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Plymouth, NH 03264 
(phone) 603-535-2957 

(fax) 603-535-2795 
mjvoltisi@plymouth.edu 

 
 
Dear Plymouth State University Sport Club Officers and Members, 
 
As you know, Plymouth State University’s sport clubs are student-run and student-funded 
organizations (as with the case of most of the other higher educational institutions).  
Because they are student-run, your club will only be as good as you, the officers, decide it 
to be.  This is a lot of pressure on you as an officer.  Do not accept this position unless you 
are prepared to give your club and its members a one hundred percent commitment.   
 
The sport clubs on PSU’s campus are quite diverse.  They may differ in that some belong to 
a league, a national organization, only attend social events, compete nationally, never leave 
campus, win the championship, lose every game, never once compete, congregate once a 
week, practice 5 days a week, cost $5 to join, cost $300 to join, wear protective equipment 
from head to toe, wear no equipment at all, play on snow, play in a gymnasium, play on 
grass, kick, throw, shoot, spike, tackle, run, climb, pedal, chase, and/or punch.  One thing 
that is common amongst the clubs is that you are all a group of students with a common 
interest.  I encourage you all to attend your fellow sport clubs events whether it’s an 
instructional session on a Tuesday night or a competition with another school on a Saturday 
afternoon. 
 
I will be expecting a lot out of you, as the officers of your club.  This may very well prove to 
be quite a challenging year as we look to make some significant changes in the 
management and operations of sport clubs.  I ask for your patience, your commitment, and 
your cooperation as these new policies and procedures take effect.  I believe that it will 
better the quality of our sport clubs and benefit you as a student. 
 
If you have any questions or comments throughout the course of the year, please, do not 
hesitate to swing by my office (room 115 in the HUB), give me a call (X2957), or shoot me 
an email at mjvolitis@plymouth.edu.  I will always do my best to help you and your clubs 
with any issue.   
 
I wish you all the best of luck this academic year! 
 
Stay Smiling and Active, 
 
 
 
Matt Volitis 
Asst. Coordinator of Recreation Programs 
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I. HOW TO BECOME A CLUB 
 
Students wishing to establish a sport club at Plymouth State University must fill out a New 
Sport Club Request Form (see Appendix Q) and turn it in to Matt Volitis, the Assistant 
Coordinator for Recreation Programs.  At the next meeting after the form was turned in, the 
Sport Club Council (SCC) will discuss the organization, its benefits, the number of 
individuals interested, and the likelihood of entertaining such a sport club under Recreation 
Programs.  Once this occurs, and the students have been given approval to do so by the 
SCC, the following procedure must take place: 
 
Step 1 
 Attract potential members.  At this point, this club will be considered an “Emerging 
Club” according to the Students Activities Office.  When a student or group of students is 
interested in developing a new club or organization on campus, they will have 16 academic 
weeks (not to include winterim, Spring Break, or summer) from the time they initiate/obtain 
the permission from the SCC to seek official recognition as a student organization from 
Student Senate.  Contact with Student Senate and the Assistant Coordinator for Recreation 
Programs must be initiated by a student – not a faculty, staff, or Plymouth community 
member.  During this 16-week period, the group is given some of the benefits of recognized 
groups. 
 Emerging groups who do not receive the recognition with the 16-week incubation 
period will no longer receive the benefits of emerging groups, but may continue to move 
forward toward recognition without logistical assistance.  Continued advertisement from the 
HUB staff will be at the discretion of the Assistant Coordinator of Student Activities – 
Programming. 
 
Emerging Groups will receive the following benefits: 

·  Posting of fliers for the 16 academic weeks. 
·  Mailbox for the 16 academic weeks. 
·  Reserving room for organizational meetings ONLY for the 16 academic weeks. 
·  50 free fliers from the Panther Print Shop. 
·  Promotional table at either the Fall or Spring Student Activities Fair (whichever 

falls within the 16 academic week timeframe of emerging group status). 
·  One-time table in the HUB Pawsway for the purpose of promoting the group’s 

emergence. 
·  One-time banner in the HUB Fireplace Lounge for the purpose of marketing the 

group’s emergence. 
·  The advertisement and support of the HUB staff members. 

 
Step 2 
 Write an acceptable Constitution and By-Laws.  Within 4 weeks of approval from 
the SCC, the group must hand in the first draft of the Constitution and By-Laws to the 
Assistant Coordinator for Recreation Programs and the SCC will review this at their next 
scheduled meeting.  An outline of a sample Constitution and By-Laws in the appendix 
section of this handbook (see Appendix A).  Mandatory sections of the Constitution include: 
a statement of discrimination and the statement of limitation of membership to only 
Plymouth State University students, faculty and staff. 
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Step 3 
 Obtain a full-time faculty/staff advisor.  Although the Assistant Coordinator for 
Recreation Programs will be your administrating advisor, your club will need to find a 
faculty/staff advisor who is going to take specific interest in your activity and act as a 
resource for your Sport Club.  This advisor is a good resource as you work on your 
Constitution and By-Laws.  Your advisor’s duties include, but are not limited to: 

1.) Ensuring that the club is abiding by Recreation Programs, Plymouth State 
University, local, state, and national policies and procedures. 

