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s@ Preface: Five Values of Baylor Student Organizations ~ a Values-
Based Approach to Student Organization Development

The Department of Student Activities believes a values-based approach to student organization and
leadership development is essential in order for the goals and objectives of the Department and all of
Baylor’s 300 plus student organizations to be readily achieved. Because of this belief, the Five Values of
Baylor Student Organizations have been created to emphasize how the Department intends to interact
with each student organization, and how it in turn expects all organizations to interact with each other and
their respective memberships.

The Department of Student Activities believes that all student leaders are entrusted with the responsibility
to operate their student organizations in a values-based manner. In giving student leaders more
responsibility to operate their organizations with a values-based mindset (emphasizing that they also must
make themselves aware of the guiding policies and procedures on campus that affect them), the
Department of Student Activities places additional responsibility on itself as well. The Department
realizes that it will take more time and effort to have dynamic conversations and programs that challenge
students in their learning and development rather than spending the majority of each year monitoring
systems that police policy compliance or enforcement. This values-based focus will therefore provide
high expectations for Baylor’s student leaders and organizations, while also mandating that the
Department of Student Activities offer the necessary support before, during and after student organization
leadership decisions (both good and bad) to facilitate student organizations’ ongoing development and
positive contributions to Baylor and the community.

With this in mind, the Five Values of Baylor Student Organizations are:

l. Respect All Persons
Actively value and honor the similarities, differences and contributions of every
individual as a unique and contributing member of the Baylor University
community.

. Be Vision and Purpose Minded
Be positive ambassadors and representatives of the values, mission and purpose of
both your organization and Baylor University. Refrain from activities that
cheapen or do not advance these ideals.

I11. Do No Harm
Demonstrate active care for the emotional, physical, spiritual, social, and
intellectual well being of every individual within and outside of the organization.

IV.  Demonstrate Good Stewardship
Operate with integrity in the management/development of resources your
organization has been entrusted with. Create a legacy of leaving things better
than you found them.

V. Intentionally Influence
Serve as a positive force within your organization and the University. In both the
leadership and followership roles that you have, build up, encourage, and advance
the causes and purposes of Baylor and your organization, bringing about positive
change in all arenas of influence.
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‘ S@' How to Use this Reference Guide

This Reference Guide to policies pertaining to student organizations is provided to you as
a tool to assist you and your organization. Student organizations are encouraged to use this
guide regularly to verify your compliance with University policies and to ensure your
organization’s good standing with the Department of Student Activities.

At the conclusion of each section, you will find contact information for the originating
University department, office, committee or individual (see sample below). Questions about
policies or procedures can be directed either to the Department of Student Activities or to the
originating author(s). While in some instances the Department of Student Activities is
responsible for holding student organizations accountable to the policies within this guide, the
Department of Student Activities is not responsible for the development of or potential changes
to said policies except where noted.

The Quick Reference (pages 5 — 8) was developed so that you may quickly look up
policy subjects alphabetically at your convenience. Additionally, a University Departmental
Guide (page 10) is provided for your use as you conduct the business of your organization.

In addition to this guide, all student organizations will receive copies of “the Yellow
Pages.” The Yellow Pages document serves as a guide to practical application of the policies
within this document and frequently refers to specific policy statements. The Yellow Pages and
this Policy & Procedure Reference Guide should be viewed as documents that compliment one
another in assisting student organizations in their daily functioning and day-to-day business
affairs.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@' UNIVERSITY DEPARTMENTAL GUIDE

Department of Student Activities

Office Location: Bill Daniel Student Center, First Floor, Suite Number 101

One Bear Place #97074

Waco, Texas 76798

254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

Baylor Dining Services
Office Location: Penland Hall
One Bear Place #97106
Waco, Texas 76798
254-710-1414 (general office)
800-583-0583 (toll free)
www.baylor.edu/dining

Baylor Science Building Facilities

Office Location: Baylor Science Building, D.111
One Bear Place #97046

Waco, Texas 76798

254-710-2400 (general office)

254-710-2405 (fax)

www.baylor.edu/bsh

Campus Living & Learning
Office Location: Penland Hall
One Bear Place #97076
Waco, Texas 76798
254-710-3642 (general office)
254-710-3667 (fax)
www.baylor.edu/cll

Institutional Technology Services
Office Location: Multiple locations
One Bear Place #97268

Waco, Texas 76798

254-710-2711 (general office)
254-710-4357 (help line)
http://its.baylor.edu

Judicial Affairs

Office Location: Robinson Tower, Suite 420
One Bear Place #97073

Waco, Texas 76798

254-710-1715 (general office)
254-710-2562 (fax)
www.baylor.edu/judicial_affairs

Office of Risk Management

Office Location: Pat Neff Hall, Suite 306
One Bear Place #97191

Waco, Texas 76798

254-710-8990 (general office)
254-710-8592 (fax)
www.baylor.edu/risk_management
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‘ s@' POLICY ORIGINS

The policies represented in this document have been compiled by the Department of
Student Activities to educate and inform students and student organizations about pertinent
University policies, guidelines and regulations. As students use this document, they should do so
with the understanding that the content and formant of information may differ according to the
department or office of origin.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Woaco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

‘ s@’ UNIVERSITY RELATED ACTIVITIES DEFINED

It is important to understand that the University defines a "university related activity™ as:
"A university related activity is any activity sponsored by the University or by any organization
recognized by the University.

The degree to which an organization is responsible for the activity of its members is not
necessarily dependent upon the number of members engaging in the activity, but depends upon
whether the activity is related to the organization as described in the two categories listed below.
Student organizations may be held responsible for the acts of individual members:

= when the acts grow out of, or are directly related to, the student organization's activities
or an environment created or knowingly permitted by the organization; or

= when a member of an organization is violating local, state, or federal law or University
regulations and other members present, by failing to discourage such activity, tacitly
condone the behavior

In addition to the group being held responsible, members and officers may also be held
responsible as individuals for their roles in any violation of University policy.”

This content was developed and/or provided by:
Judicial Affairs
Office Location: Robinson Tower, Suite 420
One Bear Place #97073,
Waco, Texas 76798
254-710-1715 (general office)
254-710-2562 (fax)
www.baylor.edu/judicial_affairs
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‘ s@’ ORGANIZATIONAL MEMBERSHIP

Eligibility for Participation

Students desiring to participate in student activities as a member or officer of a student
organization must meet the following requirements:

1.

Students must be registered for, and continue to be enrolled in, a minimum of 12
semester hours both at the time of election/selection and during the term of office or
membership. Only graduating seniors needing fewer than 12 hours for graduation are
exempt from this requirement.

First-semester freshmen may join any organization that does not have a pledging
process immediately upon arriving at Baylor University.

First-semester freshmen may not pledge any organization until they have completed a
minimum of 12 semester hours in residence at Baylor. All students must have a
cumulative grade point average of 2.5 in order to pledge and/or be initiated. Transfer
students with at least 30 hours from other institutions and a cumulative grade point
average of 3.0 are exempt from this policy only during their first semester at Baylor
University. Once enrolled at Baylor, a student will always be evaluated on his/her
Baylor transcript.

Students must have and maintain a current and cumulative minimum grade point
average of 2.25 in order to maintain active membership. A one semester probationary
period is given to students who fall below the 2.25 current GPA guideline provided
that they have above a 2.5 cumulative grade point average. A student on probation
will have only one semester to raise his/her current grade point average above the
2.25 level before being declared inactive.

When calculating grades, the summer semester may be used to raise a current grade
point average if 12 or more semester hours are completed at Baylor. Anything less
than a minimum of 12 semester hours will be computed into the cumulative grade
point average. There is no exception made to this grade policy.

Students are not eligible to affiliate with a local or national collegiate social/service
sorority or fraternity unless the organization is recognized by the University and
adheres to university policies. The University will not recognize a local chapter of
any group that includes students from other schools.

Eligibility for participation in intercollegiate athletics is governed by the Big 12
Conference and National Collegiate Athletic Association regulations and not by the
preceding requirements.

Inactive Status Based on Academic Performance

The Department of Student Activities will notify presidents and advisors of the names of
all members who will become inactive because of academic performance. The specific
grade point averages will not be disclosed unless the member has signed a release form.
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Students who become inactive members because of academic performance have the
following restrictions placed upon them until the time their current grade point average
meets the 2.25 level:

1. They may not vote for new members, officers, or other business of the
organizations;

2. They may not represent the organization in any manner, including holding an
office, participating in intramurals, or participating in campus-wide events;

3. They may not participate in social activities of the organization except during
formal rush activities;

4. They may have limited participation in service activities of the organization,
but not to exceed 15 hours a semester.

Members who are inactive because of academic performance may attend formal rush
activities and weekly meetings of the organization. They are also expected to pay
membership dues, according to the policies of the organization. Organizations with
scholastic committees/officers may make reasonable restrictions or offer special study
skill assistance in addition to the restrictions listed above.

‘ s@' NEW MEMBER PROCEDURES

Non-Pledging Organizations

Non-pledging student organizations (groups not requiring rush events or activities for
membership such as those commonly found in Greek organizations) must submit an online roster
and include the names of new members to the Department of Student Activities each semester.
New members must meet minimum requirements as specified in the appropriate organization’s
recognized constitution and/or by-laws and those requirements established by the Department of
Student Activities.

Pledging Organizations
A list of eligible new members to be accepted into the new member program shall be submitted
to the Department of Student Activities before any pledging activities begin.

New member programs should be designed as educational programs during which a process of
learning, inspiration, and achievement occurs.

e Each semester before anyone may be pledged to a student organization, a written New
Member Education Program describing and justifying the procedures for all new member
activities (i.e., ceremonies and activities required to attain membership) shall be
submitted for approval to the Department of Student Activities, after the program has
been reviewed and given approval by the student organization advisors.

e No student organization shall make any requirement of any new member which is not
listed in the statement filed.
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e New member programs containing all new member activities should be submitted for
approval by the Department of Student Activities at least seven days before new member
activities are to begin. Final approval of all new member programs shall lie with the
Division of Student Life.

Negative Academic Impact of Pledging:

e |If the cumulative grade point for half or more of the new member class drops by .25, the
organization shall be placed on probation and will implement an academic plan to
address the poor performance.

e |f a consecutive offense is committed, the organization will not be allowed to take new
members the following semester.

Mandatory Meetings:

The Department of Student Activities will conduct mandatory fall and spring leadership
meetings during which time student leaders will be reminded of specific University and
Departmental policies and procedures. Further, organizations will be reminded of
acceptable new member activities and the University’s intolerance toward hazing and the
use of alcohol and other drugs by students.

Regulations:

e All new member programs are limited to a maximum of five weeks from the beginning of
pledging through initiation.

e New member activities will be confined to the hours between 8 a.m. and 10 p.m. unless
otherwise approved by the Department of Student Activities. In addition, new members
must be permitted six (6) continuous, uninterrupted hours of sleep per night.

e New member activities may not take place in any on-campus cafeteria, nor may they be
held in conflict with any class or class activity for which the new members are registered.

e No new member activities may occur in any student residences.

e New members and actives are encouraged to interact with one another. When such
interactions occur, complete equality must exist between new members and active
members.

e When such interaction takes place, complete equality must exist between new members
and actives.

e Instances of impropriety must immediately be brought to the attention of the
organization’s president, advisor, judicial officer, new member educator, and the
Department of Student Activities.
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e New member education programs are intended to include the new members in the
activities of the organization. No new member activity or expectation of the new
members may serve to isolate them or perform tasks not also expected of current
membership (i.e., greetings, pledge assignments, carrying pledge books, wearing certain
clothing). As a part of the education program, active members should serve alongside
new members on committees within the organization or club.

= New members may be given membership/pledge notebooks. These notebooks
may only provide reference material on national and local history. No new
member shall be required to carry a membership/pledge notebook.

= New and current members may have one-on-one or group interviews to getter get
to know each other. These meetings may not take place at individual residences.
All Baylor hazing policies apply during these meetings including the involvement
of calisthenics or personal servitude.

= New members will not be required to secure the signatures of active members.

= Although communication between new members and actives is encouraged, no
prescribed form of formal greeting will occur.

= New members may wear pledge pins and ribbons if they choose. They may not
be required to wear such symbols of affiliation unless all members are also
required to do so. Wearing pledge jerseys is also optional.

= New member education programs may include optional study halls. Organization
study halls must be open to all members (new and current).

= New members may participate in intramural activities but are unable to participate
in All University Sing or Pigskin Revue.

Ceremonies:

e Every student group must hold all initiation ceremonies, activation ceremonies, pinning
ceremonies, and officer inductions, etc., in the presence of its student organization
advisor and/or alumni advisors.

Policy on Exhibition Shows

Students who are members of Greek-letter fraternities and sororities participate in exhibition
shows as a means to promote and enhance the image of their respective fraternal organization
and to showcase the talent of their membership. It is tradition for some Baylor fraternities and
sororities to hold an exhibition show as part of their intake/new member education process.
These shows are used to introduce their new members to the rest of the Baylor student body.
These shows provide students, parents, faculty members, university officials and the public a
forum to better understand the unique culture (e.g., history and traditions) of fraternities and
sororities. This policy is intended to hold organizations accountable to and focused on this
positive tradition.

1. Whether held on-campus or off-campus, the organization’s faculty/staff advisor and a
member of the Student Activities staff must be present for the duration of the show.
a. Although not mandatory, it is advised that an alumnus/graduate chapter advisor*
be present throughout the show.
2. All elements of the show must be consistent with Baylor’s mission as a Christian
University. Performances which take the form of dancing, singing and/or skits should
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not be performed using lewd, indecent or obscene behavior. All music must be free of
profanity or edited so that it is appropriate for use. Although freedom of expression is
valued by the organization, inappropriate performances are inconsistent with the positive
philanthropic and global projects undertaken by organizations. (adapted from NPHC
Policy on Step Shows)

3. Exhibition shows should not involve the degradation and/or belittlement of any other
Greek-letter organizations, including fraternities and sororities affiliated with the
National Pan-Hellenic Council, National Association of Latino Fraternal Organizations,
North American Interfraternity Conference and the National Panhellenic Conference.
(Taken from NPHC Policy on Step Shows).

4. In order to verify the consistency of the show with the above expectations, a member of
the Student Activities staff must view and approve the content of the show before it is
performed. This should be done in a dress rehearsal or practice of the show at least two
days prior to the actual performance. A written script of the show must also be provided
to the staff member at that time. Failure to follow the above standards may result in the
show being cancelled or ended mid-performance.

5. Organizations may host events where non-Baylor students perform. The hosting
organization is expected to inform all participants, in writing, of these policies. The
hosting organization is responsible for the conduct of their guests and will be held
accountable for any violations of these policies. While it is difficult to preview these
performances before an event, the same standards of conduct apply and inappropriate
shows may be ended at any time during the performance.

