NUTS AND BOLTS
O



https://www.downstate.edu/about/our-administration/finance/faculty-student-association/forms-documents/student-activity-fee.html
mailto:Schuyler.Hooke@downstate.edu
mailto:adam.burgman@downstate.edu?subject=WebInquiry%20Student%20Leadership%20Training
mailto:zainab.akanni@downstate.edu

Office of Student Life (OSL)

» Schuvler Hooke, Director of Student Life; Ext 2484

o Adam Burgman, Director of the Student Center and Student Activities;
Ext 32903

o Zainab “Zee” Akanni, Assistant Director of Student Activities; Ext 2485
» Nicole Alleyne, Student Center Desk Supervisor; Ext 2487

» Jacqueline Tonge, Desk Assistant Supervisor; Ext 2487

Faculty Student Association (FSA)

o Daniel Minnock, Staff Accountant; Ext 3187
e email the FSA Business Office Team



mailto:schuyler.hooke@downstate.edu
mailto:Adam.Burgman@downstate.edu
mailto:Zainab.Akanni@downstate.edu
mailto:Nicole.Alleyne@downstate.edu
mailto:Jacqueline.Tonge@downstate.edu
mailto:Daniel.Minnock@downstate.edu
mailto:FSABusinessOffice@downstate.edu?cc=Amy.Urquhart@downstate.edu;%20adam.burgman@downstate.edu&subject=WebInquiry%20Student%20Leadership%20Training
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As a recognized organization you have already agreed to:
Complement the university's mission and comply with all local, state and federal laws
Have a clear purpose
Involve activities that do not create undue risk or liability to the university
Create a name that clearly represents the function of the student group
Can’t have Downstate in front of the organization name
Have a stated mission and constitution on file with the Office of Student Life
Complete four Event Summary Forms (no more than 1 a month)
Complete one Community Service Form

Student o 1gjanizations must have at least (6) Downstate students as members in order to
complete the registration: President, Vice President, Secretary, Treasurer (4), plus two
members.

Must have a non-Trainee Downstate faculty or staff advisor
Manage budgets responsibly

Must attend the Student Activities Fair

Must have a Downstate.edu email account

Keep your Engage page up-to-date
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Must have the 4 main positions

President, Vice-President, Treasurer, Secretary
Vice-President can’t be a graduating student

All four members of the executive board can’t be from the same
graduating year/class

Cannot have co-presidents

You cannot be on the e-board for more than 3 student
organizations and only 1 student council

Must be a registered Downstate Student in good academic
standing

Can have as many additional e-board positions as you wish
Fill out the page two of the registration form



What is Engage?

1 stop shop for all Student Organization needs
Information is only viewable with a @downstate.edu login
Keep track of members for your club
Submit All Forms

o Club Registration, Room Request, Payment, Food/Soda Order and
more!

Advertise Events

o Each event has a QR code for attendance
When posting an event clubs choose between three options:
Campus Only —if co-sponsoring with a Council and in a big location
Member Only — all normal club events
Invitation Only — e-board meetings, events with specific attendees

Post photos from your events



REGISTRATION FORM

STUDENT ORGANIZATION REGISTRATION FORM
June 1, 2023 to May 31st 2024

Tame of

‘Name and Signature of the Faculty Advisor:

Organization’s Dovnstate Email Address (if applicabls):

i istration expin v May 3lst

In order to maintain ' contimie active ragistration orgamizations must re-register every vear and submit a new form
anviime leadership changes If vour ization fails to istration, your finds will be frozen and vour
organization will not receive any of the benefits granted to registered smdent orzanizations.

We do not recognize co-positions {1 person per position}

Wice-Prezident cannot be a graduating students {unless your program is enly 1 vear)

The four main exscutive board positions should not be students from the same sraduating year‘academic program
(unless your program is only 1 year}

Student Life is i rElagse your i ion o stk ofifces seeking i i your i
Student Lifl will mat COREIT i ian when requesied By parsontl, groups, iretions, o ather entities, ide
the Universite A5 executive afficers of this crpanization, we agree o adide by Smdens Lifk policies and procedures for Dovwnsame sudert
orgamizations, Devwnstae policies and dures, and the O T puidelinss. We ‘that vinlations of @y rule or regulation

of this orgarizari that &

ﬂ:_[.ﬁ' i e
act on behaif of the Universiye Studsmr Life is authorized 1o
gfficers are requi e in good academi

iration’s t of the above statements

School and Anticipated Grad Year:

‘Cell Phone =:

Schoel and Anticipated Grad Year:

‘Cell Phone =:

School and Anticipated Grad Year:

‘Cell Phone =:

School and Anticipated Grad Year:

Downstate Email Address: ‘Cell Phone =:

Is the organization affilisted with any non-SUNY Dovmstate entity? [ ¥ [l
If yes, what entiry and what is the ralstionshi

Approved-DMC Student Life By-
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» All Room Reservations are to be submitted through Engage

Room/Zoom Request Form - including off-campus events

Reserve space in ADVANCE!!!
Do not wait to the week of the event to reserve space

Reservable spaces in the Student Center:
Two Lounges (Main & Recover)
Basketball Court
Squash Court = o

Pati xﬁm
atio -I \/ AN
Three Conference Rooms

Reservable spaces in the BSB/HSEB/PHAB buildings
Certain conditions may require a Facilities Use Application
Carrells are not for Student Organization Events (Academic Only)
Master Calendar of Events

| “‘N‘

RESERVED



https://www.downstate.edu/education-training/student-services/student-organizations/_documents/room-request-form.docx
https://www.downstate.edu/education-training/medical-research-library/classroom-services/room-specifications.html
https://suny.resourcescheduler.net/rsevents/eventcal.asp?View=MONTH

Room Reservation

Must type and submit on Engage

o PLEASE SUBMIT 2-3 WEEKS AHEAD OF TIME!!!

o Ifrecurring, list all dates on one sheet and note it is
recurring

o  When reserving an event prioritize the dates you want in
order

« Ifyour first date isn’t available, you will be scheduled for the
first available date listed

Zoom/Hybrid
o Room preference Zoom

« If Hybrid, after we secure space on campus please re-submit
the zoom request

Off-Campus events must be approved

o  Please fill out the Off-Campus Event Request Form

SC Lounges, Patio, PHAB A-D, and
Auditorium/Atrium require a room set-up

o Work with Adam for SC Room set-ups.
o Work with Jacqueline for PHAB/Atrium Room set-ups

gm DOWNSTATE

p HEALTH SCIENCES UNIVERSITY

Student Organization Room/Zoom Request Form

One activity per request form:

Name of Contact Person: Today s Date:

Phone #: Email:

Name of Student Organization:

Name/Description of Activity:

Please list in order the date/Toom vou prefer Iz this a recurring event?
Date Frep Start Time —End Time  Clean-u #of Foo Foom
Tome © pIme’  people d Pref®
)
MEDIA REQUEST.

Claszroam Services Lse Oniy
Event= Rec'd Tnput Confirmed (ES0)

Event= Rec'd Tnput Confirmed avy

prep tima and clean-ap time will not appear on confirmation
rooan prefarances will be honorsd whensver possible, however, thers is no guaramtes

emu..edmpwmd D'nn‘lhnnom: nrd'.e:eq'l.&med..u m‘.dtn: Curricular ities far
51 be

-.':zsd_racL Vi will b natifi=d by the Dira "lmnﬂh Stn..am zr_tzlmﬂ\

Submit this form to Adam Burgman at_Adam.Burgman@downstate.edu



mailto:https://www.downstate.edu/education-training/student-services/student-organizations/_documents/council-forms/Off-Campus-Event-Request-Form.docx
mailto:Adam.Burgman@downstate.edu
mailto:Jacqueline.Tonge@downstate.edu

PRIVILEGES

» Registration entitles groups access to:
o The ability to request and receive funding

o Reserve space on campus for meetings/events
« Including:
o Zoom Meetings
o Off-Campus Events
Kahoot access
Event planning assistance

®
®
o Ordering food and drinks
e
e

Printing/posting flyers and faxing documents
Access to Engage to track members and advertise events




Required Statements for Flyers and Publicity

» All event publicity (flyers, emails, group chat posts or social media posts) must clearly
include the following bolded statements:

o For accommodations or questions regarding an event, please email
StudentCenter@downstate.edu. If your organization has a dedicated email, you can include it alongside the
Student Center email (e.g., StudentCenter @downstate.edu and yourclub@downstate.edu).

o Events sponsored by student clubs and organizations do not necessarily imply endorsement by
SUNY Downstate Health Sciences University of the views, opinions, or activities of the speakers,
presenters, or organizers.

o Ifyour event is funded using student activity fee funding, you must also include “Funded by the Mandatory
Student Activities Fee.”

