
1 2011-2012 OSA Survival Guide 

 

WELCOME AND MISSION STATEMENT  

The Office of Student Activities (OSA) at Joliet Junior College would like to thank you for your 

involvement during this academic year.  This handbook is intended as a guide to procedures for OSA and 

is designed to assist both advisors and student leaders to ensure the success of your group. 

The mission of OSA is to facilitate a variety of extracurricular activities and services that are designed to 

extend the educational experiences of students at Joliet Junior College beyond the formal classroom 

setting.  By fostering opportunities for involvement and expression through student groups, we provide a 

challenging environment that promotes our studentsô social and academic growth. 

Your willingness to become involved allows the College to provide a rich variety of experiences for its 

students. 

     *PLEASE NOTE:  All information is subject to change, please see OSAôs webpage 

for updates at http://www.jjc.edu/OSA/  *  

 

THE OSA LEADERSHIP TEAM  

Pam Dilday, Director of Student Activities & Campus Student Life 

D-1013, Ext. 2755, pdilday@jjc.edu 

(Programming, Campus Events & Student Government) 

 

Amy Sims, Coordinator of Student Activities and Holistic Wellness 

D-1016, Ext. 2202, asims@jjc.edu 

(Club Events, CCC Advisor & Wellness Program) 

 

Laurie Bierman, Secretary of Student Activities 

D-1010, Ext. 2308, lbierman@jjc.edu 

(Club Finances, Signage & Reservations of promo boards and OSA conference room) 

 

Suzette Hinkle, Secretary of Student Activities and Holistic Wellness 

D-1010, Ext.2434, chinkle@jjc.edu 

(Reservations and work requests for Club events, programs and meetings, WebPages)  

 

 

 

COMMUNICATION WITH OSA  

¶ Information is sent to advisors and students via email and campus mail.  Student officers and CCC 

Representatives must submit their email addresses.  CCC minutes will be sent via email to students 

and advisors. 

¶ Each club has a mailbox located outside of D-1010 in the Club Communications Center. 

¶ Copies of forms can be picked up from the Office of Student Activities located in D-1010. 

¶ We request that all club members access their JJC LIVE email account for club updates.  Email 

passwords are available through a Kiosk or students can refer to the JJC webpage for email assistance. 

 

 

http://www.jjc.edu/OSA/
mailto:pdilday@jjc.edu
mailto:asims@jjc.edu
mailto:lbierman@jjc.edu
mailto:chinkle@jjc.edu
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CLUB ADVISOR REQUIREMENTS  

¶ All Club Advisors must sign an OSA Advisor Contract yearly prior to being re-chartered. 

¶ All potential NEW Club Advisors must schedule an Initial Orientation  with the Coordinator and/or 

with the Director of Student Activities prior to club being chartered.  A contract must be signed, but 

will not be approved until the completion of the chartering process.  

¶ If an advisor is not faculty they must see Laurie Bierman for more information regarding their stipend. 

¶ OSA has the final say in the selection of a club advisor but will take into consideration the 

recommendation of the students involved in the group.  Until the club advisor has heard from OSA 

and has completed an initial orientation, there will be no contract issued. 

 

CLUB ADVISOR RESPONSIBILITIES  

¶ Lend experience, knowledge and act as a resource person to the club. 

¶ Encourage students to participate in leadership opportunities. 

¶ Attend all club meetings and activities.  If an advisor is not available to attend he/she must arrange for 

a substitute chaperone (see chaperone guidelines below). 

¶ Accompany and remain in the general location with students on all field trips/conventions they attend. 

¶ Notify OSA when you as advisor or co-advisor must discontinue your advisor role. 

¶ Oversee all finances of the club.  Advisor and one student officer signature must be on all requests for 

club expenditures. 

¶ Maintain records of the clubs meeting minutes and agendas (email to chinkle@jjc.edu).  

¶ Responsible for monitoring copy machine and postage expenses by club.  All posters and printed 

materials must be approved by an OSA staff member.  If a club makes copies without OSA approval 

OSA reserves the right to request reprinting of materials, at the clubs expense, of items found with 

errors (spelling, dates & times, etc.). 

¶ Make sure that someone is present for the CCC meetings held the first Wednesday of the month. 

¶ Must complete a Review of Club Advisor at the end of the year. 

 

*All Club Advisors will have a Review of Club Advisor Form completed by OSA and the 

student leadership as well as complete a Self Review of Duties at the end of the year*  

(SEE PAGES 28-30) 

The Presidentôs Cabinet agrees to allow administrators to serve as club advisors for no more than five 

contact hours per week.  Any such advising must be approved in writing by the supervisor.  

Administrators who have a teaching contract during a period when they also seek to work as a club 

advisor may not exceed the five-hour per week limit in total.  Thus, if the administrator were teaching a 

three-hour course, the limit on advising a club would be two hours. 

 

Serving as a club advisor during the day would fall under the provision for administrators who ask to 

teach during the daytime.  The Senior Leadership Team agrees to allow administrators to serve as club 

advisors during the day with the advanced written permission of the supervisor.  The administrator should 

indicate how the time would be made up.  Support and Clerical staff need to make arrangements for club 

activities during work hours with their immediate supervisor.  All advisor positions must be approved by 

the individualôs supervisor. 

 

 

mailto:chinkle@jjc.edu
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CLUB CHAPERONE RESPONSIBILITIES  

V If the Club Advisor is unable to attend, he/she must arrange for a substitute chaperone. 

V A chaperone must be a FULL TIME or PART TIME staff or faculty member (non-student) of JJC 

who can, in the opinion of the advisor, appropriately handle any situation or emergency that may arise 

during the trip.  

V Chaperone must have been an employee for JJC for a reasonable length of time and at least 22 years 

old (not a student/member of club). 

V A chaperone is required to accompany participants to and be in attendance at the same location on any 

off-campus trip. 

V OSA reserves the right to deny a field trip if no chaperone is available. 

V All payment advance checks will be made payable to the chaperone not a student. 

V Responsible for allocating meal money and keeping all applicable receipts. 

STUDENT LEADER RESPONSIBILITIES  

¶ Work with your advisor to facilitate the clubôs membership, activities and finances for the year. 

¶ Become aware of the Collegeôs policies and procedures. 

¶ Attend all meetings and activities of the club. 

¶ Work with the advisor to represent the Clubôs interests at the CCC meetings. 

¶ Recruit new students to your club activities. 

¶ Sign Student Leader Contract with Club Advisor (see page 31 for example). 

TRAINING OPPORTUNITIES FOR STUDENT LEADERS  

In the 2010-2011 academic years, the Office of Student Activities, the Office of Career Services, and the 

Office of Alumni Relations offered the second year of the Emerging Leaders program to students.   

The 25 students were nominated by staff and/or faculty and were invited to participate in four sessions in 

the 2010-2011 year. Topics for year two of the series included: identifying strengths and improving self 

knowledge, the public persona a student has from social networking, developing a good first impression 

both in person and on paper, and lastly, a chance for students to practice the skills learned in all of these 

sessions by networking with professionals from the college and community. 

The upcoming yearôs series will cover developing goals, resolving conflict, social etiquette, and 

teambuilding.  

Students participating in the Emerging Leaders program must have a minimum of a 2.75 grade point 

average OR be in good standing in current classes and show potential leadership skills. The purpose of 

Emerging Leaders is to enhance the classroom experience with skills that will transfer into any career 

setting thus increasing employability. Students who complete the series are eligible to apply for the 

Student Leadership Scholarship awarded each semester. 

In 2011-2012, nominations will be accepted by faculty and staff and a new group of students will be 

invited to participate. Sessions occur on Thursdays (once a month) from 12:00-1:30.  