6. NPHC organizations are required to have one Baylor Police officer in attendance
throughout the duration of exhibition shows. Organizations must contact the Baylor
Police Department at least one week in advance of the show to allow for officer
scheduling needs. *The presence of a DPS officer is not necessary if an
alumnus/graduate chapter advisor will be present for the duration of the exhibition show.

Any organization in violation of these policies may be referred to the Department of Student
Activities as well as their respective governing council for judicial action. Violating
organizations may lose the privilege of performing future step shows, probates/exhibition shows
in addition to other sanctions.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘SQ BAYLOR UNIVERSITY STATEMENT ON HAZING

Baylor University has elected to adopt the standards set forth in the Texas Education Code that
prohibits hazing at an educational institution and has elected to apply these standards to students
in attendance at the University. Following is a summary of information from the Texas Hazing

Law.

DEFINITIONS

"Pledge™ means any person who has been accepted by, is considering an offer of membership
from, or is in the process of qualifying for membership in an organization. **Pledging'* means
any action or activity related to becoming a member of an organization. At Baylor, the term
""New Member" is used in place of the term "pledge.” "*Student’ means any person who: (A) is
registered in or in attendance at an educational institution; (B) has been accepted for admission at
the educational institution where the hazing incident occurs; or (C) intends to attend an
educational institution during any of its regular sessions after a period of scheduled vacation.
""Organization™ means a fraternity, sorority, association, corporation, order, society, corps, club,
or service, social, or similar group, whose members are primarily students.

""Hazing' means 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 an organization.

Hazing includes:

(A) any type of physical brutality, such as whipping, beating, striking, branding,
electronic shocking, placing of a harmful substance on the body, or similar activity;

(B) any type of physical activity, such as sleep deprivation, exposure to the elements,
confinement in a small space, calisthenics, or other activity that subjects the student to an
unreasonable risk of harm or that adversely affects the mental or physical health or safety
of the student;

(C) any activity involving consumption of a food, liquid, alcoholic beverage, liquor,
drug, or other substance that subjects the student to an unreasonable risk of harm or that
adversely affects the mental or physical health or safety of the student;

(D) any activity that intimidates or threatens the student with ostracism, that subjects the
student to extreme mental stress, shame, or humiliation, that adversely affects the mental
health or dignity of the student or discourages the student from entering or remaining
registered in an educational institution, or that may reasonably be expected to cause a
student to leave the organization or the institution rather than submit to acts described in
this subdivision; and

(E) any activity that induces, causes, or requires the student to perform a duty or task that
involves a violation of the Penal Code.

PERSONAL HAZING OFFENSE
A person commits an offense if the person:

(1) engages in hazing;
(2) solicits, encourages, directs, aids, or attempts to aid another in engaging in hazing;
(3) recklessly permits hazing to occur; or
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(4) has firsthand knowledge of the planning of a specific hazing incident involving a
student in an educational institution, or has firsthand knowledge that a specific hazing
incident has occurred, and knowingly fails to report that knowledge in writing to the dean
of students or other appropriate official of the institution.

ORGANIZATION HAZING OFFENSE

An organization commits an offense if the organization condones or encourages hazing or if an
officer or any combination of members, pledges, or alumni of the organization commits or assists
in the commission of hazing.

CONSENT NOT A DEFENSE
It is not a defense to prosecution of an offense under the Texas Hazing Law that the person
against whom the hazing was directed consented to or acquiesced in the hazing activity.

IMMUNITY FROM PROSECUTION AVAILABLE

The court may grant immunity from prosecution for the offense to each person who is
subpoenaed to testify for the prosecution and who does testify for the prosecution. Any person
reporting a specific hazing incident involving a student in an educational institution to the dean
of students or other appropriate official of the institution is immune from civil or criminal
liability that might otherwise be incurred or imposed as a result of the report. Immunity extends
to participation in any judicial proceeding resulting from the report. A person reporting in bad
faith or with malice is not protected by this section.

OFFENSES IN ADDITION TO OTHER PENAL PROVISIONS
This Texas Hazing Law does not affect or repeal any penal law of this state. This law does not
limit or affect the right of an educational institution to enforce its own penalties against hazing.

Copies of the entire hazing law enacted by the Texas legislature are available from the Judicial
Affairs office or the hazing bill may be viewed in its entirety at the "Texas Legislature Online"
website at:

www.capitol.state.tx.us/statutes/ed.toc.htm.

Information about hazing may be found in the Texas Education Code, Chapter 37, sections
37.151 through 37.157 and Chapter 51, section 51.936.

For information regarding hazing as defined as misconduct by Baylor University, please see the
""Student Disciplinary Procedure," section I1l, ""Misconduct Defined" at this website location:
http://www3.baylor.edu/StudentHandbook/pp_dp_I11.htm.

Information regarding new member procedures may be reviewed at the *'Policies for Student
Organizations™ link at: http://www3.baylor.edu/StudentHandbook/pp_stuorg.htm.

This content was developed and/or provided by:
Judicial Affairs
Office Location: Robinson Tower, Suite 420
One Bear Place #97073,
Waco, Texas 76798
254-710-1715 (general office)
254-710-2562 (fax)
www.baylor.edu/judicial_affairs
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‘ s@' MAINTAINING UNIVERSITY RECOGNITON

Student organizations will be allowed to operate only after they are properly recognized
as a student organization. Students organizations must be registered with the Department of
Student Activities each year, and abide by all university policies governing student
organizations. The Baylor student body does not have the authority to abolish any student
organization. This decision is vested with the Vice President for Student Life. To maintain its
official university recognition, a student group must:

e Submit a current roster of officers and members with the Department of Student
Activities by September 15 of each fall semester and update this information throughout
the academic year whenever the membership changes, grows, or when officers change.

o Organizations who do not submit rosters for two consecutive semesters will be
declared inactive by the Department of Student Activities.

e Have at least one organizational advisor who shall signify in writing a willingness to
advise the organization and attend its meetings and social functions. This advisor must
be a full-time faculty or staff member at Baylor.

e Have at least one officer of the group attend the Student Organization Summit held in the
fall and other mandatory student organization meetings held throughout the year (i.e.
hazing and alcohol education).

e Seek approval for all events, including scheduled meetings, on the online event form
through the Department of Student Activities in compliance with established calendar
regulations.

e Allow membership regardless of race—Baylor University will not recognize or maintain
recognition for any organization that discriminates on the basis of ethnicity or race.

e Hold all initiation ceremonies, activation ceremonies, pinning ceremonies, and officer
inductions, etc., in the presence of its advisors or alumni advisors.

e Abide by all University policies governing student organizations including, but not

limited to:

1. Pledge procedures 6. Advisors of student

2. Scheduling and organizations
implementing events 7. Statement on hazing

3. Campus facilities use and 8. Nondiscrimination policy
campus solicitation policy 9. Student disciplinary

4. Student publications policy

5. Campus speakers

e For additional information regarding the registration of events, membership and
submitting online rosters, please visit the Student Activities website at:

www.baylor.edu/student_activities
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Failure to adhere to recognition policies and/or guidelines may result in the loss of
privileges and/or loss of University recognition.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@' ADVISORS

The role the Student Organization Advisor plays within an organization is pivotal to the
success of that organization. The following expectations of Student Organization Advisors
should be discussed between the advisors and the leadership of the organization. A clear
understanding of expectations of all parties will be instrumental for current and future successes
of the organization. All Advisors to student organizations are volunteers and advise
organizations because of a deep desire to impact students’ lives through their involvement in co-
curricular activities.

The student organization advisor’s role is as follows:

e To interpret Baylor University regulations and policies and to provide leadership for the
adherence to those rules by the organization.

e To review and approve requests for organization events, activities, publicity, and t-shirts.

e To act as consultants in the areas of setting goals, problem-solving, policy making, and
upholding guidelines and purposes. This includes attendance at organization and officer
meetings as deemed necessary.

e To attend, as the University representative, all off-campus and overnight activities,
assuming leadership in emergencies. In cases where an event is not for the entire
membership (such as small service projects, delegations to meetings, etc.), the advisors
are to use discretion about whether or not advisor attendance is required. The advisors
are to provide positive leadership at the official activity, and if the event is overnight, at
the approved overnight facility.

o0 Special note regarding Mixers: At least one advisor from one of the participating
organizations must be present at mixers bringing together multiple organizations.

o0 Special note regarding Float Build Sites and SING/Pigskin Rehearsal
locations: Advisors are not expected to be present during float construction or
rehearsals for SING/Pigskin at off-campus locations, though they are encouraged
to occasionally go to the location to check progress and provide encouragement
to the organization membership.

0 Special Note regarding substitute advisors: If a primary advisor is unavailable to
attend an off-campus or overnight event, substitute advisors may attend in his/her
place. Substitute advisors may be Baylor alumni or current Baylor graduate
students. Substitute advisors must appear on the organization’s online roster and
the Department of Student Activities must be notified of the substitution for the
affected event(s).

e To notify the Department of Student Activities if the student organization fails to assume
any of the responsibilities as outlined in the policy and procedure manual.

Student organizations must give the following considerations to their advisors:
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The leaders of the organization must consult advisors well in advance of all activities and
obtain their approval before plans are finalized. Advisors may refuse to approve any
activity.

The organization must keep the Advisor informed of all organization business. A
calendar of events for the entire semester should be given to the advisors; also, two weeks
before an event, a personal invitation should be extended to the advisors. It is understood
that advisors are welcome to attend any meeting (committee or executive meetings
included) at any time.

The organization must pay babysitting fees for advisors who need this service in order for
them to attend an activity for the organization; food, travel, and lodging must also be paid
for advisors and spouses when attending out-of-town events and off-campus functions
with their organization.

Students are expected to recognize the major responsibilities of an advisor and coordinate
all activities of the organization with the advisors.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@’ EVENT PLANNING

Ultimate responsibility for any actions at an event (and at an approved overnight facility) rests
with the organization. Students are at all times accountable to the University while attending
on-campus, off-campus and overnight events.

The official calendar of events is kept by the Department of Student Activities. The calendar is
available for viewing on the Student Activities web page.

Please note: It is important to understand that the University defines a "university related
activity" as:

"A university related activity is any activity sponsored by the University or

by any organization recognized by the University.

The degree to which an organization is responsible for the activity of its
members is not necessarily dependent upon the number of members
engaging in the activity, but depends upon whether the activity is related
to the organization as described in the two categories listed below.
Student organizations may be held responsible for the acts of individual
members:

= when the acts grow out of, or are directly related to, the student
organization's activities or an environment created or knowingly
permitted by the organization; or

= when a member of an organization is violating local, state, or
federal law or University regulations and other members present,
by failing to discourage such activity, tacitly condone the behavior

In addition to the group being held responsible, members and officers may
also be held responsible as individuals for their roles in any violation of
University policy.”

This content was developed and/or provided by:
Judicial Affairs
Office Location: Robinson Tower, Suite 420
One Bear Place #97073,
Waco, Texas 76798
254-710-1715 (general office)
254-710-2562 (fax)
www.baylor.edu/judicial_affairs

Approval for Organizational Event
e Events may not be scheduled more than one calendar year in advance.

e Anonline Application for Organization Event must be submitted for approval to the
Department of Student Activities at least one week in advance
(www.baylor.edu/Student_Activities). If the event involves assistance from the Waco
Police Department or comparable agencies, or if the event is out-of-town or overnight,
approval should be requested one month in advance. Anything submitted less than 72
hours before an event may not be approved.
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An online Application for Organization Event must be completed, received and filed with
the Department of Student Activities. Approval may only be given by the Associate
Director or Director of Student Activities after a student organization advisor has
approved the event application.

Every event, including weekly meetings and new member meetings must be submitted to
the calendar of events.

Religious activities open to the general student body must be coordinated through the
Religious Affairs Committee and the Department of Student Activities before approval is
given.

If an advisor is unable to attend any or all of the event, it is the responsibility of the
student organization leadership to secure an acceptable substitute advisor and have that
individual approved by the organization’s advisor, and the Associate Director or Director
of Student Activities.

NOTE FOR MIXERS AND OTHER EVENTS INVOLVING MULTIPLE
ORGANIZATIONS: In order to have a mixer among two or more organizations, at
least one advisor from each of the involved organizations must be in attendance at the
event. The online Application for Organization Event must be submitted indicating
“mixer” and with special comments included in the “notes” section of the form to identify
partner organizations.

Time Regulations

Events may not be scheduled during the following times:

Sunday-Thursday past midnight

After 1 a.m. on Friday and Saturday

Sundays before 1 p.m.

During Baylor Thanksgiving worship service, Easter worship service or

BREATHE.

During University holidays.

6. During Welcome Week, Parent’s Weekend, Homecoming Week, Diadeloso,
Steppin’ Out, Late Night @ the SLC, Slime Night and/or Bearathon.

7. During Dead Weeks and examination periods.

PwnE

o

General Rules Applying to All Events:

No alcoholic beverages, illegal drugs or harmful chemical substances are to be promoted,
possessed, or consumed at any activity sponsored by an organization.

No chartered organization, including sororities and fraternities, may own or lease any
form of facility off-campus. Any sign identifying the organization with a building is
prohibited.

Except for regularly scheduled meetings and service projects, student organization
advisors are to be in attendance for the duration of all off-campus events.
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Ultimate responsibility for any actions at an event (and at an approved overnight facility)
rests with the organization. Students are at all times accountable to the University while
attending on-campus, off-campus and overnight events. Any attempt to circumvent the
policies will place the future of the organization in jeopardy. The organization and its
members will be subject to University disciplinary action.

The conduct of those present (members, students, and guests) is the responsibility of the
student organization.

No events may be scheduled or conclude after 11:59 p.m. on the Sunday prior to Finals
Week.

Every event, recreation, service project, party, mixer, etc., must be scheduled with the
Department of Student Activities.

Only one all-university social and one all-university recreational event may be scheduled
per weekend except during the first weekend of each semester, when there can be two all-
university socials and one all-university recreational event. There is no limitation on the
number of student organization events (events open only to organization members) per
weekend.

Only one blood drive per month is allowed on campus. An organization is allowed to
schedule only one blood drive per semester.

No more than two off-campus mixers per semester are allowed per organization; there is
no limit to the number of on-campus mixers.

Rules Applying to Off-Campus Events:

Prior to approval, an off-campus facility should be identified and reserved for the
function. Individual apartments and residential areas may not be used for off-campus
activities.

An organization must choose appropriate venues for its off-campus activities. Venues
where alcohol or other prohibited activities are the main attraction may not be approved.

The Department of Student Activities reserves the right to reject any off-campus event
due to inappropriate choice of venue.

Rules Applying to Overnight and Out-of-Town Events:

Two overnight activities (one social, one retreat) per organization will be permitted each
semester. One of these trips each semester may include two nights if the student
organization advisor approves.

