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Introduction 

 
  The Department of Campus Recreation 

 

The mission of the Department of Campus Recreation is to provide students, 

faculty, staff and other members of the campus community the opportunity to 

enjoy lifelong activities while enhancing their well-being by promoting fitness and 

wellness, a positive outlet for stress, safe and clean quality facilities, equipment, 

and programs.  Furthermore Campus Recreation strives to promote a positive 

college experience while building interpersonal and leadership skills. 

 

The Valdosta State Club Sport Program is a very significant component of the 

Department of Campus Recreation.  Club Sports receive dedicated administrative and 

financial assistance through the Department, including the use of facilities, annual 

monetary allocations, and travel assistance.   

 
Assistant Director of Campus Recreation – Intramural & Club Sports 

 
The Assistant Director of Campus Recreation – Intramural & Club Sports is a full-time 

staff member of the Department of Campus Recreation.  As the facilitator model 

describes, the Assistant Director of Campus Recreation – Intramural & Club Sports 

serves as the primary advisor and resource person to the club sport leadership and their 

student members.  It is the responsibility of the Assistant Director to monitor club 

activities to assure that the participants are performing in a safe environment, and to 

ensure that the clubs are operating under University policies and procedures.  The 

Assistant Director will not make choices for the club leaders or tell the leaders how to 

lead their clubs.  As a facilitator, the Assistant Director will provide options and manage 

the parameters under which choices are made.  But, the students will be expected to 

choose for themselves and shoulder the responsibility for the outcomes of their choices. 

 

As club sport leaders, you will be given opportunities to exercise independent initiative 

and judgment.  You will be afforded as much freedom to operate as possible, provided 

you operate within the framework of the guidelines and regulations presented in this 

handbook.  In return, it is expected that you will exercise your best judgment and 

maintain an open line of communication with the Assistant Director of Campus 

Recreation – Intramural & Club Sports. 
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Department of Student Life 

 
The Department of Student Life exists to aid all recognized student organizations, 

including club sports, and to help coordinate club functions.  This office is responsible for 

the registration of all student organizations. The Student Life Office is located in Hopper 

Hall and can be contacted at 229-333-5674 or www.valdosta.edu/stulife 

 

Club SPORT Program Overview 

 

Student organizations fulfill a very important role at Valdosta State University.  These 

groups provide a medium for students to enhance the lessons and theories learned in the 

classroom through real life experiences and responsibilities.  The Club Sport Program 

complements the University’s intercollegiate, intramural, and physical education activity 

programs, while affording the students opportunities to develop skills that will assist 

them beyond the years spent at Valdosta State. 

 

As an integral component of Campus Recreation, the Club Sport Program strives to meet 

the recreational and competitive needs of the Valdosta State University community in a 

wide variety of sport activities.  Opportunities for skill development, recreation, and 

intercollegiate competition are afforded to participants of all skill levels and interests. 

 

While the Assistant Director of Campus Recreation and the Department of Campus 

Recreation assist clubs in securing limited funds, facilities, and equipment, the emphasis 

is on student leadership and development.  Students are directly responsible for all 

aspects of operating and managing a successful and competitive organization.  As a 

result, club sports present a unique opportunity for students to develop both athletic and 

leadership abilities. 

 

This handbook has been developed as a resource for club sport leaders.  It outlines the 

policies and procedures of Valdosta State University and the Department of Campus 

Recreation that directly affect the safety of the club sport participants and the operation of 

each club.  As student leaders, you are strongly encouraged to become familiar with the 

material presented in this handbook, as well as the policies established by the Office of 

Student Life (http://www.valdosta.edu/stulife).  The policies and procedures outlined in 

this handbook are subject to change.  You will be notified in a timely manner when these 

changes occur.  
 

Forming a New Student Organization 

 
In order to appropriately assess the organization’s request for registration and to allow the 

organization the opportunity to participate in the registration process, the following steps 

will need to be taken: 
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A. An organization seeking registration must obtain an application from the Office of 

Student Life. This completed application along with the following information must be 

returned to the Office of Student Life. 

 

1. Name 

2. Purpose (including an explanation of why the organization is desirable on campus) 

3. Qualifications for membership 

4. Fees, dues, and other considerations for membership 

5. Officer and leadership structure 

6. Time and manner of election of officers 

7. Number of students wishing to join 

8. Faculty or Staff Advisor 

9. Explanation of any extra-campus affiliation (e.g. national parent organization) 

10. Time and location of meetings 

11. Names of prospective members who will serve as spokespersons for the 

 organization during the registration procedure. (It is suggested that three students 

 be named.) 

12. A copy of the proposed organization’s Constitution and By-Laws 

 

B. The Dean of Students or his/her designee, the Assistant to the Dean of Students for 

Judicial Affairs, and the Director of Student Life shall examine each application and 

reject those not submitted in the proper form. He/she may request a hearing on the 

proposed registration and, if necessary, may appoint a registration committee to review 

all facts pertinent to the establishment of such an organization on the VSU campus. 

 

C. All student organizations have to be reviewed by SGA for final approval. 

 

Annual Registration Requirements 

 
All student organizations at Valdosta State University are registered on an annual basis.   

 

Campus Recreation Requirements 

 

When your organization completes the process for applying for registered student 

organization status, the club must do as follows every year: 

  

Meet with the Assistant Director of Campus Recreation – Intramural & Club Sports to 

discuss the rules, regulations, policies, and expectations of clubs administered by 

the Department of Campus Recreation 

 

They must submit the following to the Assistant Director of Campus Recreation – 

Intramural & Club Sports: 

 

Name, address, and phone number of each officer 

Name, address, and phone number of current advisor 
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Number of years the club has been recognized as an active club through the 

Department of Student Life 

Number of current members, team roster 

Copy of current constitution 

Copy of current Student Organization Financial Account 

Information concerning the club’s national conference or association affiliation 

Listing of area and regional competitors 

Listing of score results for the last year and if possible, last two years 

 

The Club Sport Executive Council will determine the club’s eligibility for funding 

through the Department of Campus Recreation. 

 

Student Life Requirement 

 

Each organization must designate an officer to attend an updated meeting at the 

beginning of the fall and spring semester to fill out the organizational update form. This 

indicates any changes in the organization’s officers and /or advisors.  
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CLUB SPORT organization 

 
 

CLUB Sport Association 

 
The Department of Campus Recreation acknowledges the registration of sport-related 

clubs or organizations registered through Student Life at Valdosta State University. The 

collection of those registered club sports make up the Club Sport Association. 

 

The Club Sport Association is governed by the Club Sport Executive Council and the 

Assistant Director of Campus Recreation – Intramural Sports & Club Sports.  

 

CLUB SPORT Executive Council 

 
The Club Sport Executive Council consists of members from various Club Sports. These 

individuals serve as the leadership of the Club Sport Association and fulfill the following 

responsibilities: 

 

 Act as a liaison between the club sports and the Assistant Director of Campus 

Recreation – Intramural & Club Sports 

 Make recommendations for annual funding to each of the eligible club sports 

 Make recommendations for supplemental funding as requested 

 Conduct disciplinary hearings and make recommendations for disciplinary 

actions based on those hearings 

 Provide input for the development and implementation of new policies and 

procedures 

 Provide a forum for clubs to discuss concerns without intervention by the 

Assistant Director of Campus Recreation – Intramural & Club Sports 

 Accept additional responsibilities as assigned by the Assistant Director of 

Campus Recreation – Intramural & Club Sports 
 

To achieve consistency in the decisions made by the Club Sport Executive Council, it is 

important that the individuals fulfill the responsibilities of the council. 

