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OVERVIEW
[bookmark: _Toc203328082][bookmark: _Toc212834940]Who We Are
[bookmark: _Toc109645141][bookmark: _Toc203328083][bookmark: _Hlk109748589][bookmark: _Toc212834941]Mission Statement
We, the student-led clubs of Northwest University, strive to foster a sense of belonging among the student body by offering spaces for students with shared interests, passions, and/or goals to create intentional community with one another. 
[bookmark: _Toc203328084][bookmark: _Toc212834942]Purpose
Clubs are NU recognized and sponsored groups that promote community life on campus by offering an inclusive environment where people with a common interest can gather regularly and engage in something they enjoy.
[bookmark: _Toc203328085][bookmark: _Toc212834943]Core Values
[bookmark: _Toc203328086][bookmark: _Toc212834944]Unique
Clubs are called to bring out and celebrate the range of interests and passions that exist within the NU community. With every club, something is added to the NU experience. 
[bookmark: _Toc203328087][bookmark: _Toc212834945]Engaging
[bookmark: _Int_jYbxSnSa]Clubs bring people together by making space for activities and topics that the student body can gather around, learn more about, and enjoy.
[bookmark: _Toc203328088][bookmark: _Toc212834946]Community Building
By bringing people together, students from different majors and life experiences can see each other in terms of what they have in common rather than what can be causes for division. 
[bookmark: _Toc203328089][bookmark: _Toc212834947]Christ Glorifying
In all things, including the responsibility of leading a club, we are to honor the life Christ calls us to. This mandate informs how we show hospitality, the dynamic we establish with club members and higher-ups, and everything we strive to be both in and outside the limelight. 
[bookmark: _Toc212834948]What are Clubs and Organizations?
Clubs and organizations are a vital piece of Northwest University’s diverse and engaging community. Each club and organization helps to create an inclusive environment for all students. ASNU offers recognition and sponsorship for approved groups. Sponsorship grants student groups opportunities such as ASNU funding, access to resources and supplies, and advertising through Northwest’s NU Connect activity portal. 
[bookmark: _Toc212834949]Clubs
A club is a chartered group of students that aims to build community, contribute to student life, and enrich the student body by facilitating opportunities for students. Clubs are student-led groups based on a common interest or activity. Clubs are required to have at least two student leaders involved as officers-- a president and vice president. Club membership is intended for NU students specifically because club funding comes from the Student Services Fee.
Clubs should be open to all students, and they must have a minimum of six members to be Senate-approved.   
Clubs are separated into two categories: Aided Clubs and Autonomous Clubs.  
	Aided Clubs
	Autonomous Clubs

	Receive a $100 budget per semester for club events
	Do not receive any starting funds from ASNU

	Are required to host at least one event per semester that is open to the whole student body and pertains to the mission of the club
	Are not required to host any all-campus events (although all clubs are encouraged to do so if they would like!)

	Must present ASNU with a club constitution during their first semester of activity
	Do not have to create or present a club constitution

	
Both types of clubs are encouraged to ask ASNU for advertising assistance, resources and supplies, and/or additional funding via the Funding Request Form. 




