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Statement of Purpose

The Campus Center and Student Activities Department is part of the educational progra
the Uniersity, providing opportunities for involvement and student leadership, programs
nurture personal growth and community development, and services that enhance life at
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Shared Values

1 Personal growth and development
1 Service oriented

9 Respect

1 Ethical leadership

1 Community building

Our Vision Statement

Seeking innovative ways to better educate and se
all members of th8VPI community.

What We Do

Here in the Campus Center and Student Activities Office, we enjoy helping students invohae itharle0

clubs and organizations at WPI. We provide services to individual students, as well as student clubs and
organizationsWe can answer most questions, ranging frafiow can | get involved in a community service
project?" to "How do | read my organization's budge&?'Would this make a good furadser for my
organization?" We also work closely with our many Greek letigardzations, new student orientation programs,
Homecoming, Senior Class Board, Commencement and other special events, such as Winter Carnival and
Quadfest. You name, iand we're probably involve#Ve have just about all the forms student groups could
possibly need irthe Student Activities Officeas well as the mailboxes for a large majority of the student groups

Who are the people who work inthe CCSA Department?

Emily Perlow
Associate Director of Student Activities and Greek Life Programs
Emily is responsible for Greek Life programs and advises the 12 fraternities and 3 sororiti

as well as Interfraternity Council, Panhellenic @ciland Greek Alumni CounciShe also
serves as the Assistant Director to Orientation, Baccalaureate, asgdasible for Parents
Weekend, community service programs, leaderphbgrams, and the SOAP Fuiter
email address igperlow@wpi.edu

Christine Girouard
Assistant Director of Student Activities
Christine serves pmarily as the advisor for the Social Committee and othépmpaograms

such as QuadFes$he is responsible for the Student Organization Council and Student
Speakers Fund, leadership programs, and is available to assist any student organization
campts. In addition, she assists with Orientatéomd advises the Senior Board. Heredl
address iggirouard@wpi.edu
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Jay Sparling

Graduate Assistant, Community Service and Student Activities

Jay is responsible foréhcommunity service activities at WPI, including the Community
Senice Work Study (CSWS) prograrde also advises the Studé€bbvernment Association.
His email address igparling@wpi.edu

! Louise Campbell
= Administrative Assistant
Louise performs a wide variety of specialized suphorttions for the CCSA officeShe is
knowledgeable about all of our office procedures and activities, and is here to angweé
~ your questions. Hemeail address ifpcamp@wpiedu

Who are the people who work in the Campus Center Administrative Office?

Jim McLaughlin

Director of the Campus Center and Student Activities
Jim has overall responsibility for the Campus Center, New Student Orientation programs ¢
student activites at WPI, and is responsible for supervision of the irdition center and
office staff. His enail address igmmcl@wpi.edu

Kim Wykes
Administrative Assistant

Kim performs a wide variety of specialized support fioret for the CampaCenter
Administrative Office Kim is knowledgeable about all of our office procedures and
activities including our Campus Center trips programs, and is haresteer any of your
guestions. Hermaail address ikwykes@wpi.edu.

Frequently Asked Questions
The Campus Center and Student Activities Office serves as a resource to all student clubs and organizations
campus. Below you will find some frequently asked questions that might be helpful to your club or organizati

How do | dart a new organization and who can | meet Where can | send a fax?

with to ask questions? The mailroom has a fax machine.

All information is located on our website at

wpi.edu/+SAO/Orgs/Recognitipand you can setup a Do you have the forms | need? Expense

meeting. reimbursement, check requests, locker requests,
copiercode requests? How do I fill them out?

How can | get reimbursed for a purchase? Yes, on our website/pi.edu/+SAO/Orgs/Forms

All financial forms are listed at

wpi.eduAdmin/Acc/SAQ You must keep your How can | get a purchase order?

receipts, fill out the form, and subnititwith receipts to In the CCSA Office. These may be accepted by

the SAO. businesses.
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Where can | get a balance of my organizations Where can | purchase ti(

account? coming soon?

The CCSA Office. Tickets for a show/event may be purchased through
a student group. For example, if SocComrn &ia

Wherecan | get the account number of my event, tickets will be sold out of their officer,

organization? where publicity specifiesfou may also email

The CCSA Office. tickets@wpi.ediif your organization would like
printed tickets for your event.

How can | get SOAP funding?

