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Student Activities Office Mission Statement

T he student activities program Provides students with oPPortunitics to engage in cultural, education,
social and recreational activities, which are an integra] part of the |iving~|eaming community at | uther.

Students cleve!op their talents and abilities in Ieadership and teamwork tlﬂrouglﬂ their Par’cicipation in:

e Student Activities (ouncil (SAQ).

e  Numerous student organizations, inclucling interest-based, academic and service-oriented

groups.
e TJhe Production of the annual 9earbool< (Froneen.

T he staff, student leaders and student volunteers within the student activities program take Pride in

creating Programming responsive to the needs and interests of the student Popu|ation.

| _uther Co”ege Mission Statement

|n the rcucorming sPirit of Martin | _uther, | uther Co”ege affirms the Iiberating power of faith and
leaming. As People of all backgroun&s, we embrace diversity and clﬂallenge one another to learn in

community, to discern our ca”ings, and to serve with distinction for the common goocl.

Asa co“ege of the church, | utheris rooted in an unclerstanc{ing omcgrace and freedom that

emboldens us in worship, stucly, and service to seek truth, examine our faith, and care for all (God’s

PCOP!C.

As aliberal arts co”cgc, | utheris committed to a way of Iearning that moves us begonc{ immediate
interests and present i<now|cdgc into a Iarger world—an education that disciplines minds and clcvc|ops

whole persons equiPPecl to understand and confront a changing society.

As a residential co”ege, Luther is a Place of intersection. [Tounded where river, woodland, and Prairie
meet, we Practicejogful s’cewarclship of the resources that surround us, and we strive to be a
communitg where students, Facultg, and staff are enlivened and transformed bg encounters with one

another, bg the excl‘aange of ideas, and bg the life of faith and |carning.



September b
September‘%

September 19-21

October 3-5

October 18-22

November 25

November 26-30

December 4-7
December 12

December 15-18

January 5
January 28

February 4
Februar9 5

March 21-29

APril 10-1%
APril 29

Mag 12
May 14
May 16-20
Mag 24

2008-2009 lmPortant Dates

f:a” Term Classes Begin
Opening (Convocation
Fami]g Weekencl

rﬂomecoming

f:a” Break

Senior Projects due bg Spm
Thanksgiving Break

(Christmas at | _uther
Last dag of classes

Fiﬂal [" xams

Januarg Term Begins
January Term[ nds

SPring Semester Begins
Sprmg (_onvocation

SPring Break

E_aster Break
Senior Projects due bg Spm

Senior Kecognition Convocation
Last day of classes
f:inal [ xams

Commencement



chognizccl Student Organizations

Academic

Active Minds

Art Scan/Art Club

Bio]ogg Club

Clﬁemis’crg Club

Entrepreneurship Club

Future Music |~ ducators Association
[Health Sciences Club

| uther Student |~ ducation Association
Math Club

Mock T rial

Fre~Registerecl Nurses

Fhi]osophy Societ9

Psychology Club

Social Work Association

Athletic

Athletic T rainers

| _uther Cheer]eacling

Luther Dance Team

Student Athlete Advisory Committee
T ackwondo Club

Club SEorts

Men’s Kugbg

Men’s (Jltimate [Trisbee
Women’s Rugby

Womer’s (/Utimate Frisbee

(_ommunication

KWLC Radio

Diversitﬂ
Asian Student Association and Allies

Black Student (nion

Diversity (continued)

F nlaces-Spanish Club

|nternational Student Association
Muslim Student Association and Allies
Pride

Student Diversit3 Action Coalition
(nited | atino Association

Alpha Beta Psi (women)

Cl’ﬂ Theta Rho (women)
|nter-(areek Council

Omega Omega Omega (men)
Sigma Chl T heta (men)

T auDelta GGamma (women)

Honora ry
Beta Beta Beta

[ ambda Alpha

FPhi Alpha |_ambda T heta
FPhi Alpha T heta

i Kappa | _ambda

Psi Chi

Sigma TauDelta

Leaclershia
Beta Tlﬁeta Omega
Student Senate

Minis’crﬂ

(atholic Student Communitg
Congregationa| (ouncil
Environmcntal Conccrns Organization