2.) Insuring that the club is working towards its goals and following its constitution 
and bylaws. 

3.) To advise (not to decide) financial matters dealing with the club. 
4.) Attend and be accessible at events sponsored by the club.  The club advisor is 

NOT required to attend all, or any, practices. 
5.) To always serve and advise the club; they should not sit in judgment. 

 
Step 4 
 Submit the Constitution and By-Laws to the Judiciary Committee.  The Judiciary 
Committee may ask for representation from your group to be present to answer questions 
regarding issues such as the nature of your group and the need for such an organization on 
campus. 
 
Step 5 
 Submit the Constitution and By-Laws to Student Senate for review.  The full 
Student Senate will review the Constitution.  The Student Senate will then vote on the 
proposed organization©s request for recognition. If the vote is in favor of the organization©s 
recognition, the Parliamentarian will then submit a copy of the group©s constitution and a 
letter outlining the Senate©s approval of recognition to the University President. 
 
Step 6 
 Meet with the Assistant Coordinator for Recreation Programs.  This meeting will 
consist of receiving the required forms that the members of your club need to have on file, 
facility issues, expectations of both the officers and the members, and, but not limited to, 
questions that you may have as you start your quest as a new sport club. 
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II. ACCOUNTABILITY 
 
A. Risk Management 
 The following precautions will be taken to ensure the safety of all participants: 
 

·  Absolutely no practices, competitions, or events will be scheduled until the required 
forms have been completed and returned to the office of the Assistant Coordinator 
for Recreation Programs (HUB 105). 

·  All clubs will be required to have a minimum of two (2) members certified in First Aid 
and CPR and have at least two of those members be at ALL practices and events. 

·  Field and facility inspections should occur prior to EVERY practice, competition, or 
event and problems reported to the Assistant Coordinator for Recreation Programs or 
to the administration in the PE Center when appropriate; DO NOT use equipment or 
facilities that appear unsafe. 

·  All injuries suffered during practices, competitions, or events MUST be reported to 
the Assistant Coordinator for Recreation Programs within 24 hours of injury and the 
appropriate forms must be filled out (see Appendix C). 

·  All clubs hosting a competition or event at Plymouth State University must have 
emergency personnel on hand if deemed appropriate by the Assistant Coordinator 
for Recreation Programs at the expense of the hosting club.  An EMT Contract (see 
Appendix M) form must be filled out 48 hours prior to event. 

·  All clubs hosting will need to have access to a cellular phone. 
·  Hosting club officers and members know the phone number for campus police (603-

535-2330). 
·  All members of a visiting club are members of the said organization (e.g.: Keene 

State Men’s Rugby team is made solely of Keene State University affiliates) in 
compliance with that school’s membership requirements.  Inform visiting clubs of this 
policy and make sure to hand in a Visiting Organization Agreement (see Appendix 
R).  

·  Participants are REQUIRED to carry personal health insurance and indicate that they 
are indeed covered when signing the Waiver Form (see Appendix F) prior to any 
participation. 

 
 
B. Standards of Conduct 
 
 PSU Sport Clubs have an obligation as a student organization to conduct their selves 
in a manner that is compatible with the University’s philosophy and function as an 
educational institution.  Each club will be expected to maintain a high standard of conduct 
and represent Plymouth State University appropriately.  Inappropriate conduct and actions 
by a team OR AN INDIVIDUAL will jeopardize the club’s status as a Plymouth State 
University student organization.  Any of the following activities or actions aiding any of the 
following constitutes as misconduct for which a student found in violation, may be subject to 
administrative action or disciplinary action in addition to any civil action which may be 
appropriate.  Recognized student organizations and their individual members may be held 
responsible to the following: 
 

·  Physical or mental abuse of any person or conduct which threatens or endangers the 
health or safety of any other person. 
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·  Any conduct which violates the university’s policy prohibiting harassment. 
·  Unauthorized use, possession, damage, destruction, or theft of public or personal 

property. 
·  Unauthorized use, entry, or occupancy of any university or University facilities. 
·  Unauthorized use or alteration of safety or other emergency equipment. 
·  Use, possession, sale, or transfer of narcotics or illegal drugs, except as expressly 

permitted by law. 
·  Forgery, alteration, or the unauthorized use of University documents, records, or 

identification. 
·  Any activity which is lewd, indecent, or obscene. 
·  Any behavior which is constituted as computer fraud. 
·  Failure to comply with verbal or written instructions of College or University Officials 

acting in the performance of their duties. 
·  Violation of Plymouth State University’s alcohol policy. 
·  Transfer, use, or possession of explosives, fireworks, or firearms. 
·  Obstruction or disruption of local, state, or federal law. 
·  Any activity which substantially threatens or interferes with the maintenance of 

appropriate order and discipline in the operation of the college or university, or any 
conduct on the college or university’s property or in connection with a college or 
university’s activity which violates the right of others. 

