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[bookmark: Introduction][bookmark: _Toc231990101][bookmark: _Toc237963100]Introduction
Welcome to the Student Organization Handbook for all Recognized Student Organizations at Northern Illinois University (NIU). As a recognized student organization at NIU, it is important to understand and follow all Student Government Association (SGA) and University Policies. This handbook provides student organizations information to become better informed on those policies and procedures. While the handbook will provide information on procedures, it is important for student organizations to review the Student Organization Policy in the SGA Bylaws for more detailed information. You can also find additional resources in the appendix at the end of the document for reference throughout the year. If you need assistance throughout the year, please reach out to SGA at SGA@niu.edu or to Studentinvolvement@niu.edu. Go Huskies!
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[bookmark: Student_Organization_Recognition][bookmark: _Toc231990102][bookmark: _Toc237963101]Student Organization Recognition
[bookmark: Definition_of_Recognition][bookmark: _Toc231990103][bookmark: _Toc237963102]Definition of Recognition
[bookmark: Temporary_Recognition][bookmark: Full_Recognition]Full Recognition
A student organization that has received approval from both the Organization Oversight Committee and the SGA Senate. The student organization has all the rights and privileges of a fully recognized organization.
[bookmark: Benefits_of_Recognition][bookmark: _Toc231990104][bookmark: _Toc237963103]Benefits of Recognition
Being recognized by the SGA allows student organizations to receive benefits at Northern Illinois University. Benefits include:
[bookmark: Funding]Funding
Recognized Student Organizations can request funding in a variety of ways from the SGA. The different kinds of funding that are available to Student Organizations are Annual Funding, Supplemental Funding, and Executive Allocation. Student Organizations should refer to the funding and budget section of this handbook to learn more about each type of funding and their respective timelines.
[bookmark: Space_Reservations]Space Reservations
Recognized Student Organizations will have priority regarding space reservation over groups external to the University. Recognized Student Organizations will be able to reserve their space through the Huskie Hub Event Registration page. Details on event registration can be found in the Event Registration Section of the Student Organization Handbook.
[bookmark: Involvement_Fairs]Involvement Fairs
Recognized Student Organizations are allowed to participate in the Annual Involvement Fair. Any Student Organization wishing to participate in the Annual Involvement Fair must have received full recognition from SGA at the time of the involvement fair sign up and is in good standing with the University. Recognized Student Organizations will also be informed of other opportunities to promote their organizations at University-sponsored events.
[bookmark: Service_Opportunities]Service Opportunities
Recognized Student Organizations will be informed of any planned service opportunities as they are brought to University Staff or SGA.
[bookmark: Huskie_Hub_Page]Huskie Hub
Huskie Hub is our Student Involvement platform. Recognized Student Organizations will have a page listed in Huskie Hub and will be able to submit event registrations among other forms in Huskie Hub.
[bookmark: Process_of_Recognition][bookmark: _Toc231990105][bookmark: _Toc237963104]Process of Recognition
To begin the process of becoming a recognized student organization, a student or advisor of the organization will need to submit an Organization Registration Form under the groups tab on Huskie Hub.
Organizations will need to have the following when submitting their Organization Registration:
· Organization Description
· Organization Officers (President, Vice President, Treasurer, and Full Time Faculty/Staff Advisor)
· At minimum two members in addition to the executive board (all members must be currently enrolled NIU Students)
· Governing Documents:
· Constitution and Bylaws
Any new Student Organization Registration will go through the following approval process within Huskie Hub.
[bookmark: Membership_Approval]Membership Approval
The organization membership (including officers) will need to confirm within Huskie Hub they are a part of the organization.
[bookmark: Student_Organization_Staff_Review_and_Ap]Student Organization Staff Review and Approval
Staff may follow up with additional questions to the person that submitted the organization registration.
[bookmark: SGA_Approval]
SGA Approval
The Organization Oversight Committee will vote on behalf of the Senate for full recognition and then be approved in Huskie Hub to reflect full recognition.
SGA will take the following steps to review recognition of student organizations.
1. The Organization Registration form found in Huskie Hub is reviewed by the SGA Vice President or SGA Director of Organizational Development. The SGA Vice President will be reviewing the submission to make sure that all required documents are present. The SGA Vice President or SGA Director of Organizational Development may also reach out to the organization to get further clarification on the submitted materials.
2. The Organization Oversight Committee will meet with the student organization to review their materials once more. If the committee finds that the organization has all the required pieces in their constitution and bylaws, the Organization Oversight Committee will vote for approval of full recognition of the organization. 


[bookmark: _Toc231990106][bookmark: _Toc237963105]Advisors
An advisor is one who gives ideas, shares insight, provides a different perspective, and counsels. In general, advisors have three main functions:
· Help with the growth and development of students.
· Add to the continuity of the groups as members graduate.
· Assist in program content and purpose.
The staff within Student Involvement offer support to student organization advisors. One such support system is the Monthly Advisor Town Halls where advisors will meet with Student Involvement Staff and other advisors to receive important updates and talk through some situations the advisor is facing with the organization they are advising.
Student involvement staff will have advisors watch a quick video to learn about important resources and knowledge that will be helpful for advisors to have in assisting their student organization. Advisors will also have access to an Advisor’s Handbook which will have information that will have information on recourses that the advisor can utilize in assisting their student organization. Student Involvement will require advisors to complete a monthly check-in form. This form will provide Student Involvement insight on how the organization is function and allow the office to provide advisors with guidance and/or resources on how to address those challenges.
Additionally, Student Involvement Staff houses a variety of materials that cover a wide range of topics including meetings, icebreakers/team builders, communication skills, leadership styles, ethics, recruiting members, fundraising, problem solving, multicultural awareness, presentations and programming, publicity, stress management, volunteerism, training, delegation, and conflict resolution.
[bookmark: _Toc231990107][bookmark: _Toc237963106]Advisor Agreement
The Advisor Agreement is to be signed on a yearly basis by the Full Time Faculty/Staff Advisor. This is an agreement for the Faculty/Staff Advisor to use as a guide and expectations when interacting with their student organization(s). If an advisor changes for whatever reason the Faculty/Staff Advisor Change Agreement must be signed prior to the new advisor taking on those responsibilities.
If an organization is in the process of looking for an advisor, the student organization can reach out to Student Involvement & Leadership Development staff at studentinvolvement@niu.edu or fill out the Faculty/Staff Advisor Request Form.

If a Faculty/Staff member would like to serve as a Student Organization Advisor and do not have a specific organization in mind they can fill out the Student Organization Advisor Interest Form.


[bookmark: _Toc231990108][bookmark: _Toc237963107]Re-Registration
[bookmark: Re-Registration]Every year student organizations registered with the Student Government Association are required to re-register through Huskie Hub. The re-registration process is important because it provides your organization time to update officers and information on your Huskie Hub page. 

[bookmark: _Toc231990110][bookmark: _Toc231990117][bookmark: _Toc237963108] Additional Resources and Policies


Convocation Center 
https://convocenter.niu.edu/pages/guest-services 
Holmes Student Center 
https://www.niu.edu/hsc/about/policies/index.shtml 
NIU Student Code of Conduct 
http://www.niu.edu/conduct/student-code-of-conduct/index.shtml 

Any questions please contact student involvement at studentinvolvement@niu.edu.
	
	
	




[bookmark: Student_Organization_Funding][bookmark: _Toc231990118][bookmark: _Toc237963109]Student Organization Funding
[bookmark: Funding_Eligibility][bookmark: _Toc231990119][bookmark: _Toc237963110]Funding Eligibility
To be eligible for SGA funding, student organizations must meet the following requirements:

· Open Membership
Organizations must not impose restrictions on membership, including (but not limited to) tryouts, academic majors, GPA or membership dues. 
· NIU Affiliation
Membership must be limited to individuals within the NIU community (students, faculty and staff)
· Recognition timeline
Organizations must have maintained full recognition for at least two (2) full semesters.

