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Los Angeles Mission College
Club Packet 

1. Club Charter Application Form
2. Club Registration Form
3. Club Requirements and Regulations
4. Faculty Advisor Registration Form
5. Requirements for Club Constitutions
6. Student activities program Release Form
7. LACCD Excursion/Field Trip Form
8. Policies and Procedures for Speakers for Student Sponsored Activities
9. Procedures regarding Finances
Club Packet approved by ASO Council:

____________________________

_________________________

ASO President
-
Date

          ASO Advisor     -
       Date

_________________________________________
Vice President, Student Services
Date
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Los Angeles Mission College

Club Charter Application Form

NAME ______________________NEW__________________RENEWAL_______

Club Advisor_______________________________Club President___________________

Purpose of Club_____________________________________________________________

A. The Following Items must be on file in the ASO Office:

1. A valid Constitution dated and signed by the Club President and Club Advisor.

2. A current Club Registration Form

3. A Club Charter Application Form






ASO Executive Administrator
In a meeting held on ____________, this organization’s constitution was/was not approved by the ASO Council.
The application was:______
_________________ Recommended 

_________________ Rejected 





ASO President

B.  In a meeting held on _____________, by the ASO Council, the organization’s request for charter was considered.
The application was:
______
_________________ Recommended ___________________ Rejected 






ASO Vice President

C.  In a meeting held on _____________, by the ASO Council, the organization’s request for charter was considered.

The application was:
______
_________________ Recommended ___________________ Rejected 
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Los Angeles Mission College

Club Registration Form

PRINT OR TYPE ALL INFORMATION

Name of Club________________________________________________________________________

Purpose_______________________________________________________________________________
President___________________________________ Treasurer____________________

Vice President______________________________ Secretary____________________

Time and Place of meetings_______________________________________________

Names of Members (PRINT)

Sign

ID #

UNITS 

1_____________________________________________________________________________________2_____________________________________________________________________________________3_____________________________________________________________________________________4_____________________________________________________________________________________5_____________________________________________________________________________________6_____________________________________________________________________________________7_____________________________________________________________________________________8_____________________________________________________________________________________9_____________________________________________________________________________________10____________________________________________________________________________________
Advisor’s Name_______________________
 Advisor’s Signature____________________________
Ext __________

Office hours & Location____________________________
Los Angeles Mission College
Club Requirements

Advisors should meet with club officers and review these regulations.

1.  
The following items must be on file in the ASO Office:

a. Club Charter Applications Form

b. Club registration Form

c. Faculty Advisor Registration Form

d. Written Constitution as Approved by the ASO Council

e. LAMC Fund Description Form
f. Minutes of each meetings signed by the advisor

g. Student Activities Program Release Form (as needed)

h. LACCD Excursion/Field Trip Form ( as needed)

i. Facility Request for Special Events ( submitted at least four weeks in advance of the event)

j. Handling Money 

2. All members of the club must be register students of LAMC and have paid the ASO memberships fees.     
3. Since the premise of a club is a social organization with a shared interest, the ASO Club Codes require a minimum of (6) students who are ASO members and one advisor for a club to be established.  The advisor must be a regular college employee.  The students must demonstrate proof of ASO membership by providing copies of their fee receipts showing that the ASO fee has been paid for that semester.  The chartering forms include a mini-constitution that describes the purpose of the club.  After being chartered in the fall semester, a club can renew its charter for the spring term by again verifying that it has ten active ASO members (ASO fee paid) and an advisor.  Each club must re-charter each year.

4. The officers of the club must be actively and continuously enrolled, attending and completing classes with a minimum of five units along with a GPA of 2.0 at the college enrolled during the semester in which the office is held.

5. A copy of the minutes of each meeting signed by the advisor is turned in to the ASO Office by the last day of each month.

6. All dues, incomes, assessments and donations collected on campus through club/class/programs activities should be handled through the LAMC Business Office- College Fiscal Administrator. 

7. There is no hazing involving danger to a person, which neither degrades nor tends to degrade his/her person as a human being.

8. All publicity regulations are followed by the LAMC POLICY ON POSTING OF PRINTED MATERIAL.
9. The Alcoholic Beverage Control Act is enforced

10.     Clubs or organizations must not engage in secret ceremonies or functions.

11. All clubs must participate in at least three activities per semester. 

12. It is the responsibility of the members of a particular club to seek and select a faculty advisor.

13. All scheduling of events or meeting must be cleared with ASO advisor, to avoid time conflict

14. Club membership rosters must be submitted every semester, to avoid becoming inactive.

15. A club may become inactive due to lack of interest, or disciplinary measures on the recommendation of the ASO council.
16. A club may be suspended if the club violates the Standards of Student Conduct.

To the best of my knowledge the club/organization is abiding by the previously listed guidelines.

_____________________________



_________________________________

Advisor






Date




_____________________________



_________________________________

Club President





Date

Club President’s e-mail                                        __________________________________
Club Name

Meeting Time



Meeting Day


Meeting Place

Los Angeles Mission College

Faculty Advisor Registration Form

NAME_________________________________ DISCIPLINE_____________________________________

CLASS HOURS_____________________________ OFFICE HOURS____________________________

FACULTY ADVISOR FOR_______________________________________________________________








Name of Club or Organization

RESPONSIBILITIES OF FACULTY ADVISORS OF STUDENT ORGANIZATIONS

1. The advisors are responsible for proper supervision of any meeting and/or activity staged by the group with which he/she is working. The majority of club meetings (at least one per month) must be held on campus during the regular college day. Minutes of the meeting must be signed by the advisor and submitted to the ASO Advisor’s Office.

