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This Club Sports Handbook has been designed to serve as a guide to club officers and members in the conduct of their program. It contains important information concerning the policies, guidelines and procedures to be followed by all programs in the operation of their club sport. 
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CLUB  SPORTS  RIGHTS  AND RESPONSIBILITIES

CLUB SPORTS INTRODUCTION

The Club sports program is designed to serve interests in varying sports and recreational activities. Club sports allow students, faculty, and staff the opportunity to engage in extramural competition. Clubs compete against clubs, often at other universities, in organized league play or conduct intra-club activities such as instruction and practices. The specific function of club sports is as follows:

1. All clubs must provide instruction to any and all students wishing to become members. The purpose of this instruction is to provide progressive developmental opportunities for interested beginners. It may be conducted by an instructor or by  experienced club members on a formal or informal basis. This instruction, however, must be an integral part of the operating procedure of each club. 

2. A club may, if it so desires, engage in competition and/or league play with other organizations outside the university.

Club teams are registered and may be partially funded through the  

Community Government Association. There are currently 19 club sports with     offer the following opportunities. 

1. The development of leadership skills.

2. The enhancement of social and educational learning experiences.

3. The chance to meet new people and cooperate to achieve a goal.

4. An arena in which to learn a physical activity.

5. The chance to engage in competition in individual and team sports.

6. The opportunity for students, faculty and staff to interact together.

BECOMING A REGISTERED CLUB SPORT

Students having an interest in a club that is not offered may petition to form a new club by following the procedure listed below:

1. Have a minimum of ten students who are interested in actively participating in the club sign the petition (available from the office of the Director of Student Activities/Kehr Union).

2. Write a statement explaining the nature and purpose of the proposed club.

3. Bring a typed copy of the statement along with a listing in interested members to a meeting with the Committee on Student Organizations.

4. Once the proposal has been accepted, the students should elect officers, choose a coach and/or instructor, if needed, and write a constitution.

5. Become familiar with the procedures outlined in the club sports handbook and the Treasurer’s handbook. 

6. Consult with Community Activities to complete the appropriate paperwork including:  Officers Signature Sheet, Participation Release.

7. Have each club member sign a Participation Release Form and file it with the Community Activities Office.

8. Meet to schedule practice time.

9. Advertise for additional members.

10.  Hold a fund raiser

11.  Collect dues and deposit in Husky Fund.

Responsibilities of Club Sports Officers and Members

Each club should elect officers with traditionally have been a president, vice president, and a treasurer. All officers shall be full-time Bloomsburg University students. The membership may be comprised of University students, faculty, staff, and alumni in keeping with their constitution on file with the Director of Student Activities/Kehr Union. All clubs must have an advisor.

President

1. Serves as a liaison between the University and the club members.

2. Operates the club in compliance with the policies outlined in the Club Sports Manual, the policies of CGA and the University.

3. Informs the club members of the policies and guidelines above.

4. Submits a current roster of members, officers, and coach, and updates it as needed.

5. Obtains a Participation Release form from each participant and files them with the Director of Student Activities/Kehr Union prior to any member participating. Participants must have a current Health Insurance Policy. 
6. Meets all deadlines.

7. Submits an annual budget proposal, if appropriate.

8. Makes sure that all financial obligations incurred as a club are met.

9. Advertises practices on a weekly basis in the Husky Notes section of The Voice, as appropriate.

10.  Schedules facility practice space.

11. Completes and submits an Incident Report for all injuries requiring medical attention.

12. Plans fund raising activities with the members.

13. Obtains approval from Community Activity Office before entering into any contract with another club.

14.  Conducts officer elections for the following academic year.

15.  Prepares the next club president of the officer responsibilities and assists him/her in understanding the policies and procedures governing the program. It is helpful to the club if this is completed by April 1 of each year.
Vice President