Trips beyond 50 miles (see “Traveling™) are prohibited unless all members and guests of
the organization travel on commercial transportation with bonded drivers. Some
exceptions may be granted at the discretion of the Director for Student Activities.
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Students must submit a completed driver form for events occurring under the 50 mile
travel limit.

A completed trip form and a complete list of participants must be given to the advisor,
the Department of Student Activities, and Risk Management four workdays before an
event.

A copy of the bus charter agreement must be submitted for overnight and out-of-town
events that exceed the 50 mile travel limit. Organizations must use only those bus
companies found on the University’s approved charter list.

An emergency telephone number must also be included on the trip form and submitted to
the Department of Student Activities so that a participant can be reached if necessary.

Curfews during out-of-town overnight trips should be set jointly by the advisors and the
student leaders.

One facility shall be approved as the official overnight facility, and all members and
guests will stay in that facility except with the permission of the attending student
organization advisor. The name of this facility and an emergency telephone number will
be listed on the application for a university event in the Department of Student Activities.
Men and women are prohibited from cohabitating during overnight events and activities.

Forms pertaining to travel may be found at the following websites:

Travel/Event form: www.baylor.edu/content/services/document.php?id=14017
Participant/Driver form: wwwa3.baylor.edu/Safety/ParticipantDriverL.ist.pdf
Driving Policy: wwwa3.baylor.edu/Safety/Driving.pdf

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
WWW.baylor.edu/student_activities

‘ s@' Appropriate Use of Legal Contracts:

Organizations must be aware of the following guidelines in reference to legal contracts to secure
the services of performing artists, vendors, and/or entertainment supplies (i.e. inflatables, ferris
wheels, sound equipment, etc.):

Organizations signing contracts do so in their own name — not in the name of Baylor
University.
Contracts being signed by student organizations for events occurring on campus and open
to the general student population, general public, and/or off-campus constituencies should
submit contracts for review by the Office of General Counsel (campus extension 3821)
prior to signing documents. Any contract which requires a student organization or Baylor
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University to provide insurance for an event must be submitted to the Office of General
Counsel for review prior to signing.

e Any contracts that include “hold harmless” and/or “indemnification” agreements should
be supplemented by additional insurance coverage for the specific event or activity
identified in the contract.

e The Attorney for Students (campus extension 3586) is available to answer questions
regarding contracts entered into by student organization.

This content was developed and/or provided by:
Office of Risk Management
Office Location: Pat Neff Hall, Suite 306
One Bear Place #97191,
Waco, Texas 76798
254-710-8990 (general office)
254-710-8592 (fax)
www.baylor.edu/risk_management
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‘ sa’ SPEAKERS

e Speakers invited to the campus by any person or group of persons should be selected on
the basis of their contribution to the overall education program of the University.

e Baylor has no obligation to provide a forum on its campus for everyone with a speech to
make. Particular concern should be taken that the University not be politicized. The
campus and facilities thereon are not places for partisan political rallies but for speeches
and discussion which contribute to the understanding of the issues.

e The primary purpose of the speakers should be to provide understanding and education.

e Speakers who advocate violent rebellion and illegal resistance to the laws of the state and
nation or the rules of the University should not be invited. Speakers whose purposes and
methods are basically contrary to the purposes and methods of a Christian university such
as Baylor should not be invited.

e The use of profanity will not be tolerated.

e It is recognized that there will be no question as to the acceptability of most of the
hundreds of speakers who come to the University each year, but in questionable cases
those planning to invite a speaker will consult with the President of the University, who
shall be the final judge of such matters. The responsibility for proper clearance shall be
upon the inviting student or students, and disregard of such responsibility will be grounds
for university disciplinary action.

e Only the president or his designate is authorized to sign University contracts.

Submit an online Student Organization Event Form to the Department of Student
Activities to have the activity approved. Include in the note box that a Speaker Approval
Form will also be submitted for approval. (Please remember that the event will not be
approved until the Speaker Approval Form has been approved). The Speaker Approval
Form may be located at:

www.baylor.edu/student_activities/organizations/index.php?id=35455

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

SG STEP SHOWS

Students who are members of Greek-letter fraternities and sororities participate in
exhibition shows as a means to promote and enhance the image of their respective fraternal
organization and to showcase the talent of their membership. It is tradition for some Baylor
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fraternities and sororities to hold an exhibition show as part of their intake/new member education
process. These shows are used to introduce their new members to the rest of the Baylor student
body. These shows provide students, parents, faculty members, university officials and the public a
forum to better understand the unique culture (e.g., history and traditions) of fraternities and
sororities. This policy is intended to hold organizations accountable to and focused on this positive
tradition.

1.

Whether held on-campus or off-campus, the organization’s faculty/staff advisor and a
member of the Student Activities staff must be present for the duration of the show.

a. Although not mandatory, it is advised that an alumnus/graduate chapter advisor be

present throughout the show.

All elements of the show must be consistent with Baylor’s mission as a Christian University.
Performances which take the form of dancing, singing and/or skits should not be performed
using lewd, indecent or obscene behavior. All music must be free of profanity or edited so
that it is appropriate for use. Although freedom of expression is valued by the organization,
inappropriate performances are inconsistent with the positive philanthropic and global
projects undertaken by organizations. (adapted from NPHC Policy on Step Shows)
Exhibition shows should not involve the degradation and/or belittlement of any other Greek-
letter organizations, including fraternities and sororities affiliated with the National Pan-
Hellenic Council, National Association of Latino Fraternal Organizations, North American
Interfraternity Conference and the National Panhellenic Conference. (Taken from NPHC
Policy on Step Shows).
In order to verify the consistency of the show with the above expectations, a member of the
Student Activities staff must view and approve the content of the show before it is performed.
This should be done in a dress rehearsal or practice of the show at least two days prior to the
actual performance. A written script of the show must also be provided to the staff member
at that time. Failure to follow the above standards may result in the show being cancelled or
ended mid-performance.
Organizations may host events where non-Baylor students perform. The hosting organization
is expected to inform all participants, in writing, of these policies. The hosting organization
is responsible for the conduct of their guests and will be held accountable for any violations
of these policies. While it is difficult to preview these performances before an event, the
same standards of conduct apply and inappropriate shows may be ended at any time during
the performance.
NPHC organizations are required to have one Baylor Police officer in attendance throughout
the duration of exhibition shows. Organizations must contact the Baylor Police Department
at least one week in advance of the show to allow for officer scheduling needs.

Any organization in violation of these policies may be referred to the Department of Student
Activities as well as their respective governing council for judicial action. Violating organizations
may lose the privilege of performing future step shows, probates/exhibition shows in addition to
other sanctions.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘s@’ PUBLICITY

Student organizations may produce publicity in order to advertise for their events,
activities, rush events, etc. Designs and messages on all products must be in good taste; student
organizations may not sell or distribute any product that would embarrass the University in view
of her constituencies or conflict with the private aims of the University as a Christian institution
of higher learning. The Department of Student Activities reserves the right to remove publicity
materials should the content be deemed inappropriate or offensive in accordance with Baylor
University policy.

Use of Copyrighted or Trademarked Material

Baylor University will not allow student organizations to use copyrighted materials,
trademarks, or parodies of copyrighted materials or trademarks without the expressed written
permission from the company, agency or organization that created and/or owns the intellectual
property intended to be used.

Printers will not print Baylor Student Organization t-shirts or other promotional materials
without first receiving appropriate documentation and written approval from the Department of
Student Activities. Student organizations using inappropriate or copyrighted materials, or who
have had their materials printed first without appropriate documentation and approval from
Student Activities will forfeit their right to have t-shirts and/or other items printed and approved.

Baylor University strongly recommends that student organizations wishing to use
copyrighted material or trademarks begin the design process early in order to have sufficient time
to secure the required written permission from the intellectual property owner, as well as
securing approval from the Department of Student Activities. The Department of Student
Activities will confiscate T-shirts or other materials printed without the required approval.

Please note that this policy regarding the use of copyrighted materials, trademarks, logos,
etc. applies to t-shirts, and all printed materials including (but not limited to): flyers, posters,
table tents, Homecoming floats, and other promotional and advertising materials that are used by
any student organization.

Information in this section was pulled from a variety of state and
national legal guidelines. A wide scope of resources were used
and are noted where possible in the content of the section.

Chalking at the Baylor Science Building (BSB)
The intent of this policy is to maintain the attractiveness of the Baylor Sciences Building and to
limit chalking to those areas that will be readily cleansed by rain.
e The use of colored chalk in any area surrounding the Baylor Science Building is
prohibited.
e Chalking activities must be approved by Student Activities and must conform to this
policy.
No chalking on any vertical surfaces including the bridge crossing Waco Creek.
No chalking in the opening underneath the clock towers.
No chalking on the steps or walls surrounding the fountains and plaza.

No chalking beneath any overhang, no matter how high. This includes those patio areas
under the roof supported by the columns.
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This content was developed and/or provided by:
Baylor Science Building Facilities
Office Location: Baylor Science Building, D.111
One Bear Place #97046
Waco, Texas 76798
254-710-2400 (general office)
254-710-2405 (fax)

www.baylor.edu/bsb

General Chalking Guidelines

¢ Indicate desire to chalk when submitting the online Application for Organization Event

e If approved, messages may be placed on Baylor sidewalks and streets by writing with
white chalk

e NEVER use colored chalk. Violators will be billed for damages caused by colored chalk
stains

e NEVER chalk on walls, steps, or sides of any building

e NO spray chalk

e Organizations may begin chalking no more than seven days prior to a scheduled event

Flyers, Handouts, and Mailbox Stuffers

e Two copies of the flyer must be submitted to the Department of Student Activities for
approval prior to printing. Get the original flyer approved before making copies.

e The text must include the name of the organizations sponsoring the event.

e Each person posting a flyer must have a signed and approved copy of the flyer with
him/her for verification purposes.

e NOTE: Approved flyers may only be posted on bulletin boards. Do not post on doors,
walls, classrooms or restrooms.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

Campus Computer Screen Savers
To request a slide on the screensavers on campus computers, visit this website:

www.baylor.edu/lib/stutech

The Information Commons Services (ICS) Screen Saver that runs on all of our computers across
campus accepts slides from Official Baylor Student Organizations & Baylor University approved
campus events. To request a slide, please fill out the form. Upon ICS approval (which is
normally done on the same day or within 24 hours), an e-mail will be sent to the address
provided containing a PowerPoint slide template & further instructions. You have the freedom to
design your slide however you choose (as long as you follow the instructions in the e-mail & the
guidelines below). Please keep in mind that slides will only be added or removed during the
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work week (Monday through Friday).
*ICS reserves the right to edit any slide.

Guidelines for PowerPoint Slides

= |CS has set a limit of one slide per "event"” (if you need more than one slide, tell us
why in the "Description™ box of this form)

= No video or audio is allowed in the slides

= PowerPoint animation is permitted (Please do NOT set animation to occur "on click")

= Please keep slide running time (including all animation) to 30 seconds or less

= No active hyperlinks for web addresses or e-mail addresses

= Avoid use of copyrighted or trademarked material

= |f you are using Baylor Logos, consult the Baylor Trademarks Page and Graphic
Standards Page

= Keep in mind that simple yet informative slides convey the most information to the
reader

= Make sure to use a font that is at least 14 point in size & easy to read

= Try to use colors for fonts & backgrounds that are easy to read

= On the PowerPoint slide template, do not alter the name of the file or the black box
that states "Press CTRL-ALT-DEL to unlock this computer.”

This content was developed and/or provided by:
Institutional Technology Services
Office Location: Multiple locations
One Bear Place #97268,
Waco, Texas 76798
254-710-2711 (general office)

254-710-4357 (help line)
http://its.baylor.edu

Posting Publicity in Residence Halls

Option 1:

Prior to posting, the Office of Student Activities must approve all posters/flyers. The office
is located in the Bill Daniels Student Center, 1st floor. You are encouraged to have your poster
or flyer approved prior to copying.

Campus Living & Learning will distribute the materials of registered clubs, organizations, and
Baylor departments. The sponsoring club must be on the flyer.

Flyers should be 8 %2 by 11" and will be posted on each floor, wing or building. Please
provide 116 copies.

Please provide all posters/flyers to the Campus Living & Learning office at least 7-10 days prior
to the event to insure timely advertising.

No posting is allowed by persons other than residence hall staff. All flyers that are posted in
violation of these procedures will be removed and disposed.
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Option 2:

Prior to posting, the Office of Student Activities must approve all posters/flyers. The office
is located in the Bill Daniels Student Center, 1st floor. You are encouraged to have your poster
or flyer approved prior to copying.

The organization will be allowed to post no more than 2 copies on any residence hall’s lobby
bulletin board (director may choose to limit to 1 copy in some halls depending on the size of the
boards).

Any flyers to be posted in the residence halls must be left at the Hall office for posting and will
only be posted on the lobby bulletin boards. Organizations may NOT post flyers on walls,
doors or any other location in the residence halls.

Please feel free to contact Campus Living & Learning with any questions at 710-7406. Thank
you for your attention to this issue.

Other Publicity Information:

Lobby Use Permits:

When a student group gains approval from Student Activities for lobby use, they are clear to go
straight to Penland and Collins Hall for securing their reservation and arranging for tables or
other needs.

Donation Boxes:
Once a student group received approval for a drive or collection such as clothing, toys or coins,
the group should contact the Director for Personnel & Resident Learning for Campus Living &
Learning with the following information:
= Approved Student Activities notice
= Description of drive/collection
= Dates desired for event (normal approval timeline is two-weeks)
= Locations desired for event
= Additionally, the group should understand the following Campus Living & Learning
expectations:
= The collection unit should be monitored daily
= The collection unit should clearly display the desired contents and for whom the event
benefits
= Contact information for collection chairperson

Door-to-door distribution of flyers, notices or promotional items
Campus Living & Learning does not allow activities such as we place a high value on the
privacy of the residents.

This content was developed and/or provided by:
Campus Living & Learning
Office Location: Penland Hall
One Bear Place #97076,
Waco, Texas 76798
254-710-3642 (general office)
254-710-3667 (fax)
www.baylor.edu/cll
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Table Tents

e Table tents placed in any of the campus dining facilities must be approved by the
Department of Student Activities and Baylor Dining Services. To have the table tents
approved, submit two copies of the design to Student Activities for processing.

e The message on the table tent must be for an all-university audience rather than one
particular organization.

e Once approved by Student Activities, the table tent must then be taken to Baylor Dining
Services (710-1810) located in Penland Cafeteria.

