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HANDBOOK PURPOSE 
 

This information is to be utilized for students interested in starting a new 
student organization and to outline the policies for the operation of an 
existing university approved student organization.  For the purposes of this 
Handbook, the term “student organization” and the abbreviation ‘SO’ 
refers to any type of student class, club or other organization.  The forms 
that proposed student organizations and university approved student 
organizations are required to complete are available on the Roseman 
University website and housed in the Registrar/Student Services Office: 
http://www.roseman.edu/students/registrar-student-services/student-
organizations. 
 
A student organization’s advisor(s) and student officers are responsible for 
understanding and adhering to the policies and procedures described in this 
Handbook. 
 
In the event the University policy is in conflict with an academic program 
policy, the stricter policy will apply. 
 
Students and/or faculty/staff may contact the Registrar/Student Services 
Office if they require assistance and/or clarification with starting a new 
student organization or for operating an existing University-approved student 

http://www.roseman.edu/students/registrar-student-services/student-organizations
http://www.roseman.edu/students/registrar-student-services/student-organizations
mailto:registrar@roseman.edu
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• Monitor the SO’s finances and assure that the SO complies with the University Business and 
Finance Office’s (BFO) policies.  

• Notify the RSSO if he/she will no longer be an advisor to the SO and if someone has been 
designated as her/his replacement.    

 
 

POLICIES AND PROCEDURES 
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 ‘Academic Program Based’ must contact the Dean’s
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campus. A SO classified as ‘General’ can have its advisor submit the form directly to the CMO.  This 
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2. Since the event announcement is for first-year students only, choose “Calendar Year 1” 

 
 

 
 
 

3. Click on the appropriate event date: 
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And time: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Enter the following information: 

4. After saving the event, it will then show up for all first-year students in your unit only on that 
calendar (not on the first page of the student portal for all students in every unit on both campuses 
to see).  
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Additional Policies 
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APPENDIX A: Constitution and Bylaws  
 
Each SO is required to submit a constitution or combined constitution and bylaws in order to gain 
official status as an URSO.  This document may be brief or lengthy depending upon the goals of the 
organization and the amount of structure the organizers wish to impose on the organization.  The 
constitution should contain the objective of the organization, a membership clause including an 
affirmative action statement, a description of the offices of the organization and duties of each office, 
and any standing committees.  The bylaws of the organization (the rules which govern the selection of 
officers and other election procedures) must be included with the registration documents and should 
include a plan to replace officers for not fulfilling their duties. 
 
The constitution and bylaws guide an organization in its operation and activities and accordingly, are 
intended primarily for the organization’s benefit and use.  The constitution contains the fundamental 
principles and structure of the organization, and the bylaws outline the basic rules of procedure by 
which a group’s leadership govern their organization.  In essence the constitution is an outline of the 
goals and purpose of the organization, while the bylaws serve as the legal rules of the organization.   
 
The constitution and bylaws should be carefully formulated, clearly worded, and kept up-to-date so 
that the needs of the organization can be met.  Furthermore, the RSSO recommends that each member 
of an organization have a copy of the constitution and bylaws.  All members of the organization should 
know the purpose and goals of the organization as well as abide by the rules. 
 
The following sample outline is provided to assist in the preparation of a constitution and bylaws.  An 
updated copy should always be on file in the RSSO.  

 
 

              Sample Constitution                         Sample Bylaws 
 
        Constitution of (Name of Organization) Bylaws of (Name of Organization) 
 
Preamble Article I.   Membership 
Article I.  Name of Organization                Article II.   Officers  
Article II. Statement of Purpose                Article III.   Meetings 
Article III. Membership                 Article IV.   Committees 
Article IV. Officers                  
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The following is an example of a meeting agenda and minutes. 
 
Sample Agenda 

I. Call to Order 
II. Approval of Minutes from last meeting 
III. Announcements 
IV. Treasury Report 
V. Committee Reports 
VI. Old Business 
VII. New Business 
VIII. Next Meeting time and place 
IX. Adjournment 

 
Sample Minutes 
Student Organization Name 
Minutes from mm/dd/yy meeting 
   

I.  Meeting called to order at mm/dd/yy  
II.  Approval of Minutes – this reflects any changes in the draft minutes provided to members  
III.  Announcements: significant announcements 
IV.  Treasury Report – report from Treasurer, e.g., the organization has $ in its account  
V.  Committee Reports 
VI.  Old Business – motions approved or rejected 
VII.  New Business – motions approved or rejected 
VIII.  Next Meeting date, time and place  
IX. Adjournment – time meeting adjourned 
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Highlights of Robert’s Rules of Order 
 
Purpose  
How to do this 

Motion 



 

 

STUDENT ORGANIZATION  
 

This is:      A New Student Organization    An Existing Student Organization 
This organization is a local chapter of a national organization:    YES    No   
 
ORGANIZATION NAME: _____________________________________________________________________________ 
 
ORGANIZATION EMAIL: __________________________________WEBPAGE:__________________________________ 
                (Consult with TS for approval) 

A new student organization must include a copy of the Constitution and Bylaws with this application.   
An existing student organization must include a copy of the Constitution and Bylaws whenever they change as well 
as a summary of the changes it made to these documents. 
 
MISSION STATEMENT and PURPOSE:  
 
______________________________________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________________________________ 

______________________________________________________________________________________________________________________________________ 



 

 

ANNUAL EVENTS 
Proposed Annual Events      Proposed Time of Year    
 

1.________________________________________________________________________________________________ 
 
 
 
 

2.________________________________________________________________________________________________ 
 
This section must be completed by student organizations whose membership is restricted to students in a specific 
academic program.  
 