For more information about Emerging Leaders program, contact Pam Dilday, Office of Student Activities 

or Bridgett Larkin, Office of Career Services.  
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CLUB ACCOUNT  

 

Clubs are funded by Student Activity fees.  Each club has two accounts to maintain: 

¶ Allocated Account:  $200 will be allocated through OSAôs budget on July 1, 2011 for clubs 

chartered in May, for those clubs chartered in September the money will be available after 

chartered. 

o Account beginning with 0565 

¶ Earned Account:  Dollars your club has earned through fundraising. 

o Account beginning with 1065 

Club account numbers are the same for all clubs except for the last 3 digits.  Those last 3 digits identify 

your specific club.  (For example, 0565-400-594.XXX) 

 

*REIMBURSEMENT WILL BE MADE ONLY WHEN RECEIPTS HAVE BEEN SUBMITTED 

DURING CURRENT ACADEMIC /FISCAL  YEAR.* 

 

EARNED 

 

The Club Advisor is responsible for maintaining the records for the earned account.  This account 

contains funds raised during fundraisers and paid club events.  All funds must be deposited into your 

account by the next business day.  These funds do not have to be requested from CCC for club use, but all 

financial paper work is still the same. 

 

¶ All clubs that are funded by the CCC must conduct a minimum of two fundraisers per year.  

Fundraisers provide visibility for the clubs.  In addition, the money in the earned account rolls 

over to the next year and will be available to the club when needed. 

¶ OSA has information on several different types of fundraisers if ideas are needed.  OSA 

encourages clubs to collaborate with other clubs for fundraising. 

¶ If you are using earned money for student scholarships, written guidelines are required.  See 

the Office of Institutional Advancement for details on scholarships. 

¶ Equipment purchased with clubôs earned money must be delivered to OSA for inventory 

purposes. 

¶ If a club disbands, the equipment becomes the property of the Office of Student Activities. 

 

*REIMBURSEMENT WILL BE MADE ONLY WHEN RECEIPTS HAVE BEEN SUBMITTED 

DURING CURRENT ACADEMIC /FISCAL  YEAR.* 

 

DEPOSITING EARNED MONEY  

 

¶ Money collected in the name of your club must be deposited into your clubôs earned account 
(account beginning with 1065-). 

¶ Deposit money at the Student Accounts/Payment Center in the Campus Center.  Make sure the 

account number and reason for your deposit is provided to ensure the deposit is made to the 

correct account.  If you have any questions about your account please someone in the OSA 

office. 

¶ Keep the receipt for your records.  Receipts will need to be shown to OSA at the Club Review. 
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EARNED MONEY (Accounts beginning with 1065- ) 

ACCEPTABLE EXPENSES 

Activities of 

religious worship 

Awards & Trophies Clothing  Devotional 

Materials 

Event Refreshments Equipment Field Trips Flower Funds 

Donations to 

Charity  

Partisan or political activities, 

electioneering or lobbying 

Pins Prizes 

Workshops Scholarships Speakers Special Events 
 

ALLOCATED MONEY ï START UP 

¶ An allotment of $200 will be available to each club, who completed their club review by May 

30, 2011, on July 1, 2011 for start up.  This will be a one-time allotment.   

¶ All clubs not chartered in May 2011 due to guidelines not being met by the CCC/OSA, or who 

de-chartered for the 2010-2011 year are considered on Probationary Status and therefore will 

be at the Bronze level. (see chart below for available funds) 

¶ All new chartering clubs will be considered Bronze. (see chart below for available funds) 
 

ACCEPTABLE EXPENSES UNACCEPTABLE EXPENSES 

Club promotional items Clothing 

(under $10 an item) 

Trophies or pins Clothing 

(over $10 an item) 

Conference Fees Meeting refreshments 

(not to exceed $30 per meeting) 

Scholarships Flower Funds 

Meals, mileage and 

other fees associated 

with travel  

Food for recruiting events, 

programs 

(no limit)  

Devotional materials or 

activities of religious 

worship 

Personal Gifts 

(Flowers, cards etc.) 

Programs for Students 

(speakers, 

entertainment) 

Giveaways Partisan or Political 

activities and materials 

Donations to 

Charity  

 

ALLOCATED MONEY  ï DISTRIBUTION OF ALLOCATED FUNDS  

¶ A preset amount based on club level (see CCC Guide) will be determined prior to the fall 

semester.   

¶ The Budget Request form along with the Payment Request Form and the Order Form must be 

submitted together at the same time. All incomplete paperwork will be returned to the advisor.   

The Budget Request Form is on the backside of the Activities Approval Form.   

¶ All 3 (three) forms are due in the OSA office no later than the 15
th
 of the month prior to event 

if under $100 or the 15
th
 of two months prior if over $101.  All sections must be filled in and 

no additions may be made once the form is turned in (subtractions maybe made).  
¶ Please allow OSA time to verify information prior to submitting to the CCC Executive board 

or the CCC.   
¶ After each event all receipts must be turned into Laurie Bierman in the OSA office by the 

next business day. 
¶ Equipment purchased with a clubôs allocated money must be delivered to OSA for inventory 

purposes. 
¶ If a club disbands, the equipment becomes the property of the Office of Student Activities 

because of the use of Student Activity fee dollars. 
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 ALLOCATED FUNDS 

(Chartered May 30, 2011) 

ALLOCATED FUNDS  

(Chartered Sept. 2011) 

LEVEL AMOUNT  

(can request up to) 

GOLD $200 on July 1, 2011  $1000 

SILVER  $200 on July 1, 2011 $700 

BRONZE $200 on July 1, 2011 $200 in September $500 

FEBRUARY CHARTER  No start up funds  $300 
 
 

PROBATIONARY STATUS  

¶ Incomplete club reviews. 
¶ Failure to meet the CCC attendance policy as listed in the constitution. 
¶ Misappropriation of funds. 

All clubs that fall under Probationary Status will be considered Bronze Level. 

 

CRITERIA FOR FUNDING OF EVENTS/ACTIVITIES:  

¶ Does it reflect the mission of the College, OSA, and the club? 
¶ Who benefits from this activity? 

¶ How many students will be impacted by the activity in relation to the cost? 

¶ Does the activity conflict with any other campus event? 

¶ What is the purpose of the event? 

IMPORTANT :  NO Funds, Earned or Allocated, may be used for the purchase of alcohol or 

payment to bartenders for serving Alcoholic Beverages. 
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Finances Due:  The 
Budget Request 
Form, Payment 

Request Form and 
Order Form must be 
turned into OSA at 

the same time. 

COMPLETE PAPERWORK 

If under $100, proposal will 
be sent to the CCC Exec. 

Board for approval. 

Advisor will be notified by 
email when it has been 
approved. 

If the submitted request is 
denied the club can appeal 
the request by submitting 
it to the CCC. 

If over $101, proposal will 
be sent to the CCC for 

approval. 
If the submitted request is 
denied the club can appeal 

the request by making 
changes and resubmitting. 

Advisor will be notified by 
email when it has been 

approved. 

INCOMPLETE PAPERWORK 

All incomplete 
paperwork will be sent 

back to the advisor.   

NO EXCEPTIONS. 

PROCESSING CLUB FINANCES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLEASE NOTE:    

¶ Sales tax will not be reimbursed.  Tax exemption letters are available in OSA.   

¶ The Business Office makes the final decisions in all financial matters.  However, all club business is to be routed through the Office of Student Activities. 

¶ Equipment purchased with a clubôs earned or allocated money must be delivered to OSA for inventory purposes. 

