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Student clubs at MassBay include everything from student government, to cultural groups to honorary societies, 
academic, and social groups. Taking a leadership role in any of these groups offers you the opportunity to learn 
many skills. You can learn how to budget money, implement and evaluate projects and programs, manage and 
resolve conflict, communicate publicly, develop critical thinking skills, improve interpersonal skills, develop an 
ability to work in groups of diverse individuals, reflect on your professional abilities, understand community 
responsibility and have FUN! 
 
Student clubs and organizations play a vital role in the quality of life at MassBay. Students are encouraged to 
get involved. Clubs and organizations represent a wide variety of interests and opportunities for students of all 
ages, backgrounds, and time restrictions. 
 
1.1 Starting Student Organizations 
It is easy to start a student organization at MassBay. 
 
Student Organizations provide an opportunity for students to gather, meet, discuss, and debate issues in their 
areas of interest. The steps to starting a Student Organization are as follows: 
 

1. Find five or more students who are registered for classes at MassBay who would like to start a club with 
you. 

2. Create a constitution for your organization (guidelines and/or a fill-in-the-blank constitution are 
available from the Office of Student Activities. 

3. Find a Faculty or staff advisor: Have them sign the constitution. 
4. Have the founding members of the club sign the constitution 
5. Create a club list with all members’ names, positions in the club, address, email, and telephone numbers. 
6. Submit a copy of the New Club Proposal Packet (available online at www.massbay.edu/clubs) to the 

Office of Student Activities in Wellesley Room 130 or Student Development in Framingham Room 100. 
7. Once approved by Student Activities Office, the SGA will approve, deny, or modify your club and 

notify you. 
 
1.2. Registering a Student Organization 
Student organizations must register with the Office of Student Activities at the beginning of each academic 
semester. Organizations who fail to register will not be eligible for funding. To register, clubs must fill out the 
online form and turn in the Hazing Policy (appendix J, p. 47).  Both items are located online at 
www.massbay.edu/clubs).  For a list of current registered clubs and organizations at MassBay please contact the 
Coordinator of Student Activities or look online at www.massbay.edu/clubs. 
  
 1.2.1 What are the benefits of registering as a student organization? 

There are many reasons why your group should register with the Student Activities Office each year. By 
becoming registered: 
• You are given a club mailbox (outside the Office of Student Activities) 
• You are included in our club listing on the website, bulletin boards, and brochures (helps advertise your 

club) 
• You are able to reserve space on campus 
• You are able to request funding from The Student Government Association 

  

Chapter 1 
Club and Organization Information 
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1.2.2 I want to start a club, but I can’t find enough people…. 
If you would like to get a group started and are not sure that you have three or more students to sign the 
Constitution, the Coordinator of Student Activities will help you plan and advertise an organizational meeting to 
give you the opportunity to generate interest. 

1. Student Activities will assist you with the scheduling of a meeting room or information table. 
2. You may make a poster/flyer with the information and Student Activities will allow you to post 

copies around the MassBay campus. 
 
1.3 Role of the Advisor in Student Organization 
Advisors have a unique role in the development and growth of student organizations. Advisors serve as a vital 
link between the College and the students. Advisors are also valuable resources, mentors, and role models for 
students, particularly in the areas of leadership, communication, organization, and personal growth. 
  
 1.3.1 Advisor Responsibilities 
 A club advisor’s responsibilities include, but are not limited to: 

• Complete the Club Registration process at the beginning of each academic year to ensure that the club is 
a registered organization (materials available online at www.massbay.edu/clubs). 

• Attending meetings and events sponsored by the club 
• Ensuring that the goals and objectives’ outlined in the club’s constitution are followed  
• Guiding the club in coordinating and planning projects 
• Assuring that sound management of the club’s finances are kept within the guidelines set by the College 
• Familiarizing students with the policies and procedures of the Club Handbook 
• Encouraging the club to sponsor a table at the club fairs each semester to recruit members and advertise 

the club 
• Maintaining an open dialogue of plans, concerns, and problems with club members 
• Determining that activities sponsored by the club are appropriate and comply with college regulations 
• Delegating as much responsibility as possible to club members 
• Encouraging members to support activities on campus sponsored by other clubs and organizations as 

well as their own 
• Facilitating conflict resolution 
• Distribute and submit the hazing policy 
• Submitting appropriate paperwork to the Student Activities Office when necessary 

 
1.4 Role of the Student Member in Student Organizations  
Students are the key to keeping organizations alive. The experience of being a student leader should be 
rewarding and developmental for each student. 
 
 1.4.1 Club Leader Responsibilities  
 The student club leader responsibilities include, but are not limited to: 

• Complete the Club Registration process at the beginning of each academic year to ensure that the club is 
a registered organization (materials available online at www.massbay.edu/clubs). 

• Recognizing that the advisor’s role is to give counsel and advice in areas of expertise and in regard to 
good programming and behavior 

• Submitting all actions and forms to the advisor completed and on time 

http://www.massbay.edu/clubs
http://www.massbay.edu/clubs


 5 

• Keeping the advisor well informed of activities 
• Consulting the advisor before making changes in the organization’s policy, purpose or program  
• Being responsible to the College for actions taken without the approval of the advisor 
• Abiding by the College’s policies, rules and regulations 
• Informing the Student Activities office about events and projects 
• Submitting appropriate paperwork to the Student Activities Office when necessary. 

 
1.5 How do clubs get funding for events? 
All funding requests must be made to the Student Government Association.  In order to receive funding, the 
clubs should follow the procedures and guidelines listed in the Finance Committee Policy (Appendix C, p. 37-
39). Requests are granted on a first come, first serve basis and the possibility exists for the Finance Committee 
to run out of funds. If a club request is denied by the Finance Committee, the club may appeal the request to the 
full SGA senate (see chapters 4 & 5 for more details on funding events). 
 
1.6 What is the Finance Committee? 
The Finance Committee is chaired by the SGA Vice President of Finance and consists of membership as 
required in the SGA constitution.  Please feel free to contact the Coordinator of Student Activities or the 
Student Government Association to help with all of your clubs funding requests. 
 
1.7 How does a group apply for funding? 
All registered clubs are eligible for funding. To request funds all registered clubs must follow the procedures 
outlined in Chapter 4. 

2.7.1 The following information and documentation is needed at the time of request 
• Vendor contact information 
• Complete pricing quotes from vendors 
• Date, time and place of event 
• List of enrolled students who will be participating 
• Brief description of what funds will be used for 
• Brief description of how this will benefit the MassBay Community  
• Any other unique information pertaining to the event 

 
1.7.2 Do not sign any contracts and/ or make any financial commitments before you have received 
approval.  This is done by the Coordinator of Student Activities. 
You will be personally responsible for any commitments made before the Finance Committee decision is 
rendered (make sure that you follow the Finance Committee Guidelines and Procedures). 
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2.1 Electing Organization Leaders 
Elections for executive positions in all student organizations must abide by the following guidelines, unless the 
organization constitution provides an approved alternative. 
 

2.1.1 Minimum Eligibility Candidates 
Only MassBay Community College students enrolled for at least one credit hour in a graded class may be 
candidates for an office in a student organization. Some organizations may have additional eligibility 
requirements. 
 
2.1.2 Voting Rights 
MassBay Community College students who are currently enrolled for at least one credit hour in a graded 
class and who are voting members of an organization may vote in student officer elections. 
 
2.1.3 Election Procedures 
Voting and elections will happen with the help of the club’s advisor and according to the club’s constitution. 

 
2.2 Minimum Grade Point Average/Academic Standards 
Officers of student organizations fulfill a leadership role at MassBay Community College as well as the 
programming function. The office of Student Activities considers these positions educational in nature. Officers 
are considered role models and therefore should maintain good academic status. In addition to contributing to 
their organization, they are required to maintain a minimum grade point average of 2.0 and be in good academic 
and social standing at MassBay Community College. The work required as a student leader should not 
jeopardize academic success. 

Chapter 2 
Electing Student Leaders 



 7 

 

    
3.1 Organization Office and Classroom Use and Access 
This policy applies to all students who are associated with an organization that is registered with the Office of 
Student Activities. The purpose of this policy is to ensure that all offices and classrooms are used in an 
appropriate manner and that equipment and records within a particular space are secure. 
 
 

3.1.1 Classrooms 
Registered organizations are eligible to reserve classroom space for meetings and events. Please contact the 
Coordinator of Student Activities to reserve space on campus. All clubs must reserve space for all events 
and meetings; this includes meetings and events held in the cafeteria or other open/common spaces. This is 
to avoid double bookings and confusion. Organizations must use classrooms appropriately and 
considerately. Please keep in mind that classes and College business may be going on nearby. 
 
3.1.2 Borrowing Office Space 
Clubs may use the phones and computers in the SGA Office or The Office of Student Development 
(Wellesley and Framingham) to conduct official organization business. Please see the Office of Student 
Activities for access. Organizations may also arrange copying and faxing through the Office of Student 
Activities. 
 

3.2 Mailboxes 
Mailboxes are provided by the Office of Student Activities for student organizations. The mailboxes are located 
inside the Office of Student Development in Wellesley. 
 
Your student organization mailing address is: 
 
(Student organization name) 
Office of Student Activities 
MassBay Community College 
50 Oakland Street 
Wellesley, MA 02481 
 
3.3 Mailing Procedures 
On-campus mail: On-campus mail can be left in the on-campus mailbox in the Student Development Office. 
Off-campus mail: must be stamped and placed in the off-campus bin in the Student Development Office, off-
campus mail for official club business may be given to the Coordinator of Student Activities to provide postage. 

Chapter 3 
Club Mail and Resources 
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All club funds are appropriated by the Finance Committee of the Student Government Association. This 
chapter will cover how an organization may request funds and the purpose for which the funds may be 
requested. 
 
4.1 Funding Process 
Funding for SGA and Student Organizations comes from student fees. 
 
 4.1.1 Where do the student Fees come from? 

Every student enrolled at MassBay Community College must pay the fees set by the College. These 
fees are collected as students enroll and are then distributed to groups that have been funded through 
the College and the SGA Finance Committee Budget process. 
 
4.1.2 The Funding Process and Your Organization 
Every REGISTERED and APPROVED student club or organization is eligible for funding.  Funding 
may be achieved through fundraising, co-sponsorship, or by submitting a Club-Fund Pre-Approval 
Form to request funds from the Club Account. Although each registered club is eligible for funding, 
clubs will need to request pre-approval for ANY funds spent.  Funds will be given out by request only 
and can be approved, denied or altered by the Finance Committee.  The budget is limited and will be 
given out on a first come first served basis while giving preference to organizations who have made an 
effort to fundraise and whom benefit the student body as a whole. 

