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Introduction 
 

This handbook is designed to assist student organizations in daily operations.  It contains 
information on becoming recognized by the university, running meetings, and important phone 
numbers. 

The intent of this handbook is to help orient student 
organizations on campus.  The office of Student Activities 
hopes to acquaint you with the many different aspects of 
being a member of a club or organization at Western 
Kentucky University.  Membership is both a privilege and a 
responsibility.   

Our staff members wish to thank you for your interest and 
involvement in co-curricular activities.  We hope your involvement will be productive and 
rewarding for you! 

 
Director 
Student Activities 
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“The integrity of men is to be 
measured by their conduct, not 

by their professions.” 
-- JUNIUS 

Responsibility of Student Organizations 
There exists a responsibility shared by the student organization’s membership to know and abide by 
the university’s handbook.  Ignorance of the policies is no excuse for failure to adhere to the 
handbook’s policies.  Members of student organizations are responsible for updating their 
organization/s information at the beginning of each Fall and Spring semester, and when changes 
occur (i.e. the organization becomes inactive, new officers are elected, changes in advisors).  
Members are also responsible for reporting any policy violation to the Dean of Student Life (See 
“Offenses”). 

Registration of Student Organizations 
University registration of a student organization does not endorse or approve the opinions, 
philosophy, behavior, or objectives of the organization or its members.  The process simply 
registers the organization’s membership, which entitles the organization reasonable use of 
university buildings for lawful meetings and activities, and of campus bulletin boards for lawful 
announcements and notices. 
 
Actions by registered student organizations, as well as actions of individual student members, are 
bound by the university handbook.  As stated in the handbook’s students’ rights section, a student 
individually or in association with others, is free to engage in off campus activities, exercising rights 
as a citizen.  When so engaged, the context in which the participant is identified as a student or the 
group as a registered student organization, there exists a responsibility to make clear the student or 
group does not represent the University. 
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Steps to Becoming a Registered Organization 

Any organization which uses the Western Kentucky University name and facilities must be 
recognized by the university.  To receive University recognition, student groups must be registered 
with the Department of Student Activities.  Registration requests/applications must be submitted 
to the Office of Student Activities.  
 
Groups seeking to become recognized by the University must follow the steps outlined below.  
Documents will be submitted to the Office of Student Activities where they will be reviewed.    
Final approval of all student organizations will be made by the Vice President of Student Affairs.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. 

 

http://www.wku.edu/sao
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Offenses 

The following offenses are defined as punishable when committed by student organizations: 
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Use of University Buildings and Equipment 
Several buildings on campus allow student groups to use their facilities for meetings and special 
events.   

 

Room Reservations 
To reserve a room your organization must contact the main office of the building in which you wish 
to utilize space.  Listed below are the policies and procedures for specific buildings on campus. 

 

 

 

 

 

http://www.wku.edu/sao
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Meeting Tips 

 

 

 

 

 

 

 

 

 

 

 



7 
 

Parliamentary Procedure 

Parliamentary procedure is the preferred method of operation for most formal organizations.  It is a 
way of conducting business that protects the organization from being dominated by the rule of one 
member or committee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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To Make a Motion or Move 

Anything that requires a vote needs a motion.  “Motioning” or “Moving” is the prerogative of an 
individual member to encourage the group to take a position or action in regard to an issue.

1. 

2. 

3. 

4. 

5. 

 

 

 

6. 

Quorum 
A quorum is the number of members that must be present for official business to be conducted.  
The actual number should be stated in the by-laws of the organization.  Most organizations use 51% 
of active members. 

Role of the Advisor 

The advisor will feel more willing to participate in group discussions when the members have learned 
to recognize and accept the advisor’s role, as a resource…a person whose opinions are respected for 
their value “without reference to source”.  Such participation should not inhibit the prorogatives of 
anyone else. 

Some organizations reserve a few minutes at the close of their meetings for the advisor to speak.  The 
advisor may or may not wish to make suggestions to the officers.  The range of topics which would 
be relevant to such occasions is quite diverse:  a verbal pat on the back, remarks of evaluation, and 
inspirational comments. 