 
All members of Plymouth State University’s sport clubs must sign a Player Code of 
Conduct (see Appendix N) prior to participating. 
 
 
C. Discipline Process 
 
All sport clubs have an obligation to operate within the rules and regulations set forth by 
Plymouth State University, Recreation Programs, and the Student Organizations Handbook.  
Any violation of the rules, regulations, and recommendations listed in this handbook and 
those set forth by Recreation Programs, may result in disciplinary action.  The severity of 
the violation will determine the course of action.  If an alleged violation occurs: 

1.) The Assistant Coordinator for Recreation Programs arranges a meeting with the 
violator(s) and the Sport Club Council (SCC). 

2.) The Assistant Coordinator for Recreation Programs arranges a meeting with other 
individuals who may have witnessed and the SCC. (Preferably these meetings will 
be held back to back for ease of scheduling). 

3.) The Assistant Coordinator for Recreation Programs will determine how the incident 
will be resolved, while strongly taking into consideration the recommendations of the 
SCC.  The Assistant Coordinator for Recreation Programs may utilize a meeting with 
the Director of the Hartman Union Building or the Judicial Programs Office.  NOTE: If 
it is a possibility for the outcome of a violation to result in disciplinary probation, 
suspension, or expulsion from school, the case MUST be referred to Judicial 
Programs.  The avenue for resolving any other incident may be determined on a 
case by case basis between the consultation of the Assistant Coordinator for 
Recreation Programs, the Director of the Hartman Union Building, and the 
Coordinator of Judicial Programs. 

4.) Aspects that will be taken into consideration: 
·  The attitude(s) of the club member(s). 
·  Any past disciplinary records of the club member(s) or the club as a whole. 
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·  The severity of the damage, injury, or harm that resulted. 
·  Whether the violation involved an action directed at another because of his or 

her race, religion, ethnicity, or gender. 
·  The club member(s) honesty, or lack thereof, and cooperation with the SCC 

during the course of hearings and investigation. 
 
Possible disciplinary actions that may be imposed through Recreation Programs, but are not 
limited to (taken directly from the Recreation Programs Disciplinary Info from Judiciary 
Programs): 

1.) Written warning. 
2.) Probation as a functional sport club (committing any violation while on probation 

could potentially result in termination of the club for any amount of time, in addition 
to revoking any or all Recreation Programs privileges including the Fitness Room, 
Court Room, Cardio Theatre, Intramural Sports, Group Exercise classes, or 
participation on another sport club team). 

3.) Loss of club funding. 
4.) Loss of facility practice or game reservations. 
5.) Referral to Judiciary Programs or Campus Police. 

 
A recognized student organization and/or its members collectively or individually (when 
acting as a part of an organization) may be held responsible for violations of the Student 
Code and when appropriate be subjected to disciplinary action.  Any complaints filed with 
Recreation Programs, or Student Activities, may be dealt with in accordance with the 
procedures in the Student Code.  
 
 
D. Appeals Process 
 
The appeals process exists to ensure that all disciplinary actions taken against student 
organizations, including sport clubs, are equitable. Decisions made by the Assistant 
Coordinator of Recreation Programs may be appealed to the Director of the Hartman Union 
Building.  To file an appeal: 
 

1.) Written notification from the club’s president to the Director of the Hartman Union 
Building indicating the club’s rationale for the appeal and any circumstances 
related to the situation that caused the infraction must be submitted within 3 
working days of the decision by the Assistant Coordinator for Recreation 
Programs. 

2.) The 3-day period begins when the club was sent written notification of the 
disciplinary action being taken. 

3.) The Director of the Hartman Union Building will notify the club of the ruling on the 
appeal after investigating the situation and may uphold, reject, or modify the 
action taken by the Assistant Coordinator for Recreation Programs.   

4.) Certain cases may require the Director of the Hartman Union Building to refer the 
case to the Vice President of Student Affairs. 

5.) The decision by the Director of the Hartman Union Building is final. 
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III. Sport Club Council 

 
A. Mission Statement 
 The Plymouth State University Sport Club Council (SCC) is a student-based council 
that unifies, monitors, represents, and makes recommendations for the benefit of the whole 
sport club program.  The SCC allows growth and ensures students leadership opportunities 
in the sport club program while enforcing and creating policies for the good of the sport 
clubs and their members. 
 
B. Structure 

·  The SCC will be made of 1 rep from each club.  It is mandated that this person 
has at least one year experience as a Plymouth State Sport Club officer.  This 
individual may be a second year officer in addition to a SCC representative. 

