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publicity

Exhibits
An exhibit is an object or collection of related objects, designed for tempo-
rary display and not permanently attached to the ground. Exhibits can be 
displayed on campus in outdoor locations designated by SALD, provided they 
do not impede pedestrian or vehicular traffic or pose a safety risk. No exhibits 
may be erected on the Main Mall between 8 a.m.–5 p.m. on weekdays. The 
approved organization assumes full responsibility for the exhibit. An autho-
rized representative is required to meet with an SALD staff member to secure 
approval for a space reservation for the exhibit.

T-Shirt Policy 
Organizations selling or distributing t-shirts that use trademarks without 
permission are subject to review and potential disciplinary action. For more 
information, please review “Copyrights and Trademarks” on P. 16.

Use of Campus Mail
The Handbook of Operating Procedures (Section 6.07) specifies that campus 
mail privileges shall be limited to official budgetary units for official university 
business. Organizations that are officially sponsored by a department may use 
campus mail, but registered student organizations may not. 

Contacting Student Organizations
There are several ways for student organizations to contact other student 
organizations — mailbox stuffing, mail labels and the SALD database. Organi-
zations use these methods to promote events, distribute information and for 
communication with other organizations. 

Mailbox Stuffing
Student Organization Center staff will stuff a paper flyer, no larger than  
8.5" x 11", produced by your organization into each of the active student  
organization mailboxes. The cost is $10 for registered student organizations.  
To use this service, visit the SOC (SSB 4.102A) or call 512-471-3065.

Mail Labels
Another way to reach student organizations is through a direct mail out. The 
cost is $10 for registered student organizations and these labels can be ordered 
at the SALD front desk (SSB 4.400). Please allow 2–3 days for the labels to ar-
rive after the initial order.

SALD Database
The SALD database is the best way to reach a specific organization or type  
of organization. This resource is available online at deanofstudents.utexas.
edu/sald/studentorgs/vieworgs.php. Using this database, you can search 
for organizations by name, keyword or type of group. Click on the name of  
the organization to retrieve current contact information. 

Advertising and News Outlets

College Television–KVR-TV
KVR-TV broadcasts various shows by students for students. All inquires should 
be submitted to the Production Director and should justify the time and cost 
of KVR-TV for broadcast consideration. For more information, telephone 512-
471-7899, or visit texasstudenttv.com. 

Student Radio Station–KVRX
KVRX radio is operated by students for students. All inquiries are handled by 
either the station manager or the broadcast advisor at 512-471-5106 or www.
kvrx.org.

Student Newspaper–The Daily Texan
Student organizations may inquire about coverage or advertising by visiting 
www.dailytexanonline.com or by contacting the following numbers: Dis-
play advertising–512-471-1865, News and editorial coverage– 512-471-4591. 
News coverage is up to the discretion of The Daily Texan. Registered student 
organizations receive a substantial advertising discount.  Specific placement 
of advertisements is usually available upon request (i.e., placed in the sports 
section). 
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University Calendar
The UT Events Calendar is a very effective way to publicize your events to the 
campus community online. This calendar is the official UT Austin calendar for 
all campus events. All student organizations have one authorized representa-
tive who has access to the UT Events Calendar. The first person listed on the 
Authorized Representative Form is the person who has this access. 

To use the official UT Events Calendar, follow these steps: 

^ 	Go to www.utexas.edu/oncampus/calendar/

^ 	Click on the “Submit an Event” link, which will prompt you to log on to UT 
Direct with your UT EID and password.

^ 	From this page, the first person listed as an authorized representative for 
your organization will be able to add, delete, update and copy events for 
the organization. 

Copyrights and Trademarks
The University of Texas at Austin’s name, wordmark, logos and seal are the 
property of the Board of Regents of The University of Texas System. Regis-
tered student organizations may not use university trademarks. This 
includes, but is not limited to using The University of Texas at Austin identity 
on flyers, posters, t-shirts, Web sites or banners.  

Officially sponsored organizations wishing to use the university’s trademark or 
service mark must apply for and obtain permission in writing from the Office 
of Trademark Licensing. Once approved, all products must be produced by 
licensed vendors that are authorized, pursuant to license agreement, to use 
the university’s trademarks.  For a list of vendors licensed by The University of 
Texas at Austin, contact the Office of Trademarks and Licensing at 512-475-
7923 or visit www.utexas.edu/trademarks/forms_lists.html.  

Organizations may not use trademarks or logos owned by commercial enti-
ties in conjunction with any activity promoted or conducted on campus.  
Organizations are permitted to acknowledge a corporate entity for its support, 
providing there is no logo usage and no mention of products or services of 
that corporate entity. For example, “Special thanks to ABC Corporation for its 
support of this event” or a similar statement may be used. The company name 
should be in the same size, color and typeface as the rest of the statement 
(Institutional Rules, Section 13-205).  

Student organizations Web sites are required to comply with all trademark and 
copyright regulations. For guidelines on designing your student organization 
Web site, refer to www.utexas.edu/trademarks/mockup/sample.html.  

publicity

Some examples of university trademarks that cannot be used by Registered 
Student Organizations include:

	The University of Texas at Austin™  
	 The University of Texas®   
	 University of Texas®  
	 Texas®  
	 Longhorns®  
	 UT™  
	 Seal design  
	 Tower design  
	 Hook ‘em Horns®  
	 Bevo®  
	 Lady Longhorns®  
	 Interlocking UT  
	 Block T 
	 Longhorn silhouette  
	 Running mascot caricature  
	 Longhorn caricature  
	 Helmet logo  
	 Texas w/longhorn design  
	 Hook ‘em hand sign  
	 Hook ‘em™  
	 Get Hooked™  
	 Horns™

 Office of Trademark Licensing  
512-475-7923  •  512-232-7080 (fax)

www.utexas.edu/visualguidelines/trademarks.html
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Room Reservations 

General Purpose Classrooms
Registered student organizations may reserve general purpose classrooms 
through Student Activities and Leadership Development by filling out an on-
line application at deanofstudents.utexas.edu/sald/roomres/roomapp.
php. The list of current general purpose classrooms can be viewed online at 
registrar.utexas.edu/staff/rooms/. These are the only rooms on campus 
that are reserved by SALD and do not include rooms in the Texas Union, 
Recreational Sports Facilities or the Student Services Building.  