1. Assists the president with his/her assigned duties.

2. Encourages participation of all club related decisions.

3. Assumes the role of the president in the even t of his/her absence.

Secretary

1. Keeps records of all meetings.

2. Records the attendance by members.

3. Conducts correspondences.

Treasurer

1. Collects dues from the members and ensures prompt transmittal of dues to the Husky Fund.

2. Maintains records of receipt and expenditures.

3. Is familiar with Treasurer’s Manual and follows appropriate policies.

4. Submits bills for payment to Husky Fund.

5. Ensures that club monies are used properly.

6. Prepares a budget request, if appropriate, with the President and submits it in a timely manner.

7. Knows and monitors the rules and regulations governing the financing of student organizations.

Members

1. Submit participation release form.

2. Participate on an active basis by attending practice and competition.

3. Pay required club dues.

4. Assist with fund raising activities.

5. Elect officers.

6. Vote on how to spend funds.

Advisor

1. Assist in the coordination of all affairs of the club.

2. Approves and signs all requisitions.

3. Communicates regularly with club officers.

4. Assists with continual development of policies and procedures.

CLUB RESPONSIBILITIES CHECKLIST
The following is a checklist which clubs can use throughout the year.
Beginning of Fall Year

1. Submit facility reservation forms for fall with the Director of the Student Recreation Center or Assistant Athletic Director (NFH).

2. Participate in Student Activities Fair.

3. Submit a new roster and listing of officers to Director of Student Recreation Center.

4. Every participant must have health insurance and submit the Participation Release Form prior to participating in any way. Release Forms to be submitted to the Director of Recreation Center. 

5. Submit a signature sheet for Husky Fund.

6. Attend officer training workshop.

Fall Semester

1. Collect/deposit dues in Husky Fund.

2. Hold a fund raiser.

3. Update roster/release forms as needed.

4. Promote activities in The Voice
December

1. Submit facility reservation forms for Spring with the Director of Recreation Center or Assistant Athletic Director (NFH).

Spring Semester

1. Complete Community Government Association Budget Packet by due date.

2. Collect/deposit dues in Husky Fund.

3. Hold fund raiser.

4. Update roster/release forms as needed.

5. Promote activities in The Voice.

March/April

1. Elect new officers.

2. Notify Director of Student Activities/Kehr Union of new officers.

3. Submit facility reservation forms for fall with the Director of Recreation Center or Assistant Athletic Director (NFH).

INSTRUCTOR/COACH RESPONSIBILITIES


All club sports need an advisor. The role of the advisor is to provide assistance with technical resource questions which enables clubs to use facilities or plan events. Ideally, formalized instruction should be provided by a qualified coach, or certified instructor, for all sports with a high degree of instruction or competition.


The instructor/coach does not need to be employed by Bloomsburg University. He/she should be chosen based upon the level of expertise in the sport area. It is recommended that all instructors/coaches should hold certification from a safety orientation program. Each club shall be responsible for the cost of any basic First Aid Course.


The instructor/coach’s contribution to the club should be based on instruction, conditioning and motivating the members. He/she must have a commitment to the club and be present at all practices and games. His/her responsibilities include:

1. The instructor/coach should be involved in coaching and teaching the club in practice or competition.

2. The instructor/coach should attend all practices and competitions.

3. The instructor/coach shall develop and employ safety procedures.

4. The instructor/coach shall promote good sportsmanship.

5. The instructor/coach shall assist the officers in scheduling games.

FUNDING/ACCOUNTING/FUND RAISING FOR CLUB SPORTS
GUIDELINES FOR FUNDING CLUB SPORTS
General Philosophy


The existence of a broad range of activity enhances the social and educational aspects of the University environment thereby providing a fuller learning experience for the student. The general challenge presented within the allocation of fees, therefore, is to provide funding for a broad array of activities from which the greatest number of students may express their varied interest and derive benefit.

Club Sport Defined


A club sport can be defined as an organization centering about common participation in a specific physical activity. The specific function of club sports at Bloomsburg University shall be:
1. Club sports must provide instruction to any and all students wishing to become members. The purpose of this instruction is to provide progressive development opportunities for interested beginners. It may be conducted by an instructor or by experienced club members on a formal or informal basis. This instruction must be an integral part of the operating procedure of each club.

2. A club may, if it so desires, engage in competition and/or league play, with other colleges or organizations outside the University.