·  For first year clubs, the SCC rep will be voted in by the existing SCC members.  If 
the SCC does not vote in that specific SCC candidate (by a majority vote) from 
the said new sport club, the club must nominate another club member to be voted 
in. 

·  Clubs’ SCC member who isn’t fulfilling their duties with the SCC must supply 
another candidate via process above.  That club’s funds will be frozen until a new 
SCC member is instated. 

·  The SCC is responsible for, but included to: 
�  Attending Sport Club Classifications hearings and physically classifying 

the club upon conclusions of the hearings. 
�  Attend hearings on any discipline that may arise during the course of 

the year and provide recommendations.  These recommendations will 
be taken seriously by the Assistant Coordinator for Recreation 
Programs when in the decisions making process. 

�  Any appeals that are presented in regards to the Sport Club program 
with the exception of disciplinary appeals (these appeals go directly to 
the Director of the Hartman Union Building). 

�  Policy or procedure changes that may need to take place within the 
Sport Club program. 

�  New club applications and approval prior to their request to the Student 
Senate. 

�  Publicity and marketing of Sport Clubs. 
�  Instilling a training program for future council members. 

 
C. Benefits of serving on the SCC: 

·  It is a place to voice concerns, comments, questions, and ideas. 
·  Excellent resume builder. 
·  By showing that the students have instilled a Council specific to sport clubs show 

that you are concerned with a top-notch operation and therefore easier to gain 
institutional support. 

·  This council will represent a large group of the student body. 
·  Provide assistance to the Assistant Coordinator for Recreation Programs. 
·  Builds continuity among the entire sport club program. 
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IV. Sport Club Levels and Alignment 
  
 The last Monday of March, the Tier Status Application (See Appendix O) is due.  
Failure to turn in an application will automatically tier your club as Contingent for the next 
academic year.  Following the hearings, the SCC will meet to discuss the tiers of the sport 
club program for the next academic year.  It would be in your best interests to keep a 
running journal of your club’s adventures for the year so that when application time comes, 
you aren’t rushing the process and you have accurate information. 
 
A. Tier System:  
 The Plymouth State University Sport Clubs shall be in a tier system according to 
compliance to the policies and procedures set forth by Plymouth State University Recreation 
Programs.  The four tiers shall be Committed, Active, Contingent, and Emerging.  This 
structure is intended to provide objective criterion for the budget allocation process and to 
clarify administrator’s expectations. 
 The SCC will review all sport clubs’ status after hearings that will be held on the first 
Monday of April.  Each club is required to hand in a Tier Status Application (see Appendix 
O) by the last Monday of March.  Failure to do so will automatically classify the club as 
Contingent. 
  
Below are definitions and explanations of what is expected by clubs in each tier:  
 
 Committed – the highest level; these clubs will have strong leadership, organization, 
and are exemplary in representing Plymouth State University.  They are fiscally responsible, 
get all paperwork done in a timely fashion, has displayed effective club operation for an 
extended length of time, and represent Plymouth State University in a positive manner.  In 
addition, clubs at this level must demonstrate evidence of smooth officer transition.  These 
clubs also have priority with all facility reservations including the HUB and the PE Center in 
regards to other Sport Clubs.  It is mandated that this club fundraise at least 10% of its 
annual budget granted by the Student Senate in order to maintain Committed status.  In 
addition, clubs must also provide 5 hours of community service per 4 club members in order 
to maintain their Committed status.  For example, a club with 28 members will be expected 
to do 35 community service hours as a club; 40 club members will need to do 50 hours as a 
club. 
 
 ***In no way is this level restricted to clubs that are competitively orientated or 
according to how successful a club is.   
 
 Active – these clubs are organized, have good leadership, and have established a 
solid base and reputation.  In addition, a club at this level must also demonstrate smooth 
officer transition.  A large portion of this club’s funding may be from the Student Senate.  It 
is expected that this club fundraises 5% of annual budget, along with continued compliance 
with all policies instilled by Plymouth State University Recreation Programs.  These club’s 
have second priority in regards to facility reservations. 
 
 ***A sub-spectrum classifies clubs within Active: Active +, Active, and Active –.  The 
SCC feels that most clubs will fall under Active and this will better tier the clubs – keeping 
them from either Committed or from Contingent. 
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 Contingent – have had a challenging year and need to reorganize, or need to 
reestablish their selves following disciplinary problems.  A club at this status has limited 
traveling activity and funding; they must prove themselves by establishing effective club 
leadership and administrative responsibilities.  ALL financial transactions must go through 
the Assistant Coordinator for Recreation Programs prior to spending.  A large portion of the 
club’s funding may be self-sustained including membership dues and fundraising.  This 
club’s facility reservations are considered after the “committed” and “active” clubs have 
been scheduled. 
 