Room requests are processed one semester at a time and are assigned on a 
first-come, first-served basis. Student organizations can begin submitting room 
applications on the first working day of May for summer and fall requests, and 
the first working day of December for spring requests. 

Filling Out the Room Reservation Form
Please submit a separate room application for each activity or event and 
answer the questions on the application accordingly. Only one room per form 
will be reserved unless additional rooms are requested in the comments field.

Change/Cancellation Forms are required to change or cancel an event. They 
are available at the Student Organization Center (SSB 4.102A), or online at 
deanofstudents.utexas.edu/sald/downloads.php. Do not submit a new 
form to make changes to an existing reservation or request.

Student Services Building  
There are ten meeting rooms in the Student Services Building which are avail-
able for use by registered student organizations and by permanent occupants 
of the SSB. Priority for registration of rooms is according to the following 
policy:

^ 	Student Government and the Senate of College Councils and their respec-
tive standing committees have first priority for scheduling the Glenn 
Maloney Student Assembly Room (G1.310A + G1.310B) for their regularly 
scheduled meetings between 6 p.m. and midnight.

^ 	When not otherwise committed to regularly scheduled meetings of Stu-
dent Government and the Senate of College Councils and their respective 
standing committees, registered student organizations have priority over 
permanent building occupants for scheduling the Glenn Maloney Student 
Assembly Room (G1.310A + G1.310B) between 6 p.m. and midnight.

^ 	Permanent building occupants, to include Student Government, Senate of 
College Councils and their respective standing committees, have first prior-
ity for scheduling the SSB meeting rooms (G1.104, G1.106, G1.116, G1.402, 

G1.406, G1.410, 3.406 and 4.212). These permanent building occupants also 
have priority for scheduling the Glenn Maloney Student Assembly Room 
(G1.310A + G1.310B) before 6 p.m.

Reservations for meeting rooms by permanent building occupants, to include 
Student Government, Senate of College Councils and their respective standing 
committees, are accepted beginning on April 15 for fall and on November 15 
for spring and summer.

Reservations for meeting rooms by registered student organizations are 
accepted beginning on the first working day of May for fall and on the first 
working day of December for spring and summer. Reservations for each prior-
ity group are processed in the order received.

At no time may scheduling of the Glenn Maloney Student Assembly Room 
impinge on the standard meeting schedules of the Student Government and 
the Senate of College Councils. 

Media Console Keys
The majority of the general purpose classrooms that can be reserved for stu-
dent organizations include a media console. Media console keys are available 
for check out at the Student Organization Center (SSB 4.102A). The key must 
be signed out in the Key Log and signed back in upon return. Keys must be 
turned back in within 24 hours of use of the room unless the key is used on a 
weekend. Keys turned in late may result in a financial bar being placed on the 
organization until the key has been returned. If a key is lost, a $25.00 replace-
ment fee will be charged to the student organization.

To access technical information about the media consoles, visit classroom.
la.utexas.edu or cns.utexas.edu/it/classroom_technology_instructions.
asp. These Web pages also provide telephone numbers and e-mail addresses 
that may be used to obtain additional information if needed. Note: The code 
you may need when using the console is 1988.

Not all rooms reserved by student organizations contain standard media con-
soles. Rooms in the business school area including UTC, GSB and CBA have 
technology that can be accessed, but do not use the media console key that 
SALD distributes.  Telephone 512-232-6679 or go to www.mccombs.utexas.
edu/Media/MultimediaRooms/MultimediaRoomsEquipment.asp for 
more information on the media available in those buildings.

5Events and Activities
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events and activities

Co-sponsorship 
(Institutional Rules, Section 13-304)
SALD encourages registered student organizations to work collaboratively with 
other university entities for events and programs. Registered student organiza-
tions may co-sponsor events with other registered student, faculty or staff 
organizations, or with university departments, agencies or academic colleges 
and schools. 

The University of Texas at Austin seeks to preserve the limited space on 
campus for the use of students, faculty and staff. Registered student 
organizations may not co-sponsor on campus programs or events with 
off-campus persons, businesses or organizations. Examples of prohibited 
co-sponsorship activities include, but are not limited to: 

^ 	an event that substantially depends on an off-campus person, business or 
organization for planning, staffing or management of an event;

^ 	an event that reserves a room or space for the use of an off-campus person, 
business or organization; and/or

^ 	an event that operates for the benefit of an off-campus person, business or 
organization (except for solicitation of charitable contributions).

We strongly encourage student organizations to consult with SALD staff 
members during the planning process in order to avoid engaging in a prohib-
ited co-sponsorship.

Guest Speakers  
(Institutional Rules, Subchapter 13-1000)
Registered student organizations may present guest speakers who may make 
speeches, give performances or lead discussions in fixed indoor or outdoor 
locations on campus approved by SALD. A guest speaker is a speaker or per-
former who is not a student, faculty member or staff member. In order to have 
a guest speaker at an event, advance permission from SALD is required. 

Guest speakers may distribute literature to persons who attend the event, but 
not to others who have not chosen to attend the event. The guest speaker 
may not accost potential listeners who have not chosen to attend the event. 
The guest speaker may not help staff a student organization’s table or exhibit. 
Finally, a guest speaker may not solicit for her or his off-campus business, 
organization or service.  

When presenting a guest speaker, the registered student organization must 
make clear that the organization, not the university, invited the speaker, and 
that the views expressed by the speaker are her or his own and do not neces-
sarily represent the views of the university.

Film Policy  (Policy memorandum 5.103)
Registered student organizations may sponsor slide shows, videotapes or films 
on campus provided they do not charge admission nor solicit donations 
for the showings and comply with all copyright regulations.

This policy means that student organizations must obtain permission from the 
individuals who have the rights to the film prior to showing the film. Remem-
ber that your student organization may not charge any money nor accept any 
donations for the showing of a film. 

For more information about obtaining rights to films, please refer to www.
mplc.com.

Security  (Institutional Rules, Section 13-1201)
To ensure the safety of students, faculty and staff, student organizations may 
be required to hire campus security for on-campus events. Organizations may 
not hire private security for an on-campus event.

To arrange for UTPD security at a registered student organization event,  
complete the Security Request Form (www.utexas.edu/police/services/se-
curity_request.php) and submit it online. Your request should be submitted 
at least 14 days prior to the event. After submitting the form, contact UTPD 
at 512-471-4441 to arrange a meeting to discuss your organization’s needs. For 
the purpose of event planning and fiscal management, please budget $54–$73 
per hour per officer for service.