 
 4.1.3 Allowable Expenditures 

The Office of Student Activities has approval authority for all Finance Expenditures. However here 
are some general guidelines: 

• Programs or activities must fulfill the requirements of one of the following three groups:  
1. The programs or activities must provide an educational or cultural 

experience on-campus for MassBay Community College students  
2. The money must fund student publications (such as the campus newspaper). 
3. The money must be used to further the goals of the Student Government 

Association. 
• In addition, all activities, programs, and services funded by the Club Fund must meet all of 

the following requirements:  
1. Each student program or activity is required to have a club advisor. 
2. All funding requests must first be submitted with a Club-Fund Pre-

Approval Form for review and approval to the Coordinator of Student 
Activities. 

3. All funds must be for events and services for MassBay Students and the 
club advisor only. Clubs may be asked to provide names and ID numbers of 
participating students to ensure this policy. 

• It is inappropriate to spend club money for food and/or beverage purchases for the 
exclusive use of student members. Example: Food and beverages at general membership 
meetings or continuously available in an office. Food expenditures may be approved for 
specific events and must conform to the following criteria:

• Widely publicized 

Chapter 4 
Financial Information 
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• Well attended 
• Of interest to the general student population 

 
4.1.4 Evaluation Criteria for Fund Approval 
A. Criteria used in evaluating programs and activities seeking Club funding shall include (but not be 

limited to) the following: 
a. The extent to which a program or activity provides opportunities for students, either by direct 

participation or by participation as spectators or listeners, to develop new skills, 
competencies or appreciation not available elsewhere in the College. 

b. The extent to which there is agreement between that activity’s goals and the objectives of the 
club or organization. 

c. The extent to which a program or activity is of general interest to the College community; 
d. The extent to which budget requests reflect actual costs incurred in realizing goals and 

objectives of a program or activity. 
e. The extent to which a program or activity supports the SGA/FC policies found in the 

attachments to these Guidelines and Procedures. 
 
 4.1.5 Pre-Approval Process - How to Request Club Funds  

All registered organizations must seek their advisor’s approval for all activities before submitting 
paperwork to the Coordinator of Student Activities. Requesting funds for your organization is very easy, 
but must be done appropriately.  

 
Please keep in mind that funds are limited and approved on a first-come, first-serve basis, so please 
request funds as soon as you have concrete plans. 

 
Please follow these steps very carefully. Contact the Office of Student Activities if you have any 
questions and ensure that your club always completes the club registration packet at the beginning of 
each semester to receive funding.   
1. Plan event with your club members 
2. Contact possible vendors or stores and get price quotes.  Remind vendors that we cannot pay any 

taxes, ask the Coordinator of Student Activities for a Tax Exempt certificate if needed. 
3. Complete the Club Fund Pre-Approval Form (appendix E, p. 41) and Event Registration Form 

(appendix G, p. 43) if the funds are for a campus event.  Both forms can be found in the Office of 
Student Development at either campus or online at www.massbay.edu/clubs. 

4. Return completed forms to the Office of Student Activities 
5. Attach all vendor information & quotes or receipts with the form. 
6. Do not take any further steps, make any commitments to vendors, or purchase any items until you 

have received an approval from the Office of Student Activities. 
7. Work closely with your advisor throughout this entire process. 
8. Once you have received approval for the funds, follow the steps in section 4.2.4 - How to Request 

Payment after Pre-Approval Process 
  
 
 
 
 

http://www.massbay.edu/clubs
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4.2 Spending Funds 
 
 4.2.1 Expenditure Policy 

This policy relates to how student organizations should work with the Office of Student Activities when 
spending the funds AFTER the pre-approval process. The purpose of this policy is to ensure that all 
paperwork is processed in a timely and efficient manner.  
 
4.2.2 Types of payment 
Expenditures can take many forms: 
• Issuing a purchase order (PO) to an outside vendor (a PO is a promise of payment) 
• Issuing a check 
• Reimbursements  
• A Performers Contract (for DJs, bands, guest speakers, or any other type of performer) 

 
In EVERY case, you must have a completed and approved Club Fund Pre-Approval Form before you 

commit to any monetary expenditure! 
 

4.2.3 Time-lines for Processing Money Requests 
Student organizations are encouraged to submit all payment requests as early as possible to ensure timely 
payment. The following timelines are suggested to ensure payment after the approval. Due to processing 
constraints, the Student Activities Office may not be able to pay expenditure requests by the requested date 
without this amount of lead time. 
 

            Ways to request a payment    Amount of time needed to process this request 

Issuing a purchase order to an outside vendor 1 week to get a PO # (payment can take up to 30 days 
after bill is submitted) 

Reimbursements  30 days after all paperwork & receipts have been 
submitted 

A performer’s contract (for DJ’s, bands, speakers, etc.) 30 days 

  
 

 4.2.4 How to Request Payment after Pre-Approval Process 
This procedure is to ensure the expedient and efficient processing of all reimbursement requests. Failure to 
follow this policy could result in individuals not being reimbursed for expenses incurred. 
 
All registered organizations must seek approval for all activities before submitting payment paperwork to 
the Coordinator of Student Activities. This approval takes the form of a completed Club Fund Pre-
Approval Form (appendix E, p. 41 or online at www.massbay.edu/clubs) signed by the club president or 
treasurer, the club advisor, and the Coordinator of Student Activities. 

 
Once the pre-approval process has been completed, please follow these steps carefully to ensure timely 
payment.  Please note that once paperwork is received it can take up to 30 days to receive payment. 

http://www.massbay.edu/clubs
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Reimbursements will not be made for items purchased in a prior fiscal year, so plan well in advance. 
(FYI— the fiscal year runs July 1st - June 30th and spending is usually cut off by the Business Office in early 
April) 
 

1. Make sure you have a copy of your completed Club Fund Pre-Approval Form (appendix E, p. 41 
or online at www.massbay.edu/clubs) that has been signed and approved. 

2. Gather all original invoices or receipts that are going to require payment.  Receipts should have an 
accurate description of the item purchased and the date. 

3. You will never be reimbursed for: 
• Sales Tax (MassBay is a tax exempt organization) 
• Expenses that were not pre-approved by the Office of Student Activities or SGA 
• Alcohol 
• Expenses paid out of pocket that should have been paid through a performer’s contract. 

4. Make sure vendors have not charged you sales tax 
5. Complete the Reimbursement/Payment Request Form for EACH vendor or individual requiring 

payment. Make sure all the information is filled out correctly and in its entirety  
6. Attach the original bill or invoice to the form as well as a copy of the Club Fund Pre-Approval Form 

to the Reimbursement/Payment Request Form(s) 
7. Submit the completed Reimbursement/Payment Request Form (appendix F, p. 32 or online at 

www.massbay.edu/clubs) and all appropriate documentation to the Office of Student Activities. 
 
 
4.3 Tracking Available Funds 
Club advisors or officers may inquire at any time how much funding is left in the general Club Fund from the 
Office of Student Activities. Since all clubs are eligible for funds in the general Club Fund, we suggest planning 
ahead and submitting requests as early in the year as possible. Funding may be approved immediately or 
delayed until a later date in the year so other clubs can request funds. 

http://www.massbay.edu/clubs
http://www.massbay.edu/clubs
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5.1 Logistics: The Nuts and Bolts of Setting up an Event 
To determine what will be needed for the event, club members must think about:  

1. NUMBER OF PEOPLE (What kind of room will the club need, will admission be charged?) 
2. FACILITIES (What space will you use for the event, what size room, which campus) 
3. FOOD (Do you have money to serve food? Is it necessary?) 
4. EQUIPMENT (Audio/visual needs, rooms set-up, tables, chairs, lighting, etc.) 
5. PAYING FOR THE EVENT (Make sure the club has the money for the event. Leave enough time to 

access money or draw checks/vouchers) 
6. PUBLICITY (Consider how you will promote/advertise the event.) 
 

At MassBay these events and programs should  support and promote student involvement, civic 
engagement, and social justice as they enhance the inclusion and diversity of a college community.   

Events that are used to promote, solicit, or recruit for religious beliefs, commercial products, or political 
agendas will require additional approval. 

 
5.2 Scheduling Space On-Campus: 
Only registered organizations may schedule rooms, tables, or other spaces on the MassBay campuses.  
 
For reserving a room for a meeting or tabling event, please use the online Space Reservation Form which can be 
found at www.massbay.edu/clubs.  
 
For a campus events, please fill out the Event Registration and Approval Form. 
 
 5.2.1 Reserving a room for a meeting 

To reserve a room for a meeting, fill out a Space Reservation Form online at www.massbay.edu/clubs and 
submit it at least 1 week in advance of the meeting.  
 
5.2.2 Reserving a room for an event 
If you are planning a campus-wide event, it may require funding, the involvement of Student Activities, 
campus safety, and facilities; therefore, The Event Registration & Approval Form & Club Fund Pre-
Approval Form must be filled out at least one month in advance of the event. 
 
5.2.3 Reserving a table in the cafeteria 
If you would like to reserve a table in the cafeteria, fill out a Space Reservation Form online at 
www.massbay.edu/clubs at least 1 week in advance of the event. 
 

5.3 Food at Student Organization Events 
Food & beverages for meetings or members cannot be funded with club funds.  See Chapter 7 on food. It 
applies to all student organizations holding events with food. 
 
5.4 Spending Money for Off-Campus Events 
Student Activities Fees may be used to purchase tickets to events off-campus (trips to the theater, athletic 
games, lectures, exhibits, etc.) as long as they are advertised on campus for at least a week and open to all 
students at MassBay. Tickets may ONLY be used for MassBay Students and the club advisor. Names and 

Chapter 5 
Event Planning 
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Student ID numbers must be provided before tickets can be purchased. Events and Parties off campus may not 
be financed with club money and no funds can be used for alcohol (see the SGA Finance Committee 
Guidelines.)  
 
5.5 Ticket Sales and Admission Charges for Student Organization Events 
This policy applies to all student organizations holding events on campus. The Coordinator of Student Activities 
must be notified of any event for which you are charging an admission fee.  
 

5.6.1 Tickets  
Make an appointment with the Coordinator of Student Activities (at least three weeks before your 
event) to create your tickets.  
 
5.6.2 
If funds have been allocated from the General Club Fund for this event, funds must be reimbursed 
from ticket sales. Any revenue over the amount borrowed will be considered fundraising for the 
club and deposited into an account for the club. However, these funds must be used by the end 
of the year.  The funds do not roll over into the following school year. 
 

5.6 Alcohol at Club Events 
As stated in the Student Handbook, “Students may not be under the influence of alcohol while on the MassBay 
Campus.” Therefore, alcohol is not allowed at student events on or off campus.  
 