 Emerging – have just been admitted as a PSU Sport Club through the SCC and the 
Student Senate.  These clubs are eligible for “Club Development Funds” through Student 
Senate, with a maximum amount of $300.  Clubs at this tier level may present their following 
fiscal year’s budget proposal to the SCC, but may not access it for one year after their 
official date of recognition.  Additionally, clubs at this tier will be eligible to be re-tiered after 
24 academic weeks (a semester and a half) of official recognition date, while operating as 
the lowest priority for facility reservation, completing ALL administrative duties, and, but not 
limited to, attending ALL meetings.  Sport Clubs at this tier may or may not compete its first 
year. 
 
 
B. Objective and Measurable Points (including but not limited to): 

·  The club’s purpose and activities continue to be consistent with that of 
Plymouth State University Recreation Programs. 

·  The club is a registered and recognized club with Plymouth State University, 
Student Organizations, and Recreation Programs. 

·  Was represented at ALL mandated meetings. 
·  At least 2 club members are First Aid/CPR certified and documentation has 

been provided to the Assistant Coordinator for Recreation Programs. 
·  ALL appropriate forms were filled out properly and returned to the Assistant 

Coordinator for Recreation Programs and ON TIME. 
·  Club was involved in the minimal community service hours and handed in a 

Community Service Verification Form (see Appendix S). 
·  The club has evidence of responsible training of newly elected officers, 

elections occurred prior to the budget process and the new officers were 
present at the allocation presentation. 

·  Planning at least 1 month prior to event date time for special events. 
·  Reports injuries within 24 hours and turns in Accident Reports to the 

Assistant Coordinator for Recreation Programs within 48 hours  
(see Appendix C). 

·  Fundraising percentage of overall allocated budget. 
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V. Membership 
 
A. Officers 
 Your club is only as good as its officers.  If you aren’t prepared to take on this 
responsibility, step down and let someone else take on the job. 
 At the start of EACH SEMESTER an Officer’s Affidavit (See Appendix I).  
Additionally, at the end of each semester, prior to the last day of finals, a Semester 
Summary Report (See Appendix L) is due. 
 
B. Smooth transition of officers 
 Smooth transition can make or break a club.  Proper training and education should 
be practiced by outgoing officers to assure that the club will remain in good hands.  It is 
strongly suggested that clubs who choose to elect officers once a year do it in 
February.  The reason for this is that new officers have the energy to conduct club duties in 
the Spring Semester.  Too often, papers, duties, and expectations get lost during the 
summer, which makes the start of the Fall Semester unnecessarily difficult.  Additionally, the 
summer rejuvenates energy for the Fall Semester’s club business.  It is also suggested to 
have a “Survival Binder” to pass on to the next set of officers.  This binder may include: 

·  Important contact numbers including Assistant Coordinator for Recreation Programs, 
EMT/Athletic trainers, people you’ve contacted for donations, other 
University/university contacts, etc. 

·  Evaluations of and ideas for fundraising, special events, marketing, recruitment, etc. 
·  Old fliers 
·  Budget summaries 
·  Needs for the upcoming year 

 
The more you add, the easier and smoother the transition becomes! 
 
C. Eligibility 
 

·  Any faculty, staff, or student (full or part time) is eligible to participate on a Plymouth 
State University sport club.  If your specific league or union affiliation, stipulate 
differently, you must comply with their standards.   

·  Each sport club member MUST carry their own personal insurance and have that 
documentation on file with the Assistant Coordinator for Recreation Programs prior to 
any physical involvement with the club.  Failure to comply will attach serious 
repercussions.   

·  Each member must fill out a Waiver Form (see Appendix F) and a Code of 
Conduct Form (See Appendix N). 

·  Plymouth State University students who are club members and under the age of 18 
must get a parent to also sign the waiver. 

·  Varsity athletes are not eligible in the same or related sport (Varsity baseball player 
could not participate on the club softball team). 

·  Students who were cut or dropped from a varsity sport are immediately eligible.  
Students who quit or removed from a varsity sport ARE NOT eligible for one year. 

Sport clubs may determine their own membership rules in addition to the above guidelines.  
Additionally, clubs may not deny membership based on skill level, however may designate 
“A” and “B” teams or “Travel Team”, for example. 
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VI. Financing, Purchasing, Payments, and Withdrawals 
 
A. Allocation Process 
 Every year about the first week of February, each sport club will present their next 
fiscal year’s budget to the Sport Club Council.  The Sport Club Council will evaluate each 
budget proposal and reply with recommendations to add or subtract certain parts of the 
request.  Within the next week, another meeting will be set up to finalize and summarize 
each club’s budget as the SCC will present them all to the Student Senate Allocations 
Committee at the end of February. 
 The Assistant Coordinator for Recreation Programs is ALWAYS willing to sit down 
with you and your club to discuss your presentation.  It’s as simple as finding a common 
time for everyone to meet.  
  