This content was developed and/or provided by:
Baylor Dining Services
Office Location: Penland Hall
One Bear Place #97106,
Waco, Texas 76798
254-710-1414 (general office)
www.baylor.edu/dining

T-Shirts and Other Products

Student organizations desiring to sell or distribute t-shirts or other products on campus
must obtain written approval through the Department of Student Activities. Additional
approvals may be required as outlined below. Designs and messages on all products must be in
good taste; student organizations may not sell or distribute any product that would embarrass the
University in view of her constituencies or conflict with the private aims of the University as a
Christian institution of higher learning. Permission to sell products may be given to student
organizations that adhere to the following policy and complete the request form:

e T-shirt sales and distributions are very common fundraisers and promotional techniques
on campus. In order to receive permission to sell or distribute t-shirts a Student
Organization T-shirt and Other Product Request for Approval and Licensing form must
be completed and submitted to Student Activities PRIOR to printing.

e A detailed sketch of the shirt design must be attached in duplicate.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

Use of Baylor Trademark Symbols:
1. Written approval must be obtained through the Department of Student Activities prior to
submission to the Coordinator for Campus Services and Collegiate Licensing.

2. Written approval must be obtained from the Office of Collegiate Licensing PRIOR to the
production of any product using registered Baylor marks.
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10.

Any screen printing or embroidery work on the product must be produced by or purchased
from a company licensed with Baylor University. A list of licensed screen printers is
available from the Office of Collegiate licensing.

The product must have the name (or letters) of the student organization prominently
displayed on the product.

Distribution of the product is generally restricted to sell only to their members and dates for a
particular function. Based on the event and the campus-wide impact, exceptions can be made
for the sponsors of such events as Homecoming, Parents Weekend, Diadeloso, Bear Downs,
Christmas Tree Lighting, and all-University dances or tournaments.

Use of Baylor marks on the products must be confined to the standard registered marks.
Such marks can be incorporated into a custom design on the product with appropriate
approval from the Office of Collegiate Licensing.

Design requirements must be met on all areas of the product. For example, printing on the
inside of a shirt for reversible wearing must meet all requirements.

No reference can be made, either directly or indirectly, to any individual athlete, athletic
squad, athletic team, or athletic event that the University participates in as a competitive
representative of the Big 12 Athletic Conference under NCAA rules and regulations.

Effective February 17, 1999, all products produced for student organizations containing or
including any registered Baylor marks to be worn by the members and their dates for a
specific function will not be subject to any royalty. All products containing or including any
registered Baylor marks produced for resale to the general public will be subject to a 3.75%
royalty of the gross sales price of the licensed product sold by the licensee to the student
organization. The appropriate royalty will be collected from the Baylor licensee by the
Office of Collegiate Licensing on a quarterly basis.

Compliance with Baylor University Guidelines for Product / Art approval will apply to all

student organizations.

o Please become familiar with all details outlined on the policy before planning to print.

¢ Designs containing non-Baylor trademarks and phrases (Coke, Just Do It, cartoon
characters, etc.) must have written permission from the copyright owner before the design
will be approved by Student Activities.

¢ Products sold by residence life groups must also have the written approval of the
appropriate Hall Director and Campus Living and Learning prior to being submitted to
Student Activities for processing.

¢ Violators of the established policy will be subject to confiscation of shirts and/or loss of
privileges. Repeated offenses may result in loss of recognition.

This content was developed and/or provided by:
Office of Collegiate Licensing
Office Location: Robinson Tower, Suite 507
One Bear Place #97083
Waco, Texas 76798
254-710-4552 (general office)
254-710-3465 (fax)
www.baylor.edu/purchasing/index.php?id=6045
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‘s@' RELEASE FORMS

e The purposes of a general release (indemnification, hold harmless agreement) are
= to protect a sponsoring organization from lawsuits that could arise from personal
injuries
= to inform the participants of the nature of the activities and any risk involved

e This does not mean that having all the participants sign a form removes the responsibility
of the organization to exercise proper care and good planning. That responsibility is
always there.

e The General Counsel can assist organizations with planning the event and in preparing
the proper forms. The office is located on the second floor of Pat Neff Hall (710.3821).
Questions about insurance and the approval of drivers should be addressed to Risk
Management, Pat Neff Hall, #306.

e All participants must complete all relevant and pertinent release forms prior to the start of
the activity. If a participant is less than 18 years of age, a parent or guardian must also
sign his/her form.

(s@ TRAVELING

Student Organizations occasionally want to travel to conferences, retreats, field trips, formals,
etc.

e Students may provide their own transportation for trips or events occurring within 50
miles (one way) of campus.

e For events or activities occurring beyond a 50 mile radius of campus, all members and
guests of the organization must travel on commercial transportation with bonded drivers
(rented church buses are not acceptable).

e Anonline Application for Student Organization Event must be submitted for approval to
the Department of Student Activities at least one month in advance of the event.

e |f travel outside Waco is necessary for an event, a completed trip form and a complete list
of participants must be given to the advisor, the Department of Student Activities and
Risk Management four days before the event.

e Anemergency telephone number must be submitted on the online event for to the
Department of Student Activities so that a participant can be reached if necessary.

e Curfews for out of town trips are to be set jointly by the organization’s advisors and
organization student leaders.

e One facility shall be approved as the official overnight facility and all members and
guests will stay in that facility except with the permission of the attending student
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organization advisor. The name of this facility and an emergency telephone number will
be listed on the application for a university event in the Department of Student Activities.

Rules for student conduct and behavior for the duration of an off-campus event may be
established by the organization advisor. These rules should not conflict with established
rules for conduct and behavior set by the Baylor University Student Handbook.

As we become more “liability conscious,” students and advisors should be aware of their
liability in traveling as well as the various alternatives available. Listed below are the
three basic means of traveling available to student groups and the advantages /
disadvantages associated with each.

1. Personal Autos (under 50 miles only)
Most flexible method; least expensive; driver must be approved by Baylor;
individual driver is responsible for passengers; drivers should carry their
own insurance to cover liability; no control available to organization
(highest level of liability).

2. University Vehicles:
Some insurance coverage provided; driver must be approved by Baylor;
difficult to schedule; more expensive than personal autos (moderate level
of liability).

3. Commercial Carrier (more than 50 miles):
Carrier provides own insurance and drivers and assumes liability; least
amount of time to coordinate; sometimes more expensive; may have to
pay in advance; must arrange early; usually requires written agreement
(lowest level of liability).

Please consider these options carefully as trips are planned. Having more control over
the trip (and less liability) may be worth a little more money. Commercial carriers are
the best method from a liability viewpoint and are mandatory for travel distances over 50
miles. If, however, personal autos are to be used for trips within the 50-mile limit,
drivers must have a good driving record and have adequate insurance.

Forms pertaining to travel may be found at the following websites:

Travel/Event form: www.baylor.edu/content/services/document.php?id=14017
Participant/Driver form: wwwa3.baylor.edu/Safety/ParticipantDriverList.pdf
Driving Policy: wwwa3.baylor.edu/Safety/Driving.pdf

This content was developed and/or provided by:
Office of Risk Management
Office Location: Pat Neff Hall, Suite 306
One Bear Place #97191,
Waco, Texas 76798
254-710-8990 (general office)
254-710-8592 (fax)
www.baylor.edu/risk_management
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‘s@’ ON-CAMPUS DANCES

1.

2.

Only all-university dances will be allowed.

Dances must be sponsored by registered student organizations or university departments
and may be attended by all currently enrolled Baylor students and guests of the Baylor
student attending the dance. Baylor identification cards will be required of all currently
enrolled Baylor students. Guests must show picture identification. Identification will be
required of all attendees.

Dances must be calendared with the Department of Student Activities at least one month
in advance.

No dances may be scheduled on a Sunday. Dances that begin on Friday or Saturday
evening must end by 1:00 a.m. the following morning. Any dances held Monday through
Thursday or Saturday must end at midnight. Only one on-campus dance will be allowed
per week.

Baylor University staff members will determine reasonable capacities for all facilities to
be used during on-campus dances. These capacities must be strictly enforced. They may
require limiting admission of latecomers until an appropriate number of persons currently
in attendance at an event have departed.

The University will determine the nature and extent of security required for each dance
scheduled on campus by a student organization. The sponsoring organization shall
reimburse the University for the cost of staffing and security, including special items such
as metal detectors, turnstiles, and overtime pay as required. The organization is
responsible for security for the event including issues related to tickets, parking, etc. The
number of police needed will be based on the size of the facility and the number of
people expected. The guideline to be used will be one officer for every one hundred
people or potential audience. One additional officer will be needed for each metal
detector.

Representatives of the student organization sponsoring a dance must meet with the
appropriate University officials prior to the event and must agree to adhere to any special
requirements that are imposed. Those present at the meeting should include, but should
not be limited to, the President and faculty advisor of the organization, representatives
from the Physical Plant, the Chief of Baylor DPS, representatives from Baylor Dining
Services, the Director of Student Activities, and building personnel in the facility where
the dance will be held. Failure of the organization to comply with pertinent University
requirements, rules, and regulations, including those involving security and financial
obligations related to the event, may result in the forfeiture of the privilege of scheduling
events on campus.

Signage with the rules of the dance must appear at every entrance. On the signs, there
must be special notice that no alcohol or other drugs will be permitted.
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10.

11.

12.

At the beginning of each dance, the student leaders and faculty advisor of the
organization sponsoring the dance will introduce themselves to the police officers on duty
and go over any special procedures for the given event. They will cover notification
procedures in case of emergencies or incidents needing assistance. Members of the
organization will be responsible for clearing the facility and cleaning the facility at the
close of the event.

If an attendee or organization violates a University policy, the sponsoring organization
leaders and advisor will inform the violator to leave. If ignored, then the Baylor DPS
officers can order departure or the violator may be arrested for criminal trespass. If
anyone chooses to violate state laws (e.g., fighting, intoxication, trespass, refusal to leave
upon order of the Baylor DPS), he or she may be arrested, transported to the McLennan
County jail, and appropriate reports filed with the criminal courts system and the
University.

The faculty advisor and student leaders of the organization must be present for the
duration of the dance.

The sponsoring student organization will be held responsible for the conduct of all
attendees.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@' SHOWING MOVIES/FILMS ON CAMPUS

Copyrights and Your Rights
(Information provided by Swank Motion Pictures, Inc.)

PUBLIC PERFORMANCE (from www.mpaa.org)

Unauthorized public performances refer to situations where an institution or commercial
establishment shows a tape or film to its members or customers without receiving permission
from the copyright owner. This includes “public performances” where an admission is charged
as well as those that are simply offered as an additional service of the establishment. “The
Congress shall have power... To promote the progress of science and useful arts, by securing for
limited times to authors and inventors the exclusive right to their respective writings or
discoveries...” Atrticle I, Section 8, The United States Constitution

FAIR USE
In some instances, it is not required to obtain a Movie when exhibiting copyrighted materials
such as videocassettes or DVD’s. This “face-to-face” teaching exemption applies only if a
teacher is in attendance, the showing takes place in the classroom setting and the movie is an
essential part of the current curriculum being taught. Examples of situations where a Movie
Copyright Compliance Site License must be obtained are:

= Public libraries

= Day care facilities

= Discussions used for cultural value and enrichment

= Non-classroom entertainment movies being used at school for after school activities
This legal requirement applies regardless of whether an admission fee is charged, whether the
institution or organization is commercial or non-profit, or whether a federal or state agency is
involved.

WHAT THE LAW SAYS (from www.copyright.org)

The Federal Copyright Act (Title 17 of the United States Code) governs how copyrighted
materials, such as movies, may be used. Neither the rental nor the purchase of a videocassette
carries with it the right to show the tape outside the home. In some instances no license is
required to view a videotape, such as inside the home by family or social acquaintances and in
certain narrowly defined face-to-face teaching activities. Examples of situations where a public
performance license must be obtained include taverns, restaurants, private clubs, prisons, lodges,
factories, summer camps, public libraries, day care facilities, parks and recreation departments,
churches, and non-classroom use at schools and universities. This legal requirement applies
regardless of whether an admission fee is charged, whether the institution or organization is
commercial or non-profit, or whether a federal or state agency is involved.

What are public performances?

Suppose you invite a few personal friends over for dinner and a movie. You purchase or rent a
copy of the movie from a local video store and view the film in your home that night. Have you
violated the copyright law by illegally “publicly performing” the movie? Probably not. Suppose
you showed the same videocassette at a club or bar that you happen to manage. In this case, you
have infringed on the copyright of the movie. Simply put, videocassettes obtained through a
video store are not licensed for exhibition. Home video means just that: viewing of a movie at
home by family or a close circle of friends.
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PENALTIES FOR COPYRIGHT INFRINGEMENT

“Willful” infringement for commercial or financial gain is a federal crime punishable as a
misdemeanor, carrying a maximum sentence of up to one year in jail and/or a $100,000 fine.
Even inadvertent infringers are subject to substantial civil damages, ranging from $500 to
$20,000 for each illegal showing.

HOW TO OBTAIN A PUBLIC PERFORMANCE LICENSE

Obtaining a public performance license is relatively easy and usually requires no more than a
phone call. Fees are determined by such factors as the number of times a particular movie is
going to be shown, how large the audience will be, and so forth. While fees vary, they are
generally inexpensive for specified films. The firm that handles the majority of licensing is
Swank Motion Pictures, Inc. (800-876-3344)

= Swank Motion Pictures, Inc.
(www.swank.com)
Columbia Pictures
DreamWorks Pictures
Focus Features (USA Films)
HBO Films

Hollywood Pictures

IFC (select titles)

Lions Gate Films
Manhattan Films

Metro-Goldwyn Mayer
Miramax Films
Paramount Classics
Paramount Pictures
Touchstone Pictures
TriStar Pictures

United Artists
Universal Studios
Walt Disney Studios
Warner Bros.

By law, as well as by intent, the pre-recorded videocassettes and DVD’s (*videos”) which are
available in stores throughout the United States are for home use only, unless you have a license
to show them elsewhere. Rentals or purchase of videos does not carry with it a license for
nonhome showings. Before you can legally engage in non-home showings, you must have a
separate license which specifically authorizes such use. These simple, straightforward rules are
embodied in the federal Copyright Act, as amended, Title 17 of the United States Code. Any
institution, organization, company or individual wishing to engage in non-home showings of
videos should be aware of the Copyright Act’s provisions governing the showing of videos, as
highlighted
below:
= The Copyright Act grants to the copyright owner the exclusive right, among others, “to
perform the copyrighted work publicly”. (Section 106)
= The rental or purchase of a video does not carry with it the right “to perform the
copyrighted work publicly”. (Section 202)
= Videos may be shown without a license in the home to “a normal circle of family and its
social acquaintances” (Section 101) because such showings are not “public”.
= Videos may be shown without a license for non-profit educational purposes and in certain
narrowly defined “face-to-face teaching activities” (Section 101.1) because the law
makes a specific, limited exception for such showings. Attendance is limited to the
instructors and registered pupils. Combined sections do not apply (Sections 106 and
110(2)).
= Other showings of videos are illegal unless they have been authorized by license. Even
“performances in ‘semipublic’ places such as clubs, lodges, factories, summer camps and
schools are “public performances’ subject to copyright control”. (Senate Report No. 94-
473, page 60; House Report No. 94-1476, page 64.)
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= Institutions, organizations, companies or individuals wishing to engage in non-home
showings of videos must secure licenses to do so, regardless of whether an admission or
other fee is charged. This legal requirement applies equally to commercial ad non-profit
organizations. (Senate Report No. 94-473, page 59; House Report No. 94-1476, page 62)

= Showings of videos without a license, when one is required, are infringements of
copyright. If done “willfully and for purposes of commercial advantage or private
financial gain”, they are a federal crime and subject to a $150,000 penalty per exhibition.
(Section 506)

= Even innocent or inadvertent infringers are subject to substantial civil damages ($750 to
$30,000 for each illegal showing) and other penalties. (Sections 502-505)

FREQUENTLY ASKED QUESTIONS

Q: We own the video. Do we still need a license to view or show it in public?
A. Yes. The location requires a license regardless of who owns the video. By ownership of the
video you are only granted the right to view it in your home, not to perform in public.