 

The Club Sport Executive Board will serve as the leadership of the Club Sport Executive 

Council. 
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Appointment 

The members of the Club Sport Executive Board will be appointed in the following 

manner: 

 

1. Club members that are interested in representing the Club Sport Association will 

self-nominate. 

2. Self Nominations will be reviewed by the current Club Sport Executive Board and 

then appointed. 

 3. Responsibilities will begin with the finance hearings in April and continue until 

the conclusion of the following year. 

 

 

Guidelines for Clubs 

 
Each club must meet all annual requirements set forth by the Department of Student Life 

and Campus Recreation. 

 

All clubs must have a constitution and by-laws governing their individual club. The 

following information will serve as a basis for a clubs constitution and by-laws. 

 

Constitution 

The Constitution of an organization contains the fundamental principles which 

govern its operation.  The process of writing a constitution will serve to 

clarify your purpose, delineate your basic structure and provide the 

cornerstone for building an effective group.   

By-Laws 

The By-Laws establish the specific rules of guidance by which the group is to 

function.  By-Laws set forth in detail the procedures your group must 

follow to conduct business in an orderly manner.   

 

Membership 

 

The Valdosta State University Club Sports Program operates in accordance with all 

Federal laws and regulations requiring non-discrimination on the basis of age, sex, race, 

religion, ethnic group, national origin, sexual orientation or handicap.  Membership in all 

VSU Club Sports programs must be open to all currently enrolled students 

(undergraduate and graduate), pending any league rules stating otherwise. 

 

The following guidelines will help determine an individual’s membership status in any 

Valdosta State Club Sport: 

 

 Student: All registered graduate and undergraduate students at Valdosta State 

are eligible for membership in the club sport(s) of their choice.   
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 Faculty/Staff Consistent with the bylaws of student organizations set forth of the 

Office of Student Life, faculty/staff are not permitted to be members 

of any club sports.   

  

Insurance 

 
Valdosta State University does not insure students who are injured during participation in 

extracurricular activities, such as club sport competitions and practices.  The Department 

of Campus Recreation STRONGLY RECOMMENDS that all club sport members have 

adequate medical insurance coverage.   

 
Expectations + REQUIREMENTS 

 

As members of the Club Sport Association you will be held to the following 

expectations: 
 

Members: 
Must be a currently enrolled student at Valdosta State University. 

Abide by all policies and procedures established by Valdosta State University, the 

Division of Student Affairs, the Department of Campus Recreation, and the 

Department of Student Life. 

When entering facilities coordinated by the Department of Campus Recreation, all 

club sport members must present their VSU IDs. 

Be respectful of Campus Recreation staff, club sport participants, fans, and 

members; 

Advocate role modeling and sportsmanship for other teams and institutions. 
 

Officers: 
Must maintain a minimum 2.0 grade point average while in office; 

Be familiar with the information presented in this handbook and enforce the 

policies with club members, participants, and coaches/instructors; 

Use initiative and good judgment when handling club matters; 

Develop a club manual containing information that is applicable and unique to 

your organization; 

Maintain good communication with the Assistant Director of Campus Recreation 

– Intramural & Club Sports; 

Use office equipment such as computers, phones, copiers, fax machines, etc for 

club purposes only. 
 

Forms: 
All club sport participants must have a signed ASSUMPTION OF RISK 

WAIVER & PHYSICAL on file with the Department of Campus Recreation 

prior to any type of participation with the club; 

An updated copy of the club’s constitution should be on file with the Department 

of Campus Recreation; 
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Paperwork should be submitted complete and on-time, including travel rosters, 

budget requests, facility reservation requests; 

Prepare and submit accident/incident reports completely and in a timely manner. 

Meetings: 
Attend all announced Club Sport Association meetings; 

Participate in Club Sport Association meetings – ask questions, be attentive and 

respectful, etc.  Representatives who attend these meetings are the voice of the 

membership, so it is important that the Assistant Director of Campus 

Recreation – Intramural & Club Sports know the needs, likes, and dislikes of 

your members; 

Attend the registration meetings put on by Student Activities; 

Hold regular club meetings to discuss any and all necessary club business with the 

membership. 

 

Safety/Risk Management: 
Try to understand the importance of adhering to a comprehensive risk 

management plan; 

Abide by the policies and procedures that are presented in this handbook; 

Report all safety concerns, issues and incidents to the Assistant Director of 

Campus Recreation – Intramurals & Club Sports in a timely manner; 

Inspect all equipment and facilities utilized by your club and report all 

maintenance and repair needs to the Assistant Director of Campus Recreation 

– Intramurals & Club Sports; 

 
CLUB SPORT Student Leaders 

 
The success of each club depends on the dedicated and mutual efforts of its student 

leaders and club members.  The following outline provides a description of 

responsibilities that may be assigned to the various leadership positions.  This is by no 

means a complete list of officer positions or assignments.  The positions needed for the 

successful operation varies from club to club. 

 

President: 

 Provide the overall vision and direction for the club 

 Serve as the liaison between the club members, the Assistant Director of Campus 

Recreation – Intramural & Club Sports and the Department of Campus Recreation 

 Schedule and lead team meetings 

 Serve as a representative to the national governing body 

 Monitor the activities of the club to ensure compliance to the policies and 

procedures of Valdosta State University, the Department of Campus Recreation, 

and the Office of Student Life 

 

Vice President: 
Act in place of the club president in their absence 

Assist other officers in fulfilling their duties and responsibilities 
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Head special committees or projects such as fundraisers, tournament preparations, 

promotional campaigns, etc. 

 

 
 
Secretary: 

Coordinate the scheduling of matches and competitions with other institutions and the 

national/regional league or association 

Maintain club records, including membership rosters, alumni lists, competitive 

records, etc. 

Record the minutes of club meetings 

 

Treasurer: 
Coordinate all financial transactions of the club 

Keep detailed records of the club’s Finances and Campus Recreation accounts 

Work with the club leadership to prepare and present the club’s annual budget to the 

Club Sport Executive Committee 

Coordinate all club purchases with the Assistant Director of Campus Recreation – 

Intramural & Club Sports 

 

Safety Officer: 

Coordinate all risk management initiatives. 

Maintain First Aid Kits 

Ensure that someone on trip is certified in CPR/First Aid 

 
 

Advisors 

 
All student organizations are required to have an advisor to provide direction and help 

maintain continuity in club programming.  The Assistant Director of Campus Recreation 

– Intramural & Club Sports serves as the primary advisor for all members of the Club 

Sport Association.  However, clubs are encouraged to seek the services of a secondary 

advisor.  A secondary advisor can be a valuable asset to the club in terms of providing 

mature judgment, advice based on experience, and insight into university operations and 

policies when the Assistant Director of Campus Recreation – Intramural & Club Sports is 

unavailable. 