Fe“owship of Christian Athletes
[Habitat for Humanit9



Ministry (continued)

Hunger Concerns/One Campaign
| uther Feminists

[_utheran Student [Fellowship

| uther Students for | ife

Student Global A|DS Campaign

Music
Luther FCP Bancl

Political

| uther Democrats

| uther Model (nited Nations
[_uther Republicans

Frogramming
Ferporming Arts (Committee

Student Activities (Council

Publications
Cl’lips
Luther Keview

Oneota Review
FPioneer Yearbook

Kecreation

Backﬂard Wilderness Fursuits

Service

Alpha Phi Omega (AFO)
Amnestg ]ntcrnationa|
Food Coundil

Outreaclﬂ

Fals

OSEEDS
Student Council for Exceptional Children

Social
Luther Computer UScrs Group
5wing Dance Club

T heatre/Dance
Ballroom Dance Club
Eklipse HiP"HOP C]ub
[ thnic Beats*

Spin T heatre

Wellness

Co“eges A\gainst (Cancer*
Luther Feet Forward fora Cure

*Fencifng aPProva], FFall 2008

The list of student organizations does not include music ensembles or in’ccrco”egiate athletic teams.

(Contact information for each organization is available in the Student Activities Office. T he

category classifications listed were sel]c~rePorted }33 the organizations. To change classifications or

leader/adviser information for your student organization P]ease contact Emi19 Schumacher in the

Student Activities Office.



CamPus Who’s W|10

Area | ocation [E xtension Email
Book Shop (nion 103 10%6 bookshop
Bulletin petersu
Campus Frogramming CFl 101 1291 Programming
Centcr?or the Arts CFA 10% 1115 Pa|mcra|
CenterforFaith & | ife CFLioi 1291 Programming
Chips 1044 chipsedt
Co”cgc Ministries CFl o6 1040 ministry
Dining Services (Jnion 008 1030 cliningservices
Divcrsity (Center (nion 113 014 &ivcrsity
Driveit i0o10 driveit
Facilities Services Facilities 1146 fixit
Financial Services (OFS) Main 118 015 finserv
He!Pdesk Lfbrarg 1000 helpdesk
JensemNoHe JensemNoble 210 1208 Patterdo
Korcn Koren 323 1806 mcgcrchc
Mail Center/SPO (Union 144 1230 postmaster
Main Main 11 A 177 aldercin
Marty’s (nion 00% i3%7 lesterda
Olin Olin 327 340 bernatzd
Oncota Marl(et Union 109 1541 askedeoi
FPhoto Bureau (Union21% 1865 shocJuOl
FPioneer Yearbook 1027 Pioneer
Preus Librarg Librarg 1166

Print 5hop Main 16 1631 printshop
Public |nformation (nion 213 1865 news
Publications (nion 267 1350 vanneygr
Recreational Sports (/lnior\/chcnc{s 2i15/13%60 jacgcrvi
chents Center Regents Center 2177

Residence | ife Union P24 1530 reslife
Sampson [offland Sampson Hoffland | 1117 willaly
Securitg (Union 129 PARE security
Student Activities Office (Inion 106 1023 sac
Student | ife Office (Union 266 1020 students
Tuesdag tuesclag
(Urion (nion 106 102% neubautr
\/alc{ers \/a]dcrs i1y wi”ialy
Welcome Center (nion Main | _evel 2000 o0r iiii infodesk




Officer and Adviser KcsPonsibi]itics

Officer Role in the Organization

President o | cadsthe organizational meetings

¢ Meets with adviser often

o APPointsjobs to other officers

e Aware of whatis going on around campus in other

organizations

¢ Maintains contact with Student Activities OFffice

on behalf of the organization. Completes 3ear]9
uPdate form.