¶ If a club disbands, the equipment becomes the property of the Office of Student Activities.
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FINANCES 

 

BUDGET REQUEST FORM 

This form must be completed for all club-related expenses (including travel).  It must be turned in at the 

same time as the Payment Request Form, Order Form and any speaker contracts.  If you are traveling this 

form must be included with the Travel Request Form.  All forms should be submitted to Suzette Hinkle in 

the OSA office. 

(See page 33 for copy of form) 

 

PAYMENT REQUEST FORM  

This form must be completed for all club-related expenses (except travel).  It must be turned in at the 

same time as the Budget Request Form.  Copies of this form can be found in OSA, on the Survival Guide 

Flash Drive and the web page. 
 

IMPORTANT :  SUPPORTING DOCUMENTATION MUST ACCOMPANY THE PAYMENT 

REQUEST FORM (ORIGINAL RECIEPTS, INVOICES, CONTRACTS, ETC.)  COPIES WILL NOT BE 

ACCEPTED BY THE BUSINESS OFFICE. 
 

ALL INCOMPLETE PAPERWORK WILL BE RETURNED TO THE ADVISOR WHICH WILL  DELAY THE 

APPROVAL PROCESS POSSIBLY RESULTING IN YOUR EVENT NOT BEING APPROVED FOR THE DATE 

YOU PLANNED.  

(See page 34 for copy of form) 
 

 

ORDER FORM 
 

When requesting an order to be placed, this form must accompany the payment request form and be 

submitted to OSA before any ordering takes place.  Copies of this form can be found in OSA, the Survival 

Guide Flash Drive and on the web page. 

Please follow the directions on this form. 

(See page 35 for copy of form) 
 

 

PERFORMER/SPEAKER CONTRACT  

When submitting your request for a performer/speaker and you have either never used the 

performer/speaker or you are unsure they are in the system please submit a W-9 Form with the contract.  

Copies of both of these forms can be found in OSA, the Survival Guide Flash Drive and the web page. 

ALL INCOMP LETE PAPERWORK WILL BE RETURNED TO THE ADVISOR WHICH WILL  DELAY THE 

APPROVAL PROCESS POSSIBLY RESULTING IN YOUR EVENT NOT BEING APPROVED FOR THE DATE 

YOU PLANNED.  

(See page 36 for copy of form) 
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INTERNAL BILLING  

Billing for Food Service, Bookstore and vehicle use through Campus Police will be done at the end of the 

month.  The Payment Request Form or Travel Form is required for these as well. 
 

BOARD APPROVAL  

Approval is required for all expenses $2500 and over.  Please allow a minimum of six weeks for payment. 

 

 

 

 

*PLEASE REMEMBER:  JJC IS A TAX -EXEMPT INSTITUTION.  WE DO NOT REIM BURSE 

SALES TAX.  PLEASE VISIT OSA TO GET A COPY OF THE JJC TAX -EXEMPT LETTER.  
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CLUB ACTIVITIES, MEETINGS AND EVENTS  

ACTIVITIES APPROVAL FORM  

(See page 32 for copy of form) 

Step 1 - Select a date and alternate date for meetings/events/activities (at least 30 days in advance). 

Step 2  - Complete an online OSA Activities Approval Form for ALL activities/events/meetings. 

THE REQUEST MUST BE SUBMITTED BY THE CLUB ADVISOR!  

  The form should include all set-up requirements on form. 

Step 3  - Submit form to Suzette Hinkle in Student Activities. 

Step 4 - Once form has been approved, space reserved, and work request completed, Club Advisor 

will be notified. 

Step 5 - Once your request has been approved you will need to wait on promoting your event until  

the finances have been either approved by CCC Executive Board or the CCC. 

  

PLANNING AND PROMOTING CLUB SPONSORED EVENTS  

Planning an event or fundraiser for the general college population requires thought and planning.  The 

following tips are important for clubs to consider. 

 

V The Office of Student Activities has an Events Check List available to all clubs.  This checklist will 

help ensure that all tasks are completed and the event is successful.  This form is also available in 

OSA and on the web page. 

V In order for an event to have ample promotional time, we encourage a 16-week time frame for 

planning large events. 

V Advisor or a member of club Executive Board member is recommended to meet with someone from 

OSA for a pre-event meeting. 

 

TERMS AND CONDITIONS TO HOLDING A CLUB SPONSORED EVENT  

V The Director or Coordinator of Student Activities must approve campus wide events and fundraisers. 

o If outside guests are included at club events, they must be 17 years of age with I.D. and the 

club is held responsible for the conduct of those individuals. 

o Events held after 4:30pm and on weekends will need additional time for set up.  Charges for 

space will NOT be incurred as long as the event is internal (sponsored by JJC club or 

department). 

V Campus Police should be notified of any large event and must be present at any events with 

anticipated attendance over 100.  Arrangements for an officer to be present shall be made by the club 

with Campus Police Department. 

V All college events must end by 11:00pm unless a later time is authorized. 

V Club advisor must approve all promotional flyers for events. 

o OSA reserves the right to request a reprint of flyers for mistakes (spelling, date, time etc.). 

V Alcohol should never be a part of any college function (on or off campus). 

V Serious infringements of college regulations on the part of any club or individual club members may 

be subject to administrative review. 
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SHOWING A MOVIE FOR A CLUB ACTIVITY  

 
Movies are available through SWANK for clubs to use.  Please note that using films through SWANK is 

necessary to be compliant with Federal Copyright Laws for viewing films by student audiences by 

using a royalty based rental system. 

 
CAN OUR CLUB SCREEN A MOVIE FOR AN ACTIVITY OR EVENT?  

 

Yes, you may screen a movie as a club activity or part of your meeting.  However, be aware that the cost 

of the movie used is based on the size of the audience.  Please contact SWANK directly for cost of 

movies at www.swank.com.  The club is responsible for all costs associated with showing a film 

(including shipping). 

 
CAN OUR CLUB SCREEN A MOVIE AS A FUNDRAISER?  

 

Your club can use a movie screening as a fundraiser and charging a small fee to participate in a movie 

screening may be to your advantage to offset the cost of the movie use.  TIP:  Your club might consider 

co-sponsoring a movie with another group to offset the rental cost further. 

 

HOW DO I ORDER A FILM?  

 

First, you will need to visit www.swank.com and check to see if the film is available.  If the film is 

available, the club advisor should submit an Activities Approval Form to OSA no later than one month 

before you wish to view the film.  SWANK encourages this timeframe because complimentary posters on 

current films are sent to JJCðwhich your club can use to advertise. 

 

WHAT IS THE FACE -TO-FACE COPYRIGHT EXEMPTION AND DOES OUR CLUB 

QUALIFY?  

 

According to Federal Copyright Laws any film or documentary can be shown in a classroom without 

royalty payments and copyright infringement as long as the following are met: 

 

V The film must correspond to the objectives of the class subject. 

V The class has to be a registered course in progress. 

V The instructor must be present during the viewing. 

V The film can only be shown during assigned class time. 

V Only students registered in the course can view the film. 

 

*BASED ON THIS LAW, OSA CLUBS DO NOT QUALIFY FOR THIS EXEMPTION.  

THEREFORE, YOU MUST FOLLOW THE ABOVE POLICY TO USE FILMS AS A CLUB 

ACTIVITY.*  

 

 

 

http://www.swank.com/
http://www.swank.com/
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FOOD POLICIES FOR CLUB EVENTS AND FUNDRAISERS 

CLUB EVENTS 

V No Hot or Cold food may be brought in from the outside for club events per JJC policy and 

procedure unless specific permission has been given.  Please go through Laurie Bierman in OSA for 

questions. 

 

V PLEASE NOTE:  To receive the food order from JJC with a discount arranged specifically for 

Student Activities, all food orders MUST be placed through OSA.  Please see Laurie Bierman  in 

OSA to place an order. 