Funds may be allocated to club sports by the Budget Committee of the Community Government Association. The Budget Committee with strive for consistency and fairness in the allocation of funds. The allocation of funds shall not be dictated by membership alone.

General Guidelines for Funding

1. Each organization must submit the appropriate budget forms to the Community Activity Office by the prescribed deadline to be considered for the funding.

2. If funded, clubs will be funded on an annual basis. Clubs failing to submit budget requests by the prescribed deadlines will not be considered for the funding.

3. New clubs begun after the budget period will be considered for up to $400.00 Requests for funding are processed through the Finance Committee. After this time, they must meet all official deadlines.

4. The majority of a club sports budget for programs and activities must be supported from revenues which the student organization receives from outside sources and /or fees.

5. More specific information is available in the Treasurer’s Manual.

Accounting Procedure

1. Neither the University nor the Community Government Association Inc. assumes any liability, financial or otherwise, for any agreement entered into between a club and a vendor or supplier of services. The purpose of these guidelines is to ensure that there are funds in the individual accounts to cover any commitments made by the club, and for no other purpose. Only Community Activities may enter into purchase contracts for clubs and organizations. All club monies must be deposited in the account of the club located in the Husky Fund, Community Activities Office.

2. Student organizations are required to maintain accurate and complete records of all financial transactions.
If financial records are not submitted upon request in an accurate and complete form, the organization will not be able to spend funds allocated by the Community Government Association.

3. All recognized student organizations have the right to appeal to the Budget Committee for additional funds, but they must not spend funds in excess of their total budget allocation. NO deficit spending will be permitted.

a. All clubs must adhere to the maximum expenditure figure as stated in their budget.

b. It is the responsibility of the organization to pay off its own debts. These debts will not be assumed by the University or the Community Government Association.

4. Request to purchase goods or services require a purchase order in advance. Contact the Community Activities Office for specifics.

5. All contracts, agreements or similar understandings must be approved by the Comptroller prior to being entered into by the club.

ACCOUNTING PROCEDURES FOR CLUB SPORTS


All club sport funds allocated by the Community Government Association are kept in the Community Activities Office located in the Kehr Union. It is strongly recommended that fund raising, dues and other funds be held in the Husky Fund. This fund will issue checks for you and pay interest on your balance.

Opening a  CGA  Account


When funds have been allocated by CGA, Community Activities will automatically open an account for your club. To open an account in the Husky Fund, stop by the Community Activities Office for the appropriate forms.

Maintaining the Account

A copy of every club’s expenses and deposits is available at the Community Activity Office at any time. The treasurer of the club is responsible for maintaining accounting records of all transactions and for reconciling their ledger sheet of all transactions and for reconciling their ledger sheet with the one from the Community Activities Office.

Deposits


All funds collected and all revenue generated by a student organization, regardless of the source of funds, should be deposited into the organization’s account in the Husky Fund. The following procedures are to be followed when such a deposit is made:

1. Checks must be made payable to Husky Fund and the student organization. Payment for bad checks is the responsibility of the student organization. Checks returned for any reason by the bank will be charged back to the organization’s account plus a service charge of $10.00. 

2. All coins to be accepted for deposit should be accurately wrapped and appropriately labeled. Coin wrappers are available upon request.

3. Any money collected must be deposited first into the organization’s account; then made through the requisition process.

4. An organization may not pay vendors or any expenses directly out of revenue collected or by means of personal checks. All revenue collected must be deposited in the organization’s account no later than the conclusion of the next business day. All disbursements must be processed through the requisition system.

5. A written receipt is provided by the Husky Fund to the person depositing the funds.

Disbursements


Organizations which keep accounts in the Community Activity Office will receive requisition forms. A requisition is a request submitted to the Community Activities/Husky Fund so that a purchase order can be processed for the organization to purchase goods or services. Personal funds should not be used to pay student organization expenses. Proper planning should enable treasures to obtain needed funds on a timely basis. The procedures and requirements for using a requisition are listed as follows:

1. All vouchers must be filled out correctly and completely with account name, account number, date, item to be purchased, cost and name of vendor. They must also be signed by two officers.

