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Council of Clubs and Organizations (CCO) Handbook
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Student clubs and organizations are integral to enriching the overall college experience. They offer a dynamic platform for students to engage in hands-on learning, foster leadership skills, and cultivate a sense of belonging within the campus community. By immersing yourself in club activities, you not only expand your knowledge but also gain practical experience relevant to your field of interest. Moreover, the diverse range of clubs provides opportunities to explore new interests, expand your horizons, and develop lifelong friendships. As stewards of these invaluable experiences, the CCO Chair(s) play a pivotal role in ensuring that clubs receive the necessary support and resources to maximize the potential for personal and academic growth among students.
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CCO group email: CCO@scuhs.edu
CCO Chair: DAcCHM (Doctor of Acupuncture and Chinese Herbal Medicine) student, Ryhen Ann Roque ryhenannroque@scuhs.edu 
CCO Advisor: Shelby Gugel shelbygugel@scuhs.edu
CCO Advisor: Samaneh Sadri samanehsadri@scuhs.edu 
CCO Advisor: Alex Cruz alexandercruz@scuhs.edu 
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Students who would like to create, run, lead, become a member of, or have any association with an active student club must meet all eligibility requirements listed below:
· In good academic standing as defined by the program they are enrolled in;
· Considered an active student (enrolled in one or more courses);
· Not be on any current academic or behavioral plans; and
· Not to be found responsible for violating any SCU policy or procedures.
The advising team reserves the right to prohibit students from campus involvement when students are being disruptive, unprofessional, or harmful to others.
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Club members are defined as: current, active, in good standing students.
Club Executive Board (E-board) members are defined as: the club functioning responsibly and ethically, and ensuring the club is meeting their missions and executing their goals. Ex of these positions includes, President, Vice President, Treasurer, Secretary, Social Media Manager, Fundraising Manager, etc. 
Club advisors are defined as: current SCU employed staff or faculty.
Clubs may decide to have guests or mentors attend their meetings and events. These individuals are defined as: individuals no longer/not currently active at SCU (not or no longer employed nor a student). 
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Students are welcome to join a club on campus. Here are the ways you can learn more about club life:
1. Attend Club Row – occurs within the first month of each new term. 
2. Visit Clubs and Student Life page. A full list of clubs and their information is listed for you to review. Club contact information is also available if you have questions. 
3. Attend student events. Virtual and in person events are hosted throughout the term. This is a wonderful opportunity for students to meet each other.
[bookmark: _Toc534098755][bookmark: _Toc1687499862][bookmark: _Toc1020785051][bookmark: _Toc539117463][bookmark: _Toc698229464][bookmark: _Toc1187734983][bookmark: _Toc1923307497][bookmark: _Toc161128431]How to create a new club
Review the New Club Application.pdf. Once you have completed this application, please email it to CCO@scuhs.edu 
Policies related to starting a new club: 
1. Every club must have at least 6 members committed to joining the club.
2. Every club must have an advisor. The advisor can be a staff or faculty member.
3. ⚠ POLICY — If this is a technique club, the club advisor must hold an active license of the related technique and must be present each time the technique is used.
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⚠ POLICY — CCO Chairs host meetings throughout the term. There will be 2 mandatory CCO meetings during the FA 26 term. Each club will send at least 1 member of their E-board to each meeting. Each club will also need to attend one of the Professional Development or DEI workshops to receive the third attendance point. Failure to do so will result in an absence from that meeting which will lose the club 1 point from their club audit (see Club Audit Process). These meetings are mandatory for all clubs to attend. Club members will find the following benefits from attending: 
· Review updated information about upcoming E-board decisions and campus events. 
· Reminder of items needed to be completed such as mandatory renewal process.
· Opportunity to share experiences and ask questions.
· Terrific way to build a small community of club leaders where you can get and give feedback, collaborate, and share advice.
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The club renewal process is a mandatory process all clubs must complete and results in determining which clubs are Active (meaning receives funding and will be hosting events) vs. Inactive (meaning does not qualify for funding and will not host any events) for that term. The renewal process is also an opportunity to update contact information. 
· A list of active clubs can be found on the mySCU Clubs and Student Life page.
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The club audit process is completed by the CCO chairs. It is a process that helps acknowledge the terrific work clubs are completing. It includes host events that are meaningful and engaging. Clubs that are not fulfilling their club’s mission statement and goals risk becoming inactive. Here is how the point system works: 
3-Point System:
· 1 point for hosting an event that has an attendance of at least 5 students 
· 2 points for collaborating with another club for an event that has an attendance of at least 5 students
· -1 point for each mandatory CCO meeting missed
Mandatory Events:
· ⚠ POLICY — Club Row participation is mandatory and will directly impact your club's active status. Non-participation in Club Row will lead to your club being marked as inactive for the following term.
· *NOTE: If your club is unable to attend Club Row due to extenuating circumstances, you must notify CCO@scuhs.edu in advance and submit a written explanation. Requests will be reviewed on a case-by-case basis, and exceptions are not guaranteed. Failure to communicate in advance will result in your club being marked as inactive for the following term. *
The CCO Chair(s) will monitor all club activity throughout the term and the total points will be counted at the end of the term. If at the end of the term a club has:
· 3 or more points: The Club will be Active next term.
· 2 or less points: The Club will be On Probation the following term. They will have a meeting with the CCO Chair(s) and advisors to discuss hardships, barriers, concerns, and explore opportunities and advice.
· If a club does not earn 3 or more points the following term, they will be placed as Inactive. Students interested in re-activating a club must draft an email to CCO@scuhs.edu with their goals for the club and what will change. The CCO Chair(s) and advisor will assist the interested students with turning their club back into active. 