[bookmark: _Toc212834950]Organizations
An organization is any group that is connected with and supported by a university department, local, regional, or national enterprise. Organizations may have separate requirements for membership than student-led clubs. Although organizations do not require Senate approval to operate, if a student organization desires to request funding from ASNU, they are required to be a Senate approved organization.
Organizations are encouraged to act as Aided Clubs by submitting a constitution, hosting events, and benefiting from each semester’s allocated amount. 
Any organization with outside affiliation must be approved by the university-sponsored supporting department.
CLUB GUIDELINES
[bookmark: _Toc212834951]How To Start a Club or Organization
There are a few steps to becoming an officially recognized club or organization. Prospective groups must follow all expectations and guidelines that are found on the following pages.   
1. Complete the application form, found on the NU Connect page for ASNU or at this link. 
2. Introduce your proposed group at an ASNU Senate meeting to have your club/organization evaluated by student senators.
3. If approved by ASNU Senate, final evaluation and approval will be completed by the Office of Student Development.
[bookmark: _Toc212834952]Club Affiliation with Outside Organizations
ASNU-sponsored clubs must maintain independence from any outside organization. This includes the club constitution, association with the outside group, membership rules, budget, and how the club functions. While clubs may use resources from outside organizations, these resources must be approved by a member of the Student Life Office and must align with the Northwest University mission.
[bookmark: _Toc212834953]Club Parameters and Requirements
[bookmark: _Int_FJZ5UCuQ]No matter whether your club has Aided, Autonomous, or Organization status, the following requirements apply before you will be officially recognized as well as during the lifetime of the club. Clubs maintain a “Provisional Status” until they meet the following requirements, which are mandatory for new clubs before the end of their first semester as an active club: 
· Develop a clearly stated mission statement consistent with the University’s mission and purpose
· Maintain a club Constitution on file with ASNU by the end of their first semester as a club
· Select a staff/faculty advisor  
· Select/elect at least two official club leaders (and consistently maintain at least 2 leaders)
· Recruit and maintain a minimum of six members
· Be inclusive and accessible to all Northwest University students
· Meet regularly as a club in addition to putting on at least one campus-wide event per semester to bring the NU community together and engage as a club with the campus community. This requirement exists to ensure that clubs are helping foster belonging and are bringing members of the NU community together.
[bookmark: _Toc212834954]Club Leader Responsibilities
· Participate in the annual You Belong Fair in September (mandatory to receive funding)
· Attend all mandatory leader meetings (mandatory to receive funding)
· Maintain your club’s presence on NU Connect
· Respond in a timely manner to any Club Leader communications from ASNU, the Community Life Director, or the Student Life Office
· Use P-card wisely, follow funding protocol, and turn in ALL receipts to the ASNU Vice President
· Follow the Lifestyle Policy put forth by ASNU and the Office of Student Development
· Reregister your club at the end of every semester using the form provided by ASNU in order to remain an active club the following semester.
[bookmark: _Toc212834955]Club Advisor Responsibilities
· Approve club event requests
· Be available for questions regarding club paperwork
· Support and promote club
· Build connections between department and students and club
· Responsible for signing off on P-card Request Form
[bookmark: _Toc212834956]Event Approval
To gain access to various advertising strategies that ASNU offers, events must first be approved. To get approved, please create the event on NU Connect. Creating an event will trigger the ASNU Executive Team to approve your event (and book you a room for your event) and then approval from your advisor and from the Community Life Director. To create an event in NUConnect:
1. Open NUConnect. Go to your club’s page under "Groups" and click on the blue create button in the top right-hand corner. (This only works on a laptop, so do not try it on a phone.)
2. Click create event and fill out the form that opens up. (the most important details are event title, event description, date/time, and location). Make sure to fill out the second and third page of this form as well which asks you if you are using any of your club’s $100 semester budget for the event and asks you to put in your advisor's name, so they can approve the event.
3. Click submit, and you should be good to go!
[bookmark: _Toc212834957]Leadership Changes
If leadership changes take place during the school year, a Club Change of Leadership form must be completed via NU Connect or the link above. Then, the new club leadership should meet with the ASNU President or Vice President to receive onboarding and training as a club leader.
[bookmark: _Toc212834958]Annual Renewal Process
If a club plans to renew its membership for the following school year, they must fill out the Club Reregistration form at the end of the year on NU Connect. This ensures that the ASNU team can prepare to support your club to the best of our ability in the upcoming year.
[bookmark: _Toc212834959]Termination of Club
In the event that you feel it necessary to terminate your club, email asnu@northwestu.edu the date of your club’s last meeting and a brief explanation of why you are ceasing operations. Before you get to this point, though, please consider the following:
· Have you talked to your points of contact (advisor, ASNU, Community Life Director) to brainstorm efforts that could boost engagement?
· Have you encouraged current club members to invite their friends to club meetings?
· How’s your advertisement game been? 
· Have you been reaching out to people on your contact list from You Belong Fair? 
· Do your club members have any ideas to boost engagement? 
· Have you asked any other club members to step up into leadership?
CLUB EXPECTATIONS
[bookmark: _Toc212834960]Club Leader Support System
When you become a club, you automatically have a whole system of support under you as you do what you love. We hope this is a wonderful experience met with a bunch of happy memories.
A Club’s Points of Contact
· Advisor: Helps clubs run meetings, brainstorm event ideas, and serves as a first point of contact
· ASNU: Helps with advertising, connects you to resources for advertisement and event planning, reserves rooms and completes necessary event-related maintenance requests, monitors and oversees club budgets and spending, and provides mentorship and direction in your role as a club leader
· Community Life Director: Approves club events and assists ASNU with club oversight/assistance
[bookmark: _Toc212834961]Club Leader Expectations
As a leader of their peers, club leaders should remember they are students first. With that, club responsibilities come after one’s responsibilities as a student. That means asking for help from other club leaders, advisors, ASNU, and the Community Life Director while maintaining good communication with your professors. Furthermore, student leaders are especially called to uphold the lifestyle policy and encourage the same conduct in others. This is a position of influence that ought to be stewarded well.  
CLUB CODE OF CONDUCT
We expect student clubs and their members to adhere to the requirements and guidelines outlined above. Offenses can occur due to the noncompliance of these processes and protocols. 
Possible offenses include not attending mandatory club meetings, forgetting or intentionally refusing to turn in receipts, and/or breaking the NU lifestyle code. This list is not exhaustive, and the final consequence will be decided upon the discretion of the ASNU Executive Team and the Office of Student Development. In addition to club consequences, individual students who break the university code of conduct will be accountable to the conduct process through Student Development.
If offenses occur, club officers will meet with the Community Life Director and will renegotiate club privileges on a case-by-case basis. The Community Life Director may choose to use the Three-Tier Discipline System.
[bookmark: _Toc212834962]Three-Tier Discipline System
First Offense: Club will not be allocated a budget for the semester. They can, however, still come to Senate for funding by discretion of the ASNU and the Office of Student Development.
Second Offense: All club funding will be cut for the following semester.
Third Offense: Club will no longer be an ASNU recognized club. Leaders will need to reapply as a new club the following semester to the Senate to regain club status.
FUNDING ALLOCATION POLICIES
All ASNU-approved Aided Clubs will be allocated an initial operating budget of $100 per semester. This allocation will roll over from fall to spring semester but will reset each fall. Clubs are responsible for tracking their own spending (though ASNU also monitors this), and a template for managing club spending is available on the “Clubs” page of ASNU’s section on the Eagle website. The table below outlines a few potential uses for these funds. 
	Do’s
	Don’ts