Parking
Parking and Transportation Services (PTS) is an auxiliary department of The 
University of Texas at Austin, which receives no funding for parking from the 
state or the university. As such, the funds that support parking services, such 
as development, maintenance and on-going operational expenses, must be 
borne by those that have access to and use the various parking services. To en-
sure equity and the lowest possible charges to all users, everyone who utilizes 
parking on campus is expected to pay a fee towards the support of parking on 
campus. Student groups requesting parking spaces will be asked to pay for the 
use of those spaces. The cost for a registered student organization is currently 
$1 per space per day. This charge is for use of the space only. If other services 
are required, such as the use of a guard to reserve parking spaces, additional 
fees will apply. 

To arrange for the use of parking spaces or bringing vehicles to campus for 
a registered student organization event, complete the Event Parking Re-
quest Form online at www.utexas.edu/parking/parking/specialevents/
event_parking.html. Submit your request at least 14 days prior to the event 
start date. You must provide a copy of an approved reservation from Student 
Activities and Leadership Development to PTS before any parking arrange-
ments can be finalized.
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events and activities

Equipment
Student Activities and Leadership Development provides limited equipment 
for use by student organizations. A deposit is required for all items and some 
rental fees may also apply. The West Mall sound system can be reserved for 
approved rallies at a cost of $10.00 per day. Please contact SALD for the com-
plete list of equipment and fees.

Work Orders
Registered student organizations may place work orders through SALD’s facili-
ties coordinator in order to obtain items such as trash receptacles, tables and 
chairs, platforms for stages and other resources to facilitate their events on 
campus. The Department of Facilities Services performs the services requested. 
Charges will apply for these services. Organizations must make official requests 
at least two weeks or more in advance of the event date. Work order requests 
submitted fewer than seven business days prior to the event date will not 
be accepted.

Organization authorized representatives are required to sign an Agreement 
of Charges Form whenever they submit a request for equipment. The form 
verifies that the individual is authorized by the organization to contract for the 
service. If the organization defaults, the individual will be responsible for pay-
ing the cost of the service. In the event of nonpayment, both the organization 
and the individual may be barred.

Responsibilities Before, During and  
After Campus Events

Student Organization Sponsoring the Event:
^ 	Meet with SALD staff to discuss event (type of event, security, tickets, etc.).

^ 	Reserve facility with appropriate office (i.e., SALD, Texas Union, Recreational 
Sports, etc.).

^ 	Follow procedural guidelines specific to individual facilities.

^ 	Arrange for security through UTPD at least 14 days in advance.

^ 	Order special equipment a least 14 days in advance of the event. For more 
information, see “Work Orders” on this page. 

^ 	Have organization members easily identifiable at the event. 

^ 	Have at least one authorized representative for the student organization in 
attendance at the event. 

^ 	Post signs at the door setting ground rules for the event (i.e., college ID 
required, no alcohol, etc.). 

^ 	Keep an accurate count of event attendance to ensure compliance with 
maximum room capacity.

^ 	Work closely with UTPD to ensure a safe event.

^ 	Monitor room capacity and provide “return passes” at the door.

^ 	Watch for problems; if they occur, intervene and notify police.

^ 	Assist with clean up when the event is over. 

^ 	Assist UTPD and the fire marshall in clearing the facility.

^ 	Balance ticket report with the Student Organization Bank within 10 days of 
the event.

^ 	Notify SALD and UTPD in writing if an event is to be canceled. Notification 
must be a minimum of 48 hours in advance. Some charges may still apply.

Student Activities and Leadership Development:
^ 	Consult with student organizations about all aspects of the event (speakers, 

facilities, security, tickets, special equipment, etc.). 

^ 	Process special equipment requests. 

^ 	Discuss ticket procedure (collection and handling of money and tickets).

^ 	Discuss maximum room capacity for event facilities. 

^ 	Audit tickets.

^ 	Follow up on reports from the event.

Department of Facilities Services:
^ 	Provide services requested if the request is made a minimum of seven 

working days in advance.

^ 	Deliver and pick up special equipment (i.e., tables, chairs, stages, platforms, 
coat racks, stanchions, folding screens, podiums, trash cans, easels, lecterns, 
etc.).

^ 	Set up and take down special equipment if requested in the work order.

^ 	File any written reports of the event with SALD.

UTPD:
^ 	Overtime officers working events are responsible for the enforcement of 

state law and institutional rules and regulations. They will assist appropri-
ate university staff members and student organization representatives as 
needed. The student organization is responsible for enforcement of house 
rules. 

^ 	Make metal detectors available and provide personnel to operate them 
upon the request of the student organization. 

^ 	Meet with organization representatives, building manager and university 
staff on arrival and discuss assignments. Communicate with these during 
the event to see that the safety and well being of the participants is being 
maintained and that institutional rules and regulations are being followed. 

^ 	When admission is charged at the door, one officer should monitor cash 
collections at all times to prevent robbery attempts. 

^ 	Student organization representatives will first intervene in problems that 
are less than a violation of the law, or a breach of the peace. Officers should 
notify sponsoring organization leaders if a problem is suspected. Officers 
will intervene in fights or when summoned by the representatives.

^ 	Handle and/or remove alcohol, weapons, drugs and disruptive individuals. 

^ 	Administer first aid and call for appropriate assistance as needed. 

^ 	Ensure a safe exterior surrounding by providing a positive police presence 
and regular communication with on-duty officers. 

^ 	Ensure a safe interior surrounding by providing a positive police presence 
with a minimum check every 1/2 hour of the interior for violation of the 
law. Circumstances may dictate more frequent interior inspections. 

^ 	Assist the building staff and the student organization in clearing the build-
ing as needed. 
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The senior overtime officer is responsible for determining when the officers 
are no longer needed and can be released, following the event. Consideration 
should be given to the number of people remaining outside and the security 
risk involved after the conclusion of the event. Officers should remain on 
scene as long as significant numbers of people remain near the event location. 