 

 

CLUB FUNDRAISERS 

V No Hot or Cold food may be brought in from the outside (restaurants, etc.) for club fundraisers per 

JJC policy and procedure.  

 

V Baked and pre-packaged goods, drinks and only Pepsi products may be brought in, but the OSA 

Homemade Goods (see page 37 for copy) sign must be posted at the table in plain view. 

 

 

 
   

CLUB MENU  

V A Menu of selected items will be available for clubs to purchase from.  This menu provides larger 

discounts and is only available to clubs.  The above mentioned discount does NOT apply to the club 

menu. 

 

 

 

 

 

 

 

 

 

http://www.andrew.cmu.edu/user/jwilder/pepsi.jpg
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FIELD TRIPS AND TRAVEL  

 
CLUB CHAPERONE RESPONSIBILITIES  

V If the Club Advisor is unable to attend, he/she must arrange for a substitute chaperone. 

V A chaperone must be a FULL TIME or PART TIME staff or faculty member (non-student) of JJC 

who can, in the opinion of the advisor, appropriately handle any situation or emergency that may arise 

during the trip.  

V Chaperone must have been an employee for JJC for a reasonable length of time and at least 22 years 

old (not a student/member of club). 

V A chaperone is required to accompany participants to and be in attendance at the same location on any 

off-campus trip. 

V OSA reserves the right to deny a field trip if no chaperone is available. 

V All payment advance checks will be made payable to the chaperone not a student. 

V Responsible for allocating meal money and keeping all applicable receipts. 

 

ACCEPTABLE TRAVEL EXPENSES  
 

It is extremely important to adhere to the procedures for traveling with clubs.  The liability risk increases 

if you do not complete the paperwork including the Travel Request Form and the Field/Trip Waiver 

Release Form.  When all travel forms are properly completed it helps minimize the risk associated with 

travel.  All clubs must complete these forms.  Forms not completed in the allotted time will not be 

considered a club trip and no funds will be made available. 

 

V Club trips may be paid from allocated or earned accounts. 
V Club members should vote on and record the decision to disburse funds for trips and travel. 
V A TRAVEL  REQUEST FORM MUST BE COMPLETED PRIOR TO THE TRIP  

(Minimum of 14 days).  

Please note that this form is in duplicate format available in the Business Office and OSA. 
V Advisors are responsible for making club travel arrangements. 
V Per Diem is $28(advisors) and $28(student) per day for meals.  Breakdown is as follows: 

Advisors   Students 

              $6 Breakfast          $6 Breakfast 

   $8 Lunch          $8 Lunch 

             $14 Dinner          $14 Dinner 

              $4 Overnight 

V Please refer to the attached copy of the Joliet Junior College Student Travel Procedure. 

 
UNACCEPTABLE TRAVEL EXPENSES  
 

The following items are not acceptable and this information should be relayed to students and money will 

be collected from them should these expenses are incurred: 

 

V Long distance phone calls 
V Movie Rentals 
V Room Service Fees 
V Any additional expenses not covered by JJC 

V NO ALCOHOLIC BEVERAGES OR BARTENDERS FEES 

 



14 2011-2012 OSA Survival Guide 

 

*ALCOHOL IS NOT TO BE A PART OF ANY JJC EVENT (ON OR OFF CAMPUS)!!!  

VIOLATERS WILL BE PROCESSED THROUGH THE JJCôS STUDENT CODE OF 

CONDUCT.*  

 
PRIOR TO TRAVEL  

 
V Travel Request Form (see page 38 for sample) should be submitted to OSA and date stamped by the 

15
th
 of the month prior to trip if under $100 and the 15

th
 of the two months prior to event if over $101 

for approval.  If not submitted and date stamped trip will not be approved.  PLEASE LIST THE 

ENTIRE TRIP COSTS ON ONE FORM. 

 
V A Field Trip/Waiver Release Form (see page 39 for copy) must be filled out by the advisor and signed 

by each person attending and submitted at the same time as the Travel Request Form submission. 
 

V A Field Trip Emergency Contact Form (see page 40 for copy) must be filled out and signed by each 

person attending and kept on file by the club advisor on the trip.  A copy of these forms should also be 

given to OSA 14 days prior to the trip, for emergency use.  OSA makes sure the forms are with 

Campus Police during the field trip so that if an emergency occurs, Campus Police would be the first 

contact. 
 

V If more than one advisor/chaperone is attending the trip, a separate Travel Form (duplicate) must be 

submitted for each additional chaperone/advisor for insurance purposes.  This is required by the 

Business Office. 
 
 

CONTACTS FOR ARRANGING TRAVEL  
 

¶ JJC Campus Police Department 
Deb Goff 

(815) 280-6616 

(See College Van Procedures) 
 

¶ My Chauffeur Limousine 

2500 E. Devon Ave 

Elk Grove Village, IL 60007 

(847) 490-4372 

(Busses, Vans, Limos & Sedans) 

www.mychauffeurchicago.com 
 

¶ www.CoachQuote.com 
 
¶ Green River Lines-Hansen Tours 

3131 May Rd 

Peru, IL  61354 

(815) 224-9276 or (800) 892-1419 

www.greenriverlines.com 
 
¶ Wilkinson Transportation 

James Wilkinson 

(630) 514-6200 

Yvette Wilkinson 

(630) 664-8631 

http://www.mychauf.com/
http://www.coachquote.com/
http://www.greenriverlines.com/
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UPON COMPLETION OF TRAVEL  

 
V Deposit any unused cash, at the Student Accounts/Payment Center in the Campus Center, in the 

proper club account within one business day of return from trip.   
 

V Upon returning from your trip, complete the ñActualò column of the Travel Request Form and attach 

the deposit receipts (if there are any), attach all receipts (including food and parking) to Travel 

Request Form.  The club advisorôs signature is required in the final approval section. 
 

V Submit completed forms to Laurie Bierman in OSA. 

 

TRANSPORTATION AND VAN RENTAL PROCEDURES  

Once the field trip/travel has been approved, the advisor must make arrangements for travel. 

Use of vans is highly recommended when your group is larger than five. 

 

1.  Complete a Request for College Vehicle Form (see page 41 for sample). 
 
2. Return the completed form (with account #) to OSA for approval and processing.  The Request  

for College Vehicle Form must be turned in to OSA or it will not be approved.  JJC has the 

following vehicles available. 

Á One 15 passenger van, one 15 passenger bus, rental cars for 3-5 people. 

Please note that college fleet vehicles will be used first when available prior to 

any rental vehicles. 

Á All Vehicle Request Forms must have the Directorôs signature before being 
submitted to Campus Police a MINIMUM of one week prior to the date needed. 
 

3. You will be notified if a college or rental vehicle is available.  If so, the club advisor or chaperone  

is the ONLY person allowed to pick up the keys from Campus Police.  When picking up the keys 

you must present your valid driverôs license or a photocopy of the license of the person who will 

be driving the vehicle.  At that time, College credit cards for gasoline purchases will be provided.  

Each van driver must be a student, staff or faculty member of Joliet Junior College, at least 22 

years of age, and have a valid Illinois driverôs license.  THERE ARE NO EXCEPTIONS TO 

THIS REQUIREMENT. 
 
4. In the rare event that JJC is unable to secure a vehicle for your club, you will be notified so you  

can make other arrangements. 
 
5. The club advisor/chaperone and driver of the vehicle must complete the following ñvehicleò 

responsibilities before, during, and after the trip (see page 16). 
 
6. If you are using your personal vehicle to transport others on a field trip, a copy of your insurance 

must be submitted prior.  Please refer to JJC Travel Policy (see page 18). 
 