Vice-Fresident e  Assists the [resident

e [fthe President cannot PerForm his/her duties, the
Vice-[resident steps in

56cretar3 ° Keeps all records for the organization

e [ akes minutes during the meeting and distributes
them accordingly

e [Tilesall organizational documents

e Summarizes all events or activities the organization

takes Par’c in

T reasurer e |n charge of all organization funds

e [Handles money at events//activities

e  (Gives | reasurers report at meetings

o Not required to hold funds

e \Works with adviser to keep track of funds

Adviser ¢ Maintains an awareness of activities and programs

sPonsorecJ }39 the organization

o Meets regu]ar]g with organization leaders

o Exp]ains and clarifies campus Policics and

Procedures for the organization

e \Works with organization buclget, Purchasing, and

financial matters

A da/ofcd from Wartéucg Co//ege 5tudent Ofgan/'zatlbn Kesource (Guide

All student organizations are requirec{ to upclate officer and advisor information each spring 133 Fi”ing
out the Qearly uPc{ate form sent to the leader on file }33 the Student Activities Office. [Tailure to

comP]ete the uPclate ina time]g manner may impact an organization’s recognition status.




TiPs for Bcing a Successful Officer

K now the purpose and the mission of the organization

~Keep the organization’s members informed of the purpose and mission

“Jnvolve organization members in each activity

K now the members of the organization bg name

~HC]P members with Problem areas

~AccePt and support decisions made bg the organization’s membcrship

~De]egate resPonsibility according to member’s interests

Write an evaluation of the work complctccl at the conclusion of each group activitg
Dont force ideas upon the organization’s members

-Set a consistent time and Place for meetings

Kolcs of a Succcss{:ul Aclviscr

Ever3 student organization is requirecl to have at least one gacu]tg or staff member as its adviser.
The adviser P]ags an imPortant role in guic{ing the student organization. The resPonsibilities of the
adviser will vary according to group needs. | isted below are some of the roles that an adviser may
Plag within the organization.

- eacherand/or coach

~Consu|‘can’c

~Continuit9 Provicler

-Counselor

~]nterPreter of co”ege Policg

~5uPer\/isor

FFinancial manager

[~ ffective Meetin gs

Flan ahead! Successful organizations ‘(CCP members interested }33 having well thought out meetings.
[Have an officer meeting ahead oggour regular meeting so that each officer knows what his/her role
will be at the meeting, Be sure to l(eep your adviser informed. Meet regularlg with your adviser and
encourage l’lim/her to come to your meeting or activitg. Make sure to Pubhcize your meeting well in
advance. |nclude location, date, and time as well as Possible toPics to be covered on all Publicitg.
Remember to have your advertising aPProvccl before Posting it. Don't Forget to reserve the location
for the meeting. Anicebreaker can be a goocl way to start a meeting, especia“9 ear19 in the semester
when members may not know each other well. Stuclent organizations should meet at least once a
month to l(eeP members interested and involved. Mang organizations choose to meet more Frequentlﬂ

clePencling on their purpose.



Student Organization Recogpnition rocess

Ti"liﬂi(iﬂg of starting a new student organization on campus? There are many great reasons to

become Forma“y recognizeci. Recogriizeci organizations have the abilit9 to reserve space on campus

for meetings and events, advertise on campus, use the Student Organization Suite (SO9)

resources, and utilize the Office of [Tinancial Services to monitor funds.

Steps for Oreanization Recognition
P g 2

i.
2.
3.

Review Article V||| of the student handbook, (Greeks and Other CamPus Organizations.
Seck out other students who are interested in being part of the group

[Find a icacuit9 or staff member to serve as the adviser to the group. All recognizeci student
organizations must have an adviser.

Stop iay the Student Activities Office, (nion 106, and speak with Emiig Schumacher
regarciing the Plarmeci group. At that time you will receive the “Becoming a Recognizeci
Student Organization“ Paci«it.

Complete the |ntent to Organize form and retumn it to the Student Activities Office. uPon
receiPt of this form the group will be Provisionaiig recognizcd*.

Frovisiona”g recognized groups should meet with interested students and complete the
FPotential Officer | ist and a constitution as soon as Possibie. T hese items should be
submitted to the Student Activities Office.

Once the initial Paperwori( (Jntent to Organize, Fotential Ogicer | ist, and constitution) is
comPiete, it will be forwarded to the C o-C urricular (Committee of Student Senate for
review.

The Co-Curricular C ommittee will vote to approve or reject the submitted materials. |f
aPProveci, the organization’s information will be sent to Communitg Assembig for final
aPProvai. Commuriitg Assembi9 oni9 meets once a month ciuririg certain months of the year;
therefore it may take several weeks for an organization to become OiCiCiciaiig recognizeci.
Rejecteci submissions will be returned to the organization for revision.