[bookmark: SGA_Funding_Categories][bookmark: _Toc231990120][bookmark: _Toc237963111]SGA Funding Categories
Organizations may apply for the following types of funding:

Annual Funding
· Requested during the current Spring semester
· Covers both Fall and Spring semesters of the upcoming academic year
Supplemental Funding
· Requested during the current academic year
· Intended for additional funding needs
Executive Allocation Funding
· Designed for larger campus initiatives
· Available throughout the academic year
Important Deadline
All financial requests must be submitted via Huskie Hub by March 31st each year

[bookmark: Funding_Tiers][bookmark: _Toc231990121][bookmark: _Toc237963112]Funding Tiers
Funding tiers are determined by the finance committee. Each tier has a different funding cap. To help identify different organizations and their funding options, student organizations can request information about which tier they are in and request to adjust their tier if needed. Requests will be reviewed on an individual basis. The default tier is tier 1.
Tier 1:
Newly funded organizations (organizations that are not currently funded). The maximum amount of annual funding requested shall not exceed $500.
Tier 2:
Competitive Organizations that are not sport clubs or sport organizations but attend/engage in competitions. 
a) Must have a minimum of three (3) yearly competitions.
b) Must not be a sport organization where sport is defined as an activity involving physical exertion and skill.
c) The maximum amount of annual funding requested shall not exceed $5000.

Tier 3:
Academic and Department Affiliated Organizations. These are defined as organizations affiliated with a specific academic interest or university department serving a larger section of the student body. The maximum amount of annual funding requested shall not exceed $2500. 
Tier 4:
Sponsored Student Organizations. These are defined as organizations with a focus that serves their specific membership and have no real responsibility to the rest of the student body. The maximum amount of annual funding that can be requested is $1000.

[bookmark: How_to_Request_Annual_Funding][bookmark: _Toc231990122][bookmark: _Toc237963113]How to Request Annual Funding
Nonrestrictive Organizations that have maintained full recognition for 4 months (as of the date that budget requests are due) can request annual funding from the allocation of the student activity fee through the SGA. Annual funding may be requested by student organizations by creating and submitting a budget to the SGA for approval of funding.
1. Attend Budget Training
Budget training is offered for all organizations to receive funding. These trainings are to be completed each year, and budget trainings will be held in the Spring Semester.
Prepare a Budget for your Organization
After completing the budget training, organizations must have the president or designated entity prepare a budget to submit. For more assistance when preparing a budget, contact the SGA treasurer.
Submit Funding Request to SGA Treasurer
The funding request form can be found on Huskie Hub. These requests should be submitted before the deadline. Funding requests must be approved by the president and faculty advisor of the organization. The SGA Finance committee may request a budget presentation from any organization requesting annual funding. 
[bookmark: General_Timeline_for_Budget_Requests]



General Timeline for Funding Requests
All funding requests must be submitted by March 31st of the same academic year. 
[bookmark: _Toc231990123][bookmark: _Toc237963114]How to Request Supplemental Funding
Any nonrestrictive and fully recognized student organization can apply for supplemental funding.
There is a limit of one request per semester per organization. Organizations seeking supplemental funding can do so via Huskie Hub platform through the following steps:
Complete Form for Supplemental Funding
The supplemental funding form can be found on the organization’s page in Huskie Hub under Money. Organizations seeking funding must complete and submit their application for additional funding each time they are requesting funds. Only an officer of the organization will be able to submit any funding request. This step needs to be complete at least 2 weeks prior to when the funds are needed. 
Once the application is submitted on Huskie Hub, the finance committee will make decision on whether the request is approved or not. All final funding requests must be submitted by March 31st of the same academic year. 
Receive Committee Decision
The SGA Finance Committee’s decision will be communicated with the organization via email.
[bookmark: How_to_Request_Executive_Allocation][bookmark: _Toc231990124][bookmark: _Toc237963115]How to Request Executive Allocation
Executive Allocation is a source of funding for larger campus initiatives. These initiatives can be department sponsored and/or collaboration between student organizations that would serve a large portion of students on campus.
Complete Form for Executive Allocation
The Executive Allocation form can be found on Huskie Hub under the Money section. Organizations seeking funding must complete and submit their application for each request. This step needs to be complete at least 2 weeks prior to when the funds are needed.
Presidential Approval
Once the application is submitted on Huskie Hub, the SGA President will review the application. The Finance Committee may request a presentation from applicants for Executive Allocation at the discretion of the SGA President. 
[bookmark: University_Policies_and_Procedures]

[bookmark: _Toc231990125][bookmark: _Toc237963116]University Policies and Procedures
As a recognized student organization, all student organizations are expected to abide by all SGA and University Policies as well as Local, State, and Federal Laws.
All Student Government Association policies pertaining to student organizations can be found in the SGA Constitution and Bylaws. Additionally, student organizations will need to complete any required training on an annual basis to be able to utilize the benefits provided by SGA Recognition. The training required will be outlined on page 40.
[bookmark: Freedom_of_Expression_Policy]Student Organizations will have to abide by University Policies and Procedures. These policies and procedures will be mentioned throughout the handbook but are described and linked below. For more information on forms and policies visit our Student Involvement website.
[bookmark: _Toc231990126][bookmark: _Toc237963117]Student Code of Conduct
The Student Code of Conduct outlines the process the university follows when charging students with an alleged violation. The code explains sanction options for those students who admit to or are found responsible for a violation. For more information, visit the Student Code of Conduct Website.
[bookmark: _Toc231990127][bookmark: _Toc237963118]Freedom of Expression Policy
[bookmark: Off-Campus_Events_Policy]The Freedom of Expressions Policy outlines the rights of NIU students and student organizations regarding Freedom of Expression. Northern Illinois University is committed to freedom of expression and open discussion in all matters of public interest and is further committed to assuring all members of the University community have the broad latitude to speak, write, listen, challenge, and learn. For more information visit our website.
[bookmark: _Toc237963119]Hazing
Hazing is defined as behavior that includes but is not limited to the participation in any activity, whether on or off campus by an organization, group, or member of the organization or group that endangers, creates, or causes a substantial risk to an individual’s mental or physical health.
· Behavior that causes risk to an individual or group’s safety. Hazing may also include the defacing, destruction, or removal of public or private property for the purpose of initiation, admission, affiliation with and or continued membership within a group or organization.
· Behavior or an activity that causes fear or intimidation, embarrassment or ridicule, physical harm, injury, exhaustion, endangerment, mental and physical fatigue, negatively impacts an individual or causes duress.
The intent of the act or the consent or the cooperation of the individual(s) experiencing such behavior does not defend or justify such behavior.
Hazing can also be reported by coming to the Office of Student Conduct and speaking with a conduct administrator, located at the Peters Campus Life building, Room 280, calling our office at 815-753-1571 or emailing conduct@niu.edu. Additional information can be found on the Huskies Don’t Haze site too. 


Hazing Resources
· The Illinois General Assembly
· Stop Hazing
· Clery Center (The Stop Campus Hazing Act)

What Can Hazing Look Like?
Hazing can appear in many forms of activity or behavior. Something that may seem harmless or a joke can be a form of hazing. It is important to understand that hazing is a range of behaviors that may be both psychologically and or physically harmful (Allan, 20025).  
Sexual Abuse and Harassment
The organization will not tolerate or condone any form of sexist or sexually abusive behavior on the part of its members, whether physical, mental or emotional. This includes any actions, activities or events, whether on organization premises or an off-site location, which are demeaning to women, men, or other identified gender, including but not limited to verbal harassment, sexual assault by individuals or members acting together. The employment or use of strippers, exotic dancers or similar entertainers, whether professional or amateur, at an organization event as defined in this Policy is prohibited.
The NIU Sexual Misconduct Policy, also prohibits sexual harassment and sexual misconduct (as defined in the Student Code) by University students and provides for disciplinary action in the event of a violation.