Public Assemblies and Amplified Sound 
(Institutional Rules, Subchapter 13-900)
The freedoms of speech, expression and assembly are fundamental rights of all 
persons and are central to the mission of the university. Students, faculty and 
staff have the right to assemble, speak and attempt to attract the attention of 
others, and the corresponding rights to hear the speech of others when they 
choose to listen, and to ignore, the speech of others when they choose not  
to listen. 

However, these activities are subject to the well-established right of colleges 
and universities to regulate time, place and manner so that the activities do 
not intrude upon or interfere with the academic programs and administrative 
processes of the university. The university shall not discriminate on the basis 
of the political, religious, philosophical, ideological or academic viewpoint 
expressed by any person.

University persons and organizations may publicly assemble on campus in any 
place where, at the time of the assembly, the persons assembling are permit-
ted to be, without advance permission, as long as there is no disruption to 
other university activities. 

Amplified sound is permitted on weekdays in seven areas on campus, with 
advance permission from SALD. Between the hours of 8 a.m.–5 p.m. on week-
days, all organizations must use sound equipment owned or controlled by the 
university. SALD may limit the number or frequency of reservations for each 
organization to ensure reasonable access for all organizations to use ampli-
fied sound on weekdays. The areas in which amplified sound may be used on 
weekdays are as follows: 

^ 	The West Mall Amplified Sound Area is the extreme east end of the West 
Mall, adjacent to the west steps of the Tower. Organizations may use ampli-
fied sound in this area from 11:30 a.m.–1:30 p.m. Monday through Friday. 

^ 	The Union Patio Amplified Sound Areas is the flagstone area between the 
Texas Union and the Flawn Academic Center. Organizations may use ampli-
fied sound in this area from 11:30 a.m.–1:30 p.m. Monday through Friday. 

^ 	The East Bus Circle Amplified Sound Area is the grassy area south of the 
East Mall Fountain and east of Steindam Hall. Organizations may use ampli-
fied sound in this area from 8 a.m.–5 p.m. Monday through Friday. 

^ 	The Battle Oaks Amplified Sound Area is the area bounded by the north 
wall of Hogg Auditorium, by an extension drawn northward from the east 
wall of the Texas Union, by the south edge of the sidewalk on the south 

side of 24th Street and by the west edge of the sidewalk on the west side 
of Inner campus Drive. Organizations may use amplified sound in this area 
from 8 a.m.–5 p.m. Monday through Friday. 

^ 	The Mustangs Amplified Sound Area is the area bounded by the sidewalk 
on the east side of San Jacinto Boulevard, by the west wall of the Texas 
Memorial Museum and by the outer edge of the two stairways on either 
side of the lawn. Organizations may use amplified sound in this area from  
8 a.m.–5 p.m. Monday through Friday. 

^ 	The San Jacinto Amplified Sound Area is the area bounded by the south 
wall of the Art Building, by the east edge of the sidewalk on the east side  
of San Jacinto Boulevard, by the north edge of the sidewalk on the north 
side of 23rd Street and by the west edge of the sidewalk on the west side  
of Trinity Avenue. Organizations may use amplified sound in this area from 
8 a.m.–5 p.m. Monday through Friday. 

^ 	The LBJ Fountain Amplified Sound Area is the area bounded by the 
east edge of Robert Dedman Drive, by the first sidewalk north of the LBJ 
Fountain, by a line drawn tangent to the west side of the LBJ Fountain and 
parallel to Robert Dedman Drive and by the base of the hill on the south 
side of the Fountain. Organizations may use amplified sound in this area 
from 8 a.m.–5 p.m. Monday through Friday.  

On evenings and weekends, organizations may use any outdoor location on 
campus for amplified sound, including the seven previously mentioned areas, 
with advance permission from SALD. Organizations may use their own sound 
equipment (after 5 p.m. on weekdays and/or Saturdays and Sundays) or they 
can rent equipment from the Student Organization Center (SSB 4.102A) for a 
nominal fee. If the event occurs Sunday through Thursday, the sound must be 
turned off by 1 a.m. the following day. If the event occurs on a Friday through 
Saturday, the sound must be turned off by 2 a.m. the following day. 

Sale or Distribution of Food on Campus
The university follows all local and state health and sanitation regulations 
and guidelines with regard to food handling. Pursuant to distribution or sale 
of food and beverages on or in university properties, including off-campus 
preparation for distribution or sale on campus, students must have a current 
food handler’s permit. 

The site and facilities for on-campus preparation of food or beverages must 
have a permit issued by Environmental Health and Safety (EHS). Exceptions 
to this policy will be permitted only with prior approval from the Director of 
Environmental Health and Safety. Organizations should obtain food permits 
from EHS 14 days in advance of their event. For more information about the 
sale or distribution of food on campus, or to download the necessary permits, 
please visit www.utexas.edu/safety/ehs/forms/fooddistribution/. You 
may also contact the Office of Environmental Health and Safety by calling 
512-471-3511 or in person at SER 202.

events and activities
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Philosophy
The staff in the Office of the Dean of Students believe that our role is to bal-
ance student freedom and responsibility so that students can learn from their 
experiences in a safe environment. We encourage student organizations to 
work with the Office of the Dean of Students staff and organization advisors 
to plan safe and successful activities. Staff in the Student Activities and Leader-
ship Development (SALD), Greek Life and Intercultural Education (GLIE) and 
Program Safety Education Services (PSES) areas are committed to working 
with student organizations to assist them in managing the risks that can occur 
in the course of student activities; including but not limited to risk of injury, 
financial risk and risk of violation of institutional rules and regulations.

Services offered for student organizations include consultations with organiza-
tion representatives and advisors on issues concerning: travel, event planning 
and organizational development. Presentations are also available on topics 
related to risk management. To access education modules and forms pertain-
ing to various risk and safety topics, visit deanofstudents.utexas.edu/pses/
trainres.php. Office of the Dean of Students staff can also connect students 
with other risk management and event planning resources on campus.

Student Organization Travel 
(Institutional Rules, Appendix L)
Student organizations travel for many purposes: retreats, conferences, 
competitions and for fun. Traveling can help an organization accomplish its 
goals and can serve an extremely valuable purpose. However, it is important 
to remember that travel is a high-risk activity. With proper risk management, 
your organization can reduce its travel-related risks. 

The UT Austin Travel Policy is designed to ensure that student organizations 
adequately consider and plan for the safety issues associated with an event or 
activity involving travel. Registered and sponsored student organizations are 
required to comply with the university travel policy. To learn more about the 
policy and download the necessary forms, visit the Division of Student Affairs 
Web site at www.utexas.edu/student/vpsa/travel.