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⚠ POLICY — Recognized student organizations must have an advisor who is a faculty member or permanent full-time staff member. Student teaching assistants may not serve as organizational advisors. Advisors play a crucial role in student organizations by providing support, guidance, and leadership to help clubs achieve their goals.
Advisor Responsibilities:
· Create a Safe and Supportive Environment – Foster an inclusive and respectful space for students to engage and grow.
· Mentor Student Leaders – Provide guidance, advice, and encouragement to club officers and members.
· Meet with Club Officers as Needed – Maintain open communication and offer support in planning and decision-making.
· Ensure Club Responsibilities Are Met – Help members stay accountable by attending meetings, participating in events, and fulfilling club commitments.
· Support Club Activities – Attend meetings and events, assist in proposal development, and provide creative input.
· Uphold Ethical and Institutional Standards – Serve as the decision-making authority while adhering to moral, ethical, and university policies, including the Code of Conduct and Academic Integrity.
· Address Concerns and Conflicts – Act as a mediator to resolve disputes among members, patrons, and others.
· Monitor and Oversee Club Finances – Assist with budgeting, financial tracking, and audits.
· Facilitate Elections – Ensure fair and transparent club elections.
· Guide Goal-Setting and Mission Development – Help clubs establish and refine their objectives and purpose.
· Motivate and Encourage Members – Foster engagement, enthusiasm, and participation in club activities.
· Promote Inclusivity and Awareness – Be mindful of the diverse needs of students, including accommodations when necessary.
· Be Accessible to Members – Clearly communicate availability and preferred methods of contact for student outreach.
· Complete Required Assessments – Participate in co-curricular assessments requested by the Office of Institutional Effectiveness, including reviewing student reflections when applicable. Advisors will be informed in advance if this is required.
· Maintain Professional Conduct – Refrain from intoxication or any form of incapacitation during meetings, fundraisers, trips, or any club-related activities.
· Manage Club Records and Communication – Keep accurate records and notify Student Services of any concerns.
· Assist with Travel Arrangements – Coordinate travel needs with Student Services as necessary.
· Oversee Club Social Media – Manage and monitor official club social media accounts.
· Facilitate Virtual Meetings – Create and manage online meeting links for remote club engagement.
· By fulfilling these responsibilities, advisors help ensure the success and sustainability of student organizations while fostering leadership development and community engagement.
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1. Establish a time, date, and location.
2. Create an agenda and ask members of your club if they have anything they would like to discuss during the meeting. This will help you keep track of time.
3. The President of the club typically runs the meeting, but you can take turns, just make sure the member running the meeting is aware.
4. Designate a note taker.
5. Go beyond your meetings. Help members think outside of the box. Be positive. Reach out to your advisor for assistance. 
a. Respecting every club member fosters an inclusive environment where diverse perspectives thrive and everyone feels valued. Embracing mutual understanding and empathy creates a space where all members can fully engage and contribute.
6. End each meeting with a recap. Are there any to-do tasks? If yes, who is completing this task? Is there a due date? And do not forget to establish when the next meeting will be.
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1. Identify what platform you want to host your meeting on – Zoom, Google Meet, Teams, etc. 
a. Follow up: what do your members feel comfortable with?
b. Advisors are responsible for setting up all online meeting links for their club. If an advisor is unavailable to create the link, they should either reschedule the meeting or coordinate with another faculty member to do so. 
i. *NOTE: CCO and/or Student Services is not responsible for managing online meeting links. *
2. Set an agenda. Establish expectations and outcomes for the meeting.
3. Consistency is key. Schedule regular weekly or biweekly meetings at regular set times.
4. Break the ice. Consider icebreakers at the start of the meeting.
5. Get member input. Create a space for others to provide feedback. Consider asking questions like “what do people think of this?”
a. Respecting every club member fosters an inclusive environment where diverse perspectives thrive, and everyone feels valued. Embracing mutual understanding and empathy creates a space where all members can fully engage and contribute.
6. Be secure. Have meeting passwords, waiting rooms, personalized invitations/links to help avoid a “zoom-bomb”
[bookmark: _Toc54917810][bookmark: _Toc2127594121][bookmark: _Toc1512934079][bookmark: _Toc1550669930][bookmark: _Toc202376738][bookmark: _Toc425376155][bookmark: _Toc161128439]Accessibility:
The overall program or activity can be used and accessed regardless of someone’s experience, knowledge, language skills, or current concentration level.
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Anyone can experience the program or activity, whether they are using a mouse, keyboard, or assistive technology. Consider closed captioning technology, alternative image description, and providing direct links to documents referenced during the program.
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As we cannot control technology, we may run into some issues, but with the help of a fellow organization member or friend, test the technology before use to familiarize yourself with the platform and understand all features and functions available. Consider if the chosen digital platform is the best and most practical way of accomplishing your organization’s/program’s objectives and goals.
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When designing your program or activity, also consider the following:
· Can you livestream your event? Instagram, Facebook, and Zoom are great tools to allow your members/audience to participate in your in-person events virtually.
· If your program or activity cannot be livestreamed, can you record it and upload it for your members/audience to view later?
· Consider any accessibility needs for your event.
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Consider the digital safety and wellbeing of members and program participants. Ensure that meetings, programs, and communications are conducted in platforms that add layers of security and privacy when possible. Additionally, if the platform you are using allows for RSVPs, this can help minimize the risk of outside individuals interrupting your meeting, activity, or program.
[bookmark: _Toc1861761156][bookmark: _Toc1195862373][bookmark: _Toc270150428][bookmark: _Toc919386110][bookmark: _Toc1850460678][bookmark: _Toc2044323520][bookmark: _Toc276936880]Many digital platforms and applications have a safety and security page. Be sure to check this to ensure your program or activity is secure. For example, Zoom: https://zoom.us/security
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	How much money do I have?