B. Getting Allocated Money 
 For Committed and Active Status Clubs:  For items you wish to obtain, registrations 
that need to be paid, and any other financial transaction, go to Student Accounting (bottom 
floor of Speare).  You will need proper documentation (website information, catalog, 
invoices, etc.) in hand.  Please do not go there unprepared.  Remember, for any apparel 
purchase, the Assistant Coordinator for Recreation Programs needs to approve all requests.  
This is to make sure that the club is in compliance with the University’s usage of the logo. 
 For Contingent Status Clubs: In order to make transactions with club funds, you need 
to fill out the Allocation Funds Request Form (see Appendix G), hand that in to the 
Assistant Coordinator for Recreation Programs with the order form filled out, a proper 
invoice, appropriate receipts, or whatever the money requested is going towards.  The 
preferred method is NOT reimbursement, but is an option.  The Student Accounting 
professional will not make any transactions without the signature of the Assistant 
Coordinator for Recreation Programs. 
 Planning two weeks prior to when you need the money is a good rule of thumb and 
strongly recommended.  There are a number of hoops that we need to go through, so 
appropriate time is appreciated. 
 
C. Receiving Donations 
 In order to accept donations, clubs must insure that they receive the gifts in 
accordance to the donor’s specifications.  If an individual or company makes a donation to 
your club and would like to receive a tax write-off for their donation, you need to bring the 
money, the person’s or the company’s name, address, and phone number to Student 
Accounting.  They will in turn, give it to the Advancement Office who will make the 
donation tax-deductible for the individual or company and send the donor the proper tax 
benefit form.   
  
If your donor does not wish to receive a tax benefit for their donation, simply bring the check 
to the Student Accounting professional for deposit.  Checks can be made out to: 
 
 Your Club Name 
 Your Club Suite Box 
 19 Highland Street 
 Plymouth, NH 03264 
 
 Please allow for 2 weeks for the funds to be deposited into your club account.  
Please be sure to send a thank you letter to your donor from the club. 
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D. Reimbursements 
 Personal reimbursements are not a preferred method of payment (see Appendix P). 
 
 

VII. Fundraising 
 
 This is a good way to raise money for your club and to avoid charging membership 
dues.  Also, in order to be considered a Committed club, you need to fundraise at least 
10% of your allocated budget.  Be creative and, perhaps even more importantly, timely in 
your fundraising.  For example, don’t bake sale people to death or conduct a flower sale 
right after Valentine’s Day.  See the Assistant Coordinator for Recreation Programs for 
fundraising ideas if you need help. 
 Collecting dues is a good idea for your organization.  It puts value to what your club 
members are investing.  Upon collection of dues, simply make the deposit with Student 
Accounting.  The amount of the club dues are solely up to the officers of the club. 
 
 
VIII. Coaches 
 
A. Responsibilities and Expectations of Coaches 
 

1.) Any club that wishes to utilize the expertise of a coach must have the desired 
individual complete an Application to Coach (see Appendix U) and submit to the 
Assistant Coordinator for Recreation Programs.  The coach MUST BE certified in 
first aid and CPR.  Additionally, the coaches may come to the First Aid/CPR 
sessions hosted by Recreation Programs. 

2.) If you are having a returning coach, they still must fill out an Application to 
Coach each year. 

3.) The selection of a coach is the responsibility of the club but is subject to approval 
by the Assistant Coordinator for Recreation Programs.   

4.) The coach must restrict his or her involvement with the club to teaching and 
coaching in practice and competition.  This individual must not participate in other 
areas of management. 

5.) It is the responsibility of the coach to carry their own health, personal, car and 
travel insurance. 

6.) The coach must understand and accept the philosophy of the sport club program 
and be aware that the club officers have the right to terminate any relationship. 

7.) It is recommended that Plymouth State University students, faculty, staff, and 
affiliates get preference before non-affiliates. 

8.) All coaches, whether paid for volunteer, must sign a Coach’s Contract (See 
Appendix V). 

 
B. Affiliation with the University 
 Coaches of Plymouth State University’s sport clubs are considered independent 
contractors.  If a paid position, they are paid a flat fee and tax reporting responsibility falls 
on the coach.  The individual club, and its officers, set the parameters of the contract.  The 
coach must have their own personal, health, travel, and auto insurance.  Coaches are not 
eligible for any University employee benefits. 
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IX. TRAVEL 
 
A. Travel Expectations 
 
Developing safe and prudent travel plans help to secure a successful club trip.  Below are 
procedures required for club travel plans in private AND commercial vehicles.  
Responsibilities include: 

1.) All travel arrangements are the responsibility of the club president/officers and a 
Travel Itinerary (see Appendix E) must be completed prior to each trip and 
turned into the Assistant Coordinator for Recreation Programs AT LEAST 48 
hours prior to travel. 

2.) Treasurer must be sure that the club has sufficient funds in their account to cover 
the cost of travel.  Being fiscally irresponsible is unacceptable and will attach 
repercussions. 