Recognizeci student organizations are requireci to annuaii9 uPciate their officer and adviser

information with the Student Activities Office or risk iosing their recognition status.

*Student organizations may be Provisionaiig recognizeci Prior to (Co-Curricular C ommittee and

Community Assemblg aPProva|. The purpose of Provisional recognition is to allow for acivertising of

organizational meetings and securing a room on campus for those meetings. A Provisiona||9

recognizeci group is not allowed to hold any events on campus or advertise on campus for angtiﬁing

other than meetings Per’caining to the formation of the orgariizatiori.



Kcscrving SPacc on CamPus

Most spaces on campus are reserved through the Campus Frogramming Office located on the main
level of the C 1. You may request a space online bﬂ going to
httpz//www.]uther.edu/Programming/scheclule/inc!ex.html‘ Susan Peterson is the contact person
for room schecluling. Due to a bu53 campus calendaritis l"ICIPlCuI to have a Primary and alternate date

and time in mind for an event. Rcscrving some areas will rcquirc additional aPProvaL Please Plan

ahead.

In the Dahl C entennial (Union, the Student Activities Office reserves the Williams Lounge and the
!obby area outside of Mar’cg’s near the elevator. Stop bg the Student Activities Office, (nion
106 at least two weeks Prior to the event to request either of these spaces. Tl’\ere is a form that
needs to be completed and signed by the organization’s adviser.

KCCP in mind that special Permission is needed for any activities held c{uring the Fo”owing events:
Family Weekend, Homecoming, or Christmas at Luther. Organizations are not allowed to Plan

events during the week Prior to final exams.

Student Organization Suite (S5O9)
The Student Organization Suite (909) is Room 102 of the Dahl Centennial (nion. The

505 is not a computer lab. Thc space contains several computers, a Printer, Iarge rolls of colored
paper, a variety of 8.5x11” colored paper, the dgc cut machine, a paper cutter, and other supplics for
use bg student organizations. There are several Iarge cabinets, small cabinc’cs, and drawers that
student organizations can check out on an annual basis. Toreserve a cabinet or drawer contact the
Student Activities Office, (nion 106 and complete an S5O5S Reques’c for Space form. | ables,
chairs, and couches are available for student organizations to use for meetings or informal gatherings.
The S5O is not a reservable space. Jtis open to all student organization members cluring regular
building hours.

Martg’s [ vents

|s your organization Planning an eventin Mar’cy’s? [f so, there are several steps involved. [First, stop
bg the CamPus Frogramming Office and speak with Susan Peterson regarding available dates and
to Pick up a Marty’s Reservation [Form. David | esterin Dining Services overseas Martg’s events
and will need to sign the reservation form. You will also need the signature oFgour organization’s
adviser. ]Fgou require assistance with sound or lights, contact Emil9 Schumacher in the Student
Activities Olclcice to arrange for a student technician. | echnicians should be requestec{ atleast 2

weeks Prior to the event.



Aclvcrtising Guidelines
The Student [Handbook offers speciFic details Pertaining to ac{ver’cising on campus in the

Miscellaneous Campus Policies section. Flease refer to this section of the handbook as needed.

A few things to keep in mind regarcling ac{ver’cising:

[ ither the Student Activities Office or Residence | ife Office must approve all adver‘cising
Prior to Posting. Once aPProvcd, the adver’cising Piece will be s’camped. Ang questionable
adver’cising will be referred to the Student | ife Office.

Ang advertising that is not stampecl will be removed immecliate!y.

You may have your advertising staml:)ec{ Prior to Photocopying.

Fost your advertising on the aPProvecl bulletin board(s) in each building. On19 one
advertisement per group, per board is allowed.

Aclvertising is not Permit’cec{ in stairwells, on walls, or on glass doors or windows.

The Dining Services Office must approve any table advertisements.