7. If the advisor/chaperoneôs personal vehicle is to be used for the trip, mileage reimbursement will 

be done via the travel request.  (Mileage is reimbursed at a rate of .50 cents per mile). 
 
8. If your trip is cancelled or you decide not to use the vehicle reserved, please notify Campus Police 

and OSA as soon as possible. 

*FAILURE TO CANCEL A VEHICLE RESERVATION AT LEAST 24 HOURS PRIOR TO THE 

REQUESTED DATE OF USE MAY RESULT IN THE VEHICLE BEING CHARGED TO 

YOUR CLUB ACCOUNT.*  
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TRAVEL EMERGENCY INFORMATION  

¶ JJC Main Line 
(815) 729-9020 

 

¶ OSA Main Line 
(815) 280-2308 

 

¶ Campus Police 
(815) 280-2234 

¶ Marks Towing 
4303 W. Jefferson St. 

Shorewood, IL  60431 

(815) 725-9095 
 

¶ Collision Revision 
1808 N. Larkin Ave. 

Crest Hill, IL  60435 

(815) 741-4800 

 

 

VAN RENTAL INSPECTION  

BEFORE 

V Conduct a vehicle safety inspection and sign the Vehicle Safety Inspection Sheet obtained from 

Campus Police.  Any damage or unclean conditions found on a vehicle must be reported to campus 

police PRIOR to leaving campus or it will be assumed the damage occurred on your trip. 

 
V Write the beginning mileage on the Vehicle Safety Inspection Sheet before you leave. 

 
V Become familiar with the safety tips on Vehicle Safety Inspection Sheet. 

 
V Pick up the keys and credit card packet from Campus Police. 

 

DURING 

V Use only the credit cards provided by Campus Police for buying gas. 

¶ KEEP ALL RECEIPTS!!! 

V Everyone must wear seatbelts at all times while on the road! 

AFTER 

V Clean out the inside of the vehicle provided. 
 

V Return the following to Campus Police: 

ü Vehicle Safety Inspection Sheet 

ü Keys and credit card packet 

ü Signed gas receipts 

ü Rental agreement/invoice when rental vehicle is used. 
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SCHOLARSHIPS AND AWARDS 

 

STUDENT LEADERSHIP SCHOLARSHIP  

The Student Leadership Scholarship is an award designed to recognize the efforts of students who 

contribute their time in leadership roles in officially chartered clubs OR who participate in the Emerging 

Leaders Program. 
 
Cash awards in the amount $200 each will be awarded at the end of each semester to a maximum of 4 

students.  Students are eligible to receive this award two times while enrolled at Joliet Junior College.  To 

apply for this award, students should go to STARS online http://starsonline.jjc.edu.stars .  All material 

must be included to be considered.  Any student who is doing well academically and has participated in 

chartered clubs or Emerging Leaders is encouraged to apply. 
 
 

STUDENT GOVERNMENT BOOK SCHOLARSHIP  

The JJC Student Government (SG) works together to make sure fellow studentsô interests and rights are 

protected.  Members of SG enjoy representing the students and have had several projects since their 

formation in 1998.  This scholarship is one of the projects SG is proud to be sponsoring. 
 
The Book Scholarship is funded by fees collected through the use of the ATM cash station located in the 

Campus Center at Main Campus.  A maximum of four $250 scholarships will be awarded both fall and 

spring semesters for use in the JJC Bookstore. 
 
Students must be enrolled in at least three credit hours and have earned a minimum of six credit hours at 

the time of application.  Current members of SG are ineligible to apply.  Students are eligible to receive 

this scholarship one time only. 
 
To apply for this scholarship, students should go to STARS online http://starsonline.jjc.edu/stars .  A 

letter of recommendation, current academic summary, and a personal statement are required to apply.  

Only complete applications will be considered. 

 

 

http://starsonline.jjc.edu.stars/
http://starsonline.jjc.edu/stars
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CLUB OF THE YEAR AWARD  

In an effort to recognize a club that goes above and beyond the requirements of all clubs, the Office of 

Student Activities has established a Club of the Year Award to be given out annually at the Club 

Recognition event in the spring. 
 
The club selected will be given a plaque and will also have the club name added to a perpetual plaque on 

display in the Office of Student Activities. 
 
The Staff of the Office of Student Activities will select the Club of the Year.  The following items will be 

considered in the selection process: 

 

 

 

 

 
 

× Is the club visible on Campus? 

× Does the club attend CCC meetings on a regular basis? 

× Has the club met all OSA and CCC requirements? 

× What has the club done above and beyond the requirements? 

× Does the club collaborate with other clubs or OSA? 

× Does the club have active student members? 

× Does the club complete community service activities? 

 

*Clubs should consider developing a Club binder with a summary of their Events/activities, 

membership and etc to be considered for this award.* 

 

STUDENT LEADER OF THE YEAR AWARD  

In an effort to recognize outstanding students who are involved in  

Joliet Junior College activities, the Office of Student Activities has  

established a Student Leader of the Year Award to be given out  

annually at the Club Recognition event in the spring.  
 
The student selected will receive a cash award of $150 and their name will  

be placed on a plaque with the other recognition awards given out by OSA. 
 
The club advisor should address the following questions on the nomination form: 
 

× The studentôs level of involvement with the individual club. 
× The studentôs attendance at club sponsored activities. 
× The studentôs involvement in OSA committees, programs, events, etc. 
× The qualities/characteristics the student exhibits that warrant recognition as Student Leader of 

the Year. 
 

Based on the recommendation of the studentôs club advisor and the studentôs participation in all levels of 

club activities, the OSA staff will select the Student Leader of the Year. 

 

NOMINATION FORMS ARE DUE TO OSA BY MARCH 9, 2012  
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ADVISOR OF THE YEAR AWARD  

In an effort to recognize outstanding efforts on the part of club 

advisors, the Office of Student Activities has established an Advisor 

of the Year Award to be given out annually at the Club Recognition 

event in the spring. 
 

The Advisor selected will be given a plaque in honor of this 

achievement and will have his/her name added to a perpetual plaque 

on display in the Office of Student Activities. 
 
 

Students will nominate their advisor for this award by completing the Advisor of the Year Nomination 

Form.  The Office of Student Activities will select the Advisor of the Year based on these nomination 

forms and completed Evaluation Rubrics. 
 
The student should address the following questions on the nomination form: 

× Has the advisor participated in club meetings and events of the club? 
× How has the advisor impacted individuals in the club?  How has it benefited the club to have 

this person as an advisor? 
× What qualities does this club advisor possess that makes them stand out from the others? 
× Why do you think this person deserves Advisor of the Year status? 

 

NOMINATIO N FORMS ARE DUE TO OSA BY MARCH 9, 2012 

STUDENT SERVICE RECOGNITION AWARD  

The Student Service Recognition Award is designed to reward individual student involvement at JJC and 

in the community regardless of field of study.  One student, nominated by a faculty or staff member, will 

be chosen to receive a $300 honorarium. 
 
The student must be a graduating student in the semester of the nomination, have a minimum of a 2.5 

GPA and have verifiable service to JJC or the community as well as be in good academic and social 

standing at JJC. 
 
A selection committee will review the nominations and select one student to be recognized at the 

Commencement Ceremony where they will receive a plaque and the honorarium. 
 
Nomination can be sent to Pam Dilday.  A form is available for nominations and will be emailed to 

everyone by mid-semester. 
 

STUDENT SPEAKER AWARD  

The Student Speaker for the Commencement Ceremony will be chosen from nominations by faculty and 

staff members of JJC.  The nominee must be an exemplary student of the respective graduating class of 

fall 2011/spring 2012 and be comfortable speaking in front of a large audience. 
 