5.7 Film/Video Copyright Law  
All motion pictures, prerecorded videocassettes and DVDs are subject to copyright laws. Sales or rental of these 
videos from a retail outlet do not allow the purchaser or renter to show them in public places, regardless of 
whether or not an admission fee is charged. The Student Activities Office has catalogs from distributors who 
have the necessary license to rent videos for public performance/viewing. 
 
5.8 Sponsoring Physical Activity (Recreational / Movement) Type Events.  
Due to liability issues, the College has more stringent policies surrounding events or workshop-type classes that 
have to do with physical activity. If the event is a recreational or outdoor event please see Chapter 8. If the 
group is interested in sponsoring a workshop-type class (like dance lessons or yoga) please read on.  
 

5.8.1 
Forms are needed for a workshop-type class involving physical activity. Physical events need extra 
documentation to ensure safety and limited liability.  It is recommended that you consult with the 
Recreation and Wellness Center staff before proceeding with this type of event. 

 
• First, the school requires proof that the teacher/company you are hiring has liability insurance to 
protect themselves in case something goes wrong (this may be waived if a current student is being 
considered as the teacher.) All that is needed is a faxed copy of their liability certificate (it needs to 
be turned into the Coordinator of Student Activities with the expenditure Request Form when 
planning the event.)  
• Second, all participants taking the class must be affiliated with Massbay Community College 
(i.e. taking a class or working there). This is due to limitations of MassBay’s insurance coverage.  
• Third, the teacher of the class must have a signed waiver from each participant of the class. 
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 The Student Activities Office has a waiver form that can be adapted. But remember that 
adapting the form will take time -- please plan accordingly.  

 These waivers must be signed by each participant (including the teacher of the class) and 
turned into the Student Activities Office before the first class is offered.  

 No one may take the class unless a signed waiver is on file with the Student Activities 
Office.  
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This chapter focuses on policies and procedures for getting your organization or event advertised to the 
MassBay community. It is important that you be creative; use as many types of media and publicity outlets as 
possible, and of course…. PLAN AHEAD. 

 
6.1 Types of Media, Advertising and/or Publicity Avenues 
Many of these publicity avenues are low or no cost, and only require your time and some imagination. Some 
examples of how to GET THE WORD OUT at MassBay and corresponding policies:  
 

• Mailings/ Phone Calls 
• Flyers on Bulletin Boards (See Bulletin 

board posting policy) 
• Tabling 

• Student Activities Event Calendar (must be 
submitted by the end of the month prior to 
the month the event is taking place in) 

• The TV Screens 
• Announcing events in class 

 
* It is required that you have the Student Activities Office  

review & approve your item with a stamp before publishing it. * 
 

6.2 Mailings/Phone Calls    
You are welcome to use any club listing you have generated to notify your own members of upcoming club 
meetings and events.  
 
6.3 Flyers on Bulletin Boards 
Flyers/Posters can be posted on any area of the campus that is designated. No club may post flyers, banners or 
other materials in buildings on doors, walls, columns, elevators, or other non-approved areas.  
 
6.4 Bulletin Board Procedures 
The following posting policy applies to All Boards, which the Office of Student Development maintains.  
Massbay Community College students, staff, faculty, recognized and registered student organizations and 
programs may use the student activities boards to communicate and advertise events and activities of 
educational cultural and community significance. All items on the Student Activities Bulletin Boards must be 
stamped with approval before being posted; items that are not stamped will be removed immediately.   
 
6.5 Guidelines For Users 
 

• The Office of Student Activities is responsible for the management and removal of all flyers from the 
Student Activities Boards. 

• In order to accommodate the maximum number of flyers, users are encouraged to limit flyers size to 8 ½ 
X 11 inches.  

• Student Activities encourages promoting multiple events or activities on a single flyer.  
• The College sponsor must be clearly identified on each flyer. 
• Flyers promoting events and activities must include the following information: 

 A description of the event or activity 
 The time, date, and location of the event or activity 
 Price of admission 

Chapter 6 
Publicity 
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 The campus organization sponsoring the event or activity 
 A contact number or email address where individuals can find out more information. 
 All posters must be in English or have “word for word” translation in order to be approved.  

 
6.6 Procedure 
Ten (10) posters may be approved at the Student Development Office. Posters that advertise illegal, racist, 
sexist, homophobic, or other discriminatory and negative images will not be approved.  
 
6.7 Photocopying Options for Student Organizations 
MassBay clubs can photocopy small amounts of items on the Student Development (Wellesley or Framingham) 
photocopiers, or a large amount in the MassBay copy center. Please visit the Office of Student Activities to 
request copies.  
 
6.8 Tabling 
A club or organization may reserve a table to help further the work or an event by their organization. See 
Chapter 6 for more information.  
 
6.9 The TV Screens 
MassBay has TV Screens on the Wellesley Hills and Framingham Campuses. To post information, just create a 
PowerPoint Slide and e-mail it as an attachment to JSchleicher@massbay.edu with the dates you would like it to 
run, your name, position, and contact information. You will be contacted once the ad is received and approved. 
The Office of Student Activities reserves the right to deny or alter ads.  
 
6.10 Announcing Events in Class 
Often Professors will allow students 2-4 minutes at the beginning of class to make an announcement. Come 
early to class, get your professors approval, and give it a try.  

mailto:JSchleicher@massbay.edu
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7.1 General Policy 
Student organization funds should not be spent for food at regular meetings; however, food expenditures may 
be considered for events intended to attract new members.  Organizations must complete a Club Fund Pre-
Approval Form (appendix E, p. 41 or online at www.massbay.edu/clubs ) and return it to the Office of Student 
Activities for appropriate approval before ordering food service or serving food at any activity. 
 
7.2 Where to Order Food 
Food orders should first be taken to the Office of Student Activities with a completed Event Registration Form 
and the Coordinator of Student Activities will request a quote from the college food service vendor. 
 

• Once the quote is received, the club should request approval by using the Club Fund Pre-Approval 
Form (appendix E, p. 41 or online at www.massbay.edu/clubs ; see timeline and instructions on how to 
do this under the Budget and Financial Information chapter). 

• Once the expenditure is approved by SGA and the Office of Student Activities, the order will be placed 
by the Coordinator of Student Activities through the campus food service.  

 
7.3 Ordering food from an outside vendor 
Ordering from a vendor other than the college food service is only allowed under unique circumstances for 
which a prior approval has been obtained. The Office of Student Activities and the college food service must 
approve all outside food orders. 
  

7.3.1 Important Requirements 
 Food from individuals cannot be served unless it is at a potluck or bake sale (see below). 

If you are bringing in food from a restaurant and serving it to campus community members, you must:  
• Get an invoice of exactly what food you are ordering and the cost (we cannot pay sales tax). 
• Order ample chafing dishes, pans, and sternos from the Office of Student Activities (all food 

MUST be kept on heat or ice!)  If you are going to have multiple pans of one item, you will also 
need to rent a hot box to keep the food warm while waiting to serve it. 

• Obtain a copy of their “Certificate of Liability Insurance” 
• Turn in the certificate and the invoice with an Event Registration & Approval Form (appendix 

G, p. 43 or at www.massbay.edu/clubs) and a Club Fund Pre-Approval Form (appendix E, p. 
41 or at www.massbay.edu/clubs) to the Office of Student Activities at least 3 weeks in advance 
of the event.  You will receive a notice either approving or denying your request.  Without these 
items, you will not be able to serve their food.  Also, if they are coming in and serving the food 
for your group, they must also submit a copy of their “Workers Compensation Insurance 
Certificate.” 

 
7.3.2 Potlucks 
Student organizations may hold potlucks for their members and invited guests with approval of the 
Office of Student Activities, provided the following criteria are satisfied. 

• An exemption has been granted by food services. 
• Admission or donations cannot be accepted for food. 
• External vendors may not receive compensation for any food or beverage. 

Chapter 7 
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• No student organization members may receive compensation (donated or otherwise) for food, 
beverages, labor, or any other expenses. 

• The event must not be open to the public or the general MassBay Community 
 

7.3.3 Bake Sales 
Bake sales are permitted with approval of the Student Activities Coordinator. Bake sale items are 
defined as foods such as: 

• Those goods for which an exemption has been granted by food services. 
• Fruit pies 
• Dry goods and cereals 
• Unconstituted dehydrated foods 
• Baked goods such as cookies, breads, and cakes. 

 
Bake sale items may be made in the homes of the members of the sponsoring student organization, or in 
licensed kitchens. Items must be individually wrapped, and a sign must be posted in a visible location 
stating that the bake sale items “were not prepared in a licensed kitchen” and the ingredients list for each 
item must be available. Bake sales must be scheduled like any other event using the Event Registration 
& Approval Form (appendix G, p. 43 or online at www.massbay.edu/clubs). 

http://www.massbay.edu/clubs
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8.1 MassBay Club Travel Policy MassBay Club Travel Policies  

8.1.1  All club travel must be approved by the Office of Student Activities. The Coordinator will 
determine if the requested travel is official business of the club. 

8.1.2 If a conference is out of state and/ or overnight, the Club Advisor must attend with the club 
(costs must be covered by the club). 

8.1.3  No paperwork for travel will be done unless the club has been approved by the SGA for enough 
money to cover all costs for the people attending (registration, travel, hotel and per diem food).  
Please fill out a Club Fund Pre-Approval Form (appendix E, p. 41 or online at 
www.massbay.edu/clubs) to be approved for funding. 

 8.1.4  Paperwork for travel takes at least a month to process. Please plan ahead. 
8.1.5 Students must obey all State rules & guidelines in regards to travel. Please see the Office of 

Student Activities for these guidelines. 
 
8.2 Official Business -- Any activity conducted or directed and controlled by a state agency to advance the 

lawful policies of the agency. These activities must be fully sanctioned through Massachusetts State 
System of Higher Education rules and be an “educationally purposeful activity.” 

 
8.3 Club Recreational Travel/Outdoor events Guidelines 

If a club is traveling to do a recreational event (rock climbing, paintball, canoeing, etc), the following 
guidelines apply. 