	
Please see link: [image: P160C2T1#yIS1]ClubFunds.xlsx 

If you have questions about your balance, 
please email the ASB (Associated Student Body) Treasurer at ASB@scuhs.edu

	How can my club earn money?
	How are purchases for my club completed?

	· Host a fundraiser on campus or host an event
· Ask local businesses to partner with you on events
· Fill out a Check Request Form: 2024 Check Request Form (office.com) 
	Each club can either pay out of pocket and then get reimbursed from club funds 

OR 

The club can request for assistance from Student Services with at least two months' notice

	Club Fund Account Status

	
Club funds will remain within that club's account for one year. After one year, the clubs fund is placed into ASB’ general account and the money can no longer be accessed by the club


	What happens to club funds if a club goes inactive?

	Club funds must be used to achieve the club’s mission and goals. If the club becomes inactive, the funds are returned to the ASB general account. If fundraising occurred, the club would work with Student Services to reimburse individuals who donated to the club. 

In some cases - dependent on dollar amount (thousands of dollars in account) and fundraising efforts (three or more) - the inactive clubs' funds can remain within the club account for one year. If the club is unable to become active within one year, those funds will be placed into ASB’s general account, and the money can no longer be accessed by the club.

The determination of what will occur with inactive club funds is determined by the Student Services Office. 