3.) Expenses that will be reimbursed must have a receipt and a Reimbursement 
Form (see Appendix P).  No exceptions.  It is the preference that members plan 
well enough ahead of time to avoid reimbursements. 

4.) If using rented vehicles, be sure to understand the rental agreement.  Some 
agencies will only rent to individuals minimum 25 years of age. 

5.) If using personal vehicles, all mandatory paperwork is still required.  Using 
personal vehicles is NOT a preferred means of travel. **see SPECIAL NOTE 
below 

6.) In the event that a club or organization is traveling or may travel with an individual 
with disabilities, it is mandated that a club or organization provide 
accommodations for this individual. 

7.) Traveling clubs may bring a Recreation Programs issued First Aid Kit with them.  
It is recommended that you only use what you need as your club’s account will be 
charged with whatever you use. 

 
**SPECIAL NOTE:  When traveling in private vehicles, to comply with your 
required NIRSA insurance, travel must be paid using your cash advance or 
reimbursed from gas receipts.  SAVE YOUR GAS RECEIPTS! 

 
B. Money for Travel 
 You may request a cash advance up to $200.  Within 2 days of returning from your 
away event, each and every penny must be accounted for by receipts or the difference will 
be made up by the club officer signing the request form.  Repercussions include losing the 
opportunity to utilize the cash advance and/or further reprimands if necessary.   
 
C. Reimbursement 
 See Reimbursements on page 14. 
 
D. First Aid Requirements 
 You will be required to travel with a medical first aid kit.  If you use a Recreation 
Programs medical kit, don’t use any of the items that you don’t need because you will be 
billed for everything that you use.  Items will be counted before you leave and after you get 
back. 
 Also note that there must be at least two persons traveling that is certified in first aid 
and CPR (this person MAY be your coach).  American Red Cross classes will be offered at 



�� � �

the beginning of each semester free of charge.  You will need to pay approximately $5 for 
your certification card(s). 
 Additionally, it is mandatory that each traveling club has the medical history of 
everyone traveling.  It is recommended that you turn in a Personal and Emergency 
Contact Information Form (See Appendix J) with the Assistant Coordinator for Recreation 
Programs of people who aren’t members of the club, but you know will be traveling with you 
on a regular basis (e.g. significant others, advisors, coaches). 
 
E.  Incidents 
 Basically, anything that happens that wasn’t an injury is an incident.  Common 
incidents that need to be reported are coaches or players getting ejected from a 
competition, an altercation between club members at a practice, broken door/glass from a 
ball, being treated rudely by the hotel front desk attendant, etc.  In such cases, an Incident 
Report (See Appendix D) is due to the Assistant Coordinator within two working days of the 
incident. 
 
 
 
 
 
X. PUBLICITY AND PROMOTION 
 
A.  Policies and Ideas 
 The Assistant Coordinator for Recreation Programs must approve ALL fliers,         
t-shirts, bumper stickers, press releases, etc.  How you decide to promote and publicize 
reflects the program and the individuals who operate the program, therefore, this is very 
important.  The Assistant Coordinator for Recreation Programs will not decide how to 
publicize and promote but merely whether or not it reflects Plymouth State University, 
Recreations Programs, and the sport club in an appropriate manner. 
 Recognized sport clubs have the following benefits to publicize and promote: 

·  Posting of fliers in the HUB upon approval of the Assistant Coordinator for 
Recreation Programs (or The Administrative Office in HUB110).  Posting will 
be stamped, dated, and approved by an administrator.  A maximum of 10 fliers 
may be posted for a maximum of 2 weeks and must be put up on approved 
bulletin boards only (denoted “General Campus Events” or “Sport Clubs”). 

·  Room reservation for meetings/programs in the HUB.  This is done through the 
online Reservation system.  For help or instructions, contact the Assistant 
Coordinator for Recreation Programs.. 

·  Table reservation in the HUB.  This is also done through the online Reservation 
system. 

·  Hanging banners in the HUB and specifically in the Fireplace Lounge.  The 
banner must be approved by the Assistant Coordinator for Recreation Programs, 
additionally by a professional in the Administrative Office (HUB110), and each 
banner has a one-week life span. 

·  Identification at University events and programs (Intramural Sports, Homecoming, 
etc.) 

·  All clubs should set up tables at both the Fall and Spring Student Activities Fair.  . 
·  Table tents may be placed in the Snack Bar and Prospect Dining Hall.  Again, the 

Assistant Coordinator for Recreation Programs must approve each table tent and 



�� 	 �

the template from the Panther Print Shop must be used.  You may also want to 
share a table tent with other organizations to cut down on costs.  Recreation 
Programs has always got something to say and something to promote including 
Intramural Sports and Group Exercise.     