2. Advisor should play an active role in assisting the students to establish a meaningful program that is consistent with the purposes of the group and with the goals of the college.

3. Advisors should encourage the development of initiative, responsibility, and leadership in the student members.

4. Advisors should supervise financial transactions, the handling of club funds, and the maintenance of financial records. Expenditures should not be made without prior approval of the advisor.

5. Advisor should feel free to discuss problems with the ASO Advisor, the support of the club program is extremely important within all areas of the college structure.

6. Faculty advisor must make sure that hazing is not a part of any college club program (Section 10852 of the Education Code of California). The hazing law prohibits acts that injure, degrade or disgrace, or tend to injure, degrade or disgrace any fellow student or person attending the college.

7. The advisor should enforce the Alcoholic Beverage Control Act which prohibits the serving or consuming of alcoholic beverages at any college or club or organization sponsored event, on or off campus, regardless of the age of the participants.

8. Advisors should make sure that the following are on file in the ASO President and ASO Advisor office:

a. Club Charter Applications Form

b. Club registration Form

c. Faculty Advisor Registration Form

d. Written Constitution as Approved by the ASO Council

e. LAMC Fund Description Form

f. Minutes of each meetings signed by the advisor

g. Student Activities Program Release Form (as needed)

h. LACCD Excursion/Field Trip Form ( as needed)

i. Facility Request for Special Events ( submitted at least four weeks in advance of the event)

9. All Faculty Advisors should contact the Business Office so that accounts may be   established prior to the collection of any money. Complete a Fund Description Form and review the Procedure for Handling of ASO/Club Funds.

The Administrative Regulations S-5 and the Fiscal Services Bulletin 79A-001 are for your reference.

10. The advisor should insure that new members are selected without prejudicial    discrimination based on race, religion, gender, sexual orientation or national origin.

11. The advisor should approve all club correspondence and publicity materials.

12. The advisor or advisor’s designee, should plan to be at all club special events and must be at all on-campus events, i.e., such as dances, that are held outside of normal working hours.

I have read and understood and accept the above duties and responsibilities as Faculty Advisor. In addition, your signature indicates that you will accept the responsibilities as a faculty club advisor and have verified ASO membership.
______________________________________________


____________________________

Faculty Advisor Signature





Date

Approved:____________________________________
                   Date________________________

Los Angeles Mission College

Requirements for Club Constitutions
GENERAL RULES

All club constitutions (and revisions of operating constitutions) must be checked by the ASO Council and the ASO Advisor.

OUTLINE OF CONSTITUTION

ARTICLE 1.
ORGANIZATION

a. Name:
If it is to be a Greek letter name, then it must be checked to see that you are not selecting a national Greek letter fraternity or sorority.

b. Purpose and how it is accomplished:
1. All clubs must have as their purpose service to the college through opportunities offered to students through either cultural, community, recreational or vocational offerings. Strictly “social clubs” are not approved.

2. If it is a service club, the specific projects should be outlined.

3. If it is a special interest club, it must include added opportunities for learning as an extension of the classroom or meet a specific need.

4. All aims must be educational and compatible with college and/or community interests.

c. Dues:
Any assessment of dues must be voted by the entire membership and be voluntary.

d. Time, place, and frequency of meetings:
1. Time and place of all meetings should be reflected on the bulletin in the ASO office.

2. All meetings held off-campus must abide by college rules

3. Officers should meet with their advisor to go over agenda before meetings in order to avoid having general meeting be a committee meeting.

4. The last meeting of the semester will be held one week preceding the final examination schedule.

Article 2. MEMBERSHIP

a. Eligibility
All club membership must be open to all regularly enrolled students who are paid members of the Associated Students of Los Angeles Mission College.

b. Special requirements for membership: 

1. Numbers in service clubs may be limited only on the basis of number that can benefit form a group experience and on ability to carry out the functions of the group.

2. Membership may not be limited on the basis of age, race, religion, gender, sexual orientation or national origin.

3. There will be no inactive members or alumni members. Membership will be composed of Associated Student Organization members only. 

4. All members’ lists are filed in the ASO Office, each semester.

Article 3.
OFFICERS AND ELECTIONS
a. Titles and duties of officers

b. Elections of officers- details

All officers should be elected proceeding the last two weeks of the semester.

c. Term of Office
· Officers shall be elected for _________________ semesters
d. Special requirements as to scholastic standing or other rules: The officers of the club must be actively and continuously enrolled, attending and completing classes with a minimum of five units along with a GPA of 2.0 at the college enrolled during the semester in which the office is held.

e. Replacement due to ineligibility
f. Definition of quorum in regard to council:
1. Quorum should be at least majority of members who attend.

2. No group may set up a rule whereby the elected officers make all decisions for the group.

g. Appointment of committees:
Standing committees should be appointed for regular services and given recognition by membership on the council. Work should be delegated to as many as possible.

Article 4.
Representative to council others than officers:

a. Method of elections.

b. Qualifications for eligibility

c. Term of office

Article 5.
Faculty Advisors

All club faculty advisors are selected and invited by the members.

Article 6.
Club Rules
a. Club rules as set up by Los Angeles Community College Board of Trustees will be reviewed by the president and advisor with the membership at a meeting of each club in each semester.

b. A club may become inactive due to lack of interest, or disciplinary measures on the recommendation of the ASO council.

c. Club fund raising events must be approved in writing by the ASO Advisor.

Article 7.
Amendments to the Constitution

a. Method of origination:

Any member should have the right to propose an amendment.

b. Requirements for adoption:

No amendment should be adopted by less than majority of the voting membership
Article 8.
Ratification:
a. Requirements for adoption:

No amendment should be adopted by less than majority of the voting membership
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