 

Some specific advisory responsibilities may include: 

 

To be aware of and have an understanding of the rules and regulations of the Valdosta 

State Student Rules, particularly those pertaining to Valdosta State student 

organizations 

To be aware of liability issues (i.e. hazing, alcohol, travel, etc) and assist the club in 

making reasonable and prudent decisions regarding these issues when planning 

activities 
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To be available to the officers and members of the organization on a regular basis for 

advice and consultation 

 

How to best utilize your advisor: 

 

Keep your advisor informed of the club’s activities and plans. 

Meet with your advisor prior to club meetings to discuss the agenda and topics to be 

covered. 

Be open to suggestions and criticism from your advisor.  His/Her knowledge and 

experience will help when faced with difficult issues. 

If your advisor cannot attend club meetings, meet with him/her after the meeting to 

discuss what happened. 

Advisors can be a great resource for your club…take advantage of their insight and 

experience! 

 

Coaches + instructors 

 

Coaches/Instructors are not a requirement for members of the Club Sport Association.  

The Department and its employees do not have the expertise to determine the technical 

skills of a coach/instructor and, therefore, relies on the judgment of the club sport 

members to evaluate those qualities and skills.   If a club feels the expertise of a coach or 

instructor would be an asset, it is the club’s responsibility to secure the services of an 

instructor or coach for their team.  The person who serves in this role will not be 
considered an employee of Valdosta State University or the Department of 
Campus Recreation, and cannot be paid with university funds. 
 

Coaches and instructors must abide by the following guidelines: 

 

The coach/instructor shall be aware of and follow all University and Departmental 

procedures relative to the club sport program.  The officers should schedule an 

appointment with the Assistant Director of Campus Recreation – Intramural & 

Club Sports and coach to cover these procedures. 

 

The coach/instructor should restrict his/her contributions to coaching and should 

refrain from activities involved in the club’s management.  A club sport is first 

and foremost a student organization.  The philosophy, and key, to the success of 

the Club Sport Program has been the continued emphasis placed on student 

leadership and participation.  Therefore, matters involving the management of the 

club must be left to the student members.  The student leaders, not the coach, 

must serve as the liaison between the club sport and the Assistant Director.   

 

Club business matters (i.e. hosting tournaments, submitting forms, and requesting 

facilities and equipment) must be coordinated by the club members, with the 

coach/instructor serving in an advisory capacity.  Club activities and events should 

not be left solely to the coach or single student leader. 
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Coaches and instructors should refrain from discussing club sport matters with anyone 

but the club, its advisor, and the Assistant Director of Campus Recreation – 

Intramural & Club Sports. 

 

Participation in the club sport program is completely voluntary.  Monetary rewards or 

scholarships shall not be promised or given to any player or prospective player by 

the coach.   

 

Coaches and instructors should help ensure good sportsmanship at all times.  Club 

Sport members are representatives of Valdosta State University and should 

conduct themselves in a manner that does not detract from the reputation of the 

University.  This includes competitive situations on and off-campus, contact with 

other teams and institutions, and interactions with event staff. 

 

The Department of Campus Recreation has an obligation to protect the student 

members of the Club Sport Program.  If, in the Assistant Director of Campus 

Recreation – Intramural & Club Sport’s opinion, the students are being neglected 

or misled by the coach/instructor, or if the coach/instructor is not working in the 

best interest of the club, he/she will be released from their position within the 

club. 

 

Coaching is not only an obligation to develop skills, condition, and motivate players, 

but also to protect their safety.  In addition, to taking certain steps to reduce the 

risk of injury to the students, coaches should be concerned with the risk of their 

own liability as a result of serious injury.  It is recommended that coaches 
purchase travel, medical, and liability insurance. 

 

*All Coaches must have an Information Sheet on file with the Assistant 
Director of Campus Recreation. 
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Policies & Procedures 

 

 
CLUB SPORT Standards of Conduct 

 
As students of Valdosta State University, club sport members have an obligation to 

conduct themselves and their organization in a manner compatible with the University’s 

philosophy and function as an educational institution.  Members of club sports are 

expected to act in a mature and responsible manner both on and off campus and 

especially while participating in club activities. 

 

Inappropriate conduct or actions, including misuse of equipment or facilities, while 

participating in any club sport related activity will jeopardize the club’s continued status 

as a recognized sport club.  Furthermore, club members who participate in inappropriate 

activity which violates University policies, campus regulations, or state or federal laws 

will be subject to disciplinary action by the Campus Recreation Department, Valdosta 

State University, and/or appropriate legal authorities. 

 
Drugs, Alcohol, Tobacco 

 
Valdosta State’s Student Rules regulate the use of alcohol on campus. It is important that 

student leaders familiarize themselves with these student rules because it specifies how 

alcohol can play a part in student organization activities or events. 

 

The Department of Campus Recreation will not tolerate any use of drugs, alcohol, or 

tobacco. At no time are you allowed to have any drugs, alcohol or tobacco on you or with 

your belongings during club activities. Nor are you allowed to be under the influence of 

any drugs, alcohol, or tobacco when you are participating. Impairment is an unsafe 

practice which puts yourself and the department at risk. If violation of the drug, alcohol, 

or tobacco policy occurs, your club will be subject to disciplinary action.    

 

Student leaders should always keep in mind that the use of alcoholic beverages by 

members of the Valdosta State University community is at all times subject to the 

alcoholic beverage laws of the State of Georgia.  As such, it is the University’s 

expectation that student leaders be responsible event planners and consider all of the 

rules, policies, and issues before putting those event plans into action. 
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Hazing 

 
Valdosta State University and the Department of Campus Recreation view hazing as any 

intentional, knowing or reckless act, occurring on or off the campus of an educational 

institution, by one person alone or acting with others, directed against a student that 

endangers the mental or physical health or safety of a student for the purpose of pledging, 

being initiated into, affiliating with, holding office in or maintaining membership in any 

organization whose members are or include students at an educational institution.  

 

A person commits a hazing offense if the person: 

 

 (1) engages in hazing;  

 (2) solicits, encourages, directs, aids, or attempts to aid another in engaging 

in hazing;  

 (3) intentionally, knowingly or recklessly permits hazing to occur; or  

 (4) has firsthand knowledge of the planning of a specific hazing incident 

involving a student in an educational institution, or firsthand knowledge 

that a specific hazing incident has occurred, and knowingly fails to 

report said knowledge in writing to the dean of students or other 

appropriate official of the institution.  

 

Hazing offenses carry very stiff penalties, including monetary and/or jail time.   

 
Discipline 

 
All club sports and their members have an obligation to operate within the rules and 

regulations set forth by Valdosta State University, the Department of Campus Recreation 

and the Department of Student Activities.  In addition to the disciplinary actions taken by 

the Department of Campus Recreation, Club Sports may be held responsible for 

violations collectively and/or individually (when acting as part of the organization) as 

outlined in the Valdosta State Student Handbook.  

 
Disciplinary Process 

 
Any violation of the guidelines presented in this handbook will result in disciplinary 

actions.  Actions taken by the Department of Campus Recreation may include, but are not 

limited to: 

 

 Probation 

 Loss of privileges including funding, facility reservations, equipment usage and 

storage, and other University services 

 Forfeiture of registration status through the Club Sport Association and Valdosta 

State University 

 Possible disciplinary actions taken by the University 
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Disciplinary actions will be determined by the following process: 

 

 1. A hearing will be conducted by the Club Sport Executive Board to determine 

appropriate disciplinary action. 