2. The voucher is then brought to the Community Activity Office. Once the requisition is approved, a purchase order is issued and the item may be purchased.

3. The treasurer then takes the purchase order to the vendor. Once the goods are received and a bill provided, take the initialed bill to the Community Activities Office. They will issue a check in approximately three to five working days.

4. A contract must be completed and approved before any disbursement can be issued for professional services of game officials.
FUND RAISING

In order to help meet the financial obligations incurred as a club, each club is permitted and encouraged to have a maximum of two (2)  basic  types of fund-raising enterprises: those that involve the sale of merchandise and those that do not (usually staging of events or solicitation of sponsorship). 


The most popular type is the sale of merchandise. It involves as many people as possible from a program in the sale of candy, light bulbs, popcorn, subscriptions or other products to friends, relatives and neighbors. These efforts can be very successful. You should be very selective in choosing merchandise to sell and a company with which to deal.

There are literally hundreds of fund-raising companies in the country. Some are short-lived, while others have a history of reliability. There are certain pertinent and important questions you should ask any fund raising company.

-Is there an up front investment required by your club?

-What success have other groups had working with this company?

-How long have they been in business? Ask for references or check with the Better Business Bureau.

-How is the merchandise shipped, what is the delivery time and who is responsible for unloading?

-Does the product have a guarantee?

-What sort of support (e.g. local representative, distribution kit etc.) Is provided?

Credit Card Fundraiser Policy, as determined by the Committee on Student Organizations.

If you decide to have a credit card fundraiser, be aware that the fundraiser area must be attended by students—NO PROFESSIONAL PERMITTED. In addition, those manning the fundraiser must give out a “Credit Card 101” brochure to each person completing the application.

SAFETY & LIABILITY INSURANCE
CLUB SPORT LIABILITY
Sport activities, by their very nature, carry a certain element of risk. Virtually anyone who has ever competed is familiar with the minor aches and pains that often follow an intense workout as well as the more serious injuries that are sometimes caused by unanticipated falls and collisions.  Only through the careful attention and cooperation of everyone concerned can the risk of guidelines have, therefore, been developed to provide all members of the University Community with a better understanding of their collective responsibilities with regard to sports safety.

MANAGING THE RISKS IN RECREATIONAL SPORTS
Risk management is, in simplest terms, a matter of understanding those circumstances in which accidents are most likely to occur and taking appropriate steps to minimize the probability of the occurrence. There are four primary categories of casual accidents. They are faulty supervision, unsafe conduct of the activity, unsafe environmental conditions, and judgmental errors.

1. SUPERVISION

As a general rule, all participants need a certain degree of supervision. This is especially true of novices who may not, as yet, have developed a complete understanding and appreciation of the risks involved in the activity or the ability to evaluate their own performance and understand and follow necessary safety practices.
2. CONDUCT OF THE ACTIVITY

With the possibility exception of sports such as boxing and bullfighting, very few activities are regarded as inherently unsafe. The important issue, therefore, is whether or not the activity will be properly and safely conducted. Proper conduct of the activity includes: The selection of tasks which are appropriate for the ability level of the participants, providing instruction which is both factually correct and sufficiently detailed to insure the likelihood of success, providing a warning concerning any hazards or dangerous conditions as well as guidelines by which they may be avoided, and providing necessary protective measures and devices. 
3.  ENVIROMENTAL CONDITIONS

In addition to your responsibility for guaranteeing an appropriate activity which is properly supervised and implemented, you must also give careful attention to the safety and appropriateness of the areas in which the activity takes place as well as the safety of any equipment used.

4.  JUDGEMENTAL ERRORS
This area is rather broad and encompasses a wide variety of situations in which one fails to apply common sense or prudent judgment. Judgmental errors frequently occur in situations requiring the application of first aid or the relative balancing of competitors and teams where physical contact is probable.  

GUIDELINES

The following should be considered in the selection and development of recreational activities:

SUPERVISION

1. Be sure all practices, contests, and special events are carefully planned, organized and supervised.

2. Where there is an applicable certification which may be obtained, be sure your supervisors and leaders have it, e.g. Red Cross Water Safety Instructor, advanced belts in the martial arts, recognized instructors’ ratings, etc.