Q: We do not charge admission. Do we still need a license?
A: Yes. Regardless of whether an admission fee is charged, a license is required.

Q: We are non-profit. Do we still need a license?
A: Yes. The legal requirement to obtain a license applies equally to commercial and nonprofit
organizations.

Q: We are not open to the general public. Do we still need a license?
A: Yes. Any location outside of the home is considered public for copyright purposes.

Q: We rent out our facility to other groups. Can we be liable for copyright infringement?
A: Yes. The facility owner can be held vicariously liable or as a “contributory infringer”

Information in this section was pulled from a variety of state and
national legal guidelines. A wide scope of resources were used
and are noted where possible in the content of the section.
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‘ s@' FOOD SERVICE POLICY

By contract, Baylor Dining Services shall provide, or provide and serve, all food items on
the Baylor campus. Student groups are not allowed to sell or distribute any food items on
the campus unless special written permission has been granted by the Director of Baylor
Dining Services.

Arrangements for food and beverage requirements are to be made with the Catering
Coordinator (710-4762). This should be done at least two weeks in advance.

The complete catering policy, including menus and costs, is available from the Catering
Coordinator or online.

Please be aware of how many people will be attending, the date, the time, and the
location of the event before contacting the Catering Coordinator. Also, make note of any
special requirements such as: Seated? Buffet? Special arrangements? Special occasion or
theme? Special dietary needs for any guests?

Be sure that you understand all charges for the event such as outside catering charges,
charges for weekend events, tablecloths, guarantee policy and cancellation policy.

For additional information regarding Food Service Policy and Baylor Dining Services,
please refer to the following website:

www.baylor.edu/dining

This content was developed and/or provided by:
Baylor Dining Services
Office Location: Penland Hall
One Bear Place #97106,
Waco, Texas 76798
254-710-1414 (general office)
www.baylor.edu/dining
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‘ s@' SALES AND SOLICITATION

Student organizations desiring to solicit, advertise, or sell a product or service on campus, in
the community, or through the campus mail service must comply with the Campus Facilities
Use and Campus Solicitation Policy and obtain approval through the Department of Student
Activities. An online event form (and in some cases, a Student Organization Solicitation
Request form) must be submitted and approved before the activity may be held.

e FUNDRAISERS/BAKE SALES:

In order to help students raise funds for student organizations, we would like to offer
suggestions to help facilitate the use of Baylor Dining Services on campus.

For health safety reasons, we must be very careful to limit the sale of products that are
not made on our campus and in our food service facilities. We may be held responsible
for any bacteria born illness through food contamination and therefore, have to protect
the students, faculty and staff. Because of this, foods for fundraising events must meet
the following standards:

It must be a shelf stable product (cookies, brownies, candy, popcorn)
It must not be a refrigerated item

It must be approved through Baylor Dining Services

The request must be submitted at least 2 days prior to event

All bake sales must be approved by Baylor Dining Services before an Application for
Organization Event form is submitted to Department of Student Activities.

To obtain approval, email the Food Service Director with the following information:
- Contact Name
- Organization
- Item for Fundraiser
- Date of Fundraiser
- Location of Sale

You will be informed your event has been accepted via e-mail. Dining Services will be
happy to assist in acquisition of food products and containers as a significant discount
from retailers off campus in order to accommodate your organization. If assistance is
needed, please feel free to contact Baylor Dining Services.

For additional information and appropriate forms, please visit the following website:
www3.baylor.edu/Student_Activities/SOLICITATION_REQUESTO02-03.pdf
= GAMBLING/GAMES OF CHANCE
Unlawful gambling is strictly prohibited on Baylor’s campus. Unlawful gambling is

defined as “unlawfully conducting, organizing, or participating in an activity involving a
game of chance, including but not limited to, casino or sports wagering.” Unlawful
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gambling includes any activities or games of chance that include the exchange of cash
resulting in a chance of a financial return greater than that paid.

Mock casino and/or gambling events (i.e. Texas Hold ‘Em competitions) may be
permitted by the Department of Student Activities in circumstances in which no cash
changes hands or may be won by participants.

Outside Vendors

Vendors may be invited to campus by an approved student organization or other Baylor
University entity. Hosting organizations must submit a Solicitation Request form in
order for vendors and promoters to sell material goods on campus for approved events
and activities. Organizations may negotiate a flat fee or percentage of take to allow the
vendor access to our student community. Negotiations for fees should be completed
before the Solicitation Request is submitted.

wwwa3.baylor.edu/Student_Activities/SOLICITATION_REQUESTO02-03.pdf

This content was developed and/or provided by:
Campus Facilities and Solicitation Committee, the Department of Student Activities,
and Baylor Dining Services
For more information regarding these policies, contact the Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@' CAMPUS FACILITIES USE AND CAMPUS SOLICITATION POLICY
I. GENERAL PROVISIONS
Rule 1. What is the purpose of this statement?

This statement prescribes policies and procedures that govern use of campus facilities and
solicitation upon or in campus facilities. Its purpose is to assure that the University will be able
to preserve its status as a private forum and as a tax-exempt entity.

Rule 2. Who must comply with the statement?

Any enrolled student, faculty member, or staff member, or any other individual, campus
organization, partnership, association, or corporation desiring to use campus facilities or to
solicit upon or in campus facilities or solicit through the campus mail service must comply with
this statement. This statement also applies to any official department of the University and to any
party furnishing goods or services to the University under contract.

Rule 3. What gives Baylor this right to enforce the rules prescribed in the statement?

Baylor University is a private university controlled by an all-Baptist board of regents operated
within the Christian-oriented aims and ideals of Baptists, and affiliated with the Baptist General
Convention of Texas, a cooperative association of autonomous Texas Baptist churches.
Accordingly, the campus is private property; and no party may enter or remain upon it without
the consent of the University. Furthermore, no party may conduct or participate in an activity,
including any facilities use or campus solicitation, that would embarrass or bring discredit to the
Convention or to Baylor in the view of their constituencies.

Rule 4. Under what circumstances may a party who is subject to the statement use campus
facilities?

Except as otherwise provided in this statement, a party may use campus facilities or solicit upon
or in campus facilities only after obtaining, by appropriate application written permission from
the University Committee On Facilities Use And Campus Solicitation (the Facilities Use and
Campus Solicitation Committee).

Rule 5. What criteria will be applied in determining the permissibility of a proposed use of
campus facilities or a proposed campus solicitation?

The proposed use or solicitation will be considered in light of the status of the University as a
private forum and its status as a tax-exempt entity. More specifically, but not exclusively, the
proposed use or solicitation must satisfy both of the following criteria:

i.  The use or solicitation must integrate or accommodate the private aims of the University
as a Christian institution of higher learning as those aims are specifically articulated from
time to time. Any use or solicitation inconsistent with these aims will be excluded.
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ii.  The use or solicitation must advance the education functions of the University or be at a
minimum incidental, e.g., necessary and conducive to the educational functions of the
University.

Rule 6. Are there restrictions that may be placed on facilities use or campus solicitation
other than those prescribed in this statement?

The Facilities Use and Campus Solicitation Committee or its designee or any other party or
division responsible for oversight of this statement or responsible for giving any permission
under this statement may specify such additional rules or considerations as that party in his, her,
or its sole discretion deems appropriate under the circumstances. Also, any use or solicitation
must be in conformity with any applicable local, state, or federal ordinance, law, or regulation
and must be in conformity with any other established and applicable university policy.

Rule 7. What procedure is to be followed to obtain permission for use or solicitation when
permission is required under this policy?

Unless otherwise provided, an application by letter explaining the nature and character of the
proposed use or solicitation shall be submitted as follows:

i.  Inthe case of an enrolled student, faculty member, or staff member, or any other
individual, campus organization, partnership, association, or corporation, the application
shall be submitted to the Division of Student Life (Department of Student Activities) or
the Division of Human Resources, as appropriate, depending on the nature of the
proposed use or solicitation. The division shall forward each application to the Facilities
Use and Campus Solicitation Committee or its designee for consideration and a decision.

ii.  Inthe case of an official department of the University or any party furnishing goods or
services to the University under contract, the application shall be submitted to the Office
of the University General Counsel. The Office of the University General Counsel, in
consultation with the Vice President for Student Life, shall determine whether the
application warrants consideration by the Facilities Use and Campus Solicitation
Committee. As a general rule, the application will not be forwarded to the Facilities Use
and Campus Solicitation Committee if the Office of the University General Counsel and
the Vice President for Student Life determine that the proposed use or solicitation is to be
done or conducted as part of official departmental activities or is within the scope of any
contract that the party has with the University.

iii.  All off-campus requests for facilities usage and solicitations must be submitted to and
coordinated by the University host in Wiethorn Information Center, One Bear Place
#97033, Waco, TX 76798-7033.

I1. USES OR SOLICITATIONS IN PARTICULAR AREAS OF CAMPUS

Rule 8. As a general rule, what activities may be undertaken in the residence halls and in
the Bill Daniel Student Center without prior written approval?

Currently enrolled students, faculty members, or staff members may solicit, advertise, or sell
personal items, e.g., books, bicycles, etc., by placing a 3" x 5" advertisement on any designated
bulletin board in the residence halls or in the Bill Daniel Student Center so long as such postings
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are not repetitive in nature. More than one such posting during any two-week period will be
considered repetitive.

Rule 9. Will there be any circumstances in which the activities that are described in Rule 8
will require prior written permission?

If the party engaged in the activity is notified that permission is needed by the Facilities Use and
Campus Solicitation Committee, the Division of Student Life (Department of Student Activities),
or the Division of Human Resources, written permission from the Facilities Use and Campus
Solicitation Committee or its designee will be required to engage further in the activity.

I11. USES AND SOLICITATION OF AND IN SPECIAL AREAS
Rule 10. May a person solicit in an academic building?

If granted prior written permission by the Division of Student Life (Department of Student
Activities), and, if prior written permission has been obtained from the Chair of the involved
academic department or Dean of the involved school, a party may solicit in an academic building
by placing a notice or advertisement on the designated department or school bulletin boards in
accordance with any specific rules that may be prescribed by the Chair or Dean.

Rule 11. May a person solicit in nonacademic buildings located on campus?

If granted prior written permission by the Division of Student Life (Department of Student
Activities), and, if prior written permission has been obtained from the administrative head of the
involved nonacademic department, a party may solicit in a nonacademic building by placing a
notice or advertisement on the designated bulletin boards with-in the department in accordance
with any specific rules that may be prescribed by the administrative head.

Rule 12. May university sidewalks be used to solicit?

Campus organizations may advertise a service or an event by writing with chalk (95percent pure
levigated whiting) on Baylor sidewalks and streets, if the text of the advertisement has received
prior written permission from the Division of Student Life (Department of Student Activities).

IV. CAMPUS REPRESENTATIVES

Rule 13. An enrolled student may be employed by a party as a representative at the
University if prior written approval is obtained from the Division of Student Life and the
director of Career Services Center.

V. OFF-CAMPUS SOLICITATIONS, ADVERTISEMENTS, AND SALES BY BAYLOR
STUDENTS AND CAMPUS ORGANIZATIONS

Rule 14. If a Baylor student or campus organization wishes to solicit contributions from an
off-campus business or an individual not connected with the University, what steps should
be taken to do so?
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A Baylor student or a campus organization seeking a contribution from an individual or business
located off campus must first obtain written approval from each of the following:

1. The Division of Student Life (Department of Student Activities).
2. The Division of University Development (Director of Development).

Rule 15. What steps should be taken by a Baylor student or campus organization seeking to
offer a service or product to an individual or business located off campus?

A Baylor student or campus organization seeking to offer a service or product to an individual or
business located off campus must first obtain written approval from each of the following:

1. The Division of Student Life (Department of Student Activities).
2. The Division of University Development (Director of Development).

VI. OTHER THINGS YOU NEED TO KNOW
Rule 16. What is the policy of the University with regard to holding events on campus?

In addition to any other rule applicable to the event under this policy, events held on the Baylor
campus must comply with any applicable policy established by the Facilities Use and Campus
Solicitation Committee or its designee.

Rule 17. Where may | obtain copies of the policies established by the Facilities Use and
Campus Solicitation Committee?

Copies of the policies established by the Facilities Use and Campus Solicitation Committee may
be obtained in the following offices:

University Host-Wiethorn Information Center
Student Life- McLane Student Life Center
Student Activities-first floor, Bill Daniel Student Center.

Rule 18. What are the penalties for violating the solicitation rules?

An enrolled student or campus organization found to have violated this statement is subject to
disciplinary action by the Division of Student Life (Department of Student Activities). A faculty
or staff member who violates this statement may be subject to reprimand or other appropriate
action taken by an appropriate supervisor. A non-university person or entity who violates this
statement may be barred from further access to university property.

Rule 19. How do | contact the Division of Student Life?

The Division of Student Life is located in the McLane Student Life Center; or written
correspondence may be directed to One Bear Place Box 97016, Waco, TX 76798-7016. The
Department of Student Activities is located on the first floor of the Bill Daniel Student Center; or
written correspondence may be directed to One Bear Place Box 97074, Waco, TX 76798-7074.

Baylor University Student Organization Policy & Procedure Guide ~ Last Revised: August 2006
49



Rule 20. How do | contact the Division of Finance and Administration?

The Division of Finance and Administration, Office of the Business Manager is located on the
fifth floor of Clifton Robinson Tower; or written correspondence may be directed to One Bear
Place Box 97086, Waco, TX 76798-7086.

Rule 21. How do I contact the Division of University Development (Vice President of
Development)?

The Division of University Development is located on the eighth floor, Clifton Robinson Tower;
or written correspondence may be directed to One Bear Place Box 97026, Waco, TX 76798-
7026.

Rule 22. How are the key words in these rules defined?
When used in this policy

A. Campus organization means an organization chartered by the Division of Student Life
(Department of Student Activities) or otherwise officially recognized by the University.

B. Event means an activity held in university-owned or leased facilities or an activity
primarily involving enrolled students, faculty members, or staff members.