 
 

The Dean’s/Program Director’s Office endorses this student organization.  
 
            ____________ ______ 
Print Name of Authorized Administrator from the Dean/Program Director’s Office  Date  
 
ADVISOR(S) 
 
 
 

A student organization’s advisor must be a full time Roseman employee and/or have an appointment as a faculty 
member.  Advisors agree, at a minimum, to guide, monitor travel, supervise activities, attend meetings as much as 
possible, and support student leadership.  

 
 
 

Advisor(s): 

 
 

   Name           Home Campus   Phone    Email    Signature 
 
 
 

1._______________________ HD or SJ________________________________________________________________ 
 
 
 
 

2. _______________________HD or SJ________________________________________________________________ 
 
 
 
 
 
 

SUPERVISOR ENDORSEMENT OF EMPLOYEE(S) / FACULTY MEMBER(S) SERVING AS AN ADVISOR 
 
 

I endorse this employee serving as an advisor to this student organization.  
 
              ______ 
Print Name of Supervisor    Signature     Date 
              ______ 
Print Name of Supervisor    Signature     Date 
 

 
 

For current student organizations, this form must be submitted to the Registrar/Student Services Office by September 
1st of each year.   

 
 
 
 

Disclaimer: Although this organization may be approved to operate on any Roseman University of Health Sciences 
campus or off campus, the views, opinions, statements and/or philosophy of the organization are solely those of the 
organization and do not necessarily represent those of the students employees, Administration, or the Board of Trustees 
of Roseman University.  

Questions: Contact the Registrar/Student Services Office: 
Henderson Campus: 702-968-2029 

South Jordan Campus: 801-878-1040 
Email: registrar@roseman.edu 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

For Registrar/Student Services Office use only:   
Date Reviewed: ______________________By: __________________________ 
Date Discussed with Respective Academ

mailto:registrar@roseman.edu


 

 

 
 
 

RELEASE OF LIABILITY AND ASSUMPTION OF RISKS 
REGISTRAR/STUDENT SERVICES OFFICE  
 

Release of Liability and Assumption of Risks  
 
I, the undersigned, agree to release and hold harmless the Roseman University of Health Sciences 
______________________________________ Organization and its officers, employees, trip schedulers, 
coordinators, organizers, and volunteers from any claim, demand or cause of action for injury to myself or 
damage to my personal property which arises out of or in any way is connected with the Organization’s 
events and any travel in connection therewith. I will be responsible in case of accident, illness or property 
damage that I may suffer.  
I understand the possible risks associated with this activity and I assume all the risks of participation 
including and not limited to transportation, participation and all other risks related to any physical or other 
condition from which I might suffer.  
I acknowledge that the organization does not provide personal or health accident insurance or medical 
personnel and I assume personal and financial responsibility for any medical care or treatment I may require 
as a result of participating in the activity.  
I am in good mental and physical condition to undertake this completely voluntary activity and agree that 
this waiver applies to any acts or omissions of ordinary negligence and to any deliberate act intended to 
promote my safety or well-being.  
 
I HAVE CAREFULLY READ THIS RELEASE AND FULLY UNDERSTAND ITS CONTENTS AND I INTEND TO BE 
LEGALLY BOUND BY THIS RELEASE AND ASSUMPTION OF RISK AND SIGN THIS OF MY OWN FREE WILL.  
 
PRINT NAME _______________________________________________ 
 
DATE: ________________________________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Student Organization Event Request Application  
 OFFICE OF THE REGISTRAR/STUDENT SERVICES 
 

 
 
THE FIRST PAGE OF THIS APPLICATION AND THE ‘EVENT LOCATION’ AND ‘ADVISOR ACKNOWLEDGEMENT’ SECTIONS ON PAGE  
TWO MUST BE SUBMITTED WITHIN AT LEAST 30 CALENDAR DAYS OF THE EVENT TO: 
 
1. Communication and Marketing Office 
2. Facilities Management Office  
3. Risk Management Office  

4. Dean/Program Director’s Office or  
     Registrar/Student Services Office 
5. 



 

 



 

 

Student Organization External Fundraising Application  
THIS FORM MUST BE SU



 

 

 
Student Organization Request to Sell Application  
THIS FORM MUST BE SUBMITTED TO THE COMMUNICATION AND MARKETING OFFICE 14 BUSINESS DAYS BEFORE 
ITEMS WITH THE ROSEMAN LOGO, TRADEMARK, OR NAME CAN BE SOLD BY A STUDENT ORGANIZATION. 
Items with the Roseman logo, trademark, or name must be approved by the Communication and Marketing Office.   
  

CONTACT INFORMATION 
 

ORGANIZATION REQUESTING EVENT: ________________________________CAMPUS: HD  OR   SJ  
 

ORGANIZATION PRIMARY STUDENT CONTACT NAME*: ____________________________________________ 
*The primary student contact is the student assuming the most active role in planning and implementing this event. 
PRIMARY STUDENT ROSEMAN EMAIL: __________________________________________________________ 

 
 

PRIMARY STUDENT PHONE: __________________________________________________________________ 

 
 

ORGANIZATION ADVISOR NAME: __________________________________________________________  

 
 

ADVISOR ROSEMAN EMAIL: __________________________________________________________________ _ _ _ _ _ 4 . 4 9 ] T J 
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