FPermission is needed to post aclvcr‘tising in the Fo”owing buildings:

CFA - Alice Palmer

CFL - Susan FPeterson

JensemNobIe ~ Doris Patterson

K oren —~ Chelle Meger

Main - Cindy [Jansmeier

Olin = Dodi Bernatz

Preus Library — Jane Kemp

Residence [Talls ~ Residence | ife or Student Activities Office
Sampson [Hoffland or Valders—|_ynn Williams

(nion - Student Activities or Residence | ife Office

|deas for aclvertising your event

Fliers for bulletin boards

T able tents or small fliers in the cafeteria

SFO stuffers. |n the interest of saving paper, print 4 per page. (Check with the Malil
Center/SFO for additional guidelines prior to printing

(Create a [Tacebook event

Advertise in the Pulletin, Tuesclay, or ChiPs

Reserve one of several displag cases in Dahl Centennial (nion. (Check with the Student
Activities Office for availabilitg.

(Create a ]arge poster and Place it on an easel. [~ asels are available for check out in Student

Activities Office.



CamPus Publications

The Bu”etin is Publishec{ on Monc{ag, Wednesday, and Fridag cluring the academic year. Requests
may be sent to Susan Feterson in the Campus Frogramming Olclcice, Peterssu@luther.eclu, Prior to
the event. [Deadline is noon the d39 before Publication. (I:ricl39 for Monday’s issue) | vents may be

run for a limit of two consecutive issues.

The Tuesday is Pub]islﬂed every Tucsdag bg the Public [nformation Office. Kequests may be sent
to tuesdag@lutlﬂer.cdu. Submission deadline is 5pm on Friclag.

Cl’ﬂPS is the weekly campus newspaper. Aclvertising rates vary. (ontact chipsacls@luther.eclu for

more information.

Print SHOP

The | uther Print Sl’\OP is located on the grouncl level of Main and offers a variety of services.
Student organizations may want to utilize the Print Shop for fliers, table tents, brochures, posters,
color Printing, or laminating. Students must either pay cash or use their organization’s CBORD
number for transactions. Remember ipgou are mal(ing coPies of aclvertising Pieces to have the

original(s) aPProvec{ in the Student Activities Office or Residence | ife Office Prior to copging.

CO—SPonsoring [T vents

|s your group interested in holding a Par’cicular event but unsure about how to pay forit? Are you
Planning an event that might be of interest to other student organizations? Do you want to have a
large event and need extra help? (Consider co~sPonsoring an event with another student
organization. Al list of all student organization leaders is available in the Student Activities Office.
The Student Activities Council (5AC) and the | uther Diversitg (Center are two areas who

regu]ar]g co-sponsor activities.

Promotional | ables

In the Dahl Centennial (nion tables are available on a first-come, first-served basis for student
organizations wishing to promote an event or present information in either the Williams Lounge or
Marty’s Iobbg area. At least two weeks Prior to the event stop }Jg the Student Activities O]Clcice for
a reservation form. | he form will require information on the Promotion as well as an adviser signature.

T able reservations will not be granted until the comPletecl form is returned to the Student Activities

Office.



]:uncl-Kaising

Raffles are not Permit’cecl at ] uther Co“ege because the co“ege does not have the required gambling

license.

Most student organizations are resPonsible for raising their own funds. Organizations may contact
Student Senate for a limited amount of {:meling. Co~sPonsoring events is also encouraged as a way

to POOl resources.

Student organizations wishing to promote a fund-raising event in cither the Williams |_ounge or
Marty’s Lobbg must complete a Fund~raising table form at least 2-3 weeks Prior to the event. Several
signatures may be needed before the request is aPProved. f:unchaising that competes with Dahl
Centennia] (nion services (Book SHOP, Dining Services, etc.) must be aPProvec{ }39 the

clePartmerxt administrator.

On-campus accounts

Recognizecl student organizations are eligible foran on-campus account Pending aPProval from the
Office of Tinancial Services (OFF9). Student organization advisers and officers will need to
comP]ete the Request for Student Agency Account form which is available in the Ogice of
Financial Services. Advisers will be able to request funds from the account and will receive all buclget

rePor‘cs for the account.

There are two tgpes of account numbers on the Luther Campus, the Datatel number and the
CBORD number. T he Datatel number (xx-xxx-xxxxx-xxxxx) is created bg the Office of [Financial

Services. | he CPORD (xxx-xxxxx) numberis created 133 the Dining Services Office. (se the
CBORD numberin the Print Shop, Book Shop, orany dining services 1Caci|it3. T he Datatel

numberis used for items such as check requests or Petty cash boxes. Qucs’cions on which number to

use can be directed to OS5 or the area where the transaction is taking Place.