   
8.3.1 No minor (a person under 18 years of age) may go on the “trip” or purchase a ticket for the event. 
8.3.2 In order to have a safe trip, the group must take reasonable precautions for reasonably foreseeable 
risks) i.e, make sure people have life jackets on- to protect against drowning- if on a water-bound trip). 
8.3.3 If transportation is arranged for an event, it must be in a College vehicle that is driven by a College 
employee or by an official vendor paid by the College to transport students to the event. Carpooling 
should not be coordinated by advisors or club leaders. 
8.3.4 If the event ticket is for a specified time place, a Club Advisor / College Employee must be present 
at the event. (i.e., a ski lift ticket for “any day” would not apply to this rule) 
8.3.5 If a group is going to a business to purchase “lessons or guided time” (i.e., rock climbing, a rafting 
trip with a guide), a copy of the company’s certificate of liability insurance must be filed with the Office 
of Student Activities.  
8.3.6 A Waiver of Liability Form for College Trips (appendix I, p. 45 or online at 
www.massbay.edu/clubs) must be completed by the club (to appropriately describe the event and 
inherent risks). This form can be obtained in the Student Activities Office. The activities and situations 
must be well described and detail the potential risks and/or injuries that are “likely” to occur in this type 
of trip/exertion. 

8.3.6.1.1   ACTIVITIES should be listed on the consent form in a very SPECIFIC manner (i.e., 
it should always include obvious items such as walking, travel to and from the event, etc.) 
8.3.6.1.2   RISKS should be listed on the consent form in a very SPECIFIC manner (i.e., risks 
inherent in rock climbing would include climbing, possible overexertion, falling, muscle strain, 
dizziness – risks for canoeing would include “normal risks associated with boating activities” 
such as swimming, possible drowning,) NEVER say that there are “NO RISKS.” 
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8.3.7  All participants must complete and sign this completed event consent form before leaving for the 
event. 
 
8.3.8  The advisor’s role is to be a resource for the club and be knowledgeable of all College policies 
and procedures. During a trip, the Advisor will address any situations should they occur. Liability may 
be incurred if the College is considered negligent. The Advisor should have all signed consent forms 
with them at the event in case of an emergency. 

 
8.3.9 Conferences 

Some clubs request money to travel to conference(s). Conference(s) can be educational and 
beneficial to the attendees, but they take a long time to plan and prepare for. 

 
8.3.10 Steps to follow in order to get approval to go to a conference 
In order to travel to a conference, a club must do the following before travel can occur, or money can be 
spent: 

• Check with the Office of Student Activities regarding the cost of the conference 
• Have the expense approved by the members of the club and the advisor.  The request must also 

be approved by Student Activities. 
• If the conference is out of state and / or overnight, the Club Advisor must attend with the club 

(costs must be covered by the club). Make sure the advisor can go with you and complete travel forms 
for the advisor as well. 

• Fill out Club Fund Pre-Approval Form (appendix E, p. 41 or online at 
www.massbay.edu/clubs) for the Conference (registration, flight, hotel, etc. – a separate form for 
each vendor) and attach the following: A registration form filled out for each attendee (with all 
costs denoted). 

 
No spending will be approved until all TRAVEL forms have been turned in and authorized (i.e. - 
do not buy a plane ticket if all of the travel forms have not been approved… you may have to cover the 
costs yourself). 
 

8.3.11 What happens to your paperwork after you turn it in? 
Once the completed forms have been turned in to the Coordinator of Student Activities, the following 
must happen before payment of any kind is processed: 

• All forms must be signed by the Dean of Students (and the appropriate Vice President or 
President of the College if necessary.) 

• The purchase orders will be requested. 
• The purchase orders will be approved and you will be provided with the P.O. #. 
• The invoices (the registration and travel forms) will be provided to the Purchasing Office to 

request a check. This usually takes a month from step #1 - #4 of this process.

http://www.massbay.edu/clubs
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Often times student organizations need additional funds to meet their annual goals. They can do this by 
fundraising.  You must follow the guidelines outlined in this Handbook if you plan to conduct fundraising 
activities, events, or programs. 
 
 9.1 Ways to Fundraise 
 Some lucrative ways to fundraise include: 

• Holding a car wash or bake sale 
• Selling candy or other items 
• Providing a service (i.e., delivering flowers on Valentine’s Day) 
• Holding a give away 
• A popular misconception is that events (like a dance or party) can raise a lot of money. *See section 

9.1.5* 
 
 9.1.1 Car Washes and Bake Sales 

These are some inexpensive ways to raise money for your club. They are fun and a great way to build club 
spirit. Car washes require a reservation of the space (and hose), many volunteers, soap, buckets, and 
sponges. The event should be advertised for at least a week to get people to join in. Flyers on windshields 
are a good way to do this. To reserve the space (usually in the front of the building,) a written request (e-
mail) should be made to facilities to request the hose and let them know what is planned. For some specifics 
on bake sales, see Chapter 8 on food.  

  
 9.1.2 Selling candy or items 

There are many companies that offer wholesale items for bulk sale (i.e. candy, flowers, etc.) as fundraisers.  
See Chapter 4 to learn how to purchase the items and sell them for your club. You MUST keep very detailed 
financial records to maintain the integrity of your organization. (Hint: see the ticket sales section in Chapter 
5). 
 
9.1.3 Offering a service 
Offering a service, like selling and delivering flowers on Valentine’s Day, can be a good way to raise money 
and people enjoy the novelty of it. 
 

 9.1.4 Raffles 
MassBay purchases a raffle license every year for the Framingham and Wellesley Hills campuses.  
  The following policy applies to raffles: 

 
RAFFLE POLICY 

 
• Because of tax implications, no raffle may offer cash prizes. Only gift prizes are permitted. These 

gifts must be donated. Student fees cannot be spent on raffle prizes.  
• All proceeds must be deposited in your club account immediately following the raffle. 
• All ticket sales money must equal the dollar of the tickets sold. 
• No raffle may have gross receipts in excess of $1,000.00. 
• The Office of Student Activities must receive complete information on the number of tickets sold, 

the prizes awarded and the winners of the prizes. 
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• It is the responsibility of each club to fill out the raffle revenue report for the State immediately 
following the raffle (available in the Business Office.) All state taxes must be paid before proceeds 
are spent. 

 
 9.1.5  Popular misconceptions about events as fundraisers 

Often clubs think that events are a good way to fundraise. Usually, they are not. Events are costly and most 
events done on campus are free of charge to students, therefore, it is hard to get students to pay to attend an 
event. 
 
9.2  Final Notes on Fundraising 
Each of these ideas involves planning and paperwork. Please make an appointment with the Office of 
Student Activities to discuss your fundraising plans. See previous chapters on events, reserving space, and 
spending money for more information.  
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Membership 
All enrolled MassBay students who pay fees are considered members of the Student Government Association 
(SGA) merely by being a student. 
 
Purpose 
• To represent the student body to the administration 
• To encourage and promote the participation of students in the MassBay community 
• To provide opportunities for cooperation and understanding among the students, faculty, and   

administration of the College         
• To foster student learning and development both in and out of the classroom 
 
Student Concerns 
Each semester, campus-wide elections are held for the student body to choose their representatives. Any student 
can state their concerns to the SGA at their regularly scheduled meetings. Some of the most important jobs of 
the SGA include listening to, and acting upon, student concerns. The SGA is also responsible for bringing 
student concerns to the administration and the SGA oversees budget allocations for all registered student 
organizations. Please see chapter 4 and Appendix C for more information of funding procedures and guidelines. 
 
Representation of the Senate 
There are 16 student government positions elected from all campuses. All students- if they meet certain 
academic standards and criteria- may run for election to the Student Senate. (Please refer to the SGA 
Constitution and By-laws on pages 26-36). Ten (10) positions are elected in the spring and six (6) senators are 
elected in the fall. Terms of office run from election time until May 1st. Position titles and responsibilities 
include: 
 

President: conduct all meetings of the full SGA and its executive committee, represent the student body 
of the College at all College functions both on and off the campus, appoint student representatives to 
college committees.  

 
V.P. of Academic Affairs: Chair the Academic Affairs Committee, meet regularly with the MassBay 
VP for Academic Affairs, and address all concerns of the Student Body which are academic in nature. 

 
V.P. of Finance: maintain the financial records of the SGA, prepare the annual budget for the SGA, 
advise the SGA regarding its financial activities, and chair the Finance Committee. 

 
V.P. of Internal Affairs: maintain a written record of the minutes of all formal meetings of the SGA 
and its Executive Committee, ensure that elected SGA members are holding their office hours and 
fulfilling committee responsibilities, assist the Senate in preserving such records as may be pertinent to 
the student body. 

 
V.P. of Student Services: chair the Student Services Committee, meet regularly with the MassBay Vice 
President of Student Services, and address all concerns of the Student Body which are not academic in 
nature but are defined as Student Services. 
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Senators: provide guidance to the SGA with regard to student needs and opinion, serve as 
representatives of the student body in bringing the views of the student body to the SGA, interpret the 
opinions and decisions of the SGA to the student body. 

 
SGA Committees and Liaisons 

Finance Committee: This Committee shall include at least four (4) members: the Vice President of 
Finance of the SGA, who will serve as Chair, two (2) other representatives from the SGA, and at least 
one (1) member of the student body. It shall be the duty of this Committee to prepare a budget and make 
statements as deemed necessary. The treasurer will submit weekly reports to the SGA. The Finance 
Committee will meet every other week to evaluate and approve, deny, or modify club funding requests 
according to Finance Committee Guidelines. If a request is denied by the Finance Committee it may be 
brought to the full SGA on appeal. The Finance Committee will also make recommendations on the 
proposed budget to the SGA and prepare the report for the President of the College. 
 
Academic Affairs Committee: This committee shall be chaired by the Vice President of Academic 
Affairs and include at least one (1) member who is an elected SGA senator. It shall be the duty of this 
committee to oversee and deal with all issues Academic in nature. This committee shall meet regularly 
with the MassBay Vice President of Academic Affairs or Assistant Provost for Academic Affairs to 
address, discuss and continue to improve the quality of academics at MassBay. 
 
Student Services Committee: This committee shall be chaired by the Vice President of Student 
Services. It shall be the duty of this committee to address issues concerning all components of the school 
which are not academic in nature. This committee shall meet regularly with the MassBay Assistant 
Provost for Student Affairs to address, discuss and continue to improve the quality of Student Services 
at MassBay 
 
Public Relations Committee: The Chair of this committee shall be an elected SGA Senator appointed 
by the Executive Committee and shall include at least two (2) elected SGA members and at least two (2) 
members of the student body, with representation of freshman and sophomores. It shall be the duty of 
this Committee to keep the campus community informed of SGA actions, advertise for all SGA 
sponsored events, conduct regular surveys, and provide information on issues and concerns affecting the 
student body. The PR Committee shall also collaborate regularly with the BEACON staff to produce 
regular articles for the newspaper. 
 
Constitution Committee: The Chair of this committee shall be an elected SGA Senator appointed by 
the Executive Committee and shall include at least one (1) other SGA member. It shall be the duty of 
this committee to educate the SGA and the MassBay community on the SGA constitution. This 
committee shall review all proposed amendments to the constitution and to advise the SGA concerning 
constitutional issues. This committee shall also regularly review the SGA Constitution and propose 
necessary changes. 
 