Examples of Hazing Activities
This list of hazing activities and examples is intended as a guide. It is not complete. With few exceptions, singling out new or pledged members to do something that members do not have to do is hazing. Ask yourselves: Would you feel comfortable if the parents of your new members were present during the activity? Consent by new members or a member is not a defense to hazing.
Examples (include but not all encompassing):
· Any form of physical activities, calisthenics or exercise.
· Scavenger hunts, regardless of whether the hunts promote theft, vandalism, and destruction of property or humiliating public acts.
· Paddling, paddle swats, or any other striking, beating, or hitting.
· All-night work or study sessions.
· Forcing or requiring pledged or initiated members to ingest any liquid or solid matter, edible or non-edible (e.g., any alcoholic substance, chewing tobacco, goldfish, raw onions, spoiled food, etc.).
· Dropping food (eggs, grapes, liver, etc.) or any other item into the mouths of pledged or initiated members.
· Requiring pledged or initiated members to wear unusual, conspicuous, embarrassing, or uncomfortable clothing, or clothing that is not normally considered to be in good taste (e.g., burlap underwear).
· Uncomfortable or inconvenient sleeping arrangements, including sleeping outdoors.
· New member-initiated member games designed to physically harm members of the incoming new members.
· Sleep deprivation - waking up new members repeatedly during the night (new members must be allowed at least six continuous, uninterrupted hours of sleep each night).
· Humiliation in front of non-members by reference to pledgeship.
· Verbal abuse such as calling a new member "scum" or "maggot"; yelling and screaming at new members.
· Line-ups of the incoming members, or grilling individuals or groups of new members with questions of any kind.
· Preventing a new member from practicing personal hygiene, including making them wear the same clothes for a week.
· Penalizing new members in any way for not having dates to specific events.
Penalties for hazing are very severe. There is no room for error. If you think it's hazing, it probably is. Don't put yourself in a situation that could jeopardize the organization or any member.

[bookmark: _Toc231990128][bookmark: _Toc237963120]NIU Student Organization Policies
[bookmark: _Toc237963121]Reservation Process for Student Organizations
Student organizations are required to submit their event. This is done through the Huskie Hub event submission form. The university requires events to be submitted so we are aware of the type of events that are happening around campus to provide support where it is necessary. Please note that each venue has its own policies and procedures and may require that you submit your events sooner than other venues. 
[bookmark: _Toc231990129][bookmark: _Toc237963122]Student Involvement Risk Management Policy
Student Involvement (―SI) at Northern Illinois University (―University) has adopted this Risk Management Policy (―Policy) for student organizations at NIU. Section I of the Alcohol and Drugs Policy and the other separate policies are based on the Risk Management Policy of national organizations and umbrella groups. This Policy is intended to apply to all student organization ( - Organization) entities and all levels of organization membership. Our purposes for adopting this Policy are to promote socially acceptable conduct that reflects the pride we have in each other and in the organizations to which we belong and to enhance the safety of our members and guests. For the purposes of this Policy, the term ―member includes a student organizations members and new members.
This Policy is separate from but complements the University’s Code of Conduct (―Student Code), which sets forth standards governing the conduct of all the University’s students and sets forth procedures under which the University may initiate disciplinary actions involving individual students and organizations. All members of the NIU community are expected to abide by this Policy, the Student Code, and other applicable University rules and regulations and federal, state, and local civil and criminal laws, regulations, and ordinances. In the event of any inconsistencies, the more restrictive provisions shall apply. This Policy is applied and enforced by Student Involvement and Student Affairs staff. 
No policy can cover all the possible situations that may arise. Organizations in violation of this Policy will be subject to review by Student Involvement, and they may be referred to Student Conduct.
Alcohol And Drugs
· General Policies
· The possession, sale, use or consumption of alcoholic beverages, while on organization owned premises or during an event, in any situation sponsored or endorsed by the organization or at any event an observer would associate with the organization, must be in compliance with any and all applicable rules and regulations of the University, the provisions of this Policy and all guidelines issued pursuant to this Policy, the rules and policies of the organization’s  (inter)national organization (if applicable), and the laws, regulations and ordinances of the United States of America, the State of Illinois, DeKalb County and the City of DeKalb.
· No alcoholic beverages may be purchased through or with organization funds, nor may the purchase of the same for members or guests be undertaken or coordinated by any member in the name of or on behalf of the organization. The purchase or use of a bulk quantity or common source(s) of alcoholic beverage, for example, kegs or cases, is prohibited. Liquor is also not permitted.
· Open parties, meaning those with unrestricted access by non-members of the organization without a specific invitation, where alcohol is present, are forbidden.
· No members, collectively or individually, shall purchase for, serve to, or sell alcoholic beverages to any person under the age of twenty-one (21).
· The possession, sale, or use of any illegal drugs, drug paraphernalia, or controlled substances while on organization premises or during an organization event or at any event that an observer would associate with the organization is strictly prohibited.
· No organization may co-sponsor an event with an alcohol distributor or bar at which alcohol is given away, sold or otherwise provided to those present. This includes any event held in, at or on the property of a tavern as defined above for purposes of fundraising. However, an organization may rent or use a room or area in a tavern as defined above for a closed event held in compliance with the provisions of this Policy, including the use of a third-party vendor and guest list. An event at which alcohol is present may be conducted or co-sponsored with a charitable organization if the event is held in compliance with the provisions of this Policy.
· No organization may co-sponsor, co-finance, attend or participate in a function at which alcohol is purchased by any of the host chapters, groups or organizations.
· All recruitment, rush or intake activities associated with any organization or governing council will be non- alcoholic. No recruitment or rush activities associated with any organization may be held at or in conjunction with a tavern or alcohol distributor.
· No member, pledge, associate/new member or novice shall permit, tolerate, encourage or participate in any drinking game. Examples of -drinking games include but are not limited to the consumption of shots of any alcoholic beverages, the practice of consuming shots equating to one’s age, beer pong, century club, dares, or any other activity involving the consumption of alcohol which involves duress or encouragement related to the consumption of alcohol.
· No alcohol shall be present at any member/new member/novice program, activity or ritual of the organization. The general policies set forth in this Section I apply to any event or gathering where alcohol is present which an organization organizes or supports, or which an observer would associate with the organization, whether or not the event or gathering is on organization premises and whether or not the event or gathering must be registered in accordance with Section VI of this Policy.
· Off-Campus Events
· For the purposes of Sections II – VII of this Policy, an ―event is defined as any party or function hosted or co-hosted by an organization that persons other than members of the organization (―guests) are invited to attend. The rules and policies in Section II apply to an event, other than an Alumni or Family Event, held on the organization’s premises at which alcohol is served or consumed (a  General Organization Event). The rules and policies in Section III apply to an alumni or family event held on the organization’s premises at which alcohol is served or consumed (an ―Alumni or Family Event); and the rules and policies in Section IV apply to an event held off the organization’s premises using a third-party vendor at which alcohol is served or consumed (a ―Third Party Vendor Event). The rules and policies in Section V apply to an event where no alcohol is consumed or available for consumption at the event (an ―Alcohol-Free Event).
· Use of Alcohol at an Event Held on an Organization Facility Premises (official or unofficial)
· Consumption of alcohol at a General Organization Event, even by those of legal drinking age, is prohibited if the ratio of guests to organization members in attendance at the event exceeds 3 to 1. The total number of organization members and guests in attendance at the event also must not exceed the fire code capacity of the facility. (Example: a chapter having 100 members in attendance at an event but with a facility fire code capacity of 180 may not have more than a total of 180 organization members and guests inside the facility during the event.)
· All guests at a General Organization Event must be at least eighteen (18) years of age. All guests at the event must present proper identification to the organization’s door monitor, showing proof of their age.
Events with Alcohol:
· Guest list for events with alcohol must be submitted electronically to studentinvolvement@niu.edu no later than 12 hours prior to the event.
· Social events with alcohol are allowed (within the guidelines provided in sections I, II, III, IV) but limited to Thursday, Friday, and Saturday nights while class is in session. Events with alcohol are not permitted during the week prior to the beginning of the Fall and Spring semesters, or during finals week, beginning on Saturday.
· All events at which alcohol is present are to be no longer than five (5) hours in total duration.
· Events held on Thursday and Friday cannot begin before 5 p.m. No event may exceed a period of five hours and must end by 2 a.m.
· Organizations must keep all beverages served limited to the physical confines of the common area of the event.
· Organizations must provide or make water and substantial amounts of non-salty food available during the time when alcoholic beverages are served.
· General Organization Events are limited to no more than one (2) per weekend, not on consecutive days.
· Door Management
· A printed or typed guest list must be prepared at least twelve (12) hours in advance of each event and always maintained at the entrance of the function. All guests must sign in to the function next to their name on the guest list (ex. Initial by name, door monitor highlights name, etc.). Individuals not on the guest list shall not be allowed to attend the event.
· The organization must assign the required number of door monitors who are trained and qualified to enforce the restrictions (e.g., age, guest list) on entering and leaving the event.
· Guests twenty-one (21) years of age and older must be clearly identified in a consistent manner as being of legal drinking age (ex. by wearing a colored wristband provided to the guest upon entrance, or by a mark placed on the back of both of the guest’s hands with permanent marker by the door monitor).
· Guests shall be required to enter the event through only one (1) entrance; however, all entrances and exits shall be clearly marked, and in no event shall any entrance or exit be locked or otherwise obstructed in violation of applicable fire and safety codes.
· Guests whose actions, conduct, and/or demeanor suggest that they may be under the influence of alcohol or drugs shall be prohibited by the door monitor from entering the event.
· Event Monitors
· An organization is required to have at least one (1) event monitor for every (15) people present at a General Organization Event. This includes members and guests. At least one (1) of the event monitors must be an executive board member or the risk manager of the organization and all must have received risk management training. Event monitors shall not consume any alcohol or use any illegal drugs or controlled substances at any time during or on the day of the event.
· The responsibilities of the event monitors include, but are not limited to, the following:
· Obtaining sufficient training and familiarity with this Policy and to carry out their responsibilities as event monitors.
· Monitoring the number of guests at the event and whether they are properly in attendance.
· Monitoring compliance by members and guests with Sections I and II of this Policy.
· Monitoring the intoxication level of members and guests and using reasonable efforts, as determined by the monitor, to deal with inappropriate behavior or conduct, including indications of high levels of intoxication (but not at the risk of the monitor’s own safety). This may include measures such as asking someone to leave the event, or if a person is obviously intoxicated, asking someone to help the person get back to the place where the individual is residing or staying. However, if violence or other aggressive or illegal behavior has occurred or is threatened, a sober monitor should call the police rather than intervening directly at the risk of the monitor’s or other members’ or guests’ personal safety.
· Ensuring that all door monitors and event monitors know the location of, are familiar with, and are adhering to the University’s (and, if applicable, the chapter’s) risk management and crisis management plans during the event.
· Ensuring that all door monitors and event monitors are aware of the following telephone numbers, and that the numbers are posted at or near the entrance to the event and are clearly visible and legible:
	1.
	Emergency
	911