The Commencement Student Speaker Selection Committee will review the nomination letters and letters 

of recommendation; interview each nominee; and then determine the student who will receive this 

distinguished honor.  An honorarium of $100 will be awarded to the student chosen. 
 
Nominations can be sent to Pam Dilday at pdilday@jjc.edu.  A form is available for nominations and will 

be emailed to everyone by mid-semester. 

mailto:pdilday@jjc.edu
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PROMOTING YOUR CLUB  
 

MAINSTREET : 

V This is the most talked about and promoted event of each semester. 
V It is held at the beginning of each semester. 
V This is a clubôs opportunity to recruit new members and highlight their upcoming events. 
V $200 will be allocated to each club chartered in May which can be used for purchasing giveaways, 

and/or decorations for the event.  Clubs should grab the attention of the students! 
V Club participation at both Mainstreet events is REQUIRED to remain in good standing with CCC and 

receive funding for events. 

MASTER CALENDAR : 

OSA creates a monthly calendar of events that includes club meetings, events and activities taking place 

involving JJC clubs.  This calendar is published in hard copy and placed around campus, and is available 

on the JJC home page.  It is sent to all students with a JJC email account. 

All club events, meetings and activities turned in to the Secretary of Student Activities and Holistic 

Wellness by the 15
th
 of the month and have been approved will be placed on the calendar.   

DO NOT ASSUME YOUR EVENT WILL BE ADDED TO THE CALENDAR!!!  

JJC BOARDS: 

Clubs are encouraged to promote events through flyers (please make sure that your flyer has been 

approved by your advisor) placed on the 9 campus bulletin boards and 3 for additional boards at City 

Center, Morris and Romeoville Campus.  Copies must be brought to OSA at least two weeks prior to 

event.  OSA will stamp and place on boards around campus and inter-office mail other 3 copies. 

PROMOTIONAL CLUB BOARDS : 

Clubs are encouraged to promote events by making a promotional club board (located on the bridge).  

OSA (see Laurie Bierman) will reserve the board for two weeks, we suggest the two weeks prior to your 

clubs event.  Clubs are responsible for putting up and taking down the board.  You may request letters for 

your board. 

*Please write out what letter/s (and colors of paper youôd like) and turn that in to Laurie Bierman in OSA. 

JJC PILLARS : 

Clubs may also use the pillars on campus to highlight their event.  There is a two week time limit on the 

use of the pillars.  A club may choose 2 pillars in each location (cafeteria, bridge, T/S concourse and the 

C-F concourse) for their flyers.  OSA has fishing line in their office for a club to use as there is a NO 

TAPE POLICY  on painted surfaces for JJC. 

TABLE TENTS : 

Clubs may use these to promote events.  Bring one copy of the table tent to OSA for approval before 

distributing them around campus. 

*PLEASE SEE POSTING POLICY FOR ADDITIONAL INFORMATION  (Pg. 22)*  
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CAMPUS PUBLICITY REQUESTS : 

Publicity Requests are to be submitted online, available through the Communications & External 

Relations Web Page https://www.jjc.edu/new/about/operational/communications/publicity-request-

form.aspx.  This form is used for the following forms of advertising: 

V JJC Portal (intranet) 

V Blazer 

V Television Monitors 

V Web Event posting 

V Electronic signs at Main, Romeoville & City Center Campuses 

Only JJC sponsored events will be promoted through Communications & External Relations, for press 

releases complete a story request form on the PR Coverage Request page of the webpage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.jjc.edu/new/about/operational/communications/publicity-request-form.aspx
https://www.jjc.edu/new/about/operational/communications/publicity-request-form.aspx
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POSTING POLICY  

POSTING POLICY/PROCEDURES: 

In the interest of facility maintenance and the effectiveness of display and aesthetics, the following 

guidelines for display materials have been established: 

ü Postings should look nice and be true to purpose intended. 
ü Postings should be limited and no larger than 11ô by 17ò or less in size. 
ü Necessary information (contact name & phone number) must be provided. 
ü Messages should not discriminate. 
ü Appropriate language is to be used. 
ü Due to space limitations, commercial solicitation is not allowed unless it is a JJC sponsored event 

on campus. 
ü Postings should abide by rules and regulations as well as reflect good morals, manners, and taste. 
ü Postings should contain the JJC logo (OSA can provide this if needed). 

If your postings follow these guidelines, the next step is to bring your copies to OSA for review and 

approval. 

LOCATIONS : 

A total of 12 copies are needed for posting.  Nine boards are located on Main Campus, one at City Center, 

one at Romeoville Campus and one at Morris Campus. 

MAIN CAMPUS POSTING LOCATIONS FOR CLUB USE : 

ü J Building ï 2
nd

, 3
rd
 and 4

th
 floors (JJC related information) 

ü H Building ï Bridge (OSA Events) 
ü D Building ï In front of Cyber Café (JJC related information & Volunteer Board) 
ü C Building ï JJC related information 
ü A Building ï 2

nd
 floor (JJC related information) 

ü S/T Concourse ï (JJC related information) 
ü T Building ï Front Entrance (JJC related information & free speech) 
ü B Building ï Entrance (JJC related information) 

BANNED POSTING AREAS (these are the areas and conditions under which material will NOT 

BE DISPLAYED) : 

ü On the exterior of any permanent or temporary building 
ü On the exterior/interior of any window or glass wall 
ü Affixed with any adhesive, masking tape, or scotch tape to a painted surface on any building or 

furniture surface. 
ü Suspended in any way so as to hamper or impede the proper flow of traffic, to any facility either 

pedestrian or vehicular. 
ü On any vehicle parked on JJC grounds. 

 

REMINDER:  ALL CLUB PROMOTIONS MUST COME THROUGH OSA.  
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CLUB WEB SITE  

POLICY GUIDE : 

All club Web sites should be focused on communicating the purpose, mission, and activities of the club 

for the general student body of Joliet Junior College. 

 

Where are club Web sites located?  Club Web sites are located within the site 

http://www.jjc.edu/student-life/clubs-orgs/.  Alternatively, if a club is specific to an academic department, 

it can choose to be hosted within that departmentôs Web site. 

 

How is a new Club Web site created?  The club adviser would submit a request through the Helpdesk 

(http://helpdesk.jjc.edu). A member of the LSTS Web team will then contact the adviser and discuss 

initial set up.  Prior to set up, the club advisor is required to receive training on how to update the Web 

site. 

 

How are Web sites edited?  Web sites are contained within the SharePoint content management system.  

Training is available by contacting Beth Richardson at erichard@jjc.edu or (815) 280-2331. 

 

Who has the ability to edit club Web sites?  The club adviser would be set up to edit the club Web site.  

Students can also be given permission to edit a Club or Organization Web site.  The adviser would 

approve any changes made by the student. 

 

What kind of content can a site have?  Content should be directly related to the purpose of the Club and 

support the JJC general student body.  Content should follow the JJC Responsibly Use Policy 

(www.jjc.edu/info/responsible-use).  Content contributors should act responsibly in all Web sites editing 

and all content updates should be approved by OSA. 

 

Who approves the changes?  Pam Dilday and Amy Sims approve any changes made to club Web sites.  

If a change is not approved and there is dispute over the change, it is suggested the adviser speaks with 

Pam Dilday and/or Amy Sims. 

 

Can club sites use domains such as www.(clubname).com?  It is suggested that Club Web sites use a 

short Web address established by the LSTS Web team upon request, such as www.jjc.edu/info/chessclub, 

to be used for promotional materials.  Choosing instead to purchase and maintain a separate domain 

would be at the discretion of each club adviser, and would need to be maintained by that adviser.  JJC will 

not provide support for maintaining a separate domain.  Funding for a club domain would need to come 

from the clubs earned club money. 