SALD offers individual travel consultations to help organizations plan safe trips. 
Contact us at 512-471-3065 to learn more if your organization is traveling.

General Safety Tips for Car Travel
^ 	Follow all federal and state transportation rules and regulations, including 

posted speed limits.

^ 	Use seat belts and other required safety restraint devices at all times when 
operating the vehicle.

^ 	Never possess, consume or transport alcoholic beverages or illegal sub-
stances.

^ 	All drivers must have valid drivers licenses and proof of insurance.

^ 	Drivers should not drive more than 10 hours in any 24-hour period.

^ 	Drivers should take a break at least every 4 hours.

^ 	Check the condition and safety of all vehicles (even if using a rental vehicle) 
before starting your trip.

^ 	All vehicles should have driving directions, emergency telephone numbers 
and the destination address.

Student Travel Insurance
Proof of medical insurance is required for uninsured students engaging in 
travel by a Sponsored Student Organization or travel required by Registered 
Student Organization. The university offers special events insurance at a rate of 
$2.00 per day for each student for the duration of the event, including travel to 
and from the location(s) involved. Consult with SALD to determine if student 
travel insurance is appropriate for your trip. Visit the Vice President for Student 
Affairs’ Web site to learn more about student travel insurance and download 
the necessary forms at www.utexas.edu/student/vpsa/travel.

Fire Prevention and Awareness
A fire can occur anywhere, causing a catastrophic event and irreparable loss of 
human lives. Because of the potential danger, student organization members 
need to understand and be knowledgeable of some basic precautions that 
need to be taken to reduce the risk of fire.

A fire can occur anywhere, including venues used by student organizations 
to host events (off-campus clubs, apartments or houses). When selecting a 
venue for a social function, there are several things to consider:

^ 	Does the location have sprinklers? 

^ 	What is the occupancy limit? Do not exceed this limit.

^ 	Are your decorations flammable? If so, have them fire-proofed or do not  
use them.

^ 	Are the smoke detectors blocked or covered? Ensure that smoke detectors 
are in good working order and are not covered in any way.

^ 	Do you know where to exit in the event of a fire? Remember, the best way 
out in an emergency may not be the way you entered.

There are some student organizations which own or rent property for the 
purpose of housing members. These organizations need to comply with an 
annual fire safety inspection. Failure to comply with this can result in the 
cancellation of their registration as a student organization. Students may find 

6Risk Management
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risk management

D.	any activity that intimidates or threatens the student with ostracism, that 
subjects the student to extreme mental stress, shame or humiliation, or that 
adversely affects the mental health or dignity of the student or discourages 
the student from entering or remaining registered in an educational institu-
tion, or that may reasonably be expected to cause a student to leave the 
organization or the institution rather than submit to acts described in this 
subsection;

E.	 any activity that induces, causes, or requires the student to perform a duty 
or task which involves a violation of the Penal Code.

The Rules and Regulations of the Board of Regents of The University of Texas 
System, Series 50101, Number 2, Section 2.8, provide that:

A.	Hazing with or without the consent of a student is prohibited by the Sys-
tem, and a violation of that prohibition renders both the person inflicting 
the hazing and the person submitting to the hazing subject to discipline.

B.	 Initiations or activities by organizations may include no feature which is 
dangerous, harmful or degrading to the student, and a violation of this pro-
hibition renders both the organization and participating individuals subject 
to discipline.

Activities which under certain conditions constitute acts that are dangerous, 
harmful or degrading, in violation of subsection 6-303(b)(3) and subsection 
11-804(a)(7) of the Institutional Rules on Student Services and Activities include 
but are not limited to: 

^	 calisthenics, such as sit-ups, push-ups or any other form of physical exercise; 

^	 total or partial nudity at any time; 

^	 the eating or ingestion of any unwanted substance; 

^	 the wearing or carrying of any obscene or physically burdensome article; 

^	 paddle swats, including the trading of swats; 

^	 pushing, shoving, tackling or any other physical contact; 

^	 throwing oil, syrup, flour or any harmful substance on a person; 

^	 rat court, kangaroo court or other individual interrogation; 

^	 forced consumption of alcoholic beverages either by threats or peer pressure; 

^	 lineups intended to demean or intimidate; 

^	 transportation and abandonment (road trips, kidnaps, walks, rides, drops); 

^	 confining individuals in an area which is uncomfortable or dangerous (hot 
box effect, high temperature, too small); 

^	 any type of personal servitude which is demeaning or of personal benefit to 
the individual members; 

^	 wearing of embarrassing or uncomfortable clothing; 

^	 assigning pranks such as stealing, painting objects, harassing other organizations; 

^	 intentionally messing up the house or a room for clean up; 

^	 demeaning names; 

^	 yelling and screaming; and 

^	 requiring boxing matches or fights for entertainment.

Hazing “Myths and Facts”
Myth 1: Hazing is primarily a problem for fraternities and sororities. 

Fact: Hazing is a societal problem. Hazing incidents have been 
frequently documented in the military, athletic teams, marching 

the procedures and the form to request the inspection at the Texas State Fire 
Marshall’s Web site: www.tdi.state.tx.us/fire. Valuable information is also 
available at the Austin Fire Department Web site: www.ci.austin.tx.us/fire.

The Law, Rules and Information on 
Hazing  (Institutional Rules, Appendix F)
Under state law (Texas Education Code, section 51.936 and section 37.151 et 
seq.), individuals or organizations engaging in hazing could be subject to fines 
and charged with a criminal offense.

According to the law, a person can commit a hazing offense not only by 
engaging in a hazing activity, but also by soliciting, directing, encouraging, 
aiding or attempting to aid another in hazing; by intentionally, knowingly  
or recklessly allowing hazing to occur; or by failing to report in writing to 
the dean of students firsthand knowledge that a hazing incident is planned 
or has occurred. The fact that a person consented to or acquiesced in a  
hazing activity is not a defense to prosecution for hazing under the law.