	2.
	University Police:
	815.753.1212

	3.
	DeKalb Police Department:
	815.748.8400

	4.
	DeKalb Fire Department:
	815.748.8460

	5.
	Emergency contact telephone
	numbers for the chapter’s advisor(s) and

	
	(inter)national headquarters
	


· The Organization must allow Student Affairs staff to enter the organization facility at any time before, during or after a General Organization Event to carry out their assigned responsibilities under this Policy. Upon the arrival of a staff member at an event, the organization and its officers and members, including all door monitors and event monitors, shall treat the individual(s) as guests and give them the utmost cooperation, including providing them, upon request, with any relevant information concerning the event and those in attendance.
· Alumni and Family Events Held on Facility Premises
· The rules and policies in this Section III apply to any Alumni or Family Event (or Alumni and Family Event) held on the facility premises at which alcohol is served or consumed. An Alumni Event is an event where the guests in attendance are limited to alumni of the organization and their family members. A Family Event is an event where the guests in attendance are limited to the organization members’ families. For these purposes, an alumnus’ or member’s ―family includes their spouse, children, grandchildren, parents, grandparents, brothers, sisters, nieces and nephews, as well as corresponding step and in-law relationships. A single event may be both an Alumni Event and a Family Event.
· All Alumni and/or Family Events must be held in compliance with the General Policies set forth in Section 1 above.
· The rules and policies set forth in Section II of this Policy shall apply to an Alumni or Family Event (or Alumni and Family Event), except that the ratio limitation in Section II.B for guests to chapter members present at the event shall not apply (but the fire code capacity limitation shall apply).
· Unless otherwise approved in writing by the Student Involvement, each organization is limited to hosting a maximum of four (4) Alumni and/or Family Events each academic year (this means a total of four (4) such events, not four (4) Alumni Events and four (4) Family Events).
· Third Party Vendor Events
· The rules and policies in this Section IV apply to any Third-Party Vendor Event at which alcohol is served or consumed. A Third-Party Vendor Event is any event hosted or co- hosted by an organization using a third-party vendor that is held off the organization’s premises. An organization hosting or co- hosting a Third-Party Vendor Event must comply with the Third-Party Vendor Guidelines and must hire a third-party vendor holding the proper permit(s) under the Illinois alcoholic beverages statutes to serve the alcohol at the event.
· Both the organization and the third-party vendor are responsible for ensuring that the event is held in compliance with this Policy.
· The rules and policies set forth in Sections II.E and II.F of this Policy, regarding event monitors and rights of access to the event by Student Affairs staff members and/or council representatives, shall apply to a Third-Party Vendor Event. If two (2) or more organizations are co-hosting such an event, the event monitors must include at least one (1) executive board member or the risk manager from each organization.
· Persons whose actions, conduct, and/or demeanor suggest that they may be under the influence of alcohol or drugs shall be prohibited from entering the event.
· Organizations that host or co-host Third Party Vendor Events are encouraged to secure safe transportation to and from events for members and guests.
· Alcohol-Free Events
· The rules and policies in this Section V apply to any Alcohol-Free Event. An Alcohol- Free Event is an event where no alcohol is consumed or available for consumption at the event.
· No person shall consume alcohol prior to or during an Alcohol-Free Event.
· Persons whose actions, conduct, and/or demeanor suggest that they may be under the influence of alcohol or drugs shall be prohibited from entering the event.
· Registration of Events
· All events are to be no longer than five (5) hours in total duration.
· Organizations must register any General Chapter Event, Alumni Event, Family Event, Third Party Vendor Event or Alcohol-Free Event covered by this Policy at least five (5) calendar days in advance of the event, using Huskie Hub.
· [bookmark: On-Campus_Events_Policy]No organization shall host or co-host an event that hasn’t been properly registered, including all required forms and information, in accordance with this Policy.
· Student Organization Travel
· If a student organization is traveling outside of DeKalb, IL they will need to complete the Student Organization Travel Form through the Cleary Office. One person (either an officer or advisor) will be designated as a Campus Security Authority (CSA) and will be required to report the travel as a part of the annual Cleary Report. 