Elections Committee: The chair of this committee shall be an elected Senator of the SGA appointed by 
the Executive Committee. The Elections committee shall consist of at least one (1) elected SGA 
member. The Chair and all members must not be running for election while serving on the election 
committee. It shall be the duty of this committee to regularly review and propose necessary changes to 
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the election bylaws and procedures. This committee will also advertise, organize and evaluate, with the 
SGA Advisor, the campus wide elections held each spring and fall. 
 
Programming Liaison: The Programming Liaison shall be an ex-officio member appointed by the 
Executive Board and approved by the full Senate to collaborate with and advise the Campus Activities 
Board on the development, organization, and coordination, of social activities/programs. 
 
Diversity and Inclusion Liaison: The Diversity and Inclusion Liaison shall be an ex-officio member 
appointed by the Executive Committee and approved by the full Senate to address issues of diversity on 
campus. This person shall collaborate with necessary departments, clubs, and organizations to ensure 
that educational, social, and developmental aspects of the community are being met. 
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MassBay Community College  
Student Government Association Constitution 

Ratified March 31, 2004 
 
PREAMBLE 

 
The name of this organization shall be the Student Government Association (SGA) of 
Massachusetts Bay Community College. The purpose of this organization shall be to encourage 
and to provide for the participation of all students at both campuses, in the affairs of the student 
body at the College, to promote and develop ideas for the interest, growth and welfare of the 
College community, and to provide a suitable means of cooperation at the College among the 
students the faculty, and the administration of the College. 

 
ARTICLE I - ORGANIZATION 

 
Section 1 - Membership 
Each Student who is registered at the College is a member of the Student Government Association 
at the Wellesley Hills and Framingham Campuses of Massachusetts Bay Community College. 
 
Section 2 - Representation and Officers 

A.  For the purpose of definition, a student is defined as a Wellesley Hills/Framingham 
Campus student on the condition that the majority of his/her classes resides at that 
campus. 

B.  From the Student Government Association there shall be elected a Student Senate 
consisting of sixteen (16) representatives chosen as follows: 

1.  Spring Elections 
a.  President (1) 
b.  Vice President of Academic Affairs (1) 
c.  Vice President of Finance (1) 
d.  Vice President of Internal Affairs (1) 
e.  Vice President of Student Services (1) 
f.  Senators - (5) at least 2 from Wellesley Hills and 2 from 

Framingham 
2.  Fall Elections 

a.  Senators - (6) at least 2 from Wellesley Hills and 2 from 
Framingham (when available) 

C.  Any member of the Student Government Association in good academic standing 
with the College is eligible to seek elected office in the SGA. The student may not 
be on academic or disciplinary probation or have more than two mid-semester 
warnings at the time of the election. In addition, the following minimum credit-
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hour eligibility must be maintained by the student for an elected or appointed 
position on the SGA: 

1.  Freshman - A Freshman must maintain nine (9) credit hours of 
enrollment to be eligible for election/appointment to a Student 
Senate position in the fall semester. A student must have completed 
nine (9) credit hours with a minimum 2.0 cumulative GPA in the fall 
semester to maintain his/her elected position for the spring semester. 

2.  Sophomore - In succeeding terms, the student must have completed 
at least 24 credits with a minimum 2.0 cumulative GPA, must have 
completed at least nine (9) credit hours of study in the previous 
semester, and must currently be enrolled in a minimum of nine (9) 
credit hours to be eligible for an elected or appointed sophomore 
position. To maintain eligibility for his/ her sophomore position, the 
student must have completed a minimum of nine (9) credit hours of 
study in his/her fall semester. 

D.  Part-time students with extenuating circumstances may petition with the Dean of 
Students for waiver of the credit qualification to seek an elected position. 

E.  The duties of the officers and the procedure for the conduct of all elections to the 
SGA shall be as set forth in the bylaws to this constitution. 

F.  SGA qualifications are defined as follows: 
1.  A sophomore shall be defined as a student who has successfully completed 

a minimum of twenty-four (24) credits when his/her term of office 
commences on June 1 and will be returning for the next academic year. 

2.  A freshman shall be defined as a student who has successfully completed 
under twenty-four (24) credits or is in his/her first semester when the 
position is assumed in October and is returning for the next semester. 

3.  Any new student, who begins his/her spring semester with no college 
credits, is eligible to seek a freshman position in the following fall election. 

4.  Special elections may be held in the first three (3) weeks of classes in the 
spring semester to fill any freshman or sophomore vacancies. 

 
Section 3 - Advisor 
The SGA shall be provided with an advisor who shall be an individual appointed by the Dean of 
Students. If the case arises, however, that the position of advisor is vacated, the following 
procedure shall take place. A temporary advisor shall be appointed by the Dean of Students. Said 
temporary advisor shall serve in that capacity until the appointment of a permanent advisor. If said 
temporary appointment does not take place within fifteen (15) calendar days, the SGA shall 
resubmit their recommendations to the Dean of Students. The attendance of the advisor at the 
SGA meeting is mandatory. The advisor’s presence at subcommittees is recommended but not 
required. 

 
ARTICLE II - MEETINGS OF THE STUDENT SENATE 

 
Section 1- Procedure 
All meetings of the Student Senate shall be conducted according to Robert’s Rules of 
Parliamentary Procedures, unless otherwise provided for in the constitution or in its Bylaws. 
 
Section 2 - Regular Meetings 

A.  The 16 members of the Student Government Association must convene to conduct 
business in a full SGA meeting at least every other week on a day designated at the 
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beginning of each semester based on all elected members’ academic schedules. No 
meetings will be scheduled during college-established mid-term examinations, 
vacations or final examinations. Meeting locations will alternate to both campuses. 

B.  Standing committee and ad-hoc committee meetings must convene to conduct 
business at least every other week at the established full Senate meeting time, on 
alternating weeks. 

C.  The Executive Committee shall meet at least 48 hours prior to each full senate 
meeting to set the agenda. 

 
Section 3 - Special Meetings of the Student Senate 
Special meetings may be called by the President or a majority vote of the SGA. 
 
Section 4 - Attendance 

A.  Attendance of all representatives is mandatory at all regular meetings, special 
meetings and committee meetings of the SGA, unless sufficient cause to not attend 
is approved by the President or his/her designee. 

B.  Attendance at all Executive committee meetings is required of the President, Vice-
President of Academic Affairs, Vice-President of Finance, Vice-President of 
Internal Affairs, Vice-President of Student Services. 

C.  Any representative of the SGA who has two (2) UN-excused absences per semester 
from full senate meetings or committee meetings will be put on probation for one 
month. If the representative of the SGA is unexcused and misses one meeting 
during his/her probation period without sufficient approval he/she will be asked to 
resign. A representative of the SGA refusing to resign from the SGA may be voted 
off the SGA by a majority vote. 

D.  All members of the Student Body may attend any and all meetings of the SGA, 
except when the SGA is in Executive Session, which is a meeting of the Executive 
Committee, the senators and the advisor. 

 
Section 5 - Notice of meetings 

A.  Notice of all regular/special meetings of the Student Government Association shall 
be posted outside of the Student Government Association Office. 

B.  Notice of all regular/special meetings of the Student Government Association shall 
be posted outside the Student Government Association office at least two (2) days 
in advance of such meetings, including the time and place of such meetings. 

 
Section 6 - Quorum 

A.  In order to vote during a SGA meeting, quorum must be met; see Bylaws for 
clarification. 

 
ARTICLE III - STUDENT ORGANIZATION 
 
A club, organization, or publication shall be defined as any group of students having formal recognition 
by the Coordinator of Student Activities or designee and the Student Government Association, whose 
purpose is to further the academic, social, or cultural interests of the College community. 
 

Section 1 – Approval 
Students desiring formal College recognition as a club, organization, or publication must apply for 
and receive approval by the Coordinator of Student Activities and the Student Government 
Association for the establishment of such club, organization, or publication before they may 
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initiate or conduct any activities carrying the name of the College. Such recognition must be based 
upon a written constitution and a Student Activities application. Such clubs, organizations, or 
publications must have an advisor, who shall be a member of the faculty or administration of the 
College and who shall approve actions of the club, organization, or publication. 
 
Section 2 - Activities 
Clubs, organizations, or publications will continue to be recognized by the Student Government 
Association and the Coordinator of Student Activities on the basis of their effectiveness and 
service to the College in the previous academic year and their adherence to stated regulations. 
 
Section 3 - Finances and Dissolution 

A.  All registered clubs, organizations, and publications of the Student Body are 
eligible for funding from the General Club Fund of the Student Government 
Association in accordance with established Finance Committee Guidelines. 

B.  Clubs, organizations and publications failing to adhere to the regulations of the 
Student Government Association or their own Constitution shall be dissolved by 
the Student Government Association. 

 
Section 4 - Attendance 
It is mandatory for a representative of an existing club, organization, or publication to attend a 
meeting of the Student Government Association at least twice per term at the request of the SGA. 

 
ARTICLE IV - FINANCIAL ORGANIZATION 

 
Section 1 - Budget 
The Student Government Association is authorized to act for all students in expending and 
dispersing student monies and funds, the Student Government Association shall submit to the 
Dean of Students, or to his/her designee a proposed budget for review and approval, before the last 
College day of the second semester of each academic year for the ensuing fiscal year which shall 
commence on July l and will terminate on June 30 of the following calendar year. 
 
Section 2 - Student Organization Funding 
Registered student organizations are eligible for funding under the Finance Committee Guidelines. 
 
Section 3 - Contracts and Profits 

A. All monies raised by clubs, organizations, publications, Committees, and by the 
SGA itself, will be deposited in the Student Activities Fund with the clear provision 
that such monies will be used by that club, organization, publication, Committee, or 
SGA for any legitimate purpose of that organization or activity. 

B. The Student Government Association shall have the power to engage in business 
contracts with the approval of its advisor. (Appropriate signatures for authorizing a 
contract for the expenditures of student funds are the Student Government 
Association Advisor, the Vice-President of Finance** and the club or 
organization’s advisor.) 

 
** If the Vice-President of Finance is unavailable, the replacement shall be the President. 

 
ARTICLE V - COMMITTEES 
The Student Government Association shall be empowered to establish necessary Standing Committees as 
designated by the constitution and such Ad Hoc Committees as necessary, from time to time, for the 
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purpose of addressing itself to a special issue. Standing or Ad Hoc Committees will be directly 
responsible and answerable to the Student Government Association, as a whole. 