In an effort to encourage reporting of hazing incidents, the law grants im-
munity from civil or criminal liability to any person who reports a specific 
hazing event in good faith and without malice to the dean of students or 
other appropriate official of the institution and immunizes that person for 
participation in any judicial proceeding resulting from that report. Addition-
ally, a doctor or other medical practitioner who treats a student who may 
have been subjected to hazing may make a good faith report of the hazing 
activities to police or other law enforcement officials and is immune from 
civil or other liability that might otherwise be imposed or incurred as a result 
of the report. The penalty for failure to report is a fine of up to $1,000, up to 
180 days in jail, or both. Penalties for other hazing offenses vary according to 
the severity of the injury which results and include fines from $500 to $10,000 
and/or confinement for up to two years.

The law does not affect or in any way restrict the right of the university to 
enforce its own rules against hazing.

The law defines hazing as any intentional, knowing or reckless act, occurring 
on or off the campus of an educational institution, by one person alone or 
acting with others, directed against a student, that endangers the mental or 
physical health or safety of a student for the purpose of pledging, being initi-
ated into, affiliating with, holding office in or maintaining membership in any 
organization whose members are or include students at an educational institu-
tion. Hazing includes but is not limited to:

A.	any type of physical brutality, such as whipping, beating, striking, branding, 
electronic shocking, placing of a harmful substance on the body or similar 
activity;

B.	 any type of physical activity, such as sleep deprivation, exposure to the 
elements, confinement in a small space, calisthenics or other activity that 
subjects the student to an unreasonable risk of harm or that adversely af-
fects the mental or physical health or safety of the student;

C.	any activity involving consumption of a food, liquid, alcoholic beverage, 
liquor, drug or other substance which subjects the student to an unreason-
able risk or harm or which adversely affects the mental or physical health of 
the student;
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bands, religious cults, professional schools, and other types of clubs 
and/or organizations. 

Myth 2: Hazing is no more than foolish pranks that sometimes go awry. 

Fact: Hazing is an act of power and control over others—it is 
victimization. Hazing is pre-meditated and NOT accidental. Hazing 
is abusive, degrading and often life-threatening. 

Myth 3: As long as there’s no malicious intent, a little hazing should 
be O.K. 

Fact: Even if there’s no malicious “intent,” safety may still be a factor 
in traditional hazing activities that are considered to be “all in good 
fun.” For example, serious accidents have occurred during scavenger 
hunts and kidnapping trips. Besides, what purpose do such activi-
ties serve in promoting the growth and development of group 
team members? 

Myth 4: Hazing is an effective way to teach respect and develop 
discipline. 

Fact: Respect must be earned, not imposed. Victims of haz-
ing rarely report having respect for those who hazed them. Like 
other forms of victimization, hazing breeds mistrust, apathy and 
alienation. 

Myth 5: If someone agrees to participate in an activity, it can’t be 
considered hazing. 

Fact: In states with laws against hazing, consent of the victim can’t 
be used as a defense in a civil suit. This is because, even if someone 
agrees to participate in a potentially hazardous action, it may not 
be true consent when considering the peer pressure and desire to 
belong to the group. In Texas, the fact that a person consented to 
or acquiesced in a hazing activity is not a defense against prosecu-
tion for hazing under the law.

Myth 6: It’s difficult to determine whether or not a certain activity is 
hazing—it’s such a gray area sometimes. 

Fact: It’s not difficult to decide if an activity is hazing if you use 
common sense and ask yourself the questions in the next section.

Make the following inquiries of each activity to determine 
whether or not it qualifies as hazing: 

^	 Is alcohol involved? 

^	 Will active/current members of the group refuse to participate with 
the new members and do exactly what they’re being asked to do? 

^	 Does the activity risk emotional or physical abuse? 

^	 Is there risk of injury or a question of safety? 

^	 Do you have any reservation describing the activity to family mem-
bers, to a professor or university official? 

^	 Would you object to the activity being photographed for the school 
newspaper or filmed by the local TV news crew? 

If the answer to any of these questions is “yes,”  
the activity probably qualifies as hazing. 

Adapted from: StopHazing.org, Educating to Eliminate Hazing. Copyright Stop-
Hazing.org 1998–2005. www.stophazing.org

An organization violates a regents’ rule, university regulation or administrative 
rule when one or more members of an organization fail to report to appropri-
ate university or civil authorities promptly their knowledge or any reasonable 
information about a violation (Institutional Rules on Student Services and 
Activities, 6-401(a)(7)).

Activities which are dangerous, harmful or degrading may also be considered 
hazing under state law (Subchapter B, Chapter 4, Title I, Texas Education 
Code). See Institutional Rules on Student Services and Activities, Appendix F.

For further information or clarification of new or probationary member activi-
ties, contact Student Activities and Leadership Development staff by visiting 
SSB 4.400 or telephoning 512-471-3065.

Alternatives to Hazing 
Sometimes, organizations that haze new members are confused about how to 
change these practices. There are many creative ways to change from a hazing 
to a non-hazing organization. Following are some specific examples of ways to 
eliminate hazing and make membership a challenging but positive experience. 

In many organizations, the very term “pledge” is often equated with hazing 
practices. Many national organizations have sought to eliminate this term in 
order to foster more positive attitudes toward the new members. Some substi-
tute terms include “associate members” and “new members.” 

When organizations are challenged to eliminate hazing practices, some mem-
bers may be resistant to this change. In many cases, those who are most vocal 
against eliminating hazing are those who are bitter and angry about the hazing 
that they themselves endured and expect that others should be abused in 
order to gain “true” membership in the organization. You will also find that 
some of these individuals are likely to be bullies of the organization; people 
who enjoy a “power trip” at the expense of someone else. 

Of course, if you try to eliminate hazing in your group, you will likely encoun-
ter many elaborate reasons for why this will be devastating for your organiza-
tion. While there will be some staunch supporters of the status quo, there will 
be many who can be convinced of the negative effects and potential risks of 
hazing. Believers in the supposed “benefits” of hazing may be more likely to 
change their opinion if they can envision some alternatives. 

(Adapted from: StopHazing.org, Educating to Eliminate Hazing. Copyright Stop-
Hazing.org 1998-2005. www.stophazing.org)

Educating to Eliminate Hazing
^	 Foster Unity: Have the members of your organization work together 

on a community service project. Visit a ropes course to work on group 
cohesiveness, communication and leadership skills. In organizations with 
houses, the group might work together on a room improvement project. 
Another option for fostering unity without hazing is for the members to 
work together to plan a social or athletic event with another organization. 