C. Solicit (or any derivative thereof) means to use persuasion or entreaty to promote or sell a
product, service, or activity.

D. Facility (or any derivative thereof) means any real property, improvements thereon, or

personal property of Baylor University.

Use means any occupation of, or activity upon (including solicitation).

Campus means all of the facilities of Baylor University.

nm

This content was developed and/or provided by:
Campus Facilities and Solicitation Committee
For more information regarding these policies, contact the Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities
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‘ s@' STUDENT ORGANIZATION TAX POLICY AND LAW

Issue 1 -- Federal Income Tax

Registration with and official recognition by Baylor University does not give a student
organization federal income tax exemption. Only University offices and departments may use
Baylor University’s tax identification number for tax-exempt status. If the student organization is
a chapter of a larger national organization, the student organization should check with the parent
organization to determine if it is covered by the parent’s tax-exempt status and able to use the
parent’s tax exempt identification number. Additionally, any organization that normally has
gross receipts of not more than $5,000 and meets the requirements of IRC section 501(c)(3) is
considered automatically exempt. However, even if an organization has 501(c)(3) status under
this less than $5,000 test, there are special rules for “unrelated business income” or UBI, which
may require the tax-exempt organization to pay federal and state income taxes on any income
generated by activities unrelated to the organization’s tax-exempt purpose. An exempt
organization which has UBI of $1,000 or more in any year must file Form 990-T, Exempt
Organization Business Income Tax Return, and pay the related tax. If none of these exemption
options pertain to the organization, it may wish to apply for tax-exempt status as to federal
income tax; however, applying for such is a complex process and will take a minimum of six
months, up to one year for a final determination.

In order to be granted tax-exempt status, the organization must be operated as a non-profit
organization, meaning that no part of the net earnings of the organization is paid to a member of
the organization for his/her benefit alone. There are different types of non-profit organizations
that can be granted tax-exempt status if they are organized for charitable or other socially
beneficial purposes under IRS code section 501(c). Not all non-profits are tax-exempt. If tax-
exempt status applies, a student organization will most likely fall under one of the following
categories: charitable entities organized and operated exclusively for, among other things,
religious or charitable purposes (Code Section 501(c)(3)), civic leagues and organizations
operated exclusively for the promotion of social welfare (Code Section 501(c)(4)), clubs
organized for pleasure, recreation or other non-profitable purposes (Code Section 501(c)(7)).
There are advantages, disadvantages, and exceptions to each, and these should be studied in-
depth before application is made. If the organization decides to apply for tax-exempt status, the
following publication and forms should be referenced: Publication 557, Form 1023, and Form
1024, on the IRS website at www.irs.gov. As procedures and laws constantly change, a student
organization should consider consulting an attorney specializing in this area if it wishes to apply
for tax-exempt status.

Issue 2 — Texas Sales Tax

Purchases by Student Organizations

Sales tax exempt status only allows an organization to avoid paying sales tax when buying,
leasing, or renting taxable items that are necessary to the organization’s exempt function. An
item purchased tax-free cannot be used by a private party or another individual for his/her private
benefit. An organization must apply to the State Comptroller’s Office to receive tax-exempt
status. Baylor University is exempt from paying sales tax on its purchases; however, student
organizations are not to use Baylor’s tax-exempt status when making purchases. Registration
with and official recognition by Baylor University of a student organization does not give
the student organization Texas sales tax exemption status.
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Sales by Student Organizations

All student organizations, even tax-exempt organizations, must obtain a sales tax permit and
collect sales tax on every tangible personal property item sold, and then remit this money to the
State, if the student organization is the seller. Tangible personal property is any personal property
that can be seen, weighed, measured, felt, touched, or that is perceptible to the senses in any
other matter. If the organization is merely acting as a sales representative for a retailer, the
organization may receive a commission for the sales, but is not the seller. In that situation, the
retailer is responsible for collecting and remitting the tax, the organization should not issue any
certificate. If the organization is the seller, the organization should issue resale certificates to its
suppliers when buying items for resale and collect the sales tax when making the sale. A student
organization should review the State Comptroller’s website and publications to determine when
sales tax collected is due.

Other sales tax exemptions also exist, but under Texas rules, a student organization must be
classified as a (A) 501(c)(3) or (4) under the Internal Revenue Code, (B) a bona fide chapter of
Baylor University, or (C) a qualified student organization of Baylor University, before the
different sales tax exemptions can be applied.

A. 501(c)(3) or (4) Designation by IRS Held by Organization or Parent

A non-profit organization having tax-exempt status under the IRS designation of
501(c)(3) or (4) will be given sales tax exemption by the State of Texas. Other 501(c)
designations are not given state sales tax exemption. If the organization wishes to apply
for state sales tax exemption based upon federal exempt status, it should complete AP-
204 found on the Texas website, http://www.window.state.tx.us, and include a copy of its
IRS determination letter. It should be noted that even though an organization has $5,000
or less in gross receipts and meets all the requirements of a 501(c)(3), and is thereby
designated as such under the Internal Revenue Code without a formal determination by
the IRS (see above), the State of Texas requires a formal determination letter when
granting sales tax exempt status.

Reminder, if a student organization is a chapter of a national organization, it should check
with the parent organization to determine if it is covered by the parent’s tax-exempt status
and able to use the parent’s tax exempt identification number for sales tax purposes.

Organizations that have a 501(c)(3) or (4) determined status and are granted sales tax
exemption for purchases by the State are allowed to have two one-day, tax-free sales
each calendar year. During such sales the organization may sell any taxable item tax free
as long as the price of the item does not exceed $5,000. However, an exception exists — a
taxable item with a price of over $5,000 may be sold tax-free if the item is manufactured
by the organization or is donated to the organization and is not sold back to the donor.
One day is defined as a consecutive 24 hour period. The two sales can be held back-to-
back, but cannot exceed 48 hours.

B. Bona Fide Chapter of Baylor University

A student organization is a bona fide chapter of the University only when designated as
such by Student Activities. Student Activities will designate the organization when the
organization is an authentic branch of the University, created for the purpose of some
business or activity other than instruction or participatory group work, and organized by
electing officers, holding meetings, conducting business, etc. For example, the Senior
Class is considered a bona fide chapter of the University, but an intramural team is not. A
student organization must apply to Student Activities to receive this designation.
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A bona fide chapter student organization is allowed to have two one-day, tax free sales
each calendar year. During such sales the organization may sell any taxable item tax free
as long as the price of the item does not exceed $5,000. However, an exception exists — a
taxable item with a price of over $5,000 may be sold tax-free if the item is manufactured
by the organization or is donated to the organization and is not sold back to the donor.
One day is defined as a consecutive 24 hour period. The two sales can be held back-to-
back, but cannot exceed 48 hours.

If a bona fide chapter student organization’s sales fall outside these exceptions, then sales
tax must be collected and reported by the University. All bona fide chapter student
organization sales need to be coordinated though the University Student Activities.

C. Qualified Student Organization

To be designated as a qualified student organization, the organization must not be a bona-

fide chapter of the University, and the University must file a University-issued

certification with the Texas State Comptroller showing the organization is affiliated with

Baylor University. This certification is obtained by --------- . The certification is valid

until the student organization is decertified, suspended, or otherwise loses its campus

privileges or affiliation and the University notifies the Comptroller. Once an organization

has this designation, the following sales tax exemptions apply:

= First $5,000 in Sales — The first $5,000 in total taxable sales held by a qualifying
organization on days other than the one-day tax-free sale (see below) are exempt from
sales tax.

= One-Day Tax-Free Sale -- Qualifying student organizations affiliated with the
University can hold a one-day tax-free sale once a month. One day means a 24-hour
period. The student organization itself must have a primary purpose other than
engaging in business or performing an activity designed to make a profit, and the
purpose of the sale must be to raise funds for the organization. If an item is sold for
more than $5,000, the exemption does not apply unless the item was made by the
organization, or the item was donated and not sold back to the donor. When buying
taxable items to resell, the student organization may supply the vendor with an
exemption certificate showing the student organization as the purchaser and stating the
reason for the exemption is that the items are being purchased for resale during such a
one-day sale. The organization must give customers receipts stating the items were
purchased during a one-day, tax-free sale, unless the sale consists of a concession stand
or similar sale. In those situations, the organization may post a sign indicating the event
Is a tax-free sale for that organization.

The Texas Comptroller’s Office also has what it has termed the “yearbook policy”,
though the policy applies not only to yearbooks, but also to any taxable item pre-sold
and delivered to the seller on one date. Under this policy, items that are pre-sold and
generally prepaid have the date the items are delivered to the student organization
designated as the “one-day” for purposes of the tax-free sale. If customers buy from
surplus stock on the date of delivery, the customers do not owe tax. If customers buy
from surplus stock on subsequent dates, tax is owed on the sales.

Issue 3 — Charitable Raffles
Raffles are those events in which an individual pays money for the chance to win a prize of
greater value than the amount paid, and in Texas are considered gambling. The Charitable
Raffling Act became effective on January 1, 1990 and only permits raffles for “qualified
organizations” up to two times per calendar year, under additional restrictions.
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A student organization will be a qualified organization only if it meets one of the
following:

= An association organized primarily for religious purposes that has been in existence in
Texas for at least 10 years.

= A nonprofit organization that has existed for at least three preceding years and is exempt
from federal income under section 501(c); does not distribute any of its income to its
members, officers, or governing body; does not devote a substantial part of its activities
to attempting to influence legislation; and does not participate in any political campaign.

Additionally, such a qualified organization can offer any prize except for money, and if a prize is
offered for which the raffle organizers paid money or gave other consideration, the value of the
prize cannot exceed $50,000. There is no value limit for prizes donated to the student
organization. Lottery tickets may be offered as prizes. The qualified organization must have each
prize in its possession or ownership, or post a bond for the prize value with the county clerk.
Raffle tickets cannot be advertised through paid advertisements or state wide, and each ticket
must state the name or address of the organization, the price of the ticket, a general description of
each prize that is valued over $10, and the date on which the prizes will be awarded. Only
members of the qualified organization or persons authorized by the organization may sell tickets.
No seller may be compensated directly or indirectly for selling tickets or organizing the raffle.
Conducting a raffle that does not comply with the rules above is considered a Class A
misdemeanor and participating in such a raffle is considered a Class C misdemeanor under the
Texas Penal Code. More information can be found on the Texas Attorney General’s website,
http://www.oag.state.tx.us/AG_Publications/txts/raffle.shtml.

Issue 4 -- Bank Accounts Outside Baylor University

If a student organization opens an off-campus bank account, the bank will ask for the
organization’s tax identification number, also called the Employer Identification Number. If the
organization has been deemed tax-exempt by the IRS, or the organization is able to the use the
number of a parent organization, then the tax-exempt number should be used. Registration with
and official recognition by Baylor University does not give a student organization the right
to use Baylor’s tax identification number. Only University offices and departments may use
Baylor University’s tax identification number. If the student organization needs to apply for a
tax identification number, it will need to complete a SS-4 form for the IRS. The organization can
fax a request for a catalog #16055 to the IRS in Austin, Texas at 703-368-9694 and the IRS will
fax back this form. The organization can also obtain the form from the following IRS website:
http://www.irs.gov/formspubs/index.html.

Issue 5 — Agency Accounts with Baylor University

By setting up an agency account with Baylor University, the University is acting as the student
organization’s bank. The funds belong to the student organization, but it must comply with
University policies and procedures to deposit or withdraw funds. A request to create an agency
account must be submitted by e-mail. The requestor or faculty advisor will then be given agency
account number assigned to the student organization. The faculty advisor will be used to
facilitate creating vouchers for disbursements.

Issue 6 — Gift Receipts for Donations

Those student organizations that have received a determination of 501(c)(3) status from the IRS
can receive tax deductible contributions directly to the organization. Those student organizations
who have received another 501(c) designation from the IRS can receive tax deductible

contributions if the organization sets up a separate charitable fund that meets the requirements of
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section 501(c)(3) and the notice requirements of section 508(a). Legal assistance should be
obtained in setting up such a fund. If the student organization does not have 501(c)(3) status or
has not set up such a fund, it must inform potential donors of the non-deductibility of any
donations that would be made to the student organization.

Information in this section was pulled from a variety of state and
national legal guidelines. A wide scope of resources were used
and are noted where possible in the content of the section.
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(S@ STUDENT ORGANIZATION TECHNOLOGICAL RESOURCE USAGE
POLICIES

Recognized student organizations may request website space on the Baylor server system. To
request a website and/or University e-mail address for your organization, visit the following
website:

www.baylor.edu/its/index.php?id=3959
or
www.baylor.edu/its/StuOrgApp.pdf

Note: You must have your organization's advisor sign all forms and then submit it to the
Department of Student Activities for approval. Once approved, all persons who have listed their
Bear ID will be notified.

Electronic Mail Guidelines

Use of resources such as electronic mail (e-mail) is a privilege and must be treated as such.
Misuse of e-mail can result in the loss of access to e-mail and/or other resources. The guidelines
in this document are intended to promote responsible use of e-mail. Official policies governing
the use of e-mail are contained within the "Policy for Information Systems Usage at Baylor
University." The guidelines listed below also include several relevant excerpts from this policy.

« Fraudulent, harassing or obscene messages and/or materials are not to be sent, printed,
requested, displayed or stored.

e Any use of e-mail, such as (but not limited to) congestion of e-mail systems, that would
deprive others of resources is prohibited.

e Chain letters and other unauthorized forms of mass mailings are not allowed.

e Commercial use of e-mail is not allowed.

« Any communication that violates Baylor University policies and/or local, state or federal
laws and regulations is prohibited.

e The content and maintenance of an electronic mailbox is the responsibility of the person
to whom the e-mail account is assigned.

o E-mail messages in your deleted items folder that are older than 30 days will be deleted
on Monday nights.

e Check your e-mail often and remove messages that are no longer needed.

o E-mail messages are limited to 8MB in total size.

o E-mail messages are considered private unless they have been explicitly made available
to others. Every attempt is made to assure the security of Baylor's e-mail systems so that
there is a reasonable expectation that e-mail cannot be read by unauthorized individuals.
However, this is not a guarantee of the privacy of messages.

o Be aware of the potential for forged e-mail. If a message appears out of character for the
sender, it may be a forgery and you should contact the sender by other means for
verification. If in doubt - delete!

« Baylor University may send official correspondence to a student via e-mail using the
student's e-mail address as assigned by Baylor. Each Baylor student is personally
responsible for checking his or her e-mail on a regular basis for receipt of official
University correspondence. Students are also provided with the capability of forwarding
their Baylor e-mail to a non-Baylor e-mail address.
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Web Publishing Policy

Scope of Websites Allowed and Governed by this Policy

1.