 
Section 1 - Standing Committees 
The Student Senate shall create the following Standing Committees: 

A. Finance Committee 
B.  Student Services Committee 
C.  Public Relations Committee 
D.  Constitution Committee 
E.  Election Committee 
F.  Academic Affairs Committee 

 
Section 2 - Membership of Standing Committees 
Membership on all Committees shall include any member of the Student Body in good standing 
with the College.* Any student wishing to serve on the Committees should indicate his/her interest 
to the SGA Advisor or the Student Body President. Appointment to the Committees is by vote of 
the SGA. In addition to the Advisor, any interested members of the faculty shall be invited to 
attend a Committee meeting. Faculty members shall not have the right to make motions or vote. 

 
* As defined in the Student handbook. 
 
 
Section 3 - Chairmanship of Standing Committees 
The Chair of any Ad-Hoc committee will be appointed by the Executive Committee. The Chair of 
the Standing committees is designated below. The Chair of any Committee, Standing or Ad Hoc, 
shall submit a report to the SGA, when requested by the SGA. Representatives of the SGA may 
not be a Chair of more than one (1) Standing Committee. 
 
Section 4 - Meetings of Standing and Ad Hoc Committees 
All Committees, Standing or Ad Hoc, shall meet as required in Article II, Section 2 to fulfill the 
responsibilities of the Committee. For the purposes of effective committees, if there are not 
enough senators to fill a committee, a student member shall be appointed. 
 
Section 5 - Composition and Duties of Standing Committees and Liaisons 
1. Finance Committee 

This Committee shall include at least four (4) members, the Treasurer of the SGA, who 
will serve as Chair, two (2) other representatives from the SGA, and at least one (1) 
member of the student body. It shall be the duty of this Committee to prepare a budget and 
make statements as deemed necessary. The treasurer will submit weekly reports to the 
SGA. The Finance Committee will meet every other week to evaluate club funding 
requests according to Finance Committee Guidelines. If a request is denied by the Finance 
Committee it may be brought to the full SGA on appeal. The Finance Committee will also 
make recommendations on the proposed budget to the SGA and prepare the report for the 
President of the College. 

2.  Academic Affairs Committee 
This committee shall be chaired by the Vice-President of Academic Affairs and include at 
least one (1) member who is an elected SGA senator. It shall be the duty of this committee 
to oversee and deal with all issues Academic in nature. This committee shall meet 
regularly with the MassBay Vice-President of Academic Affairs to address, discuss and 
continue to improve the quality of academics at MassBay. 
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3.  Student Service Committee 
This committee shall be chaired by the Vice-president of Student Services. It shall be the 
duty of this committee to address issues concerning all components of the school which are 
not academic in nature. This committee shall meet regularly with the MassBay Vice-
President of Student Services to address, discuss and continue to improve the quality of 
Student Services at MassBay. 

4.  Public Relations Committee 
The Chair of this committee shall be an elected SGA Senator appointed by the Executive 
Committee and shall include at least two (2) elected SGA members and at least two (2) 
members of the student body, with representation of freshman and sophomores. It shall be 
the duty of this Committee to keep the campus community informed of SGA actions, 
advertise for all SGA sponsored events, conduct regular surveys, and provide information 
on issues and concerns affecting the student body. The PR Committee shall also 
collaborate regularly with the BEACON staff to produce regular articles for the newspaper. 

5. Constitution Committee 
The Chair of this committee shall be an elected SGA Senator appointed by the Executive 
Committee and shall include at least one (1) other SGA members. It shall be the duty of 
this committee to educate the SGA and the MassBay community on the SGA constitution. 
This committee shall review all proposed amendments to the constitution and to advise the 
SGA concerning constitutional issues. This committee shall also regularly review the SGA 
Constitution and propose necessary changes. 

6. Elections Committee 
The chair of this committee shall be an elected Senator of the SGA appointed by the 
Executive Committee. The Elections committee shall consist of at least one (1) elected 
SGA member. The Chair and all members must not be running for election while serving 
on the election committee. It shall be the duty of this committee to regularly review and 
propose necessary changes to the election bylaws and procedures. This committee will also 
advertise, organize and evaluate, with the SGA Advisor, the campus wide elections held 
each spring and fall. 

7. Programming Liaison 
The Programming Liaison shall be an ex-officio member appointed by the Executive 
Board and approved by the full Senate to collaborate with and advise the Student Activities 
Programming Board on the development, organization, and coordination, of social 
activities/programs. 

8.  Diversity and Inclusion Liaison 
The Diversity and Inclusion Liaison shall be an ex officio member appointed by the 
Executive Committee and approved by the full Senate to address issues of diversity on 
campus. This person shall collaborate with necessary departments, clubs and organizations 
to ensure that educational, social, and developmental aspects of the community are being 
met. 
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MassBay Community College 
Student Government Association Bylaws to the Constitution 

Proposed Spring 2004 
 

 
A. Duties of Officers for Wellesley Hills & Framingham Campuses 
 

1. President 
It shall be the duty of the President to: conduct all meetings of the full Student Government 
Association and its executive committee, to hold 2 office hours per week (preferably at 
both Campuses), meet regularly with the MassBay President, represent the student body of 
the College at all College functions both on and off the Campus, appoint student 
representatives to college committees, organize SGA retreats, attend at least one standing 
committee meeting per week, and assume a responsibility for the proper administration of 
the business of the students at the College, according to the terms of this constitution and 
the Bylaws. 
 

2. Vice President of Academic Affairs 
It shall be the duty of the Vice-President of Academic Affairs to: Chair the 
Academic Affairs Committee, recruit and develop members for the Academic Affairs 
Committee, meet regularly with the MassBay Vice-President of Academic Affairs, timely 
address all issues and concerns of the Student Body which are academic in nature, and 
hold at least two (2) office hours per week. 
 

3. Vice President Finance 
It shall be the duty of the Vice-President of Finance to: maintain the financial records of 
the Student Government Association and provide a report of these funds on demand, 
prepare the annual budget for the Student Government Association, advise the Student 
Government Association regarding its financial activities, meet regularly with the 
MassBay CFO, chair the Finance Committee, remain current on all club activities as well 
as update the clubs monthly and on demand regarding budget activities, and hold at least 
two (2) office hours per week. 
 

4. Vice President of Administration of Internal Affairs 
It shall be the duty of the Vice-President of Internal Affairs to: maintain a written record of 
the minutes of all formal meetings of the Student Government Association and its 
Executive Committee, see to it that a copy of these minutes is given to each representative 
of the Senate, ensure that elected SGA members are fulfilling their obligations of office 
hours and committee requirements, maintain at least two (2) office hours per week and 
attend at least one standing committee meeting per week, ensure that minutes from each 
standing and ad hoc committee are compiled and will file them, preserve such records as 
may be pertinent to the student body in the conduct of its affairs. 
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5. Vice President of Student Services 
It shall be the duty of the Vice-President of Student Services to: Chair the 
Student Services Committee, recruit and develop members for the Student 
Services Committee, meet regularly with the MassBay Vice-President of Student Services, 
timely address all issues and concerns of the Student Body regarding Services provided by 
MassBay which are not academic in nature, hold at least two (2) office hours per week. 
 

6. Senators 
It shall be the duty of all Senators to: provide guidance to the SGA with regard to student 
needs and opinions, to serve as representatives of the student body in bringing the views of 
the student body to the SGA as well as to interpret the opinions and decisions of the SGA 
to the student body. Each senator must be either an active member or active chair of at 
least one SGA standing committee, and hold at least one (1) office hour per week. 
 

7. Advisor 
The Student Senate shall be provided with an advisor who shall be an individual appointed 
in the manner clarified in the Constitution. The Advisor is an ex-officio, non-voting 
member of the Student Government Association. The Advisor shall support and encourage 
members of the Senate in a manner constant with the MassBay mission statement. 
 

8. Student Trustee 
The Student Trustee is an ex-officio non-voting member of the Student Government 
Association. He/she shall be responsible for establishing effective means of 
communications between the Board of Trustees, students, and Student Senate. As a full-
voting member of the Board of Trustees, the Student 
Trustee helps develop College policy and acts on recommendations from the President of 
the College. 
 

B. Election Procedures 
 

1. Student Government Elections shall be by written ballot at a time specified by the 
Elections Committee, within the requirements of the Constitution. The Elections 
Committee will provide tellers for the counting of ballots and to announce election results. 

 
2. Candidates for elections are required to provide the Elections Committee with nomination 

papers bearing the personal signatures in ink, of members of the Student Body as follows: 
For President        30 
For Vice-President of Academic Affairs    30 
For Vice-President of Finance     30 
For Vice-President of Administration of Internal Affairs  30 
For Vice- President of Student Services    30 
For Student Trustee       30 
For Senators        30 

The thirty (30) signatures must be that of 30 different and eligible MassBay students. 
 

3. There shall be two (2) elections during each academic year. The first shall be at the 
beginning of the Fall Term as specified below, and shall be referred to as Fall Election and 
the second shall be at the end of the Spring Term as specified below, and shall be referred 
to as the Spring Election.  The Fall Election shall be held in no event earlier than the first 
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two full weeks of classes, and no later than the end of October for the positions outlined in 
Article I Section 2. 

 
Members of the Student Government Association wishing to run in an election must be a 
member in good standing with the College. A member in good standing shall be neither on 
probation nor have received more than two (2) mid-semester warnings. 
 
The Spring Election shall be held in no event prior to the first day of April and no later 
than the last business day in the first full week of May for the positions outlined in Article 
I Section 2. 
 
The representatives in the Fall Election shall take office upon their election.  Those 
representatives elected in the Spring Election shall take office in no event prior to June 1 of 
any given year. 
 
The members of both elections shall serve: 
To assume a responsibility for the maintenance of the affairs of the Student Government 
Association. 
 

4. In the event that an elected representative does not establish contact with the SGA within 
two weeks of the election (by attending a meeting and/or making contact through email or 
phone to the SGA or their Advisor) it will be deemed a forfeiture of their position, and 
SGA may appoint someone in their place. 

 
5. In case an office shall be vacated for any reason, the following procedure should take 

place: 
b. The Vice President shall put notice of the vacancy, not later than five (5) school 

days from the day that the nomination papers were made available. 
a. At the next regular meeting of the Student Senate, all nomination papers will be 

reviewed and candidates shall assume office upon two-thirds majority vote. 
The following exceptions to this procedure shall hold: 

i.  If the vacancy occurs before the regular Fall Election, the candidates 
to fill the vacancy may run for office during this Election. 

ii.  If the vacancy occurs when there are less than ten (10) regular 
meetings left of the Senate for the current academic year; the 
vacancy may stand, if the vacancy does not affect quorum. 

iii.  Under no circumstances may any member of the student body run 
for more than one Office on the Student Senate. 

iv. The President of the Student Senate must receive a three/quarters 
vote by the full Senate in order to fill a vacancy in this position. 