3. Establish, publish and rigidly enforce rules of conduct and safety for all activities. Insist that these rules be faithfully adhered to and mutually enforced by all participants.

4. Be sure that some responsible member of the organization is present for all activities, e.g. advisor, instructor, club officers.

5. Never allow an unsupervised facility to be left open to the public. A gymnasium, for instance, can present a number of unreasonable and unexpected risks to those who are not familiar with its proper and safe use. When facilities are not in use, all equipment, should be put away and all doors secured.

6. Limit participation to those persons who have a legitimate entitlement. Persons who are not members of the University Community are not subject to the same rules, regulations and insurance protection. Their participation could, therefore, expose them and you to a greater than normal risk. 

CONDUCT OF THE ACTIVITY

1. Remember, skill and readiness for participation, are individual matters. There is a distinct value to some form of pre-testing and screening of participants, the development of a carefully planned sequence of activities which gradually increase in complexity and intensity, and careful attention to individual achievement and development. 

2. If a person has had a serious illness or injury, require a medical clearance before they may resume active participation.

3. Be sure you can provide a sound justification, consistent with your organizational objectives for any and all activities conducted. Far too many injuries occur in “spur of the moment” activities that “seemed like a good idea at the time.”

4. Be sure all instruction is consistent with the latest techniques and information in the field and that the participants are clearly warned of any dangers, and the ways in which they can be avoided.

5. Be sure all recommended safety equipment (e.g. gymnastic mats, catcher’s masks, eye guards for racquetball, etc.) meets appropriate standards, is readily accessible and is required of all participants.

6. Where possible, reinforce the verbal warning and requirements for safety equipment with clearly posted signs and written warnings.

7. Never allow anyone to participate in an activity for which they are not physically prepared and properly attired. Remember, particularly, that inappropriate footwear can be hazardous to the wearer as well as to other participants.

SAFE ENVIROMENT

1. Develop and implement regular inspection and maintenance schedule for all facilities and equipment. 

a. Assign individual responsibilities.

b. Never play on a field which hasn’t been checked for potholes, broken glass, etc.

2. When selecting an area for play or practice, give careful attention to such details as surface, free area around the perimeter of courts and fields, and the presence of dangerous obstacles such as trees, rocks or protrusions on walls. Specific standards for most types of courts and fields can be obtained by contacting the Director of Recreation (SRC). 
3. Be sure all equipment meets or exceeds applicable safety standards and is properly designed for the purpose for which you intend to use it.

4. When equipment must be installed, assembled or modified, give careful attention to the questions of who will do it. The use of club members or local staff will often void any guarantee manufacturer of responsibility in the event of product failure or malfunction. 

5. Replace worn or defective parts immediately. Under no circumstances should anyone be permitted to use equipment which is in a state of disrepair.

STUDENT INSURANCE
All participants are required to have appropriate accident insurance coverage. The student health insurance plan offered by Bloomsburg University does cover club sports and is considered as appropriate coverage. 

The procedures for coverage in the Club Sports Plan are as follows:

1. Each member must submit a participant’s release form. This form should be given to the club president and he/she files it with the Director of Recreation prior to the member practicing or participating in any club event.

2. The president must submit

a. A current roster with updates as needed.

b. Each participant’s release form.
c. Signature sheet on liability with officers and coaches signature.

d. Coach/instructor certification papers or resume. 

e. Accident reports.

STUDENT INJURIES/ACCIDENTS

Any injury or incident that occurs in a club practice or competition must be reported to the advisor of the club within forty eight hours. If the incident occurs within a university facility, no matter how small they may seem, are to be reported.

If the injury occurs on a field or outside, the president is to file a typed statement of the incident with their advisor within forty eight hours. The account should include:

1. The injured member’s name

2. Statement that injury occurred during club activity.

3. Explanation of injury and how it occurred. Please note that this should be done from the injured party’s point of view, (i.e. John said he fell while…).

4. Any first aid given or emergency service contacted.

5. Names and statements of witnesses to the accident.