^	 Develop Problem Solving Abilities: Have new members discuss 
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organization weaknesses such as poor recruitment, apathy and poor 
scholarship, and plan solutions that the organization might then adopt. 

^	 Develop Leadership Skills: Encourage participation in campus 
activities outside of the organization. Encourage new members to get 
involved in organizational committees and/or leadership roles. Develop 
a peer mentor program within your organization for leadership roles. 
Invite university/community/business leaders into the organization to 
share their experiences. 

^	 Instill a Sense of Membership: Plan special events when the 
entire organization gets together to attend a movie, play or religious 
service. Plan a “membership circle” where students participate in a 
candlelight service in which each person has an opportunity to express 
what membership means to them. 

^	 Promote Scholarship: Take advantage of your university academic 
and tutoring services. Designate study hours for members of your orga-
nization. Invite university or community experts to discuss test-taking 
skills, study methods, time management, etc. 

^	 Build Awareness of Organization’s History: Invite an older 
member to talk about the organization’s early days, its founding, special 
traditions and prominent former members. 

^	 Knowledge of the Greek System (for Greek Organizations): In-
vite leaders of the Greek community and/or advisors to speak on Greek 
governance, including their goals and expectations of the Greek system. 

^	 Aid Career Goals: Use university resources for seminars on resume 
writing, job interview skills and for information on various careers. 

^	 Involve All Members in the Community: Get involved with 
campus and community service projects. Plan fundraisers for local chari-
table organizations. 

^	 Improve Relations with Other Organizations: Encourage 
new members to plan social or service projects with other organizations; 
work together to plan joint social or service activities.

Alcoholic Beverages

On-Campus  (Institutional Rules, Section 10-302)
Alcoholic beverages are not permitted in university facilities, athletic facilities 
or public areas of the campus. Exceptions to this policy require prior approval 
from the President’s Office. Alcohol is permitted at events sponsored in the 
Texas Union in accordance with Union policies. Meetings or events sponsored 
by registered faculty, staff or student organizations are not events sponsored 
by the university or The University of Texas System. State law relating to alco-
holic beverages will be strictly enforced at all times on property controlled by 
the System and its component institutions.

Off-Campus
When hosting events off-campus, please remember that your student orga-
nization is accountable to applicable city, local and state laws, including those 
pertaining to alcohol. In addition, social hosts (any person or group of persons 
hosting a party or event) can be held financially responsible in the event that a 
guest of the event suffers harm, damages property or causes injury to another 
person. Visit www.tabc.state.tx.us for more information about the state law. 

For ideas on how to effectively manage off-campus events with alcohol, in-
cluding good risk management practices, consult with Student Activities and 
Leadership Activities by visiting SSB 4.400 or telephoning 512-471-3065. 

General Recommendations for Events  
Involving Alcoholic Beverages
^ 	Hire a third party vendor.

^ 	Take measures to prevent service/provision of alcohol to minors (Check IDs).

^ 	Always maintain control over the service of alcohol.

^ 	Provide all guests a safe ride home.

^ 	Avoid common or self-serve containers. Instead, serve bottles of beer or 
hire a bartender who makes drinks.

^ 	Watch out for people who might be drinking too much and cut them off 
before a problem occurs—intervene early.

^ 	Have real food and non-alcoholic beverages available.

^ 	Call for help if things get out of control (fight, injury, alcohol poisoning, etc.).

University Policy on Firearms and  
Facsimile Weapons   
(Institutional Rules, Section 11-804 (a)(2))
The University of Texas at Austin prohibits the possession or use of firearms, 
facsimile weapons/bombs, armor-piercing ammunition and knives on univer-
sity property, including academic, administrative, special use, recreational and 
housing facilities, as well as all grounds and parking lots. This policy applies to 
students, faculty, staff and campus visitors. The only exceptions to this policy 
are for commissioned police officers and in cases where special permission has 
been granted by the Office of Dean of Students. For more information on this 
policy, telephone Student Activities and Leadership Development at 512-471-
3065 or visit the office at SSB 4.400.

Date and Slave Auctions
Equality, openness and sensitivity are strongly held values at UT Austin. Student 
Activities and Leadership Development encourages student organizations to 
consider these values when planning events and activities.

Organizations sometimes hold “Date” or “Slave” auction events as a way to 
raise money. Student Activities and Leadership Development staff members 
understand that groups who hold these events, or have held them in the past, 
usually do so with good intentions. We would like to challenge student orga-
nizations to think more deeply about these events, the potential unintended 
effects of these events, and to consider holding alternative events that could 
accomplish the same objectives. 

“Date” or “Slave” auctions involves “bidding” on a human being for their ser-
vices or the ability to spend time with a certain person. This process devalues 
a human being to the level of merchandise and implies a comparison of the 
relative “value” of each person being auctioned. This process resembles actual 
slave auctions, which are a real and tragic part of this country’s history. 

The university would like organizations to consider the safety concerns that 
arise as a result of “Date” auctions. When a person “wins” the ability to spend 

risk management
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time with another person, there is no way of discerning their true motives. 
Safety concerns exist if you allow a member of your organization to be com-
pelled to spend time alone with someone that she/he may not know.

For all of these reasons, and because of the many imaginative and feasible 
alternatives to these activities, SALD staff believe that date and slave auctions 
should be avoided by student organizations at UT Austin. 

Crisis Response 
While student organizations are advised to plan their activities and events in 
such a way as to avert crisis, it is important to proactively plan how to respond 
in the event one should occur. Intentional development of a crisis response 
plan prior to an event or activity will empower the organization to effectively 
respond. Educating members prior to a crisis is crucial. All organization mem-
bers must know who is in charge and be prepared to follow the plan. The fol-
lowing information is intended to assist students in the development of a crisis 
response plan, but should not be considered a complete plan, rather a guide for 
designing a protocol that fits the organization’s needs.

As a student leader, it is important to understand that crisis can happen to 
you and your organization. If this happens, know that you are not alone. 
Outreach to the staff in the Office of the Dean of Students to assist you. It is 
important to be aware of your own feelings, perceptions and issues so that 
you can monitor your ability to cope with the difficult situation. 

General crisis response plan 
^ 	Develop a crisis response strategy for your organization prior to your event 

or program. 

^ 	Create a step-by-step process for what to do in case of a crisis.