Depositing Money into Club Accounts
This policy outlines the procedures for depositing funds into club accounts. Clubs may deposit money either by check or through Venmo, ensuring accuracy and accountability in financial transactions. 
Deposit Methods
1. Check Deposit:
· Clubs can deposit funds into their accounts by issuing a check made payable to SCUHS. 
·  The club's name and any relevant information must be clearly stated in the memo line of the check.
·  All checks should be delivered to Student Services for processing

2. Venmo Deposit:
· Clubs have the option to use Venmo for deposits.
· Creating a new Venmo account specifically for the club or utilizing a personal Venmo account is acceptable.
· Withdraw the money as Cash or Check (if check, follow above process) and bring to Student Services for deposit.
· It is essential that club executives oversee all Venmo transactions and ensure accuracy in the information provided.
Responsibilities
· Club Executives
· Club executives are responsible for initiating and overseeing the deposit process.
· They must ensure that all necessary information is provided for both check and Venmo deposits.
· Club executives are also tasked with verifying the accuracy of all transactions made through Venmo.
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Hosting an event is a great way to create unique opportunities that will promote engagement and increase knowledge leading to a more well-rounded and professional student. If you are a club hosting an event, your event must be approved by your club advisor and Student Services. If you are not part of a club, your event must be approved by Student Services. Anyone can request to host an event.
Examples of events include asking someone to speak about a specific topic (i.e., speaker); fundraising; workshops; seminars; volunteering; etc. 
Speakers invited to discuss a specific topic or host a seminar or workshop must be pre-approved before creating your event. Speakers fall into one of two categories:
· SCU speaker: these individuals are members of the SCU community. Ex: alumni, students, faculty, clinicians, etc. SCU speakers are usually pre-approved. However, if there are concerns with your SCU speaker, your event can be denied.
· [bookmark: _Int_1TUfOfuW]Non-SCU speaker: these individuals are not members of the SCU community. Ex: work colleagues, influencers, individuals you met through networking or website research, etc. Non-SCU speakers must be approved by your club advisor and Student Services before creating your event. If you are not part of a club, please email StudentServices@scuhs.edu for further assistance.
Off campus events:
Hosting events off campus can add an exciting dimension to any club's activities, offering unique venues and opportunities for creativity. Whether it's a community service project, a networking event, or a social gathering, off-campus venues can provide a fresh atmosphere that enhances engagement and participation. 
However, while venturing beyond campus boundaries can offer freedom and diversity, it's essential for clubs to prioritize responsibility and safety. Seeking approval for off-campus events ensures alignment with university policies, fosters accountability, and promotes a positive relationship with the local community. By obtaining proper authorization, clubs can continue to expand their horizons while upholding their commitment to integrity and compliance.
Steps to receiving event approval:
1. Go to mySCU and log in; click students on the top bar; click student services; scroll down to clubs and student life; go to the section How to create an event and request reimbursement; use the steps to receiving approval to host an event link
2. Email StudentServices@scuhs.edu that you have submitted a request to host an event.
3. Wait for a response which can include approving the event or requesting more information about the event. You may not host an event until you receive an official approval email from Student Services.  
4. If a response is not given within 48-72 hours (about 3 days), please email StudentServices@scuhs.edu  
5. Email CCO@scuhs.edu or StudentServices@scuhs.edu with any questions.

Booking Flights, Hotels, and Conferences for Clubs:
At Southern California University of Health Sciences, we recognize the value of providing opportunities for our student clubs to engage in conferences and events that enrich their academic and personal development. To streamline the process of attending conferences that involve flights, or overnight stays at hotels, Student Services has implemented the following policy immediately.
 
1. Notification and Planning:
Student club leaders must inform Student Services at least two months in advance of any planned conference attendance that requires flights or staying at a hotel. This notification allows sufficient time for planning and coordination of accommodation arrangements.
 
2. Meeting with Student Services:
Upon notification, student club leaders are required to schedule a meeting with Student Services to facilitate the booking of flights or hotel rooms for the conference. It is imperative that the club's faculty advisor and/or faculty/staff chaperone for the event be present for this meeting. Their presence ensures that all parties involved understand the booking process, requirements, and responsibilities. This ensures transparency and accountability throughout the process.
 
3. Availability of Club Funds:
Student club leaders must ensure that their club has sufficient funds to cover the expenses associated with flight or hotel accommodation for the conference. It is the responsibility of the club leaders to verify the availability of club funds and secure approval for the expenses from their respective club advisors or financial officers.
 
