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Starting A New Club On Campus
Getting Started Starting a new club or student organization at Grays Harbor College can be an exciting activity, provided you have the time, dedication, and enthusiasm necessary to make your effort successful. Included in this section is a summary of the procedures required to get going, followed by an explanation of each step. 
1. Decide on the purpose of your organization. Determine the focus of your club. 
2. Contact the Coordinator of Student Activities for start up information. The Coordinator of Student Activities will assist you with the initial requirements of becoming an official student organization. The major requirements are having ten members, an initial plan of activity, a staff or faculty advisor and an approved club charter. What’s the charter, anyway? A charter outlines the purpose of your club and includes the rules, which state how your organization operates. A sample charter is attached. Don’t let the terminology intimidate you. Stop by and get started today! 
3. Motivate students to join. Have a plan. This may be one of the most challenging tasks involved with getting started. At least ten interested members are required to start a club. Consider distributing flyers, using word of mouth advertising, making use of college bulletin boards, and possibly writing an article or announcement to be posted online. Securing student membership is a critical part of establishing your club, so make sure to “get the word out.” And then once students show up, make sure to keep them coming. 
4. Find an advisor. All student organizations are required to have a college staff or faculty member as advisor. Try to find an instructor or other employee who has an interest in your club activities and can put in the time and energy necessary to help establish and maintain your organization. Inform the Coordinator of Student Activities who your new advisor will be. 
5. Conduct regular meetings. People who are interested in your club will be recruited to an activity, so make sure you focus your meetings on the activities of the club and not on the details of setting up a club. But be sure to take some time to discuss the overall intentions of the group and determine who will serve as temporary officers until the club charter is approved and regular elections are held. You have to have a club president, secretary and treasurer. Also, set a regular meeting time—either weekly or bi-monthly. 
6. Adopt a Charter. The charter deals with the fundamental laws of your club. It explains the statement of purpose, organizational structure, and defines the operational procedures of your student club. When writing your charter, try to keep it clear and simple. A sample charter is attached which may be helpful as a guide for your organization. Additional copies of both forms are available from the Coordinator of Student Activities. 
7. Submit the Charter for Approval. Charters for Grays Harbor College student organizations are reviewed by the Coordinator of Student Activities and then approved by the ASGHC Student Council. It is necessary to have a representative of your organization present at the Council meetings in which our charter is being reviewed. The normal approval process involves three readings of your charter. Before submitting your proposed charter, it would be helpful if you talked to the ASGHC Vice President. You can contact this person via the Student Council office in the HUB West Wing. 
8. Receive seed money to get going. The usual amount available to start up organizations is $150. During the budgeting process in Spring Quarter your organization will be eligible to receive funding for the next school year. Contact the ASGHC Treasurer at or the Coordinator of Student Activities at 538-4078 for information about funding. 
9. Enjoy your activities. Now that you’ve got your organization “off the ground” the fun begins. You are faced with deciding what objectives to pursue and what activities to undertake. You might consider reading the section in the handbook which gives some guidelines on how to select activities and goals. A key to maintaining interest in your group is to have a central focus which binds the membership together. Decide on a few objectives and then design activities (social, service, fundraising, and possibly professional) which fulfill your objectives. 
Don’t hesitate to stop by the Student Activities Office to get any and all questions answered!
General Policies for Clubs
1. Clubs must maintain at least ten members to be recognized as an official club of ASGHC.  Without ten members, a club may lose their recognition status and funding.
2. A club must have a Grays Harbor College employee (faculty, staff or administrator) serve as an advisor.
3. The club must submit a completed Club Renewal Form (list of officers, emails, & advisor info) to the Student Activities Office in the fall of the academic year. 
4. Membership in the club/organization must be open to all students and may not discriminate on the basis of gender, sexual orientation, race, mental or physical disability, age, religion, marital status, or veteran status. (See GHC Students Rights & Responsibilities, WAC 132x-60-040), except in cases where the Vice President for Student Services determines there exists “reasonable justification for exceptions directly related to the purpose of the organization.” The membership of student clubs and organizations must be composed solely of students enrolled in credit bearing courses at Grays Harbor College. 