[bookmark: _Toc231990130][bookmark: _Toc237963123]On-Campus Student Organization Events Policy
On-Campus events exist to provide social outlets for NIU students and the NIU community. The following is a policy and set of standard operating procedures for On-Campus events sponsored by student organizations. 
A student organization event is any program or activity taking place on the NIU campus which is planned, sponsored, hosted, co-hosted, or promoted by a university recognized student organization which is open to non-members of the hosting student organization(s). Business meetings, information meetings held for the purpose of recruiting new members, practices and informational tabling events must be submitted in Huskie Hub but are NOT considered On-Campus student organization events. 
Questions about what constitutes an On-Campus student organization event can be directed to Student Involvement at studentinvolvement@niu.edu.  
Event Types

Major Events (500 or more Attendees)
1. Are considered high level events that require additional support from the organization, NIU PD, Venue, and Student Involvement. Events that fall into this category are Late Night Events (events that end after 11:59 PM), events with an estimated attendance of 500 people or more and/or events with external participants (including but not limited to performers and attendees). 
Recommended to be submitted to Huskie Hub no later than thirty (30) days in advance of the event. Prior to approval, the student organization executive board, possibly including the advisor, will meet with the staff to go over the event registration request, expectations of members at the event, and answer any questions the student organization may have about the event.
Multiple major events can happen within the same week, except for late-night events. Pending staffing availability, multiple major events could be subject to a limited amount within a week. 
The members that are working at the event must not be participating in the event and must be available to NIU PD and University Staff to address any possible concerns that are identified throughout the event. 
The advisor may be strongly encouraged to attend the event to serve as another representative of the organization, unless advised differently by Student Involvement. 







Rec Parties (Events at the recreation center that end after 11:59 PM):
1. Are considered high level events that require additional support from the organization, NIU PD, Venue, and Student Involvement. 
2. Must be submitted to Huskie Hub no later than forty-five days in advance of the event. Prior to approval, the student organization executive board, including the advisor, will meet with the On-Campus Events Committee to go over the event registration request and answer any questions the student organization may have about the event. 
3. Must have minimally five (5) members that are working throughout the event, unless advised differently from Student Involvement. The members working at the event must have their names and Z-IDs working the event must be submitted at least five (5) days in advance of the event. The members that are working at the event must be available to NIU PD and University Staff to address any possible concerns that are identified throughout the event. 
4. All Rec Parties must utilize University Tickets or a Huskie Hub registration with RSVP completed 12:00 PM the day prior of the event or 12:00 PM Friday for weekends (Saturdays and Sundays) or until tickets/registration has been sold out for guests. Student tickets will remain open until 2 hours prior to the start of the event.   
5. Rec Parties are intended for the NIU community. 
6. Rec Parties will end no later than 2:00 a.m. Doors will close one hour before the event’s scheduled end time or 1:00 a.m., whichever time comes first. The music will be turned off and lights will be turned on at 1:30 a.m. or 30 minutes prior to the end time, whichever comes first. All event marketing must indicate the door closing time and that attendees must bring a valid ID (On-Campus ID and a valid license/military ID). 
7. The host organization’s designated Event Coordinator and the students that have been identified to be helping with the event must participate in a pre-event meeting with NIU PD during a meeting held up to an hour prior to doors opening. Event entry will not begin until the meeting concludes and all members helping with the event are present at the start of the event. 
8. Guests must be at least 18 years or older for Rec Parties. Only one guest per NIU student will be permitted at late night events.
9. Tickets for rec parties will end ticket sales by 12:00 PM, the day prior to the event for guests. Student tickets will be available until 2 hours prior to the event start time. 
10. Priority for hosting a Rec Parties will be given on a first come first served basis unless the hosting organization has already previously hosted a Rec Parties within the same academic year. 
11. A final list of all those receiving VIP tickets for Rec Parties must be submitted to NIU Tickets (tickets@niu.edu) and Student Involvement (studentinvolvement@niu.edu) no later than ten (10) business days prior to the event.
12. Participants must remain in the immediate vicinity of the event. No re-entries are permitted at any major event. 
13. Cancellation of a late night event must be done at least 1 week (7 days) prior. If cancelled under the week deadline the student organization will be charged for the reservation. 

Large-Scale Events (100 to 499 Attendees)
1. Events are considered Large-Scale Events if they meet three (3) or more of the following criteria: 
1. Estimated attendance of 100 to 499. 
1. Security is requested. 
1. Open to non-NIU Students/Faculty/Staff
1. Use of fire 
1. Outdoor Event
1. Live music with no seating 
1. Heighted safety risk at the event that does not require security (i.e. car smash)
1. Competitive sporting/activity that is not a NIU Athletics event/Sports Club (i.e. dodgeball tournament)
1. Must be submitted no later than thirty (30) days in advance of the event. Prior to approval, the student organization, possibly including the advisor, will meet with Student Involvement and/or reservation staff to go over the event registration request and answer any questions the student organization may have about the event and determine if tickets will be needed for the event.
1. Student Involvement may require a student organization to meet with the committee if they do not meet 3 criteria depending on the scope and history of the event. 