4. Compliance Requirement:
⚠ POLICY — Failure to comply with the outlined process for conference attendance and hotel accommodation booking may lead to disciplinary actions, including the suspension of the club. It is imperative for student club leaders to adhere to the policy guidelines to maintain the integrity and functioning of the organization. Failure to comply with the aforementioned requirements may result in Student Services being unable to facilitate the booking of flights or hotel rooms for the conference on behalf of the student club. It is imperative that student club leaders adhere to the notification, meeting, and funding requirements outlined in this policy to ensure successful accommodation arrangements for conference attendance.
 
5. Prohibition on External Payment Requests:
Student club leaders are strictly prohibited from requesting or expecting other SCU faculty, staff, or administrators to cover the expenses associated with conference attendance, including flight or hotel accommodations. Asking an individual not associated to or unfamiliar with club policies, club funding, etc. is considered unprofessional and places an unrealistic expectation. All expenses related to conference attendance must be covered by the club's own funds and communicated with your advisor and the Student Services Office. 

By adhering to this policy, student club leaders will contribute to the efficient and effective coordination of conference attendance involving hotel accommodation. Student Services is committed to supporting student clubs in their endeavors to participate in valuable learning and networking opportunities outside of campus.

If you have any questions or require further clarification regarding this policy, please do not hesitate to contact Student Services.
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A flyer is a great way to promote your club and events. You can create any type of flyer. Be creative and unique! Make sure your flyer is professional and easy to read. Send your flyer to StudentServices@scuhs.edu  for approval. Once approved, if appropriate, Student Services MAY advertise your event via email to the campus. 
· *NOTE: Student Services reserves the right to deny or approve any club being featured in the “This Week” and “Next Week” emails. *
Social media is a great way to advertise your events. Use the story function on Instagram to highlight your event and tag @SCUASB for reposting! 
· *NOTE: If appropriate, your posts may be reposted, but only events will be reposted as stories from ASB. If your posts are not being reposted to the respective accounts' stories after being tagged, please notify CCO@scuhs.edu, and we will address the issue. *
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Staying connected is important now, more than ever. Clarify what the platforms will be used for and what their intended purpose of use is. Maintaining clear communication with fellow members and program participants helps in planning and executing engagement programs and activities.
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To ensure feasibility, it is important to involve your organization members in the planning process for virtual, hybrid and in-person events. Ask yourselves: Who is your audience? How does your program contribute to the SCUHS Community? What are the goals of your program? How will you measure success? Do you need any additional support?
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Booking a space such as a classroom is easy! Requests must be made 7-10 business days in advance. We will do everything we can to accommodate your request. 
Step 1: Read this statement
By submitting a reservation, you understand and agree to the following statement: 
⚠ POLICY — Clubs practicing manual manipulation, or any form of touch related procedures must have their club advisor present. No student can perform any technique without a licensed professional within that field. Violations of this policy (and state law) will lead to dismissal from their program. If you do not understand or agree with this statement or our policy, you cannot move forward with reserving a room - you must email CCO@scuhs.edu for next steps.
Step 2: Email Student Services
After reading the statement above, complete your reservation by emailing CCO@scuhs.edu with the following items:
1. Date(s)
2. Frequency of need (is this on-going or a one-time need?)
3. Desired location/place
4. Number of expected attendees
5. If any technology set-up is needed from IT, please let us know so we can submit a ticket
6. You will receive a response within 7 business days