 2. All funding from your Club Sport allocation will be automatically frozen until the 

hearing. 

  

Appeal Process 

 
The appeal process exists to ensure that all disciplinary actions taken against members of 

the Sport Club Association are fair and equitable.  To file an appeal, follow the steps 

listed below: 

 

Decisions made by the Club Sport Executive Council may be appealed to the 

Assistant Director of Campus Recreation – Intramural & Club Sports by: 

 

 1. Written notification from the club president to the Assistant Director detailing 

the club’s rationale for the appeal, and any circumstances related to the 

infraction(s), must be submitted within 72 hours. 

 2. The Assistant Director will set up a meeting with the individual(s) involved in 

the situation. 

 3. After fully investigating the situation, the Assistant Director will notify the 

club of the ruling on the appeal.  This may include upholding, rejecting, or 

modifying the action taken by the Club Sport Executive Committee. 

 

Decisions made by the Assistant Director may be appealed to the Director of Campus 

Recreation through the same process.   

 
 

Intramural Sports Eligibility 

 

Any person whose name appears on a club sport roster is eligible to participate in that 

sport or any related sport during the current academic year with the following exceptions: 

a. Participants must compete at the competitive level in the “A” Leagues. 

b. No more than two (2) club team members may be listed on any intramural team 

roster. 

c. Any person who competes in scheduled contests, practices with the team, coaches 

or assists in coaching and/or is on the team roster for that academic year is 

considered to be on that club.   
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Campus Recreation  

Services & Guidelines 

 
 

Facilities 

 

As members of the Club Sport Association you have access to facilities at little to no 

cost.  This is a privilege that is not afforded to other Valdosta State student organizations.   

 

The following facilities are coordinated and scheduled through the Department of 

Campus Recreation for sport club use: 

 

 
Indoor Spaces 
 

Student Recreation Center 

3 multi-purpose courts 

3 handball/racquetball courts 

25 yard pool 

2 Activity rooms 

 

Meeting Rooms 
 

University Center 

A variety of different size meeting rooms are available 

 

Outdoor Facilities 
 

SRSC 

2 Softball Fields 

2 Sand Volleyball Courts 

1 All-Purpose Field 

Picnic Area 

 

Facility Use Policies 

 

The following facility use policies have been established by the Department of Campus 

Recreation.  As representatives of the Department all club sport members are expected to 
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know, understand and abide by these policies.  Club Sports are very fortunate to have the 

unique benefit of access to these facilities at little or no charge.  Please do not abuse this 

privilege!  Misuse of facilities or abuse of this benefit will result in the loss of facility use 

privileges for the club. 

 
Required Identification must be presented to enter the Student Recreation Center.  Club 

Sport members and coaches are not exempt from this policy.  Whether entering the 

facility for a scheduled club sport event or practice, or to utilize the facilities for 

recreational activities, all club sport members should present the proper identification. 

 
Facility Rentals are of no direct charge to the club sport for the use of facilities 

coordinated through the Department of Campus Recreation for practices.  In addition, 

club sports are permitted to host a limited number of tournaments or competitions within 

the normal operation hours per year without paying facility rental fees.  Clubs will be 

charged for early openings or late closings.  

 

Clubs may not sponsor or host events for another organization, including national leagues 

or associations, so that they may avoid facility rental fees.  In other words, the club sport 

must be involved in all aspects of the event (i.e. planning, coordinating, etc).   

 
Facility Reservations are needed for all club sport meetings, practices, tournaments, 

games, and other competitions must be reserved through the Department of Campus 

Recreation.  Failure to do so may result in scheduling conflicts, and other organizations 

will not be bumped in order to accommodate club sport requests. 

 

Facility reservations will be made by the Assistant Director based on the club schedules 

submitted. Clubs should submit their requests at any point during the semester.  Factors 

considered for approval include: 

 

 Facility availability 

 Compatibility of the activity with the facility use policies and procedures 

 Safety and risk considerations 

 Availability of appropriate staffing and supervision 

 

Remember that you are not guaranteed facility reservations based upon your request.  It is 

important to get your request in as early as possible. 

 

Inclement Weather will come into play during your seasons. To ensure the playability of 

outdoor facilities throughout the year, careful consideration will be given when 

programming during rain or on wet fields.  If standing water is visible or the possibility 

of damaging the fields exists, events will be cancelled and rescheduled.  The basic 

guideline for assessing the situation in the absence of the Assistant Director is – if there 
is any question or doubt, reschedule. 
 

In case of inclement weather and / or poor field conditions the following policy should be 

followed for event cancellations: 
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 1. The Assistant Director may cancel the game prior to its start due to severe weather 

and/or dangerous playing fields. 

 

 2. In the absence of full-time Campus Recreation Staff, the decision to cancel an 

event prior to its start will be the responsibility of the club sport student 

leadership. 

 

 3. Once the contest has begun, the responsibility for canceling the event rests with 

the game officials.  Club officers and/or Campus Recreation personnel should 

inform the game officials of the Department’s severe weather policy and any other 

pertinent information to assist them in making a prudent decision once the contest 

has begun. 

 

 4. To avoid any fears that officials’ may continue to play a contest to ensure payment 

for their services, officials should be paid in full prior to the start of the contest. 

 

Equipment 

 
The following items are available for checkout on a first-come, first-serve basis: 

 

 Tables 

 Measuring tapes 

 Flip scoreboards 

 Stopwatches 

 Hand Painter 

 Water coolers 

 Cones 

 

To request equipment for a club sponsored activity one must submit the request to the 

Assistant Director at least 48 hours prior to the date needed. 

 

The responsible management of organizational funds is critical to a club’s success.  Club 

officers assume the responsibility of guaranteeing that expenses support the club’s 

mission and goals, and that expenses do not exceed income.   

 

 

Office Services 

 
Club Sports have access to our student computer lab, printing resources, long distance 

phone usage and mail services.  

 

Club Sport Computers are available for use by club sport members in the student 

computer lab in the Student Recreation Center.  These computers can be utilized to 

access club e-mail accounts and create and print items related to club business.   In 
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addition, these computers have access to files that have been saved from year to year for 

club use and originals of all forms that are presented in this handbook. 

 

Club Sport Mailboxes for each club are provided in the student computer lab in the 

Student Recreation Center.  Letters, campus mail, phone messages, checks, and notices 

from the Assistant Director of Campus Recreation – Intramural & Club Sports will be 

placed in your box.  Mailboxes should be checked on a regular basis (at least once a 

week). 

 

It is strongly recommended that clubs use the departmental address for all mailings.  Club 

mail should be addressed in the following manner: 

 

 Club name (required) 

 Department of Campus Recreation (optional) 

 Valdosta State University (required) 

 1500 N. Patterson St. (required) 

 Valdosta, GA 31698 (required) 

 

Mailing Services are offered to clubs including club use of Department stationary on a 

limited basis.  If your club wishes to send out letters, tournament announcements and 

entry forms, tournament results, etc. with the Department of Campus Recreation mail, 

two rules must be followed: 

 

 1. All items must be mailed in Department of Campus Recreation envelopes, and 

should be labeled with the club name in the return address 

 2. All items must be TYPED or neatly handwritten 

  

The Assistant Director of Campus Recreation – Intramurals & Club Sports must approve 

all club mail-outs that go through the Department of Campus Recreation or any mail-out 

that uses the name of Valdosta State University as a reference.  