5. Faculty, staff, and administrators may hold non-voting associate membership. 
6. Chartered groups may be organized to promote a purpose that fits within the mission of the college and is legal, which involves educational, recreational, or social interests. 
7. When a club becomes recognized, it agrees:
a. To abide by the ASGHC constitution and policies;
b. Not to present a demonstrated danger, act of violence, or disruption of any ASGHC activity or any college facility;
c. Not to violate state or federal laws;
d. That no individual member of the club will personally profit from any activity affiliated with the club, or use approved, budgeted ASGHC funds for any expenses unrelated to club needs, nor solicit funds for personal use from other club members.
e. If a student leader who receives a stipend is found in violation of these guidelines or has violated the GHC Student Rights & Responsibilities they will automatically be removed from office. 
8. Guests (anyone who is not enrolled in GHC credit) are welcome to club meetings as an invitee by the club. He or she cannot hold office, vote, or do any of the regular ongoing leadership duties required to keep a club running.  
9. Clubs are required to keep the following records, which may be requested for review by the ASGHC. 
a. Minutes of each meeting 
b. Current member roster with phone numbers and email
c. Copies of all receipts (Business Office and otherwise)
10. Failure to abide by Grays Harbor College policies and procedures, the ASGHC Constitution, and ASGHC Policies, will result in review and possible loss of ASGHC club charter status.  (See “Revoking ASGHC Club Recognition Status” for details.)  
Club Charter Process
In order to conduct business on campus, hold meetings, and present campus events and activities, a student club or organization must obtain official recognition from the Associated Students of Grays Harbor College (ASGHC). Club recognition guidelines are as follows: 
1. Pick up an ASGHC Club Charter Packet from the Student Activities Office (HUB West Wing), the ASGHC office, or online at www.activities.ghc.edu (search forms).
2. Read the packet and the ASGHC Constitution and thoroughly draft by-laws and fill out a Renewal of Recognition Form. Be sure to include the names and signatures of at least ten currently enrolled GHC students and the name and signature of an advisor. Please list a main contact person (club representative), including phone and email address. 
3. Please list contact information including an active email address of one club member who is willing/able to attend Club Coordinating Council (CCC) meetings. 
4. Turn in the forms to the ASGHC or Student Activities Office. 
5. A club representative must attend an ASGHC meeting and present the ASGHC with draft by-laws and a brief description of the club’s intent. The ASGHC officers may ask questions at this time. A decision will usually be made at the same meeting. 
How To Write A Club Charter
At first glance, writing a charter for your new organization may seem like a complex task. However, by following the format below and examining the sample charter on the following page as a reference you should be able to compose a charter which works for your organization. If you do run into a problem or have questions, contact the Coordinator of Student Activities for assistance. 
Your charter should be written clearly and simply, and should include the following: 
Article I Name of Organization or Club 
The name of this organization shall be…. 
Article II Purpose 
It shall be the purpose of this organization to (promote, organize, recognize, etc.) 
Article III Aims and Goals 
Statement relating the type of activities which the organization will sponsor or 
participate in while attempting to achieve the stated purpose. 
Article IV Membership 
This section should describe membership criteria and who is eligible for 
membership in the organization. Currently enrolled Grays Harbor College 
students are eligible for membership. Organizations will adhere to practices 
that are non-discriminatory.
Article V Decision Making Structure 
Describe the powers and duties of each of the organization’s officers and how 
they are elected or selected. Explain how and when organizational decisions 
are made. 
Article VI Amendments
Statements which describe the process necessary to amend or change this 
charter. Amendments to this charter must be approved by the ASGHC Student 
Council. 
Article VII Operating Procedures, By-laws, and Standing Rules 
Specific statements related to the organization’s day-to-day operations, and the 
general rules the membership must follow. 