 
6. Should the Presidency become vacant between fall and spring semesters, the current 

Senate may choose to hold an internal election for a new President.  If there is no interest 
in the position within the Senate, the Vice Presidents will serve as Acting President on a 
rotating basis in alphabetical order of their titles, and a special election will be held. If the 
Vice President positions are vacant, an internal temporary replacement will be found. (If 
this unfilled vacancy occurs before a scheduled election, that position will be entered on to 
the scheduled election’s ballot). 
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C.  Rules of Procedure 
 

1. Only agenda items are to be recognized at full Student Government Association meetings. 
2. All agenda items shall be brought to the floor in written legislation form. 
3. The agenda shall be set at the executive meetings which shall occur no less than 48 hours 

prior to any SGA meeting. 
4. A topic may be placed on the agenda for discussion in rare situations at the approval of the 

executive committee. 
5. There will be no communication of any form between representatives of the SGA during 

the meeting other than debate and voting. 
6. The minutes shall be reviewed and be open to additions or corrections before a vote of 

approval is taken. 
7. All formal meetings of the Student Senate shall be open sessions. A formal meeting of the 

SGA shall take place when there is a quorum consisting of “50% plus one” of the 
representatives of the Student Senate present and the minutes are kept and when at least 
half of all the SGA is present. 

8. Executive Session of the Student Government Association will consist of all duly elected 
representatives of the SGA and the Advisor. No member of the student body shall attend 
these meetings except those students asked to attend by the Executive Committee. 

 
D.  Impeachment 
 

1.  Any representative of the Student Government Association may be impeached by a two-
thirds (2/3) vote of the entire SGA. 

 
2. Impeachment Procedure 

a.  Any representative of the SGA may request impeachment proceedings 
against any SGA member. 

b.  The request must be submitted in written legislation to the Executive 
Committee; where upon the Executive Committee will place the matter on 
the agenda without discussion of vote. 

c.  The Executive Committee will notify the SGA representative against whom 
the impeachment has been requested. 

d.  The SGA will decide at its next meeting by a two-thirds (2/3) vote. 
e.  If the SGA votes to hear the case, the representative against whom 

impeachment has been brought will have equal opportunity to respond. 
f.  After the SGA hears all testimony, the matter of impeachment will be 

brought to a vote by secret ballot. 
E.  Amendments 
 

1.  Any group of students may present a written petition for an amendment to the Student 
Government Association Constitution. 

 
2. The SGA, considering the recommendation of the Constitution Committee shall by a 

majority vote, approve or disapprove the amendment. 
 
3. If approved by the SGA, the amendment shall be placed as referendum on either the 

regular election ballot or on a special ballot. Ratification of the proposed amendment will 
be determined by a two-thirds (2/3) vote of those students casting a vote. 
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F. Adoption 
 

For purposes of adoption, the Constitution shall be available to the student body for no less than a 
period of five (5) calendar days, following which a special referendum shall be put before the 
student body. The Constitution shall be ratified and adopted by a two-thirds (2/3) vote of those 
students casting a vote. 

 
The Student Government Association Constitution is subject to amendment during the academic 
year. It is the student body’s responsibility to check in the SGA Office for possible amendments. 
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MassBay Community College 
Student Government Association Constitution 
Finance Committee Guidelines and Procedures 

Ratified on March 1, 2004 
 

The Finance Committee (FC) is a standing subcommittee of the Student Government Association of 
MassBay Community College (SGA). This document is the sole authority for General Club Funding 
Guidelines and Procedures until amended or superseded.  Any change in the General Club Funding 
Guidelines and Procedures requires approval of the SGA and the Coordinator of Student Activities.  
Unless stated otherwise, the FC has the authority to interpret these guidelines and procedures subject to 
appeal to the SGA Student Senate and the Coordinator of Student Activities. 
 
Article I - Amendment and Adjudication of the Guidelines and Procedures 
Amendment and adjudication of the FC Guidelines and Procedures will follow the process outlined 
below: 

A. Any amendments or modifications to the FC Guidelines and Procedures will be approved 
by a majority of 50% + 1 of the SGA. 

B. The FC will submit any changes or modifications to the FC Guidelines and Procedures to 
the SGA Student Senate at a meeting.  

C. The SGA Student Senate will accept or reject the FC Guidelines and Procedures within 
one month.  Rejection requires a two-thirds majority vote while acceptance requires no 
action.   

D. The Coordinator of Student Activities has ten working days to review the Guidelines & 
Procedures and respond, in writing to the FC, indicating acceptance or recommendations 
for further amendment. 

 
Article II - Eligibility for Club Funding 
Only registered MassBay Clubs and organizations are eligible for funding from the General Club Fund. 
Only clubs that have registered with the Coordinator of Student Activities have automatic eligibility to 
apply for General Club Funding, contingent on their timely completion of the SGA Expenditure Process.  
In order to be eligible for General Club Funding, all clubs or organizations, must submit a Club and 
Organization Registration Packet to the Coordinator of Student Activities at the beginning of each 
academic semester.  
 
The group’s activity, program, or service must satisfy the requirements below: 
 

B. Programs or activities in this category must fulfill the requirements of one of the following three 
groups:  

1. The programs or activities must provide an educational or cultural experience on-campus 
for MassBay Community College students (exceptions can be made for tickets to off-
campus events) 

2. The money must fund student publications (such as the campus newspaper). 
3. The money must be used to further the goals of the Student Government Association. 
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C. In addition, all activities, programs, and services funded by Student Activity fees must meet all of 

the following requirements:  
1. Each student program or activity is required to have a club advisor. 
2. All funding requests must first be submitted for review and recommendation to the 

Coordinator of Student Activities. 
3. All funds must be for events and services for MassBay Students and the club advisor only. 

Clubs may be asked to provide names and ID numbers of participating students to ensure 
this policy. 

 
Article III - Evaluation Criteria 

B. Criteria used in evaluating programs and activities seeking General Club funding shall include 
(but not be limited to) the following: 

a. The extent to which a program or activity provides opportunities for students, either by 
direct participation or by participation as spectators or listeners, to develop new skills, 
competencies or appreciation not available elsewhere in the College. 

b. The extent to which there is agreement between that activity’s goals and the objectives 
of the club or organization. 

c. The extent to which a program or activity is of general interest to the College 
community; 

d. The extent to which budget requests reflect actual costs incurred in realizing goals and 
objectives of a program or activity. 

e. The extent to which a program or activity supports the SGA/FC policies found in the 
attachments to these Guidelines and Procedures. 

 
Article IV-Club and Organization Funding Request Process 

A. To be eligible for funding all clubs and organizations must submit Club Expenditure Request 
Forms and include the following: 

a. Full description of programs  
b. Statement of goals and objectives for all programs 
c. Itemized financial form 

B. All Club Expenditure Request Forms must be submitted to the Office of Student Activities on 
or before stated deadlines. Failure to do so may affect eligibility. 

C. Each club will have an opportunity to reserve a time allotment to present their Club 
Expenditure Request Forms to the SGA Senate. Representatives of clubs are encouraged to 
attend these presentations. 

D. In the event that the FC is not active, the VP of Finance will present the Club Expenditure 
Request Forms to the SGA Senate. Representatives of clubs are encouraged to attend these 
presentations. 

E. In the event that the VP of Finance is unavailable or the position is vacant, the President shall 
act on behalf of the VP of Finance to fulfill said duties. 

(See Attachment III for more information) 
 
 
 
Attachment I – Food Policy 
It is inappropriate to spend club money for food and/ or beverage purchases for the exclusive use of 
student member. Example: Food and beverages at general membership meetings or continuously available 
in an office. 
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Food expenditures may be approved for specific events and must conform to the following criteria:
• Widely publicized 
• Well attended 
• Of interest to the general student population 

 
Attachment II – Travel Policy 
All requests for travel funds shall include the following information and be done in the following format: 

• Enough advance time for approval by the Coordinator of Student Activities  
• Enough advance time for monetary requests to be processed 
• All information required by the State and the College to travel (see the club guide for 

more information)
 

To justify the need for student travel, an explanation should be offered concerning the information gained 
from student travel and how that information will be shared with and/or benefit other MassBay Community 
College students. 

 
Attachment III – General Club Fund Policy 
Only registered and recognized MassBay student organizations are eligible to apply for funds. 
 

General Club Fund 
Each year funds are allocated during the annual budget process by the FC. The General Club Fund 
exists to clubs and organizations.  

 
General Club Fund Overview 

1. A Club must submit a completed Club Expenditure Request Form to the Coordinator of Student 
Activities with appropriate documentation. 
2. The Coordinator of Student Activities will review the request and pass on completed requests to 
the Vice-President of Finance. 
3. In the event that the Finance Committee is unavailable or not active, the Coordinator of  Student 
activities will present the request tot the SGA Senate 
4. All general Club Fund requests must be in line with applicable SGA and FC guidelines. 
5. Organizations can expect a waiting period of up to three weeks before receiving approval or 
denial of the request. 
6. The FC will contact the club as soon as a decision on the request is reached. 
7. All denied requests may be appealed to the SGA Senate. 
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Club/Organization Constitution 
 
Article I: Name of Organization 
The name of the organization shall be         MassBay Community College. 
 
Article II: Affiliations  
     (club name) is affiliated with    (state name of group if any) 
 
Article III: Purpose   
The purpose of this organization is to unite students for the common goal of        

               

 
Article IV: Members 
Section 1. Any currently registered student at MassBay is welcome to become a member of this organization. Any student wishing to become a 

member of this organization may do so by providing the organization’s secretary or president with the student’s name and current 
mailing address, email, or phone number.  Once this information is received, the student shall become a member with the same 
privileges that are held by all members. A student maintains member status until the end of each academic year. 

 
Section 2. All voting members of      (club name) must be currently enrolled students at MassBay 

Community College and pay student fees. 
 

Section 3.  Membership shall not be denied to any student on the basis of race, color, national origin, religion, sex, sexual orientation, age, 
marital status, disability, and disabled veteran or Vietnam era veteran status.  

 
Article V: Elections/Officers 
Section 1.     Elections, officer positions, and election process may be determined by majority vote of members present at any meeting. 

 
Section 2.  All officers of      (club name) must be currently enrolled students at MassBay Community 

College and pay student fees. 
 
Section 3. Officers must be MassBay students, in good academic standing, and enrolled in at least one credit hour. 

 
Article VI: Meetings  
The members should hold regular meetings.  Additional meetings may be called by the President and will be held as needed. 

 
Article VII: Quorum 
Quorum consists of 3 or more members. 