General Events
1. Are all other events that are not considered a large-scale event or a major event, that are held On-Campus. 
General Events are recommended to submit their events no later than two (2) weeks prior to the event date. 
Student Involvement Staff will review all events and will determine if additional information is required prior to approval of events.
General Information
· All registered organizations in good standing (i.e., free of outstanding financial balances, organizational conduct issues, paperwork updated within Huskie Hub, etc.) can host On-Campus student organization events under this policy. 
· Organizations in good standing may co-host events; however, all organizations must comply with this and all related policies/regulations. Co-hosting means that both organizations are contributing equally to the planning and execution of the event. 
· Events are recommended to submit their events no later than two (2) weeks before the event. Some events may require the event to be submitted further out than two (2) weeks. 
· There are no events approved after the last day of classes for the Fall semester and on or after Reading Day of the Spring semester.
· A valid Cost Center number will be provided by the Office of Student Involvement for all organizations planning campus events. 
· Each event should have an identified Event Coordinator who will be responsible for meeting with the various offices and departments to ensure proper event planning and execution. The organization member submitting the event will be considered the Event Coordinator unless otherwise specified by the organization.  To minimize concurrent events, priority for approval will be given to the event which was first to request the space and complete the Huskie Hub event registration. 
· Student Involvement and/or the venue reserves the right to deny any event that may present safety risks or risk to the university. Events which may be classified as “ultra-hazardous” in nature, including but not limited to events which involve fire, fighting (i.e., boxing, Mixed Martial Arts), etc. may be denied. This will be decided case-by-case. If you have questions regarding whether your event is classified as “ultra-hazardous” prior to submitting the event, please contact studentinvolvement@niu.edu.
· The University has the right to manage events based on event risk factors as outlined in the NIU Police and Public Safety Event Risk Assessment Guidelines. 
· All attendees, including the hosting/co-hosting student organization(s) members and event guests, are required to follow the NIU Code of Student Conduct. 
· Non-NIU students under the age of 18 must be accompanied by a parent/legal guardian, teacher, or NIU faculty, staff, or student.  Attendees that are under 18 years of age must complete an Assumption of Liability and Risk Waiver with the event name, date, term, and guardian signature completed on the form. 
· The primary responsibility of the members of the hosting student organization is to oversee and run the event—participating in the event is secondary.  
· Any student organization that is found in non-compliance with this policy may be referred to Student Conduct or Student Involvement and could result in a loss of event privileges (i.e., hosting events). 
· Student groups and individuals (“Hosts”) are prohibited from serving as "fronts" for other organizations, both on and off campus. This means student groups and individuals cannot sponsor, schedule, or plan events for the purpose of giving off-campus organizations un-affiliated with Northern Illinois University access to institutional space, marketing resources, the institution’s name or likeness, or other institutional resources. 
· This policy will be adopted for events held within the event venue that is outside of the normal reservation process (i.e., convocation center).
Policy Exemptions 
This policy does not apply to events hosted or co-hosted by NIU departments. 
Event Safety
The wellbeing of NIU Students is of utmost importance, especially when hosting an event. The following information is information on safety requirements for On-Campus Events. Persons attending any event may be subject to removal from any event and could be referred to Student Conduct if they are found not following these guidelines. 
1. All attendees, including the hosting student organization members and event guests, are required to follow the NIU Code of Student Conduct.
1. The primary responsibility of the members of the hosting student organization is to oversee and run the event—participating in the event is secondary.  
1. The hosting student organization is expected to manage the event and be responsible for maintaining acceptable conduct and demeanor of those in attendance within its capacity to do so. Fighting, taunting, or other abusive behavior, and lewd or illegal acts will not be tolerated. The hosting student organization must take preemptive measures to curtail unacceptable behavior and react responsibly to inappropriate behavior of guests. However, event security will intervene at its discretion and as appropriate and shut down the event when unacceptable behavior occurs.
1. The hosting student organization is responsible for the actions of any contracted/non-contracted external service providers (i.e., D.J., band, or other types of entertainment performers/managers). 
1. Drugs, or weapons of any kind are not permitted. Any person may be subject to removal from the event should their behavior be determined to be under the influence by alcohol or drugs. Referral may be made to the Office of Student Conduct. If this occurs, no refunds will be given for ticketed events. Furthermore, the organization’s privilege of hosting additional events may be in jeopardy. 
1. Participants must remain in the immediate vicinity of the event. No re-entries are permitted at any event unless the event provides wristbands. However, if wrist banded the participant must still go through security again should security be present at the event.  
1. No outside alcohol, beverages or food can be brought into the event. The food or beverages that are at the event must be coordinated in conjunction with NIU Catering or a Preferred Vendor and the student organization. 
Event Security 
Student Affairs staff, in conjunction with the NIU Department of Police and Public Safety will:
Follow security protocols based on the risk level determined. This may include bag/purse checks, metal detectors, additional security, etc. Additional charges may be incurred from venue security staffing. 
a. If needs are determined, organizations may need to complete a pre-event contract with the Office of Student Involvement and the NIU Department of Police and Public Safety. 
Non-NIU Affiliated Performers may be screened in advance in consultation with the NIU Department of Police and Public Safety before they can perform on NIU’s campus. 
b. If performers are being screened, the organization will provide full legal names and addresses of all contracted services (i.e., D.J.s, comedians, singers, dancers, etc.) in advance of the event, to complete a risk assessment. 
Student Affairs reserves the right to shut down/cancel an event before or during the event due to security risks or safety concerns. Should this occur, the loss of revenue or deposit is the responsibility of the hosting student organization. 
Tickets
1. Student Involvement/Events Reservations office in consultation with the venue and/or NIU Department of Police and Public Safety will determine if ticketing is necessary for the event and may need to determine the appropriate location where tickets will be redeemed. 
1. The hosting student organization will be required to use the ticket system that is determined by the venue. 
1. Ticket profits will be deposited into an On-Campus Cost Center associated with NIU. Any ticket profit that is to go to a non-profit organization will be sent via a check and the student organization will need to provide a receipt of the profit being given to the non-profit organization. 
1. If events are ticketed, the profit from the tickets will offset any outstanding balances the organization has accrued prior to giving the profit to the organization. Any outstanding balances after ticket profit is used will be the responsibility of the student organization to pay the remaining balance. 
1. The number of VIP Tickets will be limited to the membership of the organization that is listed in Huskie Hub. These tickets will be deducted from the total number of tickets on sale. VIP Ticket lists will not be accepted for free events. 
1. VIP tickets are not transferable.  
1. Ticketed events will require students to have their student ID at the time of check in and if they are bringing a non-NIU guest, the guest must have a valid state ID or license that matches the name on the guest ticket. 
Event Funding
1. The event support fund is available to all student organizations to support their events and lower costs. If a Student Organization’s event is ticketed the student ticket cost cannot be more than five dollars ($5) to qualify for the event support fund. The event support fund must be applied to and approved by SGA prior to the event happening.
2. The event support fund will support up to a total of $1,000 for the following:
i. Mandatory Security 
ii. Basic staffing costs (i.e., Recreation Center Staffing)
i. Any other additional staffing costs will be the responsibility of the Student Organization. 
iii. Water for up to 950 attendees for Late-Night Events.
i. More water can be purchased at the expense of the student organization.
3. Student organizations will also be able to request Supplemental Funding from the Student Government Association. Student organizations should follow the request process that is outlined in the Student Organization Handbook. 
4. All other costs associated with the event are the responsibility of the student organization to pay. 

[bookmark: _Toc231990133][bookmark: _Toc237963124]Poster and Chalking Policy
Organization and Student Involvement Suite (OASIS) staff must approve all posters before they are placed on campus bulletin boards. Only Student Government Association (SGA) recognized student organizations in good standing and university departments may request approval to place posters on campus bulletin boards. Posters will be granted an approved posting time of up to one month. Electronic stamps for posters can be received by emailing your poster to posters@niu.edu.
Guidelines
· To receive an approved poster stamp, all student organization events must be submitted and approved in Huskie Hub. Any event not already approved will not be provided an approved poster stamp.
· Posters need to be submitted via the Poster Approval Request Form. For physical copies already printed looking to receive a stamp, a minimum of two (2) copies of your poster must be provided for approval. 
· One copy will be kept on file in the Organization and Student Involvement Suite (OASIS), HSC Lower Level.
· An item is considered a poster if it is one page and is no larger than 24" x 24".
· The full name of the sponsoring organization must be clearly identified on the face of the poster. (Acronyms and Greek symbols can only be used when in conjunction with the full name of the organization.)
· Contact information (phone, email or website where this information can be found) must be included on the face of the poster.
· We strongly encourage you to add the following language to your poster to provide more inclusive programming on campus: "For more information and if you need an interpreter or additional assistance, please contact: (insert contact name and number/email of event coordinator)."
· If you are promoting an event, activity or meeting, your poster should include the date, time and location.
· Posters indicating in writing or by illustration the serving of alcoholic beverages must contain a statement that "no one under 21 years of age will be served; IDs will be checked." No reference to alcohol abuse will be allowed (all you can drink, drinking contests, etc.)
· The relative size of the print advertisement or logo of a commercial sponsor shall be 1/3 or less in size of the event program, organization, or department being advertised and positioned in the lower 1/3 of the poster.
· Posters printed in a language other than English must include an English translation on the face of the poster.
· An individual requesting poster approval for Student Government Association elections must have approval from the Student Government Association elections commissioner before OASIS can approve the request.
Posting on Campus
· In order to maintain the natural beauty of the campus and to preserve the quality of buildings and grounds, approved posters may only be placed on bulletin boards provided for this purpose in university buildings. (Do not place posters on bulletin boards designated for university departments.)
· One copy of each poster design may be posted on each bulletin board and it may not be placed as to cover other posters. Items may only be posted with pushpins or tacks.
· Holmes Student Center campus dining clerk must be contacted at 815-753-6546 and will advise regarding the table tent policy for the Holmes Student Center.
· In residence halls, approved posters are to be delivered to the main desk of each hall at least 24-hours prior to the day the materials are to be posted. The main desk will further advise on their posting policy (policies differ from hall to hall). Please abide by each policy.
· For the Huskie Line buses, approved posters may be posted only within the overhead advertising frames on the inside of any bus. Contact the Student Government Association at 815-753-0483 with questions.