» To help advertise events, the Office of Student Life will:
o Send a weekly listing of all student organization events for the following week.
« Club leaders must complete the Event Listing Submission Form to have events promoted on the
listing.
~ By noon on Thursday the week before your event

» Can ONLY post flyers on the bulletin boards

o The SC will print 10 copies of your flyer and share it with Res-Life
« You will be given a stapler and index card and the 10 approved locations to hang up flyers
«  Please staple all 4 corners to keep the bulletin boards looking presentable

o Do not use tape
o Do not cover up flyers that are already posted



mailto:StudentCenter@downstate.edu
mailto:StudentCenter@downstate.edu
mailto:yourclub@downstate.edu
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.gle%2FjfJ1xCMHsDEk1qob9&data=05%7C02%7CAdam.Burgman%40downstate.edu%7Cc85a885d51b5481b883608dd455db59c%7C22670793760f482993153e427c362e69%7C0%7C0%7C638742990966639225%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NlaxzVkt79zcBdVKGrsvrDmzjfqQseLSWHle0lfWcBA%3D&reserved=0
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Receive 10 copies in color upon request

Student Center (3 Flyers):
Bulletin Board by the Locker Room
Under the glass counter at the Information Desk
Glass Case by the SC main entrance (Key #224)

HSEB (4 Flyers):

5t and 6% floor — when leaving the elevator both hallways

BSB (2 Flyers):
One Bulletin Board by the Vending Machine
Bulletin closest to the calendar by Admissions/Bursar

PHAB Hall (1 Flyer):

ond floor (by the elevator)

Upon Request, I can share your flyer with the Nursing,
SOHP, and Res-Hall Departments for them to hang up



DOWNSTATE

Event Summary Form
Student Organization Name:
Individual Submitting Report:
Student or Club Email:

Event Name:

Event Date: Number of Participant:

1. Description of the event:

2. What was the goal of your event?

3. Did you work with another organization(s) or departments? If so, who and what was their role?

4. When did you start planning the event?

5. Did you achieve the goals of your event?

6. Were there any plicati in planning ting the event?

7. Would you recommend that your group repeats this activity? If so, what advice would you give
to next year's group to improve the event?

12

Must have 4 events from June 15t to
May 315t

Can’t have more than 1 event a month unless approved by
the OSL a full month prior

(Example you want two events in March, you need approval in
January)

An event is defined as program benefitting

the Downstate community
Movie night, guest lecturers, trivia, cultural events & more

It can be open to then entire campus or just your members
Events can be in person, off-campus, or

virtual
Events co-sponsored with the Student Center count
Off-Campus events need to be approved by the OSL

Event Summary Form

Submit on engage no later than two weeks after the event
All payment forms associated with the event
should also be submitted no later than two
weeks after the event
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Is defined as a service helping the non-
Downstate community

Fill out Room Request form to put it on
the master calendar

Minimum of 5 club members should
participate

Not a 1-person event
Must complete 1 community service
project from June 15t to May 315t

Submit on engage no later than two weeks after the event (1 group

per project)
Having trouble coming up with a community
service project?

=
o =
We are working on project guide = w D
. SSERVICES 2= 1L
The 1.3100d 'Drlve counts HELPING &zt RNEESi
Charity Drives count CHARITY VOEU NTEER:Z
Card Making DOES NOT Count COMMUNITY 2o DONATIO

ASSISTEDE &5 PERSON
==

qg DOWNSTATE

Community Service Evaluation Form
Student Organization Name:
Individual Submitting Report:
Student or Club Email:

Activity Name:

Activity Date: Number of Participants:

1. Description of the project and what were your goals?

2. How did you identify this as a community need?

3. Did you work with a partner organization? If so, who and include contact information?

4. Where did the Community Service take place?

5. Were any special skills needed? (Ex: taking blood pressure/administering flu shots)

6. How many people received your services or participated in your program?

7. Did you achieve the goal of your project?

'ou recommend that your organization repeats this activity? If so, what advice
give t g e



https://docs.google.com/spreadsheets/d/1248yHcagJdI6g9ctBflMlwxpIhWdX5QwQ4AxUKKuF34/edit#gid=0

14

Please fill out the form on Engage
No more than a two-week collection period

Canned food drives are permitted — items must be non-
perishable

Book drives are permitted — items cannot be textbooks

Toy drives are permitted — items must be new and
unwrapped

Clothing drives are permitted — items must be new/clean.
Please use gloves and trash bags when going through the
collection bins


https://www.downstate.edu/education-training/student-services/student-center/food-pantry.html
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Bring your organization to campus/virtual
events to promote team-building etc.

If you have an event idea and need help
executing it, we can help you!!!

Use the Student Center for meetings, programs,
fitness, and relaxation

Help us to know you!
Stop by and say hello
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