 

Copy services are available to club members who assume responsibility for making 

copies.  Please see the Assistant Director of Campus Recreation – Intramurals & Club 

Sports to make arrangements to use the office photo copier.  Only copies that are related 

to the promotion and administration of the club can be run on departmental copy 

machines. 

 

Long Distance Telephone calls may be made with approval from the Assistant Director 

of Campus Recreation – Intramural & Club Sports. All calls must be logged. 

  

The fax machine has been made available to all club sports. Clubs may fax at no charge 

provided they receive approval from the Assistant Director of Campus Recreation – 

Intramural & Club Sports. All faxes must be logged. 
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Advertising + Promotions 

 
The Department of Campus Recreation helps to coordinate the efforts of all Club Sports 

and to promote the Club Sport Program in general.  Campus Recreation offers a variety 

of items for individuals who are interested in obtaining information regarding the club 

sport program.  They include the Department of Campus Recreation Brochure, the 

Campus Recreation Calendars, and the Department of Campus Recreation website 

(www.valdosta.edu/recreation).   

  

Flyers should be made by a member of your respective club. The Department of Campus 

Recreation requests that you have the following on each flyer: 

1. Campus Recreation Logo 

2. Club Membership Contact Information (Phone, Email, etc.) 

3. Campus Recreation Web Site 

It is the club’s responsibility to copy and distribute the flyers. 

 

Distribution should be completed by club members. Flyers can be distributed to housing 

in an inter-campus mailing. For inter-campus distribution, copy 43 flyers and put a post-it 

note on top of the stack with the words “Housing  RA’s” on it.  Place the stack in an inter-

departmental envelope and address to Housing 

 

Flyer in the Student Recreation Center can be posted on any open bulletin board with 

approval of Assistant Director. 

 

To help keep your Rec Center looking good, please do not post anything on walls, 

windows, doors, railings, etc. 

 
 

Contracts 

 
All contractual arrangements made for competition or any other purpose must be made in 

the name of the Club Sport and not in the name of the Department of Campus Recreation 

or Valdosta State University.  Any agreement entered into by the club is not binding upon 

the Department or the University.  No club may enter into an agreement with a guarantee 

of funding from the University.  Clubs should receive approval from the Assistant 

Director of Campus Recreation – Intramural & Club Sports prior to entering into any 

contractual agreements. 
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5 
 

Event Management 

 
Event Planning 

 
Club Sports host a wide variety of activities throughout the year, including tournaments, 

games, competitions, and banquets.  It is important to properly plan for these events to 

assure success.  All clubs should meet with the Assistant Director of Campus Recreation 

– Intramural & Club Sports at least two weeks prior to hosting an event or activity.  

Please refer to the checklists below for details that should be presented during this 

meeting. 

 

Pre-Event Planning 
 

What are you planning? 

 Scrimmage or friendly competition 

 Scheduled league or association competition 

 Championship level competition 

 Invitational Tournament 

 Banquet 

 Details to consider: 

 Purpose of the event (i.e. fundraiser, etc) 

 Format (i.e. single elimination, round robin, etc) 

 How will the event be advertised? 

 

When will the event take place? 

 Set-up/Take-down times 

 For outdoor events 

 Fields painted 

 Grass height appropriate 

 Equipment needs 

 Tables & chairs 

 Scoreboards 

 Cones 

 Etc. 

Who will be responsible for the set up and take down of equipment? 

 When and where will they meet? 
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Registration times 

Who will staff registration tables? 

Cash box needed? 

Beginning/Ending competition times 

What is the format of the competition (i.e. single elimination, etc)? 

When is/are game time(s)? 

 

Where will the event be held? 

Have Facility Reservation requests been submitted? 

Have Facility Reservation requests been approved? 

 

Who will participate in the event? 

Will other departments on-campus be affected by the event? 

Parking 

Public Safety 

Plant Operations 

Etc. 

Number of expected teams and/or individuals 

How will participants be identified? 

Where will the participants be coming from (i.e. local, regional, national)? 

Contact visitors to communicate: 

Directions to the facility 

Facility rules 

Parking information 

What personnel will be needed? 

Officials 

Scorekeepers 

Tournament Assistants 

Campus Recreation staff 

Medics/Athletic Trainers 

Spectators and guests 

Are entry fees being charged? 

How will spectators be identified? 

 

Safety & Risk Management 

Have you prepared/familiarized yourself with the facility’s emergency action plan? 

Have you discussed optional dates and locations in the case of inclement weather? 

Where will the first aid station be located? 

Have participants signed and submitted an assumption of risk form? 

Has all equipment been inspected and approved for the event? 

Have all facilities been inspected prior to the event? 

Have you established a method for communication between satellite facilities? 
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Post-Event Evaluation 

 
It is important to evaluate events once they have taken place to determine their value to 

the club.  These steps will help you identify unforeseen problems, practices that went 

well/poorly, etc.  The purpose of the evaluation is to help clubs plan similar events in the 

future, and to make any necessary changes.  Clubs should meet with the Assistant 

Director of Campus Recreation – Intramural & Club Sports at the conclusion of an event 

to discuss: 

 

 The success or failure of the event 

 What made the event so successful? 

 What could be done to improve the event? 

 Unforeseen risks associated with the event 

 Unforeseen costs associated with the event 

 Should the club continue to hold the event? 

 Recommendations for future events 
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6 
 

Financial Management 

 

 
Types of Accounts 

 
There are two types of accounts that may be used by Valdosta State University club 

sports.  Each of these accounts has very specific guidelines for utilizing the funds. 

 

 1. Department of Campus Recreation Allocation 
 

 The Department of Campus Recreation receives funds that are annually allocated 

to the members of the Club Sport Association.  These funds are allocated through 

the combined efforts of the Assistant Director and the Club Sport Executive 

Board based on the needs and requests of the clubs. Funds not used by the end of 

each academic year will not carry over to the next academic year. 

 

Examples of appropriate expenditures from the Campus Recreations allocation include: 

Equipment purchases 

Approved travel expenses (Gas, Car Rental, Hotel)  

Tournament entry fees 

League or Association fees 

Services rendered by another University department 

Officiating fees 

Uniforms or warm-ups (As long as they are to stay with the Department) 

Other expenses as approved by the Assistant Director 

 

Examples of inappropriate expenses include: 

Purchasing individual equipment needs 

Banquet expenses 

Coaching stipends 

Awards 

Newspaper advertisements 

Club t-shirts 
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 2. Student Organization Financial Account 
 

 A club can use any bank in the local Valdosta area. It is important that you open a 

non-profit business checking account.  DO NOT use Valdosta State University, 

VSU, or any other reference to the university in your official name that is 

register with the bank of your choice. With these accounts designated 

individuals will have to be on the signature card which allows them access to 

write check and make deposits. It is important to make sure you take advantage of 

a non-profit business account. The President & Treasurer must be on the account.  