Submit an application at the following addrese Can | get a poster printed in thisffice?

month prior to the even§OAP may fund up to $250 for Posters may be printed through SocComm for $3.00

your programwpi.edu/+SAQ/Orgs/soap.html each in color. You may emaibsters@wpi.edu
with further questions.

Whatiste Speaker6s Fund and what are the

requirements? How do | make a deposit for my organization?

The Speaker 6s f und a hity mw sBrirfgthe correbt dormeja. edp/Admin/&co/ mmu

bring speakers to WPMore detailed requirements are  Stdf/Forms/cashreceipts.pdand a deposit to the

located on our websitgpi.edu/+SAO/Orgs/Forms/SSF CCSA Office, so we can put a copy in your file.

form.html. Then youdl |l carry your
Office.

Where can | get a contract?
A contrad¢ may be drafted from the company/performer. Where can | make copies?
WPI also has a contract that we u$kis may be Copies can be made in the Student Orgaioizat
obtained in the CCSA Office. lounge with a copier cod@nly students affiliated
with organizations that have a coptede may
How can | get a check this week for fundraiser supplies utilize this serviceCopies can only be made for
that we need next week? your organization, not for personal use.
Reimbursement checks are issued after the SAOvescei
all receiptsand check requestghere is a two to four How can | get copy paper for the copier in the
week grace period for checks to be processed. Student Organization Lounge?
The CCSA Office ha paper for the copier.

Is the office open during break?

The office is open all year including breaks from 8:00 Can you check whether or not a bill submitted for
a.m.i 5:00 p.m. Monday through Friday with the payment has been paid?

exception ocampus wide observdwblidays and during  Yes, the CCSA may check on this for you. Please
the simmer the office closes at 4;3@. allow 2 weeks fotheprocessing of checks.

How can | contact all the presidents of the
organizations and albs?
Theclubpresidents@wpi.eda moderated by the
CCSA. You may send an email either to
cgirouard@wpi.edwor tothe listserv itself.

Any additional qustions? Email us atCCSAinfo@wpi.edand we will return an answer as soon as possik
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Participation in out of class activities is considered a significant element of the student
experience at WPI. Studemrtganizations provide the campus community with activities,
programs, and resources that enhance the quality of student life. WPI encourages and
promotes participation in these organizations as a way for students to develop life skills
achieving theigoals.

Toview a current list of the student clubs and organizations at WPI, you can go to our w
at: http://www.wpi.edu/Admin/SAO/Orgs/clubs.html
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Recogntion of Organizations

The process of student organization recognition is vital to accurately monitor and assess the status of all
student groups. The recognition process is intended to clarify the rights, privileges, and responsibilities of
student orgamiations. All student organizations wishing to be recognized by WPI are required to
complete this process.

Why Become a Recognized Student Organization?
Some of the benefits to which recognized student organizations are entitled include the ability to:

Schedule and use WPI facilities;

Apply for funds from SGA and/or other campus sources;

Associate WPI's name with that of the

organization;

Sponsor campus programs and activities;

Be included in WPI publications when

appropriate;

Have a campus mailbor Btudent Activities

Office;

Have a WPI account with the Business

Office;

Have a myWPI community group;

Apply for a copier code for the copy machi

in the Student Organization Lounge on the

third floor of the Campus Center; A e -
Apply for a student orgamation file cabinet or locker in the Student Organization Lounge;

Obtain assistance from ti&tudent ActivitiegOffice in matters of finance, programming, liability,
etc.
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Additionally, theStudent ActivitieOffice provides the following services foro@gnized organizations:

1 Information on recognized organizations and the names of their officers and advisors to intereste(
students, organizations, and departments. Information is updated on a continual basis.

9 All recognizedclubs and organizations shoudidve a mailbox ithe Student Activities Office
Individuals wishing to contact just one organization, or all of them through a bulk mailing, are
permitted to leave mail in the boxes.

For organizations sponsoring furaisers or recruitment programs, tBeentsOffice provides

tables for use in public areas.