·  The Clock has a sports editor who covers intercollegiate, as well as sport club, 
athletic events.  Feel free to invite the sports editor to your event.  In discussions 
with a reporter of the school newspaper, make sure to be tasteful and tactful in 
what you say.  Remember, you are representing your school, your club, and 
Recreation Programs.. 

·  Each club will be provided a website through Recreation Programs webpage, and 
will be governed by the Assistant Coordinator for Recreation Programs.  Simply 
fill out the Website Information Update Form (see Appendix H) and turn in to 
the Assistant Coordinator for Recreation Programs and the information will be 
updated as soon as possible. 
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Constitution Example 
 

Sport Club Name 
 

Preamble 
 

An introductory statement no longer than two or three sentences stating the reason for 
intent of what follows in this Constitution. 

 
 

ARTICLE I 
Name 

 
The name of this organization shall be [-------], herein after referred to as [-----]. 

 
 

ARTICLE II 
Membership 

 
**SPECIAL NOTE:  All organizations must be open to all students and the organization or 
its membership cannot discriminate because of race, color, religion, sexual orientation, or 
handicap.  Exception is a sex specific sport in which all efforts will be put into including such 
individuals regardless. 
 

Section 1. Eligibility:   
State in complete sentences the qualifications for membership, such as: "All regular day 

students of the University shall be eligible for membership" 
 

Section 2: Active Membership. 
State in complete sentences the qualifications for "Active" or "Voting" membership in the 

Organization. 
 

Section 3:  
If necessary, describe another class of membership, such as "Inactive". 

 
Section 4:  

It is not advisable to have more than four classes of membership. Keep the structure as 
clear and simple as possible. 

 
 

ARTICLE IV 
Officers 

 
Section 1: Number and Method of Elections: 

(The name of organization) shall elect from the active membership a President, Vice 
President, Etc. at the second to last meeting of the semester. Indicate further if any special 

form of ballot is to be used, if any special procedure is to be used, and who is eligible to 
hold office. 
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Section 2: Duties of Officers: 
 

A. The President shall: 
1. Preside over all meetings of (name of organization). 

2.Etc. 
 

B. The Vice President shall: 
1. Preside over all meetings in the absence of the President. 

2.Etc. 
3.Etc. 

 
List all of the duties and obligations of each of the officers. 

 
Section 3: Term of Officer:  

Indicate in complete sentences how long each officer is to serve, if officers may be re-
elected to the same office, etc. 

 
Section 4: Impeachment of Officers:  

Indicate in complete sentences if officers may be impeached, grounds for impeachment, 
procedure or impeachment. 

 
ARTICLE V 
Committees 

 
Section 1: Standing Committees:  

State, in one sentence, the standing committees of your organization. 
 

Section 2: Duties of Standing Committees: 
A. The Constitution Committee Shall: 

1. Review this Constitution each semester 
2.Etc. 

 
 

ARTICLE VI 
Advisor 

 
Section 1. Number and Term of Office:  

Indicate in complete sentences the number of Advisors the organization is going to have 
and how long each will be asked to serve. 

 
Section 2. Method of Appointment:  

State, in complete sentences, how the advisor is to be selected by organization. 
 

Section 3. Duties:  
Indicate what responsibilities the Advisor is expected to fulfill. 
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ARTICLE VII 
Meetings 

 
Section 1: Regular Meetings:  

Indicate how often and approximately when regular business meetings will be held. 
 

Section 2: Special Meetings:  
Indicate when special or emergency meetings are to be called, by whom and how members 

are to be notified. 
 

Section 3: Parliamentary Procedure:  
All regular and special meetings or the name of the organization shall be run under the rules 

of parliamentary procedure with Robert©s Rules of Order. 
 

Section 4: Quorum:  
This is up to the organization. A quorum usually consists of one more than half of the total 

active membership. 
 

Section 5: Required Attendance of Meetings:  
Indicate the attendance requirements. 

 
 

ARTICLE VIII 
Amendments 

 
Section 1: Procedure for Amendment:  

Indicate the procedure for offering an amendment to the constitution: As a general rule, 
amendments are submitted in writing and are read at two meetings before a vote is taken. 

 
Section 2: Ratification: 

 Indicate the vote necessary to ratify an amendment, etc. Ratification is usually 
accomplished through either a two-thirds or a three-fourths vote of the active membership. 

 
IMPORTANT REMINDERS 

 
1. You may wish to add Articles depending upon the nature of your organization. These 
additional articles should appear after the article dealing with "Advisors" and before the 

article dealing with "Amendments". 
 

2. In all cases, clear, simple, and precise English must be used. Work to avoid misspellings 
and grammatical errors-these will delay acceptance of you Constitution. 

 
3. Try your best to cover all possible questions that might arise. 

 
4. Amendments are best added to the Constitution in the form of "Articles of Amendment", 
appearing as a supplement to the original document. The Amendment Article or section is 

labeled for instance: "Amended: April 1, 1994". 
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