	Meeting supplies (food, beverages, journals, etc.)
	Clothing or club merch (t-shirts, sweatshirts, etc.)

	Necessary equipment (recreational needs, academic materials, etc.)
	Personalized gear

	Honorariums for speakers/guests
	Individual club member compensation (gas, etc.)



Clubs and organizations can also request additional funding by submitting a Additional Club Funding Proposal Request, found through the link above or the ASNU page on NU Connect. After submitting this proposal for additional funds, a club officer will need to attend an ASNU Senate meeting to present the proposal to the ASNU Senate team for approval.
Clubs may receive charitable donations from outside organizations as long as receiving the donation does not place the club under the authority of the outside organization.
Purchases should be made via checking out a p-card (credit card) from ASNU. If a p-card is unavailable, or a club fails to check out a card in advance, a club leader may use their own money to submit for reimbursement. This is an option ONLY to be used sparingly. If clubs repeatedly fail to use the p-card when not given explicit permission to do so, we will follow the club discipline guidelines. Receipts should be turned into the Community Life Director ASAP – including the purchaser’s name, student ID, and mailbox number.
[bookmark: _Toc212834963]P-Card Checkout Process 
To obtain access to the Student Club Purchase Card (a.k.a. P-Card), a club leader must:
1. Complete and submit a P-Card Checkout form
a. Get approval from your club advisor
b. Get approval from the Community Life Director
2. Upon approval, stop by the Student Development office to pick up the P-Card, and sign the checkout sheet inside the folder.
3. Return the P-Card with the respective receipts within 48 hours and sign the checkout sheet again to signify that you’ve returned the proper card.
Important Note: All student leaders are allowed a one-time grace incident if no receipts are returned with the P-Card. However, the student must do everything possible to obtain the receipt. If no receipts are returned a second time, that particular student leader will no longer be able to use the Student Club P-Card. 

All purchases must directly relate to their student club. Students may only purchase what they have been approved to purchase. If purchasing food, student most obtain a detailed receipt. If a detailed receipt is not provided, students will be required to list what was purchased.

GENERAL RESOURCES
[bookmark: _Toc212834964]Club Materials
Clubs have access to many resources including:
· ASNU printing 20 copies of an 8.5x11” poster for each club event if you email the poster to asnu@northwestu.edu
· Sports rentals
· Borrowing  a block rocker speaker
· Storage for your club materials in Crowder storage (basement of Crowder Hall)
· Games from the SAB Office
· Tables, chairs, garbage cans for club events via ASNU submitting a maintenance request on the club’s behalf
· More!
[bookmark: _Toc212834965]Transportation Policy
Northwest University provides campus vans for student transportation. Please note, before driving, all students must be approved through Maintenance by filling out an “Application to Drive Vans” form that can be found on the Eagle Website. Once approved, follow the process below.
1. Log onto the Eagle Webpage. 
2. Under Departments, click on Maintenance. 
3. Click on the “Vehicle Request Form” and complete the needed information
Important Note: The cost to rent the van is $.56/mile. Groups need to consider this when requesting vans and using allocated funding.  
[bookmark: _Toc212834966]Marketing and Branding Policy
All ASNU clubs and organizations may advertise for approved events. 
[bookmark: _Toc212834967]Advertisement Approval
All printed materials must be approved before being posted in designated locations (as stated below). Advertisements, posters, fliers, and other printed media may only be distributed with the expressed permission of ASNU. Each poster must have a stamp of approval before being posted on the Northwest campus. The ASNU Office in the Pecota Student Center is open from 2-6pm every weekday. ASNU may also print up to 20 copies of an 8.5x11” poster for each club event if you email the poster to asnu@northwestu.edu by 2pm the day before you are wanting to pick up the printed and stamped poster from our office.
[bookmark: _Toc212834968]Approved Locations for Advertising
[bookmark: _Toc212834969]Bulletin Boards
	Hurst Library (1)
	HSC (2)