Approval and Violations
· OASIS staff may withhold approval for any poster deemed to be obscene, offensive or discriminatory to a portion of the university community, or which advertises an event that is illegal or unlawful. The decision may be appealed to the associate vice president for Student Affairs and dean of students.
· Failure to obtain approval for posters or the posting of posters on objects other than appropriate bulletin boards may result in the loss of an organization's/department's privilege of poster approval. Any poster deemed inappropriate must be removed by the organization/department in question, within 24-hours of notification. Repeated violations of this policy may result in the loss of the organization's/department's status and the adjudication of individuals.
· Unauthorized posting of signage is in direct violation of the Student Code of Conduct, Article III., 25 "Posting of Signage: Failure to post signage in accordance with established procedures of the specific building is prohibited." Violators will be forwarded to Student Conduct.
Chalking on Campus
Chalking is permitted on concrete sidewalks only, using washable non-toxic chalk - no other writing materials are allowed. Failure to follow these guidelines may result in the removal of writings and may be subject to fees involved with removal.

[bookmark: Student_Code_of_Conduct][bookmark: _Toc231990135]Food Sales Policy for Student Organization Fundraising Events
Purpose
This policy governs the sale or distribution of food by student organizations on campus.

Food Guidelines
· Catering Requirements
· Events in the Holmes Student Center, Peters Campus Life Building & MLK Commons must use NIU Catering.
· A discounted Student Organization Menu is available.
· Catering exemption requests may be fulfilled in very unique circumstances once approved by NIU Catering. Catering exemption requests are requests and are not guaranteed to be approved. Requests for exceptions must be made through the Reservation and Event Management Office Event Coordinator.  
· Pre-Packaged Food
· Student organizations are encouraged to sell or distribute commercially pre-packaged or commercially prepared foods whenever possible (e.g. individually wrapped snack items, bottled beverages, grocery store baked goods, or food items purchased from licensed foodservice providers). Pre-packaged foods reduce food safety risk by minimizing handling, temperature control issues, and contamination concerns.
· Outside Vendors
· To request an outside vendor, please contact the Event Coordinator assigned to your event by HSC REMO.
· Vendors must provide a valid food license, which must be submitted with the event request.
· Includes caterers and food trucks.
Food Sales Tabling Guidelines
· Appliances and Equipment
· Prohibited appliances and equipment. For safety reasons, the following items are not permitted at student organization food sales, tabling, or fundraising events:
· Deep fryers (including portable electric or propane models)
· Air fryers
· Grills (charcoal, gas, or electric)
· Hot plates or open-flame burners
· Any appliance that requires open heating elements, propane, or creates significant fire risk

· General Safety Guidance
· Student organizations may not bring appliances that generate high heat, flames, smoke, or grease into indoor spaces or outdoor pedestrian areas.
· Small, low-risk warming devices (such as crockpots or slow cookers) may be considered on a case-by-case basis, provided they are supervised at all times, plugged into grounded outlets, and used in accordance with university fire safety requirements.
· All food must be maintained at safe temperatures (≥ 135 °F for hot foods, ≤ 41 °F for cold foods) and in clean, covered containers when not being served.
· Any use of appliances must be disclosed and approved in advance through the Huskie Hub Event Submission form when reserving a space for your event. 
· The university reserves the right to deny the use of any appliance deemed unsafe or incompatible with the event location
· Home Prepared Foods
· Risk acknowledgment: Any food prepared in a private home or unlicensed kitchen carries an increased risk of foodborne illness.
· Student organizations that sell or distribute home-prepared foods assume all responsibility and liability for those items. Students preparing, selling, or consuming such food do so at 	their own risk.
· All student organizations must review and follow the U.S. Food & Drug Administration’s (FDA) Food Safety Guidelines for Consumers: https://www.fda.gov/food/consumers/buy-store-serve-safe-food 



· University Recommendation
· To best protect the health and well-being of the campus community, the university strongly recommends that student organizations sell only:
· Pre-packaged or commercially prepared food items
· Foods that require no on-site heating or complex preparation.

Compliance and Enforcement
· Compliance and Enforcement
· Organizations must disclose all food items and any appliances they intend to use during the approval process.
· The university reserves the right to require corrective action or shut down any event that does not comply with these guidelines.
· Non-compliance may result in loss of food sale privileges and/or student organization sanctions.
Costs
· Student organizations are responsible for all food costs.
· Additional cleaning fees may be charged if the space requires more than standard cleaning.
Recreational Fire and Bonfire Policy
[bookmark: _Toc231990136]

[bookmark: _Toc237963125]Open Burning Safety Policy
When an open burning event is planned on NIU property, a safety review of the plans must be conducted. Responsibility for conducting the open burning event and the safety of the participants, spectators, and others will be with the sponsoring organization. The review by NIU will be to assist the sponsor in carrying out their responsibilities. Safety reviews can be conducted for open burning events held off-campus at the discretion of the sponsoring organization.
Purpose
This document provides general guidelines for procedures for those who plan to have open burning as part of an NIU event.
Definition(s)
· Open Burning – Any outdoor event that an amount of natural combustible material is ignited and allowed to burn.
· Wood – Parts of a tree which would include: tree limbs, branches, trunks, less than 6 inches in diameter and three (3) feet long. Pallets, treated and non-treated construction lumber should NOT be considered wood as related to this policy.
· Recreational Fire – A fire ignited and allowed to burn on a pile of wood no larger than three (3) feet in diameter and three (3) feet high.
· Bonfire – A fire ignited and allowed to burn on a pile of wood no larger than twelve (12) feet in diameter and ten (10) feet in height.


Recreational Fire Procedure
The following procedure should be followed and viewed as a checklist to assist in attaining the goal of a safe and successful recreational fire event.
· Organization should reserve the East Lagoon by filling out the Event Form.
· The user organization is fully responsible for extinguishing the fire at the conclusion of the event.
General Rules for Recreational Fires
· “Open Burning” permits do not need to be obtained from the DeKalb Fire Department for recreational fires.
· Only clean, untreated or unpainted wood can be used as fuel for the fire. Paper can be used for purposes of igniting the fire. No accelerants (i.e. gasoline, diesel, etc.) can be used to ignite or sustain the fire.
· All recreational fires are to be placed in the burn pit at the East Lagoon. 
· DeKalb Fire Department, NIU Public Safety, or NIU Environmental Health & Safety can/will make safety based decision to extinguish any fire deemed unsafe or hazardous.
· No fire shall be constructed during prolonged dry periods.
· Organization will be responsible for all incidents of damage or injuries related to the bonfire. The group will be responsible for all costs incurred if Grounds or the DeKalb Fire Department has to be called out.
Contact Information:
NIU Holmes Student Center Huskies Den	815-753-1421
NIU Environmental Health and Safety	815-753-0404
NIU Public Safety	815-753-1212
NIU Grounds	815-753-1479
NIU Parking	815-753-1045
DeKalb Fire Department 	815-748-8460

[bookmark: _Toc231990138][bookmark: _Toc237963126]Showing Movies at NIU
Northern Illinois University requires a secured license from specified companies or proof of the ongoing licensing process for public movie showings. This applies to student organizations and university departments. It is a violation of copyright law to screen movies or TV shows without prior receipt of a license.  Student Involvement can assist with obtaining a license for your upcoming event if needed.

FAQ
· Can my student organization host a screening of a movie if I have a copy of the movie?
No. Unless your student organization has secured the rights and license to the specific movie being screened. This includes DVDs and movies streaming on Netflix, Hulu, etc.

· Where can I purchase the rights/license to screen a movie on campus?
You may contact the movie vendor (smaller, independent films) directly or use one of these vendors: Swank Motion Pictures, Inc., Criterion Pictures, and Motion Picture Licensing Corporation (MPLC)

· How much does it cost to purchase the rights/license to screen a movie?
The fees for the license and rental are determined by such factors as the number of times a particular movie is going to be shown, how large the audience will be as well as the current demand for the movie itself. Fees can vary and can become costly. 

· How long does it take to secure the rights/license for a movie?
Student organizations will need about two weeks before the date of your screening to secure the public performance license and to be sent the actual video or DVD from an authorized licensing agent.