 

 

 

 

 . 
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Programming Information 

Someone must initiate programs.  Reasons for planning programs are numerous, but in each case a 
program must meet a need. 

Programming helps meet some of the needs of college students.  Look upon programming as an 
effort to help students in a variety of ways.  Do not look at programming as something you have to 
do, rather something you will enjoy. 

1. 

2. 

3. 

4. 

5. 

6.  
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University Phone Numbers 
 

 

 

 

 
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2011-2012 ACADEMIC YEAR 

Attention Advisors / Officers 
By submitting this form, I/we understand that an updated Student 
Organization Information form will be submitted at the beginning of 
each FALL SEMESTER and/or when the following occurs: 

1) Changes in Faculty/Staff Advisor 
2) Changes in contact information 
3) Changes in officers (i.e. new elections) 
4) The organization becomes inactive 

 
Information contained in this form will be used to update the 
organization’s file, the organizational database, the university website, 
and other informational documents regarding Western Kentucky 
University. 

Contact Information 

For questions about this form, or 
additional information regarding 
student organizations at WKU, 

please contact the Student 
Activities office at 270.745.2459 or 

stephanie.scott@wku.edu. 
 

Submit SOI Form to: 
Student Activities, DUC 326 

Attn:  Stephanie Scott 

 

This form must be completed in its entirety.  Incomplete forms will be returned to the group’s 
advisor/submitter.  Reservations for meeting rooms in the Downing University Center will NOT be allowed 
UNLESS the “Room Reservation Contact Information” portion of this form is updated in a timely manner.  
Illegible forms will be returned. 

Date Submitted: ___/___/___  Name of Submitter: _____________________________ 

Name of Organization: __________________________________________________________ 

Category of Organization:  (choose one) 
Departmental   Fraternity   General   Honors   IMREC   Professional  

Religious   Sorority   Sport   Student Representative   Service  

  

Tell us about your organization 

(What is the mission or what are the goals? What students would be interested in joining your group and why?) 

__________________________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Organization’s Web Address: ________________________________________________________ 

Organization’s E-Mail Address: _______________________________________________________ 

Student Activities 

STUDENT ORGANIZATION INFORMATION FORM 

mailto:stephanie.scott@wku.edu
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Approximate number of members in this organization? ____________________________________________ 

Regular meeting days and times: ______________________________________________________________ 

Regular meeting location: ____________________________________________________________________ 

When does your organization hold its elections? _________________________________________________ 

Advisor Information: 

1. Name/Title: ____________________________________ Dept.:_______________________________ 

Campus Address: ____________________________________  Campus Phone: ___________________ 

  
(Building and Room Number; DO NOT USE 1906 College Heights Blvd. address) 

Email Address:________________________________________________________________________ 

 

2. Name/Title: ____________________________________ Dept.:_______________________________ 

Campus Address: ____________________________________  Campus Phone: ___________________ 

  
(Building and Room Number; DO NOT USE 1906 College Heights Blvd. address) 

Email Address:________________________________________________________________________ 

Room Reservation Contact Information: 

Note:  The individuals listed below are the ONLY persons authorized to reserve / cancel room reservations in 
DUC.  There are no exceptions. 

Name Email Address Phone Position in Organization 

    

    

 

Officer Information 

Position Student Name Email Address 

   

   

   

   

 

ADVISOR’S STATEMENT  (This form will not be validated unless signed by at least ONE of the organizations advisors; 

student officers may not sign this portion of the form). 

By signing below, I acknowledge the information contained on this form is true and accurate.  I also acknowledge that 

I am the advisor of record for the above named student organization at WKU for the 2011-12 academic year. 

 

Signature: __________________________________  Print Name ____________________________ Date: ___/___/___ 

 

Signature: __________________________________  Print Name ____________________________ Date: ___/___/___ 
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Notes. . .  
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Department of Student Activities  

Western Kentucky University 
Downing University Center, Room 326 

1906 College Heights Blvd., #11044 
Bowling Green, KY 42101-1044 

 
Phone (270) 745-2459 

Fax (270) 745-5795 
 

Website address: 
www.wku.edu/sao 