 

 Please note: To have an individual added to the signature card a current signature 

card member must be present.  

 

 The Student Organization/Club Sport revenue received from club activities such 

as dues, fund-raisers or sponsorships must be placed in their account.  Typically 

these funds are utilized for post-contest entertainment, awards, banquets, 

refreshments, meals, uniforms, and etc.  Because funds in these accounts carry 

over from year to year, it is not necessary for the club to spend all funds in the 

account each year.  However, clubs will be required to justify any funds that seem 

excessive at the Department of Campus Recreation Allocation presentation. 

 

 It is vital that club officers keep very accurate records of all account transactions, 

including income and expenses.  If a club is audited and cannot produce 

documentation verifying the transactions, then the authorized student signing the 

ledger sheet will be responsible for repaying the funds. 

 

  
Allocation Request Procedures 

 

Budgets including allocation requests must be presented to the Assistant Director – 

Intramural & Club Sports.  Use budgets and records from previous years to estimate 

income and expenditures.  Remember to be specific when preparing your allocation 
requests!  The more information you provide, the easier it will be for the Club Sport 

Executive Board to understand your needs and accurately grant funding.  The allocation 

of funds will be based on five key components: financial need of each club, the club’s 

organization/compliance to club sports policies and procedures, longevity and/or 

demonstration of active participation, evidence of the club’s fundraising efforts and 

volunteer hours within the community.  

 

Once you have determined the club’s goals and needs, allocation requests will proceed as 

follows: 

Submit your completed budget request to the Assistant Director by the date specified. 

 

The Assistant Director will review your request and make appropriate comments. 
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A representative from your club will be required to present the rationale for your 

request to the Club Sport Executive Board.  This hearing will take place during 

the spring semester for the following fall-spring academic year.   

 

50% of available funds will be allocated based on budgets and presentations.  The 

other 50% of the available funds will be allocated based on the Compliance Point 

System. 

 

After all proposals have been heard, the committee will meet to recommend the 

allocation amounts for each club.  These amounts will be presented to the 

Assistant Director of Campus Recreation – Intramural & Club Sports for 

approval. 

 

Once final determinations have been made, each club will receive a letter stating the 

exact amount of the allocation. 

 

New clubs will only be allocated $100 during their first year of membership with 

the Club Sports Association.  After their first academic year probationary period 

they will be eligible for full allocation. 

 

Membership dues 
 

Clubs should set membership dues based on the perceived amount that will be needed to 

operate effectively. It is important to have hard money coming into the club from 

membership dues. In general, the more fundraising your club performs the less your 

membership dues may be and vice versa. The Campus Recreation allocation amount can 

be considered when setting membership dues but remember it may not be a consistent 

amount year to year.  

 

Fundraising 
 

Although clubs receive some monetary support from the Department of Campus 

Recreation, the funding of club activities is primarily the responsibility of each club’s 

membership.  It is important that members take an active role in raising funds to reduce 

the individual costs that are associated with participation in the club.  Before organizing a 

fundraiser or soliciting funds from donors, the club leaders should communicate their 

plans with the Assistant Director to ensure compliance with University policies and 

procedures.  Those club sports that fundraise $400, and file proper paperwork with 

Campus Recreation, will receive an additional $400 in matching funds deposited in 

their Campus Recreation account. 

 

Some possible fundraising activities include: 

 

Letter campaigns to friends and alumni of the club 

Car washes 

Garage sales 

T-shirt sales 
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Tournaments 

Game programs 

 

Each of these activities requires planning and coordination, and should be coordinated 

with the assistance of the Assistant Director.  The following guidelines will help make 

your fundraising efforts successful: 

 

Determine the purpose of the fundraising campaign 

Develop a fundraising officer position to coordinate and direct fundraising efforts 

Recruit and motivate all club members to participate in the activity 

Avoid scheduling conflicts with other major campus and community events 

Utilize various forms of media to promote and publicize the activity 

Reserve the appropriate facilities well in advance 

Keep accurate financial records of all monies spent and received 

Prepare a report about the fundraising activity to help future club members plan 

similar events 

 
*All fundraising must be approved by the office of Student Life 

 
Budgeting Suggestions 

 
The following suggestions should help you coordinate and effectively manage the funds 

utilized by your club: 

 

 Once funds have been allocated, prepare an adjusted budget to accommodate the 

differences between the request and the actual allocation.  Do not use the original 

request as your approved annual budget. 

 

 Stay within your budget.  Spend your money carefully and make sure expenses 

will assist the club in reaching its goals.  Receipt all expenses, keep copies of 

invoices, and record all deposits.  Keep track of all money that is spent and 

deposited.   

 

 The treasurer should approve all expenditures.  Require all club members to 

obtain approval before they pay for anything for which they expect 

reimbursement.  Demand receipts and do not reimburse members for expenditures 

you did not approve in advance: No approval & No receipts = No 

reimbursement. 

 

 Devise a separate budget for major events (i.e. hosting a tournament, staging a 

race or fundraiser, etc.) that itemizes all projected income and expenses. 

 

 Receipt all income received.  Be sure to record and deposit any cash received on 

the day it was received.  If needed, the Assistant Director can supply receipt 
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books.  Please notify the Assistant Director if you are interested in utilizing a 

receipt book. 

 

 Learn to maintain accurate and up-to-date financial records.  Club records are 

subject to review and/or audit by the Department of Campus Recreation and/or 

Valdosta State University at any time.  It is vital that you maintain an accurate list 

of all income and expenditures. 

 

 

Methods of Payment 

 
The Assistant Director of Campus Recreation – Intramural & Club Sports must approve 

all club sport purchases and expenses.  Do not purchase items and expect to be 
reimbursed, or make any verbal or written agreements for the purchase of 
equipment without first receiving approval from the Assistant Director.  
Agreements made without approval are not binding to Valdosta State University or the 

Department of Campus Recreation, which means the party involved in the agreement will 

be held liable for all expenses.  

 

Equipment purchased with Campus Recreation allocations becomes the property of 

Valdosta State University and cannot be sold or traded.  This equipment will be issued to 

the club for use during the year.  All personal equipment must be purchased by individual 

club members and remains the property of the individual.  Other equipment purchased by 

the club remains club property. 