 

Can a club choose to host the Club Web site off the JJC Web site?  JJC will not provide system 

resources to host files off of the established JJC Web site structure. 

 

Can a club create a MySpace page, Facebook, or similar Web sites?  Yes, though these sites would 

need to be maintained by the club, and JJC would not be responsible for any of the content contained on 

these Web sites.  A disclaimer on the clubôs site should state this.  Clubs not following guidelines subject 

to link removal.   

 

 

 

http://www.jjc.edu/student-life/clubs-orgs/
http://helpdesk.jjc.edu/
mailto:erichard@jjc.edu
http://www.jjc.edu/info/responsible-use
http://www.(clubname).com/
http://www.jjc.edu/info/chessclub
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Is a club or organization required to have Web site?  No, though Club adviser information needs to be 

listed on the Club listing page at www.jjc.edu/info/clubs.  It is recommended that a club only create a 

Web site if they have the ability to keep the information up to date.  A club can also create a single Web 

page that contains general information about what the club is, who to contact, and when the club meets.  

The LSTS Web team can set this initially for the club. 

 

Who would a club contact for help updating their site?  For help, please call the Helpdesk at (815) 

280-4357 or create a helpdesk ticket at http://helpdesk.jjc.edu. 

 

Failure to comply with the Club Web Site Policy is subject to removal of access 

and/or Web site deletion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.jjc.edu/info/clubs
http://helpdesk.jjc.edu/
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NOISE, SAFETY & TECHNOLOGY  

TECHNOLOGY: THE GOOD AND BAD...  

The Office of Student Activities uses technology to distribute information about upcoming programs and 

meeting materials for Collegiate Club Council (CCC).  Checking the web pages of OSA and Student 

Government will give you updated information on programs and things happening around the college.  

¶ www.jjc.edu/new/student-life/student-activites/default.aspx 

Á This page includes a calendar of events, club listings, pictures of past events and links 

to Holistic Wellness, Student Government and Student Trustee etc. 

¶ www.facebook.com/home.php#/pages/Joliet-IL/JJC-Student-Activities 

Á Or look us up by using JJC Student Activities.  BECOME A FAN!!!  

¶ www.jjc.edu/OSA/Student Government/ 

Á This page includes the SG constitution, calendar of meeting dates, member bios, 

agendas and minutes from past meetings etc.  

¶ www.facebook.com/home.php#/pages/Joliet-IL/JJC-Student-Government 

Á Or look us up by using JJC Student Government. BECOME A FAN!!!  

WEB POSTINGS 

We encourage clubs to post their information about events on the JJC web page by completing a Publicity 

Request form at http://www.jjc.edu/about/operational/communications/pages/publicity-request-from.aspx. 

Information will be taken from the form and included on the JJC home page. 

USE OF FACEBOOK AND SOCIAL NETWORK SITES  

While we know that students utilize these venues to connect with other students, we also encourage you 

to use extreme caution when you post pictures and information on these sites.  Keep in mind that potential 

employers as well as colleges and universities can look at what you have posted and use that to determine 

whether or not they employ you or allow you to be admitted. 

Additionally, keep in mind that everyone who logs in to these venues can see all of your personal 

information.  Please be aware of the dangers in posting personal information on the internet! 

Other social networking sites such as:  myspace.com, Friendster.com, and xanga.com offer even less 

security and protection because they have complete public access and are open to ANY person. 

HELPFUL HINTS TO STAY SAFE AND BE PREPARED...WITH REGARDS TO FACEBOOK  

Á Evaluate your Facebook account and posting-how do you feel about your employers seeing what you 

have posted?  How about your grandparents or parents? 

Á Do not post private information such as: cell phone, address, class schedules, social plans etc.  unless 

you are prepared for anyone to find you/track you down, any time of the day or night. 

Á Utilize the ñPrivacyò settings on your Facebook account-you can adjust your privacy settings to 

control who has access to your personal information. 

Á Google yourself to see how your name or identity appears on the web. 

Á Be prepared to answer questions about your Facebook account in job interviews.  It has become 

common for interviewers to ask applicants ñAre you on Facebook?ò and ñWhat is your Facebook 

profile?ò BE PREPARED to either decline the question or answer honestly because employers will 

most likely look at your Facebook account themselves or may have already done so. 

 

http://www.jjc.edu/new/student-life/student-activites/default.aspx
http://www.facebook.com/home.php#/pages/Joliet-IL/JJC-Student-Activities
http://www.jjc.edu/OSA/Student%20Government/
http://www.facebook.com/home.php#/pages/Joliet-IL/JJC-Student-Government
http://www.jjc.edu/about/operational/communications/pages/publicity-request-from.aspx
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BENEFITS OF USING SOCIAL NETWORKS  

Á Itôs a good way to make connections with people who share your interests and goals. 

Á Meeting people and staying connected with classmates or friends is a major benefit. 

Á Facebook offers campus surveys, ñpartyò or event listings and other information that communicates 

the ñpulseò of campus culture.   

Á Gives students a chance to create the image that they want people to see them by putting their best 

qualities ñout thereò. 

This information was compiled by Kathleen McCabe, Director of Peer Education at Creighton University. 

 

SAFETY 

As club advisors and student leaders, we need to always keep safety at meetings, events and field trips in 

mind.  It is our responsibility to make sure there is no danger to our students and staff with any of the 

activities that we host. 

Additionally and equally as important is completion of the necessary paperwork especially associated 

with field trips.  The Off Campus Field Trip/Waiver & Release Form (see appendix page 40) is required 

for students participating in field trips.  These forms must be filled out prior to the trip.  Though this will 

not eliminate the risk completely, it certainly does set a tone for standards and expectations when 

traveling and helping to minimize risk. 

In the event a student or staff member is injured at a club or college sponsored function on or off campus, 

a Report of Accident/Injury Form and authorization for Use of Disclosure of Protected Health Information 

must be completed (see appendix 41 & 42).  The left hand section is to be completed by the injured 

person and the right hand section is to be completed by the person responsible for the group.  Details are 

very important on this form and it is necessary to be very thorough. 

The completed form must be submitted to the Office of Student Activities within 24 hours of the 

accident.  OSA will then forward the form to Human Resources and the Environmental Health and Safety 

Office.  A copy of this form is included in the appendix.  If additional forms are needed, please request 

them from the Office of Student Activities or the Human Resource Office. 

 

SAFETY MANAGEMENT TIPS  

¶ Always complete the proper off and on-campus forms for field trips and programs ahead of time. 

¶ Inspect the area where the program is to be held for any safety hazards 

¶ If an incident occurs, document it on the proper form (Report of Accident/Injury Form). 

¶ Request more chaperones if large numbers of students will be attending. 

¶ Enforce safety rules and lead by example. 

¶ Follow safety protocol established by Campus Police for use of college vehicles. 

 

If you need additional information, please contact OSA at extension 2755 or the Office of Environmental 

Health and Safety at extension 2384. 

 

 

 



27 2011-2012 OSA Survival Guide 

 

RECOMMENDED NO ISE ABATEMENT PROCEDURE 

¶ Each activity/event has someone who has responsibility for the organization and oversight of that 

program.  The sponsor is responsible for turning information to Suzette Hinkle at chinkle@jjc.edu in 

regards to set up for events.  Along with the existing duties the sponsor is responsible for keeping the 

activity within the accepted noise level for the area involved. 

 

¶ Facility use forms should include a statement regarding noise abatement and the requirement that 

those using College facilities agree to abide by this procedure.  The event sponsor will work with JJC 

Media Services to monitor noise levels leading up to and during activities/events on campus.  Media 

Services will maintain a working Sound Level Meter for check out and/or operation during activities. 