· How do I let NIU know when my organization has secured the rights/license to a movie?
Submit the license via Huskie Hub during the event submission process. 

· How can I learn more about copyright laws and if my organization or department needs a license?
Swank Motion Pictures- has developed this site that further reviews copyright laws.  

[bookmark: _Toc231990139][bookmark: _Toc237963127]DeKalb Laws and Ordinances
Student organizations are required to abide by local, state, and federal laws. These may include but are not limited to the City of DeKalb ordinances. Some city laws may affect student organization event planning such as the DeKalb Raffle Ordinance or for Mass Gatherings. Below are some common laws that student organizations should consider when functioning as an organization or planning an event. For more information or to ask questions visit dekalbcounty.org.

[bookmark: DeKalb_County_Raffle_Ordinance][bookmark: _Toc231990140][bookmark: _Toc237963128]DeKalb County Raffle Ordinance
Student organizations looking to host a raffle for their organizational event will need to obtain a Raffle License from DeKalb County. Licenses may take time to be approved and is recommended that student organizations should request a license ahead of event registration. License request can be found on the DeKalb County Website.
[bookmark: DeKalb_Application_for_Mass_Gathering][bookmark: _Toc231990141][bookmark: _Toc237963129]DeKalb Application for Mass Gathering
If an event is hosted in DeKalb is anticipated to have an attendance of more than 200 people, a mass gathering permit application needs to be completed and submitted not less than 30 days prior to the event.  A mass gathering event permit may also be required if the event is held on private property as well.  Applicants are encouraged to review Chapter 34 of the Municipal Code to familiarize themselves with the requirements for the application and any associated fees. 
For more information, please visit DeKalb Mass Gathering.

[bookmark: _Toc231990142][bookmark: _Toc237963130]Training and Expectations
Student organizations are expected to attend the Student Organization Conference. Not attending this conference will result in a loss of privileges until the make-up trainings are completed or, if the training is no longer offered, until the end of the academic year. If a student organization continues to neglect the training, it could lead to further extended loss of privileges or be brought to the SGA for a loss of recognition. There may be additional training or expectations based on your organization type. If you are unsure if your organization should be completing any additional training or have any additional expectations to follow, please reach out to studentinvolvement@niu.edu.
[bookmark: Required_Training:][bookmark: _Toc231990143][bookmark: _Toc237963131]Required Training
[bookmark: Student_Organization_Conference]Student Organization Conference
Every student organization will be required to have their president or another executive board member attend in place of their president the Student Organization Conference. Failure to attend the conference will result in loss of privileges such as the ability to request annual funding and/or host events. 
Should the student organization be unable to send their president or an executive board member in their place, they will have to complete the make-up session with Student Involvement. The make-up session will consist of the executive board attending the Positional Roundtables happening throughout the semester. More information about Positional Roundtables can be found in the Other Training Offerings section.
[bookmark: Other_Training_Offerings]Other Training Offerings
[bookmark: Positional_Roundtables][bookmark: Organizational_Workshops]Student involvement will provide other training offerings throughout the school year. While these will not be required (unless your student organization needs to make up the conference requirement) it is highly encouraged to attend as these training workshops will provide valuable information that could help your organization succeed. There are two types of other training workshops we will be offering which will be Positional Roundtables and Organizational Workshops. In addition to being valuable information to learn, by attending more of these sessions your student organization could win prizes for your organization such as funding for an event.

Annual Re-Registration Training
Student Involvement requires that all student organization re-register for each school year. As a part of the re-registration process the President, Vice President, and Treasurer must complete an online training housed in Huskie Hub. This training is to help prepare our student leaders for the upcoming academic year and place them in the best possible position to be successful as a student organization. For instructions on how to complete the re-registration process please see page 6. 

[bookmark: Other_Requirements]Other Requirements
Some student organizations may fall into a category where they have additional expectations and requirements, they must complete outside of what is listed in this handbook, student conduct policy, or SGA Constitution and Bylaws. If an organization falls into one of these categories, they must abide by all previous expectations and requirements listed in this handbook and elsewhere in addition to what is provided by the office(s) overseeing that organization category.
[bookmark: Fraternity_and_Sorority_Life]Fraternity and Sorority Life
[bookmark: Locations_On_Campus]Student organizations that fall under Fraternity and Sorority Life are organizations that are a Fraternity or Sorority that are a part of the Fraternity and Sorority Life Office. Typically, social, or cultural in nature these organizations will have specific expectations and requirements outlined in the Fraternity and Sorority Life Handbook. Honor societies that are a Fraternity or Sorority do not fall under this category unless otherwise specified.

[bookmark: _Toc231990144][bookmark: _Toc237963132]Resources
[bookmark: Writing_a_Constitution][bookmark: Accessibility][bookmark: _Toc231990146][bookmark: _Toc237963133]Accessibility
NIU is committed to providing access and will provide sign language interpreters and CART (Communication Access Realtime Translation) services as able for university-related events in accordance with applicable law. The Disability Resource Center (DRC) is funded to provide this service to eligible, enrolled students for their class-related academic activities. For other activities, or when a non-student request interpreting services, the department or organization conducting the program, service, or activity is responsible to fund the cost of the interpreting services.
Organizations can request either sign language interpreter or CART (aka live captioning) services for events on the CART Reservation Site.
[bookmark: Student_Organization_News_Website][bookmark: _Toc231990147][bookmark: _Toc237963134]Student Organization News Website
Anyone wanting to find communications that went out to student organizations can visit our Student Organization News Website. Students, Faculty, Staff and the larger NIU and DeKalb community can see what has been shared with our student organizations to keep up to date on what is being communicated and what is happening with our student organizations.
[bookmark: Weekly_Student_Organization_Communicatio][bookmark: _Toc231990148]
[bookmark: _Toc237963135]Bi-Weekly Student Organization Communications
Every week student organization leadership and advisors will receive a Weekly E-mail from University Staff outlining Updates, Opportunities, and Announcements available to all student organizations.
Anyone that is not a part of the student organization leadership or advisor list can also sign up to receive these weekly e-mails by subscribing on the Student Involvement Huskie Hub Page.

[bookmark: _Toc231990155][bookmark: _Toc237963136]Appendix
[bookmark: _Toc231990156][bookmark: _Toc237963137]Appendix A – Definitions 
I. Major Events: High level events that require additional support from the organization, NIU PD, Venue, and Student Involvement. Some events that fall into this category are Late Night Events (events that end after 11:59 PM), events with an estimated attendance of 500 people or more, events with high security risks, etc.
II. Late Night Events: Events that are planned on campus that end after 11:59 PM.
III. Large-Scale Events: Events that meet three (3) or more of the criteria found in the On-Campus Events Policy. 
IV. General Events: All other events that are not considered a large-scale event or a major event, that are held On-Campus. 
V. Faculty/Staff Advisor: Full time Faculty/Staff member of the university that serves in an advisory capacity to the student organization. 
VI. Member: A full-time NIU Student that has chosen to officially join, on the path to join (i.e., new membership processes), or is selected to join and has accepted the offer, a student organization that is at NIU.  
VII. Executive Board: Members of the student organization that serve in a position that runs the student organization (i.e., President). 
VIII. Event Safety: Measures taken to enhance the safety of the student organization’s events and make sure that there are adequate checks in place for each event.
IX. Funding: Money that is either from the organization itself hosted in an external bank account or within a student organization cost center. 
i. External Bank Account: Funding that the organization alone manages and is held within a bank account not associated with the university (i.e., FNBO)
ii. Cost Center: A financial account which holds money for an entity within NIU, including funded student organizations, and is guided by NIU Purchasing Goods and Services Policy.

Huskie Hub Submission
Write constitution and submit in Huskie Hub.


Membership Approval


Full Recognition
Organization has met all requirements and has been granted full SGA Recognition by the Organization Oversight Committee.
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