 

Do NOT pay sales taxes when purchasing items with funds made available 
through the Department of Campus Recreation.  The following methods may be 

utilized when making purchases or paying for services: 

 

 1. Department of Campus Recreation Credit Card 
 

 The Assistant Director of Campus Recreation – Intramural & Club Sports has a 

credit card that can be used to purchase items for club use.  This method is highly 

recommended and greatly expedites the purchasing process.  To use the credit 

card: 

 

 Obtain approval for the purchase from the Assistant Director of Campus 

Recreation – Intramural & Club Sports 

 Submit a PURCHASE REQUEST to the Assistant Director of Campus 

Recreation – Intramural & Club Sports that includes: 

o The vendor’s name, phone number and complete address 

o A detailed description of the item to be purchased, including 

model/catalog number, price, color, size, quantity, etc. 

o Whenever possible, attach a copy of the catalog  
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 The Assistant Director of Campus Recreation – Intramural & Club Sports will 

place the order using the information provided on the request  

 All orders placed with the credit card will be shipped to the Department of 

Campus Recreation 

 The complete cost of the purchase will be subtracted from the club’s Campus 

Recreation allocation 

 
 
 2. Invoiced Payments 
 

 In some instances, clubs may choose to be invoiced for services or for the 

purchase of items.  The following procedure should be followed for the payment 

of club invoices through the Campus Recreation allocation: 

 

 Obtain approval for the payment from the Assistant Director of Campus 

Recreation – Intramural & Club Sports through a PURCHASE REQUEST 

 All orders should be delivered to: 
 

Department of Campus Recreation 

c/o CLUB NAME 

Valdosta State University 

1500 N. Patterson St. 

Valdosta, GA 31698 
 

 Once the items have been received, the accuracy of the shipment should be 

verified 

 Submit the invoice to the Assistant Director of Campus Recreation – 

Intramural & Club Sports for payment 

 Allow 3 – 4 weeks for the processing of payments made in this way 

 The complete cost of the payment will be subtracted from the club’s Campus 

Recreation allocation 

 

 3. Reimbursement 
 

 Reimbursements can ONLY be made to individuals.  The Department cannot 

reimburse money directly to the club under any circumstances.  To request a 

reimbursement: 

 

 Obtain approval prior to the purchase from the Assistant Director of Campus 

Recreation – Intramural & Club Sports through a PURCHASE REQUEST 

 Once the items have been received, the accuracy of the shipment should be 

verified  

 Submit the REIMBURSEMENT REQUEST to the Assistant Director of 

Campus Recreation – Intramural & Club Sports including: 
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o Receipt showing the name of the individual who made the purchase or 

paid for the service (this name must match the name of the individual 

being reimbursed) 

 

 The Department cannot reimburse the payment of sales taxes 

 Reimbursement checks should be received 3 – 4 weeks after all paperwork has 

been submitted 

 The total reimbursement amount will be subtracted from the club’s Campus 

Recreation allocation 

 Reimbursement can only be processed for travel-related expenses.  Do 

not purchase a single item and ask to be reimbursed. 
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Travel 

 
 

Travel is an area that will be closely watched and discussed.  Realizing this fact, it is 

important that you, as student leaders, understand the liability associated with travel, as 

well as the various options that are available for the club’s use. 

 
Pre-Trip Planning 

 
The following guidelines should be followed to assist in the development of travel plans: 

 

The traveling process requires organization, attention to detail and planning on the part of 

club sport leaders.  For in-state travel, club leaders should meet with the Assistant 

Director of Campus Recreation – Intramural & Club Sports at least two weeks prior to 

departure to discuss the club’s travel plans.  For out-of-state travel, this meeting should 

take place at least four weeks prior to departure.  During this meeting, club leaders should 

be prepared to discuss: 

 

 Purpose of the trip 

 Travel route 

 Itinerary (i.e. lodging, timeline, etc) 

 Mode of transportation 

 Selection criteria for drivers 

 Emergency procedures 

 

Although the Department of Campus Recreation does not perform driver’s record checks 

for club sports trips, it is highly recommended that club leaders ensure that drivers: 

 

 Have a valid driver’s license 

 Have a good driving record (no more than two moving violations) 

 Have adequate insurance 

 Understand and accept the level of liability they are accepting as drivers 

 

In addition to meeting with the Assistant Director, a completed TRIP REQUEST must 

be submitted at least one week prior to departure in order for the club to be reimbursed 

for expenses associated with the trip.  This must include: 
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 The names of all club members who will be on the trip – all names listed on the 

trip request must have a signed assumption of risk on file with Campus 

Recreation 

 Destination 

 Date(s) of departure, competition, and return 

 Emergency contact number(s) while on the trip 

 
The day of the trip the following must be presented to the Assistant Director of Campus 

Recreation: 

 Members who did not show or will not be making the trip 

 Any changes to Itinerary or plans 

 

The club must call the Assistant Director (229-249-2690) and leave a message regarding 

the above information. If this information is not provided then future travel may be in 

jeopardy. 

 

Travel Options 

 
The following options are available for use by Valdosta State Club Sports during 

sponsored trips: 

 

  

1. Rental/Charter 
 

Some commercial rental companies (i.e. Avis, Hertz, etc) are an option to rent 

from.    Any defects should be noted on the rental agreement and confirmed by 

the rental agency. Charges made by the rental agency for damage not noted by 

will be the responsibility of the driver. Please contact the Assistant Director of 

Campus Recreation – Intramural & Club Sports for more information regarding 

this option. 

 

2. Private Automobiles 
 

Be sure that each vehicle has appropriate insurance and that individuals traveling 

in private vehicles understand that they do so at their own risk.  Drivers need to be 

aware that by choosing to drive, they assume responsibility for the safety of those 

traveling in their vehicle.  This means that drivers should take care to follow all 

traffic laws and safety guidelines, and should also make sure that their vehicle is 

in a safe working condition before beginning the trip.   
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Eligibility Checks 

 
All club sport teams must abide by the Conference, Regional, and State rules and 

regulations that govern their sport.  A club representative should see the Assistant 

Director  at least three weeks in advance when required to obtain certificates of eligibility 

from the University (statements verifying current student status and progress toward a 

degree).  If the Registrar’s stamp is required, failure to give adequate time for completion 

may result in the club not obtaining the necessary paperwork in time. 

 

To obtain a certificate of eligibility, clubs should supply a letter to the Assistant Director 

of Campus Recreation – Intramural & Club Sports that specifies: 

 

 1. Each student’s correctly spelled full name and ID number 

 

 2. What is to be verified (i.e. registered, currently enrolled, full-time status, progress 

toward a degree, good academic standing, GPA, other).  It is the club's 

responsibility to request this information from their governing association.  

Failure to submit this information will delay the verification process. 

  

 3. The name and address of the organization/individual to whom the certificate must 

be sent. 

 
Expectations During the Trip 

 
As representatives of Valdosta State University and the Department of Campus 

Recreation, all Club Sport members are expected to conduct themselves in an appropriate 

manner whenever and wherever they may travel.  Any reports of activities that negatively 

reflect upon the University will result in disciplinary actions.  All funds will be frozen 

until the situation is resolved. 

 

All club sport members should adhere to the following safe driving practices while 

traveling: 

 

 Observe all limits and regulations for the vehicle. 

 Obey all traffic laws, especially speed limits.  

 No horseplay or racing.  

 Plan routes out in advance, carpool and caravan where possible.  

 Break-up the trip into segments, stopping at least once every hour to 90 minutes.  

 Do not consume, possess, or transport alcoholic beverages or illegal drugs.  

 Ensure that each passenger has and wears a seat belt.  

 All drivers should have medical release forms and emergency contact numbers in 

the car at all times.  

 At least one cell phone in each car, everyone has the numbers and there are 

designated check-in times.  
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 Driving should only take place between the hours of 6 a.m. and 10 p.m.  

 Drivers should have at least six hours of sleep before driving.  

 There should be at least two people in the front seat while driving, and all should 

remain awake during the trip.  

 Pull over in a safe location if you become drowsy and let someone else drive (if 

they are able). 

 When in doubt, use common sense when you drive.  

 If an accident or breakdown occurs, know and follow the emergency procedures.  