Baylor may provide facilities to build and host a website for the following individuals
and organizations:

a. All colleges, schools, departments, centers, institutes and other entities that make
up the university;

b. Current faculty and staff;

c. Currently enrolled students;

d. Student organizations recognized and in good standing with the university with
the endorsement of the organizations advisor;

e. Third party organizations directly affiliated with and sponsored by the university
including but not limited to The Alumni Association, The Bear Foundation,
KWBU, etc.;

f. Professional societies and other non-profit organizations which have a substantial
relationship to Baylor's educational mission. Further, for these organizations, a
current member of the Baylor faculty or staff will be responsible for working with
the organization and managing their website.

All websites must be actively sponsored and managed by a current faculty or staff
member or current student. Website owners will be held responsible for their websites.
Approval of a website may be denied based on the lack of necessary resources whether
those resources are technical, personnel or of another classification.

Content

1.

All usage of websites is to be in accordance with all applicable policies of Baylor
University, including:
Information Systems Usage Policies;
Network Usage Policies;
Graphic Standards Policies ;
Student Handbook;
Faculty Handbook; and

f. Personnel Policies.
Websites may not contain or display fraudulent, harassing or obscene messages and/or
materials. Further, materials of this type may not be stored on University websites or
other information technology systems, even if they are not displayed.
Baylor University resources may be used to create websites about an individual or an
individual's interests but may not be used for personal business, personal gain, or partisan
political purposes, except as permitted by other University policies.
Commercial advertising is not permitted on websites. This includes banner
advertisements as well as graphic images that promote a commercial service or text links
of a commercial nature. No graphic or text may imply Baylor University endorsement of
commercial products or services. A disclaimer should be displayed if non-endorsement is
not evident from the context. Any exceptions to this policy must be granted in writing by
the Director of ITS-Internet Services.
Websites may not contain information that would embarrass or bring discredit to Baylor
University in the view of its constituencies.

P00 o
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6. Copyright laws apply to electronic publishing as well as to print publishing. Publishers
must have permission from the copyright owners to copy and display text, graphics, or
photographs on their pages. In the alternative, publishers must have a reasonable basis for
believing their use of copyrighted materials of others constitutes fair use or that the
materials are in the public domain. Electronic publications are subject to the same Baylor
University policies and standards as print publications.

7. Baylor graphics and images are owned by the University and may not be altered in
anyway. All use of Baylor graphics and images must conform to Graphic Standards
Policies.

8. Baylor University reserves the right to add specific information to each web page or
website including, but not limited to:

a. alink to Baylor's home page;

b. apage owner's e-mail address;

c. the date of last update for that page; and
d. the URL for that page.

Baylor Policies for Information Systems Usage

Technology Use

Baylor University technology systems (including computers, computer accounts, printers,
networks, network devices, dial-in systems, software, electronic mail, Web home pages, video
systems, telephones, and telephone long distance and voice mail accounts) are provided for the
use of Baylor students, faculty and staff, as approved, in support of the programs of the
University. All students, faculty and staff are responsible for seeing that these technology
systems are used in an effective, efficient, ethical and lawful manner. The use of technology
systems is a privilege, not a right, which may be revoked at any time for misuse. The following
policies relate to their use.

1. The technology systems are owned by the University and are to be used for University
related activities only. All access to central technology systems, including the issuing of
accounts, must be approved through the Information Technology Services (ITS). All
access to school and departmental information systems must be approved by authorized
personnel within the respective departments.

2. Technology systems are to be used only for the purpose for which they are assigned.
Incidental personal use of technology systems is permitted, but must not interfere with
the University's mission or official or educational use of such technology systems and are
not to be used for commercial purposes or non-university related activities.

3. Electronic mail, voice mail, and computer files on a personal computer or on personal
space on a server are presumed to be private and confidential unless they have explicitly
been made available to other authorized individuals or as required by law. Their contents
may be accessed only by authorized personnel for compelling business or security
reasons. All requests for electronic records should be submitted to the Manager of IT
Security or the Coordinator of IT Security. The request must be accompanied by the
approval of the President or the appropriate divisional Vice President.

a) for faculty members, the Provost and Vice President for Academic Affairs or the
Vice President for Human Resources;

b) for staff members, the Vice President for Human Resources, the Vice President for
University Development, the Vice President for University Relations, or the Vice
President for Finance and Administration;
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10.

11.

12.

c) for students, the Vice President for Student Life or his/her designated
representative.
d) as required by law.

Fraudulent, harassing, offensive or obscene messages or materials are not to be sent,
printed, requested, displayed, or stored on Baylor-owned or operated technology systems.
Baylor technology system resources should not be used in a manner that would embarrass
or bring discredit to Baylor in the view of its constituencies. Information which invades
an individual's privacy or is disparaging of an individual or business must not be
published without the express consent of the person or business entity.

Chain letters are not permitted; other forms of mass mailings are not permitted, except
with the prior approval of the divisional Vice President.

A computer, network resource, computer account, web home page account, electronic
mail account or voice mail account assigned to an individual must not be used by others
without the consent from the provider of the resource. The individual is responsible for
the proper use of the resource, including proper password protection.

Technology system accounts that expire, along with the files in the expired accounts, may
be deleted. Accounts expire in accordance with the terms of the account. E-mail and
voice mail messages that are older than the limit set by the system administrator will be
deleted.

Software is installed on University technology systems in order to support resource usage
accounting, security, network management, hardware and software inventory, computer
back-up systems and software updating functions, and to provide better support to
personnel. Authorized personnel may access others' files or systems when necessary for
the maintenance of technology systems or when acting to protect performance, integrity,
and security of technology resources. When possible, advanced notification of access will
be given except for cases covered by numbered paragraph 3 above. When performing
maintenance, reasonable effort will be made to safeguard the privacy of a user's files.
However, if violations of university policy or applicable law are discovered, they will be
reported to the appropriate Vice President or their designated representative.

No one should deliberately attempt to degrade the performance of a technology system or
to deprive authorized personnel of reasonable access to University technology system.
No unauthorized person may alter a University technology system. The use of loopholes
or specific tools to circumvent technology systems or network security; the knowledge of
special passwords; or the covert acquisition of passwords to damage technology systems,
obtain extra resources, take resources from another user, or gain access or control of any
system for which proper authorization has not been granted is expressly prohibited.
Software and other materials that are protected by copyright, patent, trade secret, or
another form of legal protection ("Protected Materials™) may not be copied, altered,
transmitted, or stored using Baylor-owned or operated technology systems, except as
permitted by law or by the contract, license agreement, or express written consent of the
owner of the Protected Materials. The use of software on a local area network or on
multiple computers must be in accordance with the software license agreement.

Baylor University may send official University correspondence to a student, faculty, or
staff member via e-mail using the e-mail address assigned by Baylor. Each Baylor
student, faculty, and staff member is personally responsible for checking his or her e-mail
on a regular and recurring basis for receipt of official University correspondence.
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SANCTION

An individual's technology systems usage privileges may be suspended immediately upon the
discovery of a possible violation of this or other University policy. ITS may also disable
accounts to protect the integrity of the information technology infrastructure or data stored
within. The Manager of IT Security or Coordinator of IT Security may authorize the disabling of
an account for up to one business day. Such suspensions will be confidentially reported to the
appropriate department, head/ chair, dean, ITS staff and divisional Vice President. An account
may be disabled for longer than one business day by following the same approval process
outlined in paragraph number three above.

The ITS administrative staff or supervising department chair will judge a violation of this policy
as either major or minor. A first minor offense will normally be dealt with by the ITS
administrative staff or supervising department head/chair. Appeals relating to minor offenses
may be made to the appropriate Vice President or his/her representation. Additional offenses will
be regarded as major offenses. Major offenses will be dealt with by the appropriate Vice
President or his/her designated representative.

Violations of these policies by a faculty or staff member will be dealt with in the same manner as
violations of other University policies and may result in a disciplinary review. A violation of this
policy by a student may be referred to the Office of Judicial Affairs for discipline. In such a
review, the full range of disciplinary sanctions is available, including the loss of technology
systems usage privileges, dismissal from the University and legal action. In some cases, violation
of this policy may constitute a criminal offense under State or Federal law.

DISCLAIMER

From time to time this Technology Systems Usage Policy and related policies may be revised.
The latest official copy of this policy is available from the Information Technology Services and
the Human Resources Services Office. Copies will also be posted on various University servers,
such as the Baylor Web Server. Other standards and guidelines (for electronic mail, web pages,
newsgroups, copyright, directory information, etc.) can be found on the Baylor web server at
http://www.baylor.edu/ITS/policies

This content was developed and/or provided by:
Institutional Technology Services
Office Location: Multiple locations

One Bear Place #97268,

Waco, Texas 76798
254-710-2711 (general office)

254-710-4357 (help line)

http://its.baylor.edu
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‘ s@' CHRISTIAN ORGANIZATIONS at Baylor University

Regents Policy on Religious Organizations at Baylor University

Baylor University is controlled by an all-Baptist board of regents and is operated within the
Christian-oriented aims and ideals of Baptists. Baylor also is affiliated with the Baptist General
Convention of Texas, a cooperative association of autonomous Texas Baptist churches. As such,
Baptist Student Ministries is the chartered and officially recognized religious organization of
Baylor University. Baylor may not charter or grant official recognition to other denominational
or non-denominational groups, but instead will, as appropriate, treat these groups in a
cooperative and friendly fashion as they strive to minister to those members of the Baylor
student body who are either members of other denominations or who seek Christian fellowship
in a general way.

What it Means to be Cooperative and Friendly with Non-Chartered Christian
Organizations

e The University will allow organizations to post flyers on campus. Flyers must be
submitted to the Department of Student Activities for approval prior to posting (as is the
procedure for all chartered student organizations).

e The University will allow organizations to chalk notices on sidewalks around campus.
Notices must be approved through the Department of Student Activities (as is the
procedure for all chartered student organizations).

e The University will provide a campus mailbox (in the BDSC) free of charge for use by
the organization. Approval may be denied based on the lack of necessary resources.

e The University will share information about the organizations through main contact
points for students (such as the Dean for University Ministries Office and the Department
of Student Activities). Thus, students who contact these offices asking for contact
information on organizations will have current information available to them. In
addition, the organizations may be listed in the Student Handbook and the Welcome
Week notebook under the churches and religious organizations directory.

e The University will allow one event or activity on campus per organization per semester.
The event will be limited to making students aware of the ministry—e.g., a Dr Pepper
trailer, an information table, or the like—with the emphasis on sharing information about
the ministry instead of a ministry event or worship service. These events must go
through the regular approval process in order to achieve this benefit (i.e., an Application
for Organization Event must be completed and approved), and all applicable university
policies must be followed.

e The University will provide Web Home Page access through the Dean for University
Ministries website.
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General guidelines applying to these pages include:

The Dean for University Ministries must request the Web Home Page using the
appropriate application form. After the organization develops its Web Home
Page it is submitted to the Dean for University Ministries who is responsible for
reviewing and approving its contents.

All usage of an organization’s Web Home Page is to be in accordance with Baylor
policies including the Policies for System Usage and the Facilities Use Policies.

Approval of a Web Home Page may be denied based on the lack of necessary
resources.

Additional guidelines applying to these pages include:

Web pages cannot be used for commercial purposes, including hot links to
commercial sites.

Since a Baylor “facility” (the web server) is being used to store Web Home Pages,
these pages should not contain any material that would embarrass or bring
discredit to the Baptist General Convention of Texas or to Baylor in the view of
its constituencies (Rule 3, Campus Facilities Use and Campus Solicitation Policy
of the Student Handbook).

Organizations must abide by copyright laws when developing Web Home Pages.

Baylor graphics and images are owned by Baylor University and cannot be altered
in any way.

Violation of these policies may result in the organization losing its privilege to
have a Web Home Page.

This content was developed and/or provided by:
Department of Student Activities
Office Location: Bill Daniel Student Center, First Floor, Suite Number 101
One Bear Place #97074
Waco, Texas 76798
254-710-2371 (general office)
254-710-2622 (fax)
www.baylor.edu/student_activities

Baylor University Student Organization Policy & Procedure Guide ~ Last Revised: August 2006
62



‘ s@' POLICY STATEMENT ON ALCOHOL AND OTHER DRUGS

Baylor University policy prohibits the unlawful manufacture, possession, use, sale, transfer, or
purchase of a controlled substance or another dangerous drug such as a controlled substance
analogue (designer drug) on or off the campus. It is also a violation of University policy for
anyone to possess, use, or be under the influence of an alcoholic beverage on the campus or at a
University-related activity off campus. An off-campus University-related activity is any activity
sponsored by the University or by any organization recognized by the University or an activity at
which one or more persons represent the university or one of its recognized organizations.
Anyone violating these policies is subject to disciplinary action ranging from censure to
expulsion.

The University believes that spiritual, intellectual, emotional, physical, and social development
have their greatest growth free from mind-altering chemicals. Its goal is to provide an
environment where the entire campus community is challenged and motivated to live a chemical-
free lifestyle.

As a first step toward reaching that goal, the University makes every effort to seek full
compliance with the University policy and federal, state, and local laws and ordinances; to
discourage by every means possible the use of alcohol; to promote sobriety; to provide social and
recreational alternative to the use of alcohol and other drugs; and to offer confidential, effective,
and redemptive assistance to employees and students who seek help or substance-abuse
problems, while focusing on the development of a comprehensive program of non-residential
services.

Because the University is committed to a caring relationship among its students, staff, faculties,
administrators, and regents—a caring that is characterized by understanding, forgiveness, and
respect for individuality—its disciplinary procedures are intended to be constructive and
redemptive.

For students who seek help for substance-abuse problems, complete confidentiality will be
strictly observed to the limit of the law. Insofar as federal and state statutes and professional
ethical standards permit, no professional on the Baylor counseling or medical staff will in any
way notify the administration of the name of a specific student who comes for assistance for
substance abuse or any other type of problem, and no records will be forwarded to the
administration regarding the services or the problem.

This content was developed and/or provided by:
Judicial Affairs
Office Location: Robinson Tower, Suite 420
One Bear Place #97073,
Waco, Texas 76798
254-710-1715 (general office)
254-710-2562 (fax)
www.baylor.edu/judicial_affairs
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‘s@' VIOLATIONS

|. General

A. General Information

The Department of Student Activities or the appropriate governing bodies typically
handle minor student organization violations or conflicts; however, certain violations
may be handled by Baylor's Student Organizations Judicial Board due to the nature of the
violation. Cases that involve hazing or alcohol related allegations are two examples.

B. General Expectations for Student Organizations

The recognition of a student organization represents University endorsement and
approval of the goals and purposes of that organization as being consistent with and in
support of the goals and mission of Baylor University. It is the University's preference for
student organizations to handle violations internally (within their membership); however,
if the University feels that an organization has not sufficiently addressed a problem, the
University reserves the right to take action and determine sanctions for the organization.