If you need assistance or have questions, please email CCO@scuhs.edu 

Using SCU trademarked logos and images
⚠ POLICY — For legal reasons, any use of the SCU logo must be approved by the Marketing department first, before using.
Order a table cover by searching on Google “custom table covers” and find a vendor near you. Please see below for a list of FAQs:
· What is a good price for a table cover?
· Typical prices range from $100-$200
· Does my table cover have to be approved? 
· Yes, all table covers must be approved by marketing. Please make a mockup of the design and email that to StudentServices@scuhs.edu for marketing approval.
· I am having a hard time finding a company, what should I do?
· Reach out to other club leaders and ask them what company they used for their table cover. If you still can’t find a company, reach out to StudentServices@scuhs.edu for assistance on this!
· Does this come out of our club funds?
· No, you will be reimbursed the total amount paid upon submission of the reimbursement request along with the receipt from the purchase. 
Graduation stools: You may begin creating your stool by using this website which has SCU’s blue (navy blue), and clubs can choose the trim color they like. Use the picture below as an example. Once completed, email Marketing@scuhs.edu for approval.
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[bookmark: _Toc92177152][bookmark: _Toc1864178090][bookmark: _Toc2096411083][bookmark: _Toc1388867334][bookmark: _Toc469246312][bookmark: _Toc1938060043][bookmark: _Toc161128450]Event ideas
Guest speaker is the most popular event. You can bring speakers from all over the world – someone you find on social media or mentor or someone you know. Speakers present on a variety of topics such entrepreneurship, technique focused, population focused, resume writing, leadership, etc. Remember your speaker should fulfill your club’s goals.
[bookmark: _Toc860994192][bookmark: _Toc397161018][bookmark: _Toc1638345604][bookmark: _Toc1986069751][bookmark: _Toc1230058616][bookmark: _Toc438900428][bookmark: _Toc161128451][bookmark: _Toc1386551990]How to grow your club’s membership 
1. Make sure your club is present during Club Row each term. It is a terrific opportunity for incoming students to discover your club.
2. Host a meet n’ greet event. 
3. Create a flyer about how to join your club. 
4. Word of mouth has always been the best way to notify students of your event. Ask your instructor if you can have the first 2 minutes of class time to announce your event. Ask members of your club to do the same.
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· One-on-ones. If you are in a leadership role within your organization, consider scheduling one-on-one check-ins with other executive board leaders and members. This is a great way to stay connected and understand the different needs of your group.
· Family groups/clusters. Consider smaller and personal group bonding activities with current and prospective members. This is a great way to help members get to know each other better in a smaller setting.
· Create new roles/rotate responsibilities. Think about rotating daily and weekly tasks (e.g taking meeting minutes) and rotate these amongst members to stay engaged.
· Stay connected with members. Scheduling time to connect with fellow members outside of meetings/programs is important now, more than ever. Consider having virtual “self-care” events, movie watch-parties, weekly challenges, or a game night via platforms like House Party, Kahoot, and JackBox.
[bookmark: _Toc1839959982][bookmark: _Toc1837201667][bookmark: _Toc1580138181][bookmark: _Toc2015437950][bookmark: _Toc888609923][bookmark: _Toc2023732203][bookmark: _Toc161128453]Branding
This allows potential members and/or audiences to get a sense of WHO you are. Utilize consistent messaging and images to create a sense of familiarity. Consider what you are offering your members and how this creates a sense of loyalty.
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Building a social media presence is an excellent way to extend your presence online and promote content in an environment that allows your audience to engage with the university brand. 
New Club Social Media Process
At SCU, we empower clubs and organizations to manage their own social media pages without the need for approval. We trust our clubs to represent themselves responsibly, fostering engagement and connection among their members. However, we maintain a strict stance against any inappropriate or harmful activity. If such behavior is detected, we will take prompt action to address the issue, collaborating closely with the involved club to rectify the situation. Our goal is to cultivate a safe and positive online environment for all members of our community.
Review social media platform guidelines
Before creating a social media account, please review the respective platform’s guidelines and policies. Circulate the guidelines to anyone in your team who will help manage or approve social content. Below are guidelines from leading social media platforms:
X Rules
Facebook Community Guidelines
Instagram Guidelines 
LinkedIn Professional Community Guidelines
YouTube Rules and Policies
TikTok Community Guidelines

Develop a content workflow with assigned roles and responsibilities
Club advisors are dedicated to managing your unit’s social media content and conversation monitoring. The primary user’s supervisor should have full administrative rights to all social media accounts. A content operations plan should include regular check-ins with the primary user’s supervisor to discuss the health of each respective platform.
· *NOTE: While student workers may be used as primary users, they cannot be backup administrators. *
Do not use personal emails and non-SCU email accounts to set up institutional accounts.
If you are setting up social media accounts on behalf of your department, use your @scuhs.edu email whenever possible. Always keep up-to-date documentation of usernames and passwords and identify the people responsible for managing any accounts created; it ensures a successful transfer of administrative access if and when you are no longer responsible for updating the account.
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As a representative of SCU, avoid pranks and posts that could be misinterpreted. Ask your advisor representative for guidance if you are unsure how to use voice and tone on social media.