	Pecota Student Center (2)
	The Caf (1)

	Ness Building (2)
	Mail Services (1)

	GPC and GB Residence Hall Lounges (2)
	


[bookmark: _Toc212834970]Television Monitors
Television monitors are installed in most buildings across campus to provide advertising. Contact lifeatnu@northwestu.edu for more information on utilizing this resource.
[bookmark: _Toc212834971]NU Connect
To create an event on NU Connect, a club officer must log in and navigate to their club under the “My Groups” menu tab. From there, choose “Events” to create a new event and submit it for approval. You will have the option to request a room reservation in this window as well. Additionally, this will help your events to get onto the weekly Life@NU emails.
[bookmark: _Toc212834972]Social Media
Clubs and organizations are encouraged to promote their events on social media and to maintain a club social media account. For greater exposure, tag organizations like ASNU, SAB, or MOSAIC within a post, and the students responsible will repost if appropriate. Club social media pages must remain NU-appropriate.
[bookmark: _Toc212834973]Advertising Tips
What makes an advertisement successful? 
· Having a clear vision communicated in your advertising
· What are you wanting to sell to your audience? What makes your club/organization unique and important?
· Creating eye-catching flyers and posters that clearly communicate important details
· Use resources such as canva.com, postermywall.com, and spark.adobe.com/make/posters for engaging advertisements 
· Placing your posters in strategic locations across campus
· Where are areas on campus that large student populations use?
· Advertise via word-of-mouth
· Talking about your club/organization and inviting students face to face can be just as effective as a poster or social media post
[bookmark: _Toc212834974]Membership Resources
[bookmark: _Toc212834975]Recruiting New Members
Along with successful advertising, recruiting new members can be a difficult task to do effectively. Here are some following suggestions on how to get students interested and involved in your club/organization: 
 
· Participate in the You Belong Fair each September (required for all active clubs) and have students express interest in your club, events, or email list by an ASNU-provided signup sheet.
· Send personal email invites to students who have shown interest in your club/organization.
· Collect testimonials of current or previous club members of how the club/organization impacted them during their time of membership and share these testimonials at interest meetings or events. 
· Know your club/organization goals and vision for the year so that you and your current members can clearly communicate this to students who may show interest. It is important that the vision is consistent between club/organization leadership and its members. 
· Host an open house/interest meeting event. Offer students who are interested some kind of incentive to get involved such as a raffle, product giveaway, or special offer for new members.
· Show the progress and achievements of your club/organization. If people can tangibly see the impact your club/organization has on campus, this may be more of a motivation to buy into the vision. 
· Create a calendar of events so that students know what to expect and how to get involved. 
· Partner with your advisor and other campus professors in advertising to their circle of influence.
[bookmark: _Toc212834976]Supporting and Maintaining Members
Gaining new members is often easier than maintaining and supporting your members. Here are a few tips on how to successfully maintain membership throughout the year: 
· Have your mission statement clearly communicated at the beginning of the year and use this to measure the success of your club/organization’s impact on campus. 
· How are your members contributing to the vision’s success? 
· Clearly state the expectations for membership at the beginning of the year. If there are certain requirements such as GPA or involvement of events, these need to be clearly known across the board.  
· Ask for your members’ feedback. This may look like a poll or a simple check-in, but it is important that members know their opinions are heard and valued. This can also be a great opportunity to check in on things that are going well and areas in which your club/organization can be improved.  
· Use NU Connect for easy access to creating forms, viewing analytics, and exporting data
· Celebrate and highlight the successes of members throughout the semester

Thank you for your dedication to making Northwest University a more inclusive and engaging place for students to find belonging. Don’t hesitate to reach out to ASNU (asnu@northwestu.edu) with any questions.
	
	
	



	
	
	