The Student Activitiesstaff is available to answer questions regarding an organization's financial
paperwork and to research current transactions. All the forms necessary to process account
transactns are available on our websitéhtip://www.wpi.edu/Admin/Acc/SAO

The staff is willing help an organization brainstorm fundraising or programming ideas.
Recognized organizations may have posters andsfplaced on th€ampus Center bulletin

boards to help publicize their events; however they must get approved by the Campus Center ant
Events Offices.
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The Student Organization Council (SOC)

All requests by student groups to become recognized, or torreataignized, will be coordinated by the
Student Organization Council (SOC). The SOC will be comprised of:

1 Two (2) representatives from the Department of Physical Education and Athletics;
Two (2) representatives from the Student Activities Office;

One (2 representative from the faculty;

One (1) representative from the Graduate Student Government;

And three (3) student representatives from Student Government Association.
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The Vice President for Student Affairs will appoint the representatives froratisthbndhe Student

Activities Office and appoint the chairperson for the Council. Faculty governance will appoint the faculty
member. The Graduate Student Government and the Student Government Association will appoint their
respective representativesgfiorum of 4 is required at any meeting.

The SOC will conduct periodic assessments of each organization to assist recognized student
organizations in evaluating their organizational development and activities. Through organization

selfasgssment, SOC assessment, and recommendations for continued success, organizations will recei|f2

guidance and support for achieving their organizational goals.

Starting a New Organization
Despite the wide variety of activities available at Worcester &citytic Institute, students may want to
form a new organization.

All student groups requesting official recognition from WPI must:

Abide by the college's affirmative action policy;
Disclose if they are known by any other name, or are affiliated witloirer organizations;

Permit members to disassociate at any time, provided that any financial obligations to the
organization have been met;

Abide by all federal, state and local laws, and college policies;

Include a statement ensuring they will naigiice any physically or psychologically abusive
hazing behaviors either intentionally or unintentionally;

Have the support of other students through a signed petition containing the names and school
addresses of at least 50 ftithe WPI students;

Havean advisor Non-Greek organizations must have an advisor whdudl ime member of
the WPI faculty, staff or administration;

Outline a purpose that is consistent with the mission of the university;
Not present undue risk to participants or to theensity;
And, agree to participate in a periodic assessment process.

= =4 -4 = = = = = =4 =4

If the group is Greekffiliated, it must also meet IFC or Panhellenic Council established criteria. If the
group is affiliated with any other regional or national organization, gtmmeet both the organization's
criteria, as well as the university's criteria.

Step One: Organizing
Student groups should submit a letter of intent to organize signed by the student contact and the
organization's intended advisor, via Bieident Activiies Office to the Student Organization
Council (SOC). Upon receipt of the letter of intent to organize, the SOC will permit the
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organization to conduct limited organization business on campus. Over a three month period,
groups may post notices on campudietin boards, reserve tables in public areas a total of five
times and reserve meeting rooms three times. Groups may meet for organizing purposes only ani
may not sponsor any speakers fromagfmpus or any other progran®udents are encouraged

to meet with the Chairperson of the Student Organization Council (SOC) to learn more about the
recognition process.

Step Two: Requesting Recognition
To complete the recognition process, the group must submit the following materials prior to the
SOC's semanrual recognition meeting:

A copy of the organization's letter of intent to organize;
A complete recognition applicatiorS¢e beloyv

The names and school addresses of 5&ifukk students who support the establishment
of the organization at WPI;

A conmpleted AntiHazing Policy form;

A constitution prepared in accordance with the sample constitution format outlined later
in this policy;

A one paragraph description of the organization for potential use in college publications.

The application for recattion is now available online at:
http://www.wpi.edu/Admin/SAO/Orgs/forms.html

Step Three: Review & Approval
Once the above materials have been received, the request will be forwarded toghe Stud
Organization Council (SOC). The SOC Chairperson will contact the organization to prepare a 5
minute presentation giving a description of the organization, why it should be recognized, and
how this organization will benefit the students of WPI. The $Sd@lldeview and make a final
decision. The SOC has a right to recommend review by our risk management department
regarding safety and security prior to making a final decision.

Annual Renewal of Recognition
All recognized student organizations musténaw file withinthe Student Activities Officéhe following:

A current constitution for the organization, or local bylaws in the case of National
Organizations (with revision/review dates, and minimum review on a yearly basis);
A completed AntHazing Plicy form;

An updated list of club officers and the name of the advisor;

Any other requirements as imposed by the department of Physical Education and Athletics, t
WPI Greek system and the regional or national organization.

Annual forms for renewalan be found on our website at:
http://www.wpi.edu/Admin/SAO/Orgs/forms.html

Responsibilities of Recognized Student Organizations
Recognized student organizations are expected:

9 To renew recogtion annually by submitting thennual forms
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