Article VIII Meetings 
Regular meetings of this organization shall be held (monthly, bi-monthly, weekly, 
etc.). Specify who shall have the responsibility to notify members of the meeting 
and the method of notification used i.e. phone call, mailing, prior meeting, flyer, 
etc. Do you wish to meet during quarter breaks? Summer quarter? Will 
Robert’s Rules of Order be used to govern meetings of this organization? 
Article IX Dues (optional) 
Members shall pay dues in the amount of (x) on a monthly, quarterly, yearly 
basis. Specify who shall have responsibility for maintenance of the account 
and provisions for accounting procedures. 
Grays Harbor College Disclaimer
By recognizing a club, the college does not assume responsibility for the club’s action or activities, nor does it imply that the college in any way endorses the club’s stated aims, objectives, policies, or practices. Clubs may not lend their name to non-college groups for the purpose of procuring college facilities or services for non-college events. A club may not use the college name without the express written authorization of the college, except to identify its institutional recognition. 
Maintaining Club Status
1. Attend all ASGHC Club Coordinating Council (CCC) meetings: If a charter status is granted, a representative must attend 2/3 CCC meetings and be prepared to give a brief report of club activities and financial status. 
2. Membership Update: All clubs will complete an in-meeting update form at the beginning of each CCC meeting to update any executive officer or meeting time changes, and to report any upcoming activities. 
3. Maintain Club Membership: The club/organization must demonstrate student interest by maintaining a minimum membership roster of ten currently enrolled Grays Harbor College students. 
4. Follow ALL General Policies for Clubs (as explained on page 9) 
5. Renew Each Fall Quarter: Returning clubs file an updated Club Renewal Packet annually with the Student Activities Office. 
Revoking Club Charter Status
ASGHC may revoke or deny club charter status if the club: 
1. Does not abide by the ASGHC constitution and/or bylaws, or policies set in this packet; 
2. Commits an act(s) of violence; 
3. Fails to submit Club Renewal of Recognition, or attend CCC meetings; 
4. Disrupts campus activities or classes in session at Grays Harbor College; 
5. Violates state or federal law; 
6. Commits an action prohibited by the ASGHC as listed above; 
7. Does not abide by the Policies and Procedures set by Grays Harbor College. 
The ASGHC Vice President in an official email (with a copy placed in the club box) will notify the club representative and advisor when club charter status has been revoked. At this time, the club may appeal to the ASGHC Council to regain recognized status. If the ASGHC does not approve the appeal, the club funds, with the exception of revenue generated, will be returned to the general clubs’ budget, and the club will have to re-submit an application for recognized club status. 
Club Actions Prohibited by the ASGHC
1. Off campus bank accounts of any kind are not allowed. 
2. Personally profiting from a club or soliciting from club members is prohibited. 
3. The purchase - either with personal or S&A funds - and serving or selling of alcoholic beverages and/or illegal drugs at any club sponsored function, including meetings, conferences, and events is prohibited. 
4. Individuals not employed by Grays Harbor College are prohibited from serving as a club advisor. 
5. Unapproved fundraising activities are not allowed. (See “Fundraising Information” for details.) 
6. Food may not be purchased with club funds unless the event is open to all GHC students and thoroughly advertised. (See “Food Purchased with S&A Funds” for details.) 
7. Hazing of any kind will not be tolerated. 
8. Clubs may not discriminate on the basis of gender, sexual orientation, race, mental or physical disability, age, religion, marital status, or veteran status. 
9. Clubs/Programs may not use S&A funds for implementing fundraising activities for outside organizations (non-profits, political organizations, etc.) UNLESS it is part of their parent organization’s charter. 
10. Religiously affiliated clubs/programs may not use S&A funds for worship and/or proselytization. 
** Please read the entire ASGHC Constitution and by-laws for a complete understanding of ASGHC functions. You will be held responsible for any information presented in the ASGHC**