 
Article VIII: Referendum, Recall, and Impeachment  Procedures 
Referendum, recall, and impeachment procedures may be formed when a majority of members deem it necessary. 

 
Article IX: Amendments 
This constitution may be amended by a majority vote of all membership      (club name).  The Student 
Government Association Constitution Committee and the Coordinator of Student Activities must approve all amendments. 
 
Article X: Ratification (requirements for adopting this constitution) 
This constitution is ratified on the    day of   , 20  by the charter members below:   
 
________________________________________________                                  __________________________________________ 
Member #1 (President)                                                                                             Member #4 
 
________________________________________________                                   __________________________________________ 
Member # 2                                                                                                                Member #5 
 
________________________________________________                                   __________________________________________ 
Member # 3                                                                                                                Coordinator of Student Activities 
 
________________________________________________                                    __________________________________________ 
MassBay Faculty or Staff Advisor                                                                             Other Advisor(s) 
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Directions: This form must be completed in it’s entirety with appropriate documentation attached to request funds from the General Club 
Fund. All parts must be approved by the Office of Student Activities and SGA PRIOR to any purchase or commitment. Please write 
legibly and provide sufficient contact information should the Office of Student Activities require to contact you regarding this form.  A 
copy of this form will be returned to you noting approval or denial. Funds are not considered reserved until an approval form is completed 
and submitted back to the club. Thank you and good luck with your event! 
Club Club Name:  Date of Request:     

 Event:  Event Date:     

 Event Description:      

        

Your Name:                                                                    Position:                                                              

Cell Phone #:  Email Address:     

 
Please list each item individually that you are requesting funds for with a detailed description, the 
vendor or store you will be using, a total amount requested for each item, and a complete event total at 
the bottom. Please note: food or beverages for meetings or member only events will not be approved. 
Please attach any additional information, invoices, or quotes you have for items listed. Additional 
documentation & information really helps us in the review process! 

Item Item Description Vendor/Store Amount 
     

    

    

    

    

 
MassBay Community College is a tax-exempt organization.  
Therefore, The College cannot reimburse you for tax on any purchase.  Please pick  
up a tax exempt form from Student Activities prior to making your purchase.  

 
Please note we require AT LEAST TWO WEEKS for the approval process and you cannot spend funds prior to 

receiving approval.  Once you have approval, you should contact the Office of Students Activities to make sure you 
follow the correct guidelines for making your purchases.   

  
 Club Officer Signature:          

 Club Advisor Signature:          

 SGA VP of Finance Signature:         YES          NO 

Coordinator of Student Activities Signature:         YES          NO 

REQUEST APPROVED:           YES           NO 

Signatures & 
Approval 

General 
Information 

Event Total = $   
       

Budget 
Information 

MassBay Community College - Student Activities 

CLUB FUND PRE-APPROVAL  
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Directions: The Club Fund Pre-Approval Form must be completed, approved, and attached to this form in order for 
a payment to be processed.  If you have not filled out a Pre-Approval Form, you must do that first. 
 
This form must be completed in its entirety with appropriate documentation attached to receive payment from the 
General Club Fund. Please write legibly and provide sufficient contact information should the Office of Student 
Activities require to contact you regarding this form.   
 
You will need a form for each individual or vendor being reimbursed.   
 

• For reimbursements to a MassBay Student or Staff member, you must have an original copy of the receipt 
and fill in the information below. 

• For Payments to Vendors, you must have an official invoice from the company with a Tax ID # 
 

Name of individual or vendor: 
(this is who the check will be made out to): 

 

Name of company if different from above:  

 
Mailing Address (street, city, state, & zip): 

(where the check will be sent): 
 
 

 

Phone Number:  

Fax Number:  

Email Address or Website:  

Tax ID# or Social Security #:  

Total Amount to be paid: $ 

 

Reason for Purchase/Payment: 

 

 

 

Receipt(s) or Invoice Description: 

 

 

  

PLEASE MAKE SURE ALL RECIPETS OR INVOICES AND  
THE CLUB FUND PRE-APPROVAL FORM ARE ATTACHED!

MassBay Community College - Student Activities 

REIMBURSEMENT/PAYMENT REQUEST 
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Directions:  This form must be completed AT LEAST two weeks prior to an event. Please write legibly and complete the 
entire form before submitting it.  If your event requires funding, please fill out the Club Fund Pre-Approval form as well. 
Events that are used to promote, solicit, or recruit for religious beliefs, commercial products, or political agendas 
will require additional approval. 
 
Sponsoring Organization/Club:  Today’s Date     

Student Coordinator:    Cell Phone:     

E-mail:   @      

Title of Event:    Date(s) of Event:     

Purpose of Event:   Fundraiser  Social  Community Service   Educational  

Location(s) Requested:   Alternative:     

Event Times:   Setup:___:___ am/pm  Start: ___:___ am/pm  End:___:___ am/pm  Expected Attendance:  

Services Needed:      Food        A/V        Facilities       Raffle Tickets        DJ 

Details of Need:        

         

Does this event require purchases or vendor services?   YES      NO 
(If yes, please fill out the Club Fund Pre-Approval Form and attach with this form AT LEAST two weeks prior to the event.) 
 
Please describe your event in detail:      

         

How will this event benefit the MassBay Community?     

         

How does this event support your club mission?:      

         

What are your desired outcomes for this event?:      

         

How you will promote/advertise the event?:      

         

Required Signatures: Club Representative Signature:      
 
  Club Advisor’s Signature:      
 
For Office Use Only:  Event Registration Form Approved:    Y / N 

If no, further action needed:_____________________________________________________________________ 
  

Signed:    Date:   
 

You will receive a copy of this form once required approvals have been made. If you have any questions, please call x3053.

MassBay Community College - Student Activities 

EVENT REGISTRATION & APPROVAL  
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Directions:  This form is specifically for reserving a space on campus, for things such as group meetings, a table in the 
cafeteria, etc . If you are reserving space for a campus-wide event, please fill out The Event Registration & Approval Form  
instead.  

Please fill out the online version of this form at www.massbay.edu/clubs if possible. 
 
Sponsoring Organization/Club:  Today’s Date     

Your Name:    Cell Phone:     

E-mail:   @      

Reason for Space Request:        

Date(s) Space is needed:        
    (Please indicate if this is a recurring meeting, i.e. weekly, monthly, etc.)  
 
Time Space is needed:        
 
Space Requested in order of preference: 
These are the available spaces for club meetings and/or tabling. Please select your top 3 locations from 1 to 3 in 
case the space you want is not available. 
 

Wellesley Hills Campus 

 Table in Cafeteria ( # of tables requested:  ) 

 Courtyard/Patio ( # of tables requested:    ) 

 A Classroom   

 A Computer Lab   

 Forbes Board Room  

 Library Conference Room B 

 Auditorium 

Framingham Campus 

 Table in Cafeteria ( # of tables requested:  ) 

 Lobby ( # of tables requested:        ) 

 A Classroom   

 A Computer Lab   

 322 Conference Room 

 323 Conference Room 

 Auditorium 

 

Any A/V Needs?     YES  NO 

Details of Need:        

         

 
 
For Office Use Only:  Event Registration Form Submitted to R25:    Y / N 

If no, further action needed:_____________________________________________________________________ 
  

Signed:    Date:   
 

You will receive a copy of this form once the reservation has been made. If you have any questions, please call x3053.

MassBay Community College - Student Activities 

SPACE RESERVATION REQUEST 

http://www.massbay.edu/clubs
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ACKNOWLEDGMENT OF RISK AND CONSENT FORM 
 

 
Section I (To be completed by the field trip leader) 
 
Class/Organization:             
           
Activity Leader:             
           
Destination:              
            
Activity Date(s):             
     
  
Section II (To be read and completed by the Participant) 
 
I acknowledge that I am seeking to participate in the activity (“activity”) described above.  I further state that 
I am at least eighteen (18) years of age, fully competent to sign this Agreement, and am voluntarily seeking 
to participate in this activity.  I understand that by signing this document I am representing that I understand 
all its terms and conditions and fully intend to be bound by the same.  I also understand that I may wish to 
consult with an attorney prior to signing this document. 
 
I acknowledge that there may be certain dangers, hazards, and risks associated with my participation in this 
activity.  I further acknowledge and understand that all risks cannot be prevented.  Accordingly, I represent 
that I am physically and mentally able to participate in this activity, and am capable of using the equipment, 
if any, associated therewith. 
 
On behalf of myself and my family (including legal guardians) I agree to assume all the risks and 
responsibilities surrounding my participation in this activity, and agree to release from liability and waive 
any legal action against Massachusetts Bay Community College, its governing board, officers, agents, and 
employees (hereinafter the “parties”), for personal injury, death, or property damage suffered by me while 
participating in this activity or while in transit to or from the premises where the activity is being conducted. 
 
I understand and agree that the College may not provide or have medical services or personnel available at 
the location of the activity or on its campus.  Therefore, should I require emergency medical treatment as a 
result of an accident or illness arising during this activity, I consent to such treatment.  Further, I 
acknowledge that the College does not provide activity participants with health or accident insurance and I 
agree to be financially responsible for any medical bills incurred as a result of emergency medical treatment 
provided. 

 
(over) 
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I agree that this document shall be construed in accordance with the laws of the Commonwealth of 
Massachusetts.  If any term or provision of this document shall be held illegal or unenforceable, the 
remaining terms and provisions shall remain in full force and effect.  I understand that my participation in 
this activity is sponsored by the College.  Accordingly, I agree to comply with all rules and regulations 
included in the College’s Student Handbook and/or all other rules as set forth by the Activity Leader.  I agree 
to treat the Activity Leader and his/her assistants with respect throughout the Activity and understand that 
they are in charge at all times during the Activity. 
 
I acknowledge that this activity ends on       . If I choose to extend my stay past this date, I do so 
independently and without recourse against the College.  During my extended stay I acknowledge that the 
College shall bear no responsibility for arranging my housing, meals, or any other services.  Further, I 
acknowledge that the College shall provide no supervision or assistance during that same time.  I further 
acknowledge that I will be responsible for scheduling and paying for my return flight to the United States 
and for coordinating all other travel arrangements.  I further agree that in order to extend my visit past the 
end date of the activity, I will provide the College with written notification of my intentions to do so at least 
thirty (30) days prior the commencement of the activity. 
 
Failure to comply with any provision stated herein may result in my immediate discharge from the activity 
and return to the United States at my own expense. 
 
 
Participant’s Name (Please print) 
 
              
Signature         Date 
 
In case of emergency, please contact:           

           
Name:            
 
Relationship to Student:          
 
Contact Phone Number:       Alt Phone #:     
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