 

 

¶ Sound amplification must comply with the agreed upon standards for the area of campus and 

concurrent classroom and/or advising service being provided in the adjacent areas.  These standards 

are attached for review and will be updated in the years ahead. 

 

¶ Failure to comply with the procedures may result in denial of facility use in the future, denial of 

payment for the activity provided, or other appropriate action as determined by the college. 

 

STANDARDS 

¶ The Joliet Junior College noise abatement procedure is established to help maintain the learning 

environment.  Noise in the Cafeteria area adjacent to classrooms, labs, and advising offices should 

remain below the 85 decibel level during activities and/events when classes are in session.  The 

decibel level may be increased during times when there are no classes or advising activities adjacent 

to the event.  (For example, on Saturday evenings, a battle of the bands may be acceptable.) 

 

¶ Noise in the Concourse area should remain below the 75 decibel level during activities and/or events 

when classes are in session. 

 

¶ The Occupational Safety and Health Administration (OSHA) reports that hearing may be affected by 

noise levels as follows: 

 

 

1. 75dB in a 25 hour period 

2. 90dB in a 8 hour period 

3. 100dB in a 2 hour period 

4. 110dB in a 30 minute period 

5. 115dB in a 15 minute period 

 

These levels are not permitted indoors for the time period indicated during times when classes are in    

session on campus. 

 

 

mailto:chinkle@jjc.edu
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OSA REVIEW OF CLUB ADVISOR  

 
Club Name: ________________________________________________ 
Please circle one option as pertaining to your club advisor.  
 
 
1. When it came to questions and clarification by OSA... 

 
a. Advisor responded in a timely and respectful manner to OSA 

b. Advisor responded within a day 

c. Advisor would respond within time frame requested 

d. Advisor did not respond 

 

2.  Paperwork & finance procedures were... 

 

 a. Followed and submitted on time 

 b. Were completed prior to deadline 

 c. Completed 

 d. Incomplete and advisor was unavailable to correct the problem 

 

3.  Events were attended by the club advisor... 

 

 a. All of the time 

 b. A majority of the events to the best of OSA knowledge 

 c. Some of the time 

 d. was not available to club members when needed 

 

4.  Midyear evaluations... 

 

 a. showed positive comments from club members 

 b. showed no concerns about the advisors responsibilities 

 c. showed more than two comments from club members with concerns 

 

5.  Advisor gave appropriate feed back to OSA whether solicited or unsolicited. 

 

   YES   NO 

 

6.  Advisor was nominated for Advisor of the Year? 

 

   YES   NO 

 

Written Comments: 
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CLUB ADVISOR SELF REVIEW OF DUTIES  

 
Club Name: ________________________________________________ 
Please circle one.  
 
 
1.  Mainstreet table... 

a. Was covered for the majority of events and the advisor helped as needed. 

b. Coverage was secured and advisor filled in as needed 

c. Participation was encouraged and monitored 

d. Participation was not encouraged and table wasnôt covered 

 

2.  Finances and meeting records... 

 a. Were kept up and monitored 

 b. Signed as needed and made sure they were completed correctly 

 c. Were kept according to budget established 

d. Were not completed accurately or were submitted without signatures and/or proper  

    documentation 

 

3.  I attended club events and meetings... 

 a. All of the time 

 b. ¾ of the time 

 c. ½ of the time 

 d. Less than ½ attendance 

 

4.  I made sure club was represented at CCC... 

 a. All of the time and created a schedule of attendance and student participation 

 b. Announced when CCC meetings were held and attended some of the meetings as needed 

 c. Talked about CCC and made sure club was represented at meetings 

 d. Attendance requirements of CCC was not met by club 

 

5.  The goals of the club were... 

 a. Established and met 

 b. Established and I was available to answer questions 

 c. Established and not all goals were met 

 d. Not established 

 

6.  Proper procedures in submitting all club paperwork were followed. 

   YES   NO 

 

7.  Resources were provided to students as needed? 

   YES   NO 

 

Written Comments: 
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STUDENT REVIEW OF CLUB ADVISOR  

 
Club Name: ________________________________________________ 
Please circle one.  
 
 
1.  Advisor... 

a. Encouraged participation in other JJC & OSA events (Mainstreet, Welcome Week, etc.). 

b. Shared information about JJC and OSA events 

c. Oversaw club plans for Mainstreet 

d. Did not promote other activities at JJC 

 

2.  Advisor attended club meetings? 

 a. All of the time 

 b. ¾ of the time 

 c. ½ of the time 

d. Less than ½ of the time 

 

3.  Advisor was present at club events... 

 a. All of the time 

 b. ¾ of the time 

 c. ½ of the time 

 d. Less than ½ attendance 

 

4.  Advisor assisted the club with resources... 

 a. Whenever needed 

 b. Most of the time 

 c. As needed 

 d. Not available to club 

 

5.  The goals of the club were... 

 a. Were met 

 b. ¾ of the club goals were met 

 c. Goals were established and met 

 d. Goals were not met 

 

6.  Advisor guided the students in creating agendas and minutes for the club meetings? 

 

   YES   NO 

 

 

Written Comments: 
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STUDENT LEADER CONTRACT 

2011-2012 

Joliet Junior College 

Office of Student Activities 

 
Club Name: ____________________________________________ 

 

Position Held: __________________________________________ 

 

Name of Student Leader: _________________________________ 

 

 

Responsibilities of (office held): 

1.  Recruit new members 

2.  Attend meetings and events sponsored by club 

3.  

4. 

5. 

6. 

 

 

 

 

I understand the responsibilities listed above and understand that in order to receive a letter of 

recommendation from the Office of Student Activities or the Club Advisor; I must fulfill my obligations 

as a student officer of this club. 

 

 

Student Signature: ______________________________  Date: _______________________ 

 

Advisor Signature: _____________________________  Date: _______________________ 

 

 

 

Please make a copy of this contract and submit to Suzette Hinkle or Amy Sims for 

our records. 
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HOMEMADE GOODS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



38 2011-2012 OSA Survival Guide 

 

 

August 22, 2011 

 

To Whom It May Concern: 

 

On behalf of the Office of Student Activities, please accept our appreciation for your gift-in-kind of 

____________________________________________________________________________________________ 

to (club/department) __________________________________________________________________________. 

 

Your support allows Joliet Junior College to continue its tradition of excellence.  All gifts-in-kind received by the 

above mentioned club/department will be used for the sole purpose as stated: 

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________ 

Sincerely, 

 

Pamela Dilday, Director of Student Activities and Campus Events 

 

Joliet Junior College 

Office of Student Activities 

Official Gift Receipt  

 

DONOR: ______________________________________________________________ 

DATE: ________________________________________________________________ 

GIFT TYPE: ___________________________________________________________  

 

Thank you! Joliet Junior College did not provide any goods or services in return for your gift. 

Please keep this receipt for your records. 
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VERIFICATION OF COMMUNITY SERVICE HOURS  

 

The following Joliet Junior College student/staff representatives of _______________________________ 

(Club name) have completed community service hours. 

 

 

 Names of students/staff: ______________________________________ 

     ______________________________________ 

     ______________________________________ 

     ______________________________________ 

     ______________________________________ 

     ______________________________________ 

 

 The Community Service hours were completed on _____________________ (date) at 

 _______________________________________ (name of sponsoring agency/organization). 

 The total of hours completed was: ____________________________ (number of hours). 

 

Signature of Agency/Organization Representative: ________________________________ 

Printed name of Representative: ______________________________________________ 

Phone number: ___________________________________________________________ 

 

PROJECT COMPLETED: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 