Fcttg Casl—l Boxcs

(Cash boxes are available to student organizations with a department or agency account. Student
organization advisers will need to comPIete the Fett3 (ash Pox Request found on the Office of
Financial Services website, http://mcinancialservice&luther.eclu/f:acu]tggtag]n{:o.html. destions
regarding petty cash may be directed to the cashiers in the Office of [Financial Services.



Christmas Cheer Folicg
Co“e e funds cannot be used to purchase Christmas Cheer hcts, nor can purchases be charged at
b2} P ) P )

local vendors and Paicl through Lutheﬂs accounts Payable system. Christmas Cheer Purchases are
not for educational purposes and use of | _uther funds for Christmas (Cheer couldjeopardize

| uthers nonproFit status. |n addition, Purchasing items through | uther's accounts Pagable system
and avoiding sales tax is a misuse of |_uther’s sales tax exemption status. | he Office of [Tinancial
Services can assist the sponsoring group in the safekeeping of monetary contributions by allowing
the deposit of funds into a student bank account until the money is needed to purchase gifts.
Christmas Cheer funds cannot be deposited in _uther budget or designated general ledger
accounts nor can those accounts be used to make Christmas Cheer Purchases. llc a student
organization has an aPProve& agency account (genera] ]edger account beginning with 1 o-711) with
the Office for [Tinancial Services, they may utilize these funds for Purchasing (hristmas Cheergh@cs.
(Contact the Office of [Financial Services or the Student Activities Office for the complete Polic3

guide]ines.

Auclio/\/isual E_ciuiPmcnt

Does your organization require sound or audio/visual equipment for an event? Marty’s has its own
sound and ]ight system. Man9 classrooms and some meeting rooms alreac{g contain computers,
Projectors, or other equiPment |f the room you are reserving does not have the equipment you need
or you are cloing an event in an outside space such as the librarg lawn, contact the | |S Helpdcsk
with your audio/visual request. The Helpdcsk is available bg ca”ing x 1000 or email
helpdesk@]uther.edu.

Movie Liccnsing

T he Motion Ficture Association of America (MFAA) allows for Public showings of movies for free
on]g in narrowlg defined classroom settings. \isit www.mpaa.org for more information on Public
Per{:ormances or stop bg the Student Activities Office with ques’cions. ]Fgour student organization
is interested in sl’aowing a movie on campus you must obtain a license from an authorized Iicensing
agency. The SAC Cinema committee Frequentlg works with Swank Motion Fictures, |nc. 1-800-
876-5577 or www.swank.com.

Usc of Co”cgc Ownccl Vehicles

The | uther Co”ege fleet contains a number of vehicles that are available for use on co”ege related
business. Students are allowed to travel without an adviser on triPs that are less than 200 miles long‘
An adviser must accompany any triP over 200 miles in Iength. T he student organization adviser

needs to request the vehicle on behalf of the organization rcgard|css of destination. Vehicle requests

15



should be emailed to driveit@luther.edu with the Fo”owing information: type of vehicle requested,
cieParture date and time, return date and time, clePartment mai(ing request, person mal(ing request,

name of driver and all other passengers, depar’cmen’c account to be clﬂarged for vehicle.

All drivers must complete the driver application annually. T he driver application is available on the
Facilities Services website, http,/facilities luther.edu. Read over the Vehicle (Ise [Handbook and
comP]ete the Driver APP]ication and Agreement at the end. Comp]ete the defensive clriving test
online. Return all Paperwork to [Tacilities Services. Driving a 10 or 12 passenger van may also

require an additional road test.

Activities [Cair

T he annual Activities ["air sPonsorec{ }33 the Student Activities Council takes Place during
Orientation Week in September. All Provisional and recognized student organizations are
encouragecl to Par‘cicipate. The sign~up form for the fairis sent to all student organization leaders in
the sPring. The Activities [Tairis a great way to recruit both First~3ear students and uPPerclassmen

to become members oucgour organization.

Questions? (Comments?
Flease contact the Student Activities Office.



