risk and Waiver of Liability and fully understand its terms. I acknowledge
that I am signing this waiver freely and voluntarily with full knowledge of its significance. If the participant is younger than 18 years of age, then his/her
parent or legal guardian must also sign where indicated below/next page.

Printed Name University ID

Signature Date
ACKNOWLEDGEMENT OF RISK AND WAIVER OF LIABILITY
(Page 2)

I am the parent or legal guardian of the participant indicated above, who is under the age of 18.
I agree on behalf of my child or ward to all the terms contained in this release.

Signature of Parent or Legal Guardian (if participant is younger than 18) Date

Printed Name of Patrent or Leal Guardian

Medical and Insurance Information for Participant:
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In Case of Emergency, Contact: Enter Emergency Contact Name Here
Relationship to student/member filling out form: Enter Relationship Here
At the Following Number (Number best to reach at 24/7): Enter Phone Number Here

Health Insurance Company: Enter Health Insurance Company Name Here

Policy Number: Enter Health Insurance Policy Number Here

Allergies: Enter Allergy Information Here

Medications Currently On: Enter Medications Currently On Here

Please list any special services you may require due to an existing medical condition or physical disability: Enter Information Here

If event requires travel, please also attach the Travel Waiver.

If any participants ate driving, please also attach the Driver Waiver or those participants
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Internet Resources

Student Involvement http://involvement.usf.edu
Event & Meeting Services Office http://msc.usf.edu/reserve.htm
Student Code of Conduct www.sa.usf.edu/srr

The Oracle www.usforacle.com
Note-A-Bull News www.ctr.usf.edu/enews
BlackBoard http://my.usf.edu

Thank You!

The Office of Student Organizations appreciates your willingness to serve as a student
organization advisor. We realize that this is a significant commitment that takes time and
energy and hope that you realize that by working with students outside of the classroom, you
significantly further student learning. Please do not hesitate to contact our office with any
questions you may have regarding your role as a student organization advisor. The Office of
Student Organizations is located on the third floor of the Marshall Center in room 3302, and
we can be reached at 813-974-7912. Our website, http://involvement.usf.edu has a lot of great
information as well which you may find useful throughout your tenure as an advisor to one of
our student organizations.

We thank you for your commitment to students!
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