 
Emergency Procedures 

 
If you are involved in an accident: 

  

 Stop immediately and notify the local police or call 911. 

 Contact the Assistant Director of Campus Recreation – Intramural & Club Sports 

and leave a message if necessary. 

 Fill out police report (necessary for insurance purposes). 

 Obtain the names and addresses of all witnesses. 

 Do not make any statements as to who is at fault, nor should you make any offers 

to pay damages.  Fault or legal liability will be decided by the appropriate 

authorities. 

  

If someone is injured in the accident: 

  

 Call 911 immediately and obtain medical attention.  

 Consult the member’s medical release form for any special needs.  

  
Risk management is neither costly nor burdensome.  A good risk management plan will 

assist you in coordinating events and travel that will increase the safety of participants 

and spectators.  The Department of Campus Recreation expects clubs to operate in a 

manner that reflect this belief, and provides clubs with the resources needed to implement 

a comprehensive risk management plan. 
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Risk Management 

 

 
Elements of Risk Management 

 
There are four elements of risk management that clubs should acknowledge: 

 

 1. Identification 
 

Prior to hosting an event, traveling to a competition, or competing in any other 

activity clubs should work to identify the risks associated with that activity.  Risks 

do not include only those things that can lead to injury, but also include risks to 

the club’s finances, image, etc.  This handbook has been developed to include 

outlines and suggestions for identifying risks associated with your club business. 

 

 

 2. Evaluation 
 

Once you have identified the risks associated with the club’s activities, these risks 

should be evaluated to determine their severity and probability.  A proper 

evaluation of these risks will assist the club in determining the best way to handle 

each risk. 

 

 3. Treatment 
 

Once the risks have been evaluated, clubs must determine the most effective 

method for managing each risk.  Clubs may choose to do one of three things after 

evaluation:  eliminate, limit, or accept the risks.  All club sports, by their nature 

involve risks.  Therefore, the answer should not always be to eliminate the 

activity simply because the risk exists.  Instead, clubs should work to determine 

how to best manage and minimize the risks. 

 

4. Implementation 
 

Once the most effective method for managing the risk has been identified clubs 

should implement the risk management plan.  This could include physical 

modifications, proper signage, extensive advertising, etc.  The implementation 

possibilities are endless and should be discussed with the Assistant Director. 
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First Aid Kits 

 
The Department of Campus Recreation will make first aid kits available for checkout 

during practices and club trips.  We recognize that there are circumstances during trips 

that clubs do not have access to medics or other emergency personnel during club 

activities.  It is the responsibility of the club to ensure that the first aid kit is fully 

supplied prior to departure, and for providing documentation for any inventory that is 

utilized while checked out. 

 
Emergency Procedures 

 

 For minor injuries: 

 

 A qualified individual should render first aid as required on the spot 

 Complete an ACCIDENT/INJURY REPORT form and submit it to the 

Assistant Director of Campus Recreation – Intramural & Club Sports within 48 

hours 

 

 For injuries requiring medical attention: 

 

 Designate someone to take the injured party to the Health Center or local medical 

facility.  Under no circumstances should he/she go unescorted. 

 Complete an ACCIDENT/INJURY REPORT form and submit to the Assistant 

Director of Campus Recreation – Intramural & Club Sports within 48 hours. 

 If a student has been unconscious he/she must be taken to the Health Center or 

local medical facility. 

 

 For emergencies: 

 

 Call 5555 (On-Campus) or 911 (Out-of-Town) and request EMS. 

 Explain the nature of the emergency and inform them that no EMT is on the 

scene. 

 Give them clear and specific directions to the site. 

 Provide the name and exact location of the victim, a brief description of the 

injury, identification of the caller, and phone number. 

 Meet emergency personnel at the entrance to the building/field or scene of the 

accident and guide them to the injured party. 

 Emergency personnel will be responsible for determining if and how the injured 

party shall be transported and whether to transport to the Health Center or the 

local hospital. 

 
 
 

 



 

 38 

Compliance Point System 

Club Sports Funding is distributed to the Member Clubs according to each individual 

club’s fulfillment of the Compliance Point System (CPS) requirements. Points 

will be awarded to teams as outlined in the CPS. Fifty percent (50%) of the Annual Club 

Sports Allocation Funds will be distributed in accordance with the CPS. The total dollars 

available for allocation will be divided by the cumulative number of points earned by all 

clubs throughout the academic year. This method will determine a dollar value to be 

assigned to each point. Each team’s earned points will then be multiplied by this value 

to determine the funding to be allocated to each team.  The remaining fifty percent (50%) 

of the Annual Club Sports Allocation Funds will be distributed to teams based on “need” 

as reflected in the annual presentations.  The point structure is as follows: 

 

Positive Points 

5 Attendance at Monthly Meetings  

5 Club Information Form on file – by September 30, 2009 

5 Club Advisor Form on file – by September 30, 2009 

1 Any fundraiser with completed paperwork 

2 Fundraiser with profits $100-$499 

5 Fundraiser with profits greater than $499 

5 End of the Semester Report – by December 9, 2009 

5 End of the Year Report – by May 4, 20010 

5 Practice Schedule – by September 30, 2009 

2 Authority to Travel in 2 weeks in advance of travel 

2 Travel Itinerary in Tuesday before travel 

2 Travel Expense Statement – within 30 days 

2 Follow up Form – within 1 week 

10 No disciplinary Violations during 2009-2010 

10 Special Event 

5 Community Service 

 

Negative Points 

5 Missed Monthly Meeting 

5 Club Information Form not on file 

5 Club Advisor Form not on file 

2 Fundraiser without proper paperwork submitted 

5 End of the Semester Report not turned in 

5 End of the Year Report not turned in 

5 No Practice Schedule 

1 Misuse of SRSC – per instance (ie, climbing fence, leaving SRSC unlocked) 

2 Authority to Travel not in 2 weeks in advance of travel 

2 Travel Itinerary not in Tuesday before travel 

2 Travel Expense Statement –  not within 30 days 

2 Follow up Form – not within 1 week 

2 Travel with ineligible roster 

Varies Disciplinary Violations during 2009-2010 
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Emergency Contact Protocol 

 
The following protocol has been designed to establish a formal chain of command that 

will allow for fast and efficient communication in the event of a serious and/or life-

threatening emergency occurring within a Campus Recreation facility or designated 

sporting area.  Prompt notification of the appropriate staff members will be carried out 

according to this standard procedure. 

 

Any medical emergency is a possible life-threatening situation.  Examples of serious 

injuries might include: loss of consciousness, suspected head and/or neck injury, 

respiratory distress/arrest, cardiac emergencies, drowning and near drowning, seizure, 

falls, severe fractures, and exposure to extreme cold or heat.  Any injury that requires 

ambulance service, extended care in a hospital, missing of classes, etc. must be 

documented and reported to the Department of Campus Recreation immediately.  

 

In case of an injury or emergency, the following contact list should be followed: 

 

 Mallory Price Office 333-5898 

 Assistant Director of Campus Recreation Cell  517-420-7391 

 

 Richard Hammond Office 333-5898 

 Director of Campus Recreation Cell 269-6231 

  Home 241-1007 

  

 Student Recreation Center Control Desk 245-4306 

 


