APPLICATION FOR STUDENT ORGANIZATION OFFICE

Southern Connecticut State University

Student Club and Organization Resource Area

Organizations that meet the following criteria for office space may apply each semester in the Office of Student Life. A committee of students and staff will review all applications and, based on the criteria outlined, will assign office space.
Criteria for office space allocation:

A. Office space is given to recognized student organizations in good standing who have registered with the Office of Student Life by completing a Club Registration Application, any other necessary documents, and attended required meetings for Clubs and Organizations. Priority for allocation of office space will be based on the following:
a. Activity and involvement through programs, workshops, and of meetings.

b. Number of active and involved members.
c. Positive contributions to the university community, clubs, and organizations and the New Haven Community and surrounding community.

B. The office space is to be used to conduct business directly related to the mission and purpose of the organization.

C. Each organization allocated a space must hold a minimum of 15 office hours per week. These times must be posted and maintained and must be held when the Resource Area is open to the university community.

D. Organizations must be willing to share office space, recognizing every organization’s right to equal access.

E. An organization, which is eligible for space in another area, will not be considered for space in the Student Center, unless space is available and has not been requested by other eligible organizations. If office space is assigned to an organization with another space option, the assignment is subject to revocation if at the end of the semester another qualifying organization applies for space.

Name of Organization 
_______________________________________
President:      _________________________________________________
         *Note: The person designated here will be responsible to act as the organization’s contact person with     
the Student Center unless otherwise  noted within this document.
Address: ______________________________________________________________________
                         Street                                                                City                                      Zip

On-Campus Address: _________________________________________________________
Phone     __________________________          ______________________           __ _______________

                           Day                                         Evening                                     Cell

Email:     ____________________________         
Advisor:
       ________________________________________________________________

Office Phone             ______________________      Email: ___________________________            

Applying for (check only one)   

                                        ______  Shared Office Space (10 spaces available)

                                        ______   A desk drawer within the resource room. (16 available)                                                         
*All other organizations will be assigned drawer space in a file cabinet to be used as a space to file documents (constitutions, minutes, agendas, etc…). 
* Please note that all clubs and organizations will have access on a first come first serve basis to use the desks, computers, and phones in the resource center main area. 
Conditions which may result in loss of office space: 

A. Loss of university recognition status, i.e., failure to meet one of the recognition  requirements for the organizations particular status.

B. Excessive noise which disrupts the orderly business of the office.

C. Vandalism or damage to office property. 

D. Failure of an organization to post and regularly maintain required office hours.

E. Failure to maintain an environment appropriate to an office.

F. Removal of University furniture, equipment, or supplies.

G. Violation of University Code of Conduct.

Process for loss of office space is as follows:

A. The organization will be notified in writing by The Office of Student Life via email that there has been a reason to pursue removal. 

b. In the event of loss of recognition, serious vandalism, damage, or violation of the Code of Conduct, the organization will have office access revoked immediately. 

B. The President and Advisor of the organization will meet with The Office of Student Life and Student Center Office to discuss the situation.

C. The organization will receive the recommended resolution via email. 

D. The organization will have 24 hours to appeal this decision, in writing via email, to the Dean of Student Affairs.

CONTINUE TO APPLY FOR OFFICE SPACE:

1. Briefly describe the purpose and mission of your organization:

2.  How many active student members does your organization have? How many can be 
considered active? What (if any), are the eligibility requirements for membership in your group?

3. Does your organization have space elsewhere on campus? If yes, where is it and why will you be needing additional space?

4. On average, how many total hours per week would your organization use office space in the following ways:

i.   Officer Meetings:

ii. Organization office work (phone use, computer use, paperwork, etc.):  

iii. Other (please specify):

5. What are your groups proposed office hours, and on what days of the week will your area be opened and staffed?

*The Office of Student Life will track and monitor the usage of the 
Resource Area and its offices.

6. How is your organization funded?  

7. How will your club/organization benefit from the office space?
8. What is your club/organization involved in that would require the use of an office?

9. Please provide any additional information, considerations, or special needs that the committee should consider before making their decision:

Southern Connecticut State University

Student Organization Office Space

Terms of Agreement

Office space in the University Student Center comes with privileges as well as responsibilities. To maintain eligibility during this academic year, and for consideration of future renewal- your organization must agree to the following:
1. Student Organizations must be registered with the Office of Student Life prior to receiving space.

2. Offices are assigned at the end of every spring semester. All student organizations must reapply for space each spring between March 1st and April 30th. 
3. The space allocation will expire on the Friday of Spring Commencement. Student Organizations not assigned space for the following year must remove all materials from their space prior to that date. Materials left behind will be removed, stored for one month and then discarded or recycled.

4. Club presidents will submit a roster of members eligible for office access. Those individuals will be asked to use their Hoot Loot cards to access the office. 
5. Furniture may not be added or removed to or from the office space.

7. Student Organizations that are allocated space must attend a mandatory orientation          meeting with the Office of Student Life and the University Student Center.

8. Offices may be accessed only during the Center’s hours (generally from 8am-10pm),

    unless prior approval is given by The Student Center Office.

9. In Club Offices, Clubs and Organizations may hang club related materials on bulletin boards, framed awards, framed certificates, and framed pictures from recognized club activities. In the main resource area, Clubs and Orginizations may also submit 5x7 and 8x10 club pictures to the Office of Student Life  to be hung on the walls.
10. Any damage to, or problems with facilities, must be reported to the Student Center’s main office- (stop in or call 392-5500). 

11. Alcohol, tobacco of any kind and illegal drugs are prohibited within the Student Center.

12. Only sight assistant animals are allowed in the Student Center.

13. Offices must be kept neat and orderly. They should remain free of debris and clutter.

14. Every organization must log a minimum of 15 office hours per week in their office space and must post office hours on the bulletin board near the office door.

15. All organization members should respect the office space of other organizations. Please do not intrude on neighboring spaces.

16. Organizations are responsible for their members and guests’ behavior in their offices.

17. Disruptive noises and horseplay are not allowed in office areas.

18. Food and drinks will be allowed in the office as long as trash is discarded in trash cans or recycled. Food and drinks may not be stored in the offices. Student Organizations must abide by SCSU’s contract with Chartwell’s related to food in the Student Center.

19. Student Organizations and their members are governed by the Student Code of Conduct.

20. Any complaints regarding usage of space by student organizations may be filed with the Office of Student Life.

21. The Office of Student Life/ Adanti Student Center is not responsible for any items left in organization offices.

22. Employees of the Student Center and Office of Student Life reserve the right to enter office spaces and storage areas at any time to inspect for cleanliness or damages.

23. Office space privileges may be immediately revoked for any severe or egregious violation of the rules. Other violations may result in warnings and other appropriate organizational sanctions. 

24. Televisions and refrigerators , microwaves, or appliances are not permitted in the Resource Area or Offices.

25. Radios/music can be played only through headphones.

26. The Resource Area/Offices can not be used to hold large meetings. (Executive Board meetings of 4-5 people can be held in offices if they do not infringe or disturb other students.)
27. The Resource Area/ Offices is not to be used to store items. Limited storage is available through the Office of Student Life. Please visit Room 244 if you have additional storage needs. 
This agreement must be sold by all club members who are requesting access:
Print Name

   Sign

     Student ID#               E-mail           



Print Name

   Sign

      Student ID#               E-mail           