Respect others
Social media sites are designed for two-way communication, and content contributed to a social media site may encourage comments or discussion of opposing ideas. As an administrator, you can and should respond when relevant, but consider how your response may reflect on you, your department, and the university. You may remove libelous or offensive comments by standards of the SCU community, but do not censor posts you personally disagree with.
Be factual; stay accurate
Get facts straight before posting them on social media sites. Credit the original sources and review content for grammatical and spelling mistakes when possible. If you make an error, correct it quickly and visibly. This will earn you respect in the online community.
Be cautious of phishers
Phishing is the attempt to gain control of a personal or institutional social media site by deceiving a user into revealing the account’s username and password.
Actively remove spam that is posted on your page. 
Monitor your social media sites carefully to ensure you notice quickly if an unauthorized person gains access—the larger your audience, the more tempting your site becomes as a target.
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When creating social media for your academic or business unit, consider these additional best practices:
· Launch for success
A common misconception about social media is that people will automatically come if you create a social media account. Fill your new social presence with content so it does not feel empty. Remember, no one wants to move into a ghost town. When you launch, announce it through your traditional channels.

· Consistent naming convention
As part of your operational plan, map out an appropriate naming convention consistent for your unit.
For example:  
twitter.com/scuasb
facebook.com/scuasb
youtube.com/scuasb
Review content guidelines for each social media site to help establish your writing style and voice. Developing a style guide is highly suggested; it helps keep social media management regardless of the primary user.
· Plan first 
Consider messages, audiences, goals, and your content strategy for keeping information timely. It is time-consuming to maintain more than one social media site at a time, so choose carefully. Creating a content calendar can also help organize postings and ensure that you won’t forget to post new content.

· Manage audiences frequently
Connecting to other social media members and sites builds credibility and community but could also give the unintended impression that your site endorses a particular cause, group, or person.

*NOTE: Carefully consider who you “friend,” “follow,” link to or allow into your site and to what extent you will allow comments. * 

· Interact with your audience
Social media is meant for two-way communication. People Google or read the news to get information, but people visit social media sites to interact with other people. Welcome new audience members, respond to comments or follow up a posting with a question about the content. Engaging with your members will also make your site more valuable to them and keep them coming back.

· Monitor comments
Most people who maintain social media sites welcome comments—it builds credibility and community. Consider posting a disclaimer or comment policy to let audience members know what is and is not appropriate. On some social media platforms, you can set your site to review and approve comments before they appear. This allows you to respond in a timely way. It also allows you to delete spam comments and block individuals who repeatedly post offensive or frivolous comments.

· Measure for results
Use analytics and tracking tools to evaluate posting activity and interaction within a social media site. Most social media platforms now offer analytics reports that can be reviewed on the site or exported for further analysis.
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Follow this guide to create posts that are accessible to followers with disabilities, difficulties or impairments with vision, hearing, cognition, or mobility.
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· Screen Magnifier
This is a software that magnifies the screen and displays a portion of it enlarged. People with vision impairments primarily use it and there are around ten times as many people who use screen magnifiers over screen readers.

· Screen Readers
This is an assistive technology, primarily used by people with vision impairments. It converts text, buttons, images and other screen elements into speech or braille.

· Captions
Provide content for people with hearing impairments and are used by people who process written information better than audio.

· Closed Captions can be turned on and off and are designed to supplement dialogue with other relevant parts of the soundtrack. Such as describing background noises, phones ringing and other audio cues that need describing. This requires a sidecar file (a separate file uploaded to play along with a video.)

· Open Captions are burned into the video file as text graphics and cannot be turned off.

· Subtitles
This provides a text alternative for the dialogue transcribed into a language. Standard subtitles assume the viewer can hear the audio. For example, a phone ringing does not need to be included.

· Subtitles for the Deaf and Hard of Hearing (SCHH)
Subtitles for the Deaf and Hard of Hearing (SCHH) are written for viewers who may not be able to hear the audio. SDHH contains information about background sounds and speaker changes, along with a translation of the script.