C. University Related Activities Defined
It is important to understand that when dealing with allegations of student organization
violations, the University defines a "university related activity" as:

"A university related activity is any activity sponsored by the University or by any
organization recognized by the University.

The degree to which an organization is responsible for the activity of its members
is not necessarily dependent upon the number of members engaging in the
activity, but depends upon whether the activity is related to the organization as
described in the two categories listed below. Student organizations may be held
responsible for the acts of individual members:

« when the acts grow out of, or are directly related to, the student
organization's activities or an environment created or knowingly permitted
by the organization; or

« when a member of an organization is violating local, state, or federal law
or University regulations and other members present, by failing to
discourage such activity, tacitly condone the behavior

In addition to the group being held responsible, members and officers may
also be held responsible as individuals for their roles in any violation of
University policy."”

I1. Authority and Responsibility for Student Organization Disciplinary Matters
A. Student Organizations Judicial Board

The Student Organizations Judicial Board is responsible for hearing serious allegations of
student organization violations. The Judicial Board receives evidence of alleged
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violations in cooperation with the Dean for Student Development. The Judicial Board is
composed of:

1. Student Members

There are seven (7) student representatives on the Board: a Student Court Justice
recommended by the Student Body President; a student who is a member of an
Interfraternity Council (IFC) organization; a student who is a member of a
Panhellenic Council (PHC) organization; a student who is a member of a National
Pan-Hellenic Council (NPHC) organization; a student who is a member of a
Multicultural Greek Council (MGC) organization; and two students who are
members of other student organizations not represented by the organizations listed
above.

The Vice President for Student Life appoints the student members of the Judicial
Board to one year terms and appoints one of the student members as the Judicial
Board Vice Chair.

2. Faculty & Staff Members
There are three (3) faculty and staff representatives on the Board: the Dean for
Student Development and two student organization advisors.

The Dean for Student Development, or his or her designee, will serve as the
Judicial Board Chair. The Vice President for Student Life will appoint the two
advisors to a one year term.

B. Director of Student Activities
The Director of Student Activities is responsible for the oversight of all student
organizations and may handle minor violations.

C. Dean for Student Development

The Dean for Student Development is the person appointed by the Vice President for
Student Life to be primarily responsible for investigating all serious allegations of student
organization violations. Serious allegations might include, but are not limited to: hazing,
making alcohol available to minors, and criminal mischief. The Dean for Student
Development, or his or her designee, conducts investigations in cooperation with the
Student Organizations Judicial Board.

D. Vice President for Student Life

The Vice President for Student Life is responsible for the overall coordination of rules
and regulations regarding student organizations. The Vice President may assign a
designee to act in his or her stead. The Vice President reserves the right to determine if a
case should be handled by Baylor University Student Life administrators rather than the
Student Organizations Judicial Board when in the Vice President's sole discretion, he or
she believes that the circumstances warrant such action.

I11. Preliminary Procedures

1. Report of Charge
A person wishing to report an allegation shall notify the Chair of the Judicial Board. The
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Chair shall evaluate the report with the Vice Chair of the Judicial Board by examining the
facts regarding the alleged violation. If the initial evidence suggests that a serious
violation may have occurred, and the Chair and Vice Chair believe an investigation is
warranted, a charge letter will be sent to the student organization.

2. Charge Letter

Once a report has been received and reviewed that indicates members of an organization
were involved in an activity (official or unofficial) where a serious violation may have
occurred, a "charge letter" will be delivered to the president of the organization (or the
team captain in the case of a sport club), the advisor, and the national organization if
applicable. In the charge letter, the president or team captain will be asked to conduct an
investigation into the matter and report those findings to the Chair and Vice Chair within
a specified period of time.

3. Organization's Investigation & Report

Organizations are advised to include the facts regarding what actually occurred (failure to
disclose information can result in additional charges or more severe sanctions). If a
violation has occurred, the organization should discuss what action has been, or will be,
taken within the organization to prevent such an incident from being repeated in the
future. Organizations should make certain to list the names of all individuals involved.

After the president or team captain has conducted an investigation into the matter, the
president or team captain will submit a report indicating the findings of their
investigation to the Chair and the Vice Chair of the Judicial Board. If the Chair and Vice
Chair determine that additional investigation is warranted, the Chair will notify the
involved parties and communicate what additional evidence or witnesses are requested.

4. Review and Decision by the Judicial Board

The Chair of the Judicial Board will call a meeting of the Board. The Judicial Board will
review information regarding the alleged charge(s) and the investigative report submitted
by the organization. The Judicial Board will then determine one of the following:

a) The alleged violation is not substantiated and no further action is necessary;
b) The alleged violation is substantiated and the action taken by the organization
is sufficient; or

c) The alleged violation is substantiated and sanctions, or additional sanctions,
will be determined by the Judicial Board.

If the alleged violation is determined to be unsubstantiated, the Judicial Board will
deliver a letter to the president or the team captain, the advisor, and the national
organization if applicable, indicating that the charge(s) has been dismissed.

If the alleged violation is determined to be substantiated, the Judicial Board will deliver a
letter to the president or team captain, the advisor, and the national organization if
applicable, indicating one of the following:

a) The alleged violation is not substantiated and no further action is necessary;
b) The alleged violation is substantiated and the action taken by the organization
is sufficient; or
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¢) The alleged violation is substantiated and sanctions, or additional sanctions,
will be determined by the Judicial Board.

If the alleged violation is determined to be unsubstantiated, the Judicial Board will
deliver a letter to the president or the team captain, the advisor, and the national
organization if applicable, indicating that the charge(s) has been dismissed.

If the alleged violation is determined to be substantiated, the Judicial Board will deliver a
letter to the president or team captain, the advisor, and the national organization if
applicable, indicating one of the following:

1) The Board believes that the student organization has taken sufficient action to
address the issue (assuming sufficient follow through occurs); or,

2) The internal actions appear insufficient and the Board believes that specific
sanctions are necessary, in which case, the Board will set sanctions and deliver
the sanction letter to the president or team captain, the advisor, and the national
organization if applicable. While some sanctions may be punitive in nature, often
sanctions are administered to be educational or developmental for the
organization.

Often, the University will only take action against the organization as a whole; however,

depending on the violation(s), the University reserves the right to proceed with individual
disciplinary action if it is deemed that student misconduct has occurred as defined by the
Student Disciplinary Procedure.

V. Standard of Proof

In determining whether or not a violation has occurred, the Judicial Board will use the
preponderance of evidence standard of proof. A preponderance of evidence means such evidence
as, when considered and compared with that opposed to it, has more convincing force and
produces in the minds of the Board members the belief that the alleged violation more likely
occurred than not.

V. Appeal Process

An organization against which sanctions have been imposed may, if the organization feels that
either the decision that a violation occurred or the sanctions are inappropriate, appeal the
decision or sanctions.

If the student organization believes that there is substantial evidence that the decision rendered
was arbitrary or capricious, or that the sanctions imposed are inappropriate, the president or the
team captain may appeal to the Vice President for Student Life, and the Vice President, or his or
her designee, shall consider the request. The request shall be made in writing within three school
days of the organization receiving the decision and sanctions. The Vice President for Student
Life shall review the case and may confer with the Chair of the Judicial Board, and with any
party or witness he or she deems advisable. If the Vice President finds substantial evidence exists
that the decision rendered regarding whether a violation occurred was arbitrary or capricious, he
or she may reverse the decision. Otherwise, the Vice President for Student Life shall affirm the
decision. In reviewing the appeal of sanctions, the Vice President shall, based upon the review
with the Chair of the Board, decide to:
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a) Let the sanctions stand;
b) Modify the sanctions or impose different sanctions; or
¢) Suspend the sanctions.

The decision of the Vice President for Student Life is final.

V1. Procedures Applicable to the Judicial Board

1. Disqualification

A member of the Judicial Board shall disqualify himself or herself if he or she feels that,
in reaching a decision as to whether or not a violation occurred, he or she cannot act on
the weight of the evidence without bias or prejudice. If the student organization is aware
of some fact which would disqualify a member of the Judicial Board, it should notify the
Chair of the Board. If the Chair determines that the member should be disqualified, the
Vice President for Student Life shall appoint a replacement with the same or similar
membership qualifications as the disqualified member.

2. Judicial Board Rules

The Judicial Board may adopt specific procedural rules for hearings, provided such rules
are not inconsistent with University standards for hearings. These rules may provide for
the recess of a hearing if the Chair feels that a break is needed due to the length of time
the hearing has proceeded.

3. Judicial Board Hearing Date

The Judicial Board will make a reasonable effort to meet to hear the case within ten
school days after the student organization has submitted its investigative report or within
a reasonable amount of time if the hearing timeframe would fall during a University
holiday, break in the semester(s), during the summer months, or until a quorum of the
Board is available.

4. Quorum

A quorum for a hearing is two faculty and/or staff members and three student members.
All decisions must be by a majority vote.

5. Confidentiality

All members of the Judicial Board must sign a confidentiality agreement at the beginning
of each academic year in order to serve on the Judicial Board. All proceedings conducted
before the Judicial Board must be kept confidential by the Judicial Board. At the
conclusion of all proceedings regarding a specific matter, the Chair of the Judicial Board
is the sole spokesperson for the Board and is permitted to communicate regarding any
findings, conclusions and sanctions, or any other matter as he or she deems appropriate.

6. Who May Attend

Only members of the Judicial Board may attend the hearing unless witnesses or other
involved parties are asked to appear. Witnesses or other involved parties who are asked to
appear before the Board may only be present during times determined by the Chair.
Lawyers representing the student organization or the University or witnesses are
specifically prohibited from attending any portion of the hearing.
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7. The Hearing

The Judicial Board is presided over by the Chair. The Chair is in charge of the hearing
and has broad discretion. The Chair shall exercise control over the conduct of all persons
participating in the hearing. The Chair shall act as a hearing examiner by developing the
facts and evidence necessary to enable the Board to make a decision as to whether or not
a student organization violation occurred. In so doing, the Chair may exclude irrelevant,
immaterial, and unduly repetitious evidence.

In order to clarify issues, resolve inconsistencies or conflicts in information, or to
ascertain facts, each member of the Board may ask questions of any person appearing
before the Judicial Board.

8. Evidence
In order to preserve the objectivity of the members of the Judicial Board, no person may
present evidence regarding a case to a member of the Board prior to a hearing.

The Chair may present information regarding past violations of the organization if such
evidence shows a pattern of behavior that has bearing on the case being heard.

9. Failure to Appear
The burden is on the student organization to have its witnesses present at a hearing when
requested by the Judicial Board.

VII. Types of Sanctions

A. Warning

Written warning to the student organization that members of the organization have
engaged in misconduct by violating university rules, regulations, or policies and that
continuation or repetition of misconduct may result in more severe sanctions.

B. National Office Notified
Notification of the offense and sanctions sent to the organization's national office (if
applicable).

C. Probation

Written notice explaining the serious nature of misconduct and outlining the terms of
probation. It is possible for the terms of probation to include other requirements or
restrictions including, but not limited to, community service, fines, educational classes or
initiatives, and/or prohibition from participation in social and co-curricular activities.

D. Restitution
Requirement to reimburse or otherwise compensate another for damage or loss of
property resulting from a student organization's misconduct.

E. Eviction
Restriction or removal from campus facilities as designated in a written notification.
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F. Suspension
Termination of the student organization's status at the University for a specified period of

time.

G. Revocation of Charter

Termination of the student organization's status at the University permanently or for an
indefinite period of time. This sanction will be automatically appealed to the Vice
President for Student Life.

EXAMPLES OF SANCTIONS FOR ALCOHOL VIOLATIONS

In all cases, the nature of the violation will determine the sanctions administered.

For example, a student organization may be suspended for a first offense. The sanctions listed
below are simply informational in nature to give student organizations a general idea of the types
of sanctions that may be administered.

1st Offense

« Probation for one semester

« National office notified of the incident (if applicable)

e $500 fine (to be given to the University for alcohol education)

e In cases of alcohol violations, the group may be required to propose an alcohol awareness
program/speaker for their organization and the campus (to be approved by the
administration) or the group may be required to attend a Victims Impact Panel

2nd Offense

e Probation for one calendar year

« National office asked to come and investigate (if applicable)

e Provide a report regarding what the organization is doing to address the use of alcohol at
gatherings

« $1000 fine (to be given to the University for alcohol education)

e No social activities (or competitions in the case of sport club) for one semester

3rd Offense

o Placed on notice that the charter will be suspended with another violation
« National office notified again (if applicable)

« $2000 fine (to be given to the University for alcohol education)

o No social activities (or competitions) for one year

e No new members during the next recruitment period

4th Offense

e Student organization suspended
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EXAMPLES OF SANCTIONS FOR HAZING VIOLATIONS

In all cases, the nature of the violation will determine the sanctions administered. For

example, a student organization may be suspended for a first offense. The sanctions listed below
are simply informational in nature to give student organizations a general idea of the types of
sanctions that may be administered.

1st Offense

Depending on the nature of the violation, more severe sanctions may be administered on the
first violation.

Probation for one year

National office notified of the incident (if applicable)

$500 fine (to be given to the University for hazing prevention education)

Required to provide a report outlining the organization's plan to educate the members
about hazing

Members must attend an educational seminar (specifics to be detailed in the sanction
letter)

The new member program will be reviewed with the Director of Student Activities (or his
or her designee) prior to the next recruitment period

No new members during the next recruitment period

Restriction of activities as specified in the sanction letter

2nd Offense

Depending on the circumstances, a second violation may result in a suspension.

Probation for two or three years

National office asked to come and investigate (if applicable)

$1000 fine (to be given to the University for hazing prevention education)

Required to provide a report outlining the organization's plan to educate the members
about hazing

Members must attend an educational seminar or the organization may be required to
present a special seminar for their members (specifics to be detailed in the sanction letter)
No new members during the next recruitment period

The new member program will be reviewed with the Director of Student Activities (or his
or her designee) prior to the next new member program

The organization's president or team captain must meet with the Director of Student
Activities (or his or her designee) at least once a month for the next semester to provide
an update on the progress of the organization

Restriction of activities as specified in the sanction letter

Placed on notice that the charter will be suspended with another violation

3rd Offense

Student organization suspended
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Policies to Review
Organizations are encouraged to review the Policies for Student Organizations and the General

Expectations of Baylor Students as defined in the Student Disciplinary Procedure. All of these
items may be found on the Baylor website under Student Policies and Procedures.

Questions
If organizations have questions regarding this document or other information related to student

organization violations, they should contact the Dean for Student Development at 710-1020 or
the Director of Student Activities at 710-2371.
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http://www3.baylor.edu/StudentHandbook/pp_stuorg.htm
http://www3.baylor.edu/StudentHandbook/pp_dp_I.htm#general
http://www3.baylor.edu/StudentHandbook/pp_dp_I.htm#general
http://www3.baylor.edu/StudentHandbook/pp_disciplinarypolicy.htm
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