· Switches
A switch is an assistive technology primarily used by people with motor impairments to access and control computers, smartphones, electric wheelchairs, smart home appliances, and more.
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· Hashtags
· Capitalize the first letter of each word, often called “camel case” or “camel backing,” to create more accessibility.
· Do not lowercase all words in a hashtag. This does not cue screen readers that there are multiple words present and users will usually read the phrase as one long word.
· Example:
· Do: #FightOn
Not: #fighton

· Fonts and Emojis
· Use sans serif fonts such as Arial, Calibri or Open Sans for legibility.
· Limit using multiple emojis consecutively.
· Avoid using serif fonts and special fonts (Unicode text).
· Do not replace words with emojis since these do not translate well to screen readers.
[bookmark: _Toc161128460]Section 3: Club Leadership Transition
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Keep your club strong by ensuring a proper handoff. This means, there is someone in a position waiting/willing to oversee the success of the club. This process sometimes occurs one-two terms prior to the students ending their service in the club. 
Pass along tips, ideas, and goals. You can do this by creating a shared Google document. If you need assistance, email CCO@scuhs.edu .
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Maintaining files, documents and records is crucial for the sustainability and continuity of your organization. All SCU students have access to a SCU Microsoft office account, which allows you to have access to all Microsoft Suite applications. Consider utilizing the unlimited storage that comes with your Microsoft account to store your organization's documents.

NOTE: SCU values the equitable and full inclusion of all individuals with disabilities into all aspects of campus life.  As such, we all have a shared responsibility to make our events accessible to all.  In most cases, doing so is free or low-cost and requires modest planning. Many resources exist, including this publication: “Making Temporary Events Possible for People with Disabilities.”

https://adata.org/guide/planning-guide-making-temporary-events-accessible-people-disabilities


*Please be advised that student services reserves the right to modify CCO policies at any given time as deemed necessary. We understand the importance of transparency and accountability, therefore, if students have any inquiries regarding the policy changes, we encourage them to reach out to us at studentservices@scuhs.edu. Your understanding and cooperation in this matter are greatly appreciated.*













Section 4: Club FAQ
This section covers questions that come up after you've read the sections above — edge cases, exceptions, and situations not fully addressed elsewhere. For step-by-step processes (registering a club, reserving a room, hosting an event, managing your budget, etc.), see the relevant section earlier in this handbook. For a quick “who do I email” reference, see the companion New Club Leader FAQ.
1. How can our club get funding?
Answer: In previous years, the Associated Student Body (ASB) provided funding to support club activities, events, and initiatives. However, ASB has since moved away from directly funding clubs. Instead, clubs are encouraged to seek alternative funding sources, including fundraising and sponsorships. This shift allows ASB to focus on broader student engagement efforts while empowering clubs to develop sustainable financial strategies. Clubs are encouraged to work closely with CCO for guidance on fundraising opportunities and best practices.
2. Can our club apply for a grant or sponsorship?
Answer: If there are outside organizations providing funding through grants and sponsorships, please make Student Services aware of this opportunity so we can be of guidance if needed.
3. What are the responsibilities of a club advisor?
Answer: See Club Advisor Responsibilities in Section 1.
4. What should we do if a club member is not fulfilling their responsibilities?
Answer: Have a one-on-one meeting with them to discuss the concerns. If the member does not comply, please raise the issue to the club advisor and have them take action of providing a warning or removing that student from the club if they do not comply with staff/faculty.
5. Can our club participate in Club Row if we’re not active yet?
Answer: This will be dealt with on a case-by-case basis, please reach out to CCO@scuhs.edu for more information.
6. How can we ensure our events are covered by ASB on their social media?
Answer: If appropriate, ASB will repost the events on their social media account. If you find that events are not being reposted, please email CCO@scuhs.edu and we will look into it for you.
7. How do we access resources for event planning?
Answer: Please reach out to CCO@scuhs.edu to get a meeting scheduled to help plan any events or brainstorm for the club.
8. How can we track our club’s financial records?
Answer: Please email CCO@scuhs.edu for the link to the club funds Excel sheet, which shows the money going in and out of your club's account.
9. What happens if our club fails to meet the required attendance for events like Club Row?
Answer: Non-participation in Club Row (without an approved exception submitted to CCO@scuhs.edu in advance) will result in your club being marked Inactive for the following term. See Club Audit Process for details.
10. How can we address any conflicts within our club?
Answer: Please bring any issues to your advisor's attention. If a resolution isn't reached, please bring in CCO@scuhs.edu for further guidance.
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