^ 	Designate organizational officers and a crisis team who can take charge of a 
crisis situation. 

^ 	Review your crisis response plan on a regular basis and update it as needed.

If medical attention is needed, attend to those needs 
before doing anything else.
^ 	Contact 911 for off campus events and/or contact 512-471-4441 for emer-

gency and non-emergency calls on-campus or get appropriate help.

^ 	There is a network of outdoor emergency telephones on and around 
campus. These telephones are mounted in yellow call boxes, have a blue 
light on top and are clearly marked “EMERGENCY.” Pushing the call button 
activates a direct phone line with the University of Texas Police Department 
that will automatically pinpoint the caller’s location.

^ 	Consult the medical release form (if available) for any special needs of vic-
tims. Blank forms are available at www.utexas.edu/student/vpsa/travel/
index.html

Contact the appropriate authorities
^ 	Notify the University of Texas Police Department (UTPD) at 512-471-4441. 

The University of Texas Police Building lobby, located at 2201 Robert Ded-
man Drive (east of Memorial Stadium), is open 24 hours.

^ 	Notify your advisor if she or he was not part of the activity.

^ 	Notify all organization members in a meeting. 

^ 	Notify the Office of the Dean of Students (SSB 4.104) at 512-471-5017 in 
the event of a serious injury or death.

In the event of a student death, do not contact family. This is best done by 
the appropriate authorities.

Statements about the incident
^ 	Appoint an organizational spokesperson and create an organization state-

ment for media inquiries. You do not have to provide the media with a 
statement. 

^ 	Following the accident, empathize with victims/families but avoid saying 
anything other than “We sympathize for those affected by this. The situa-
tion is under investigation and more information will be shared when it is 
available.” 

^ 	When more information does become available to you, your organization 
spokesperson should decide what information will be released.

^ 	Consult with your university advisor and/or national representative to dis-
cuss what to communicate in a post-incident press conference or statement. 

Post-Incident
^ 	Cooperate fully with those evaluating the incident.

^ 	Gather as a group together as soon as possible. Lack of pertinent and 
accurate information can contribute to the critical nature of the situation. 
If necessary, Counseling and Mental Health Center staff are available to 
provide outreach support to individuals and the organization. The Office  
of the Dean of Students can help facilitate requests for counseling.

^ 	Covering up or ignoring information is never the recommended manner  
for handling a post-incident situation. 

^ 	Learn from the event. 

You are not alone. Staff of the Office of the Dean of Students are always 
available to help you through difficult situations by providing support and 
referrals. Contact us at 512-471-5017 or visit us in person at SSB 4.104.

Electronic Security Essentials
While the technologies on which we rely make our lives easier, they can also 
lead to trouble if they are not used with some care. Consider the following::

^ 	What might a future employer’s Internet search uncover about you or your 
organization? Will a Facebook or MySpace profile reveal anything about 
you or your organization that you would rather an employer not see?

^ 	Does your organization have sensitive information on paper or in computer 
files from previous members (such as social security numbers on old tests)?

A lot of information is stored or accessible using digital devices. It is very 
important to treat your and your members’ personal information with 
extreme care. If you are ever in a position which makes you aware of other 
people’s private information, the law requires you to do everything you can  
to protect that information. For practical tips on security essentials, please  
visit www.utexas.edu/its/secure/ or speak with an SALD staff member.

risk management
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The Student Organization Bank
The Student Organization Bank of the Student Activities and Leadership De-
velopment area was established in 1942 to provide uniformity in accounting 
methods of student organizations, maintain continuity between organization 
officers and their successors, and assist all organizations in conducting their 
activities on a sound business basis.

The Institutional Rules on Student Services and Activities require that organiza-
tions deposit all funds collected on campus into the Student Organization 
Bank or a regular University account. The Institutional Rules also require that 
Registered Student Organizations comply with all banking procedures as 
published by the Office of the Dean of Students.  

The Student Organization Bank’s normal banking hours are 8:30 a.m–4:30 p.m., 
Monday through Friday. The Student Organization Bank is closed on all official 
staff holidays of The University of Texas at Austin as well as days determined 
by Student Activities and Leadership Development. Notices will be posted in 
advance if the bank is to be closed.

Responsibilities 
Registered Student Organizations have the following banking responsibilities: 

^	 Student organizations that collect money on campus must deposit funds 
into the Student Organization Bank weekly or daily when receipts exceed 
$50 a day.  

^	 Student organizations must complete the Bank Account Authorization Form 
on an annual basis to designate the members of the organization that will 
serve as authorized bank signatories.   

^	 Student organizations must ensure that organization expenditures are 
used for organizational expenses and not for the personal benefit of any 
individual. 

^	 Student organizations must maintain receipts/documentation of expenses 
in the organization’s banking folder. 

^	 Student organizations must comply with all administrative policies and 
procedures set forth by Student Activities and Leadership Development.  

^	 Student organization authorized bank signatories should provide financial 
information to organization members on a regular basis.

The Student Organization Bank ensures that only authorized bank signatories 
sign checks and that the organization has sufficient funds to cover the check.  
The University of Texas at Austin assumes no responsibility for how funds are 
spent.  

Misuse of organization funds or falsification of information to the Student 
Organization Bank may subject the individual and the organization to 
university discipline.

Opening and Closing Accounts
Registered student organizations can open a bank account by completing a 
Bank Account Authorization Form and depositing cash or a check(s) to your 
account. Your organization will be assigned an account number when you 
open your account. 

Once you have established an account, each authorized bank signatory on 
the Bank Account Authorization Form must attend a Treasurers’ Workshop 
in order to conduct banking for the organization.  This workshop is required 
once every two academic years and covers all of the banking regulations and 
procedures that are necessary to conduct banking.  

If you wish to close your student organization bank account, notify the bank 
staff who will calculate the banking fees incurred for the fiscal year before 
closing out the account. Checks must be payable to a non-profit or another 
student organization.  Remaining funds may not be paid to an individual.  

Inactive Accounts
If the organization becomes inactive or inoperative for any reason for a period 
of two academic years (September 1–August 31), any money remaining in its 
student organization bank account shall be handled as follows:

^	 The bank manager for the Student Organization Bank shall report the 
amount of the funds credited to the organization to the Office of the Dean 
of Students, who shall invest or spend the funds, so as to benefit to the full-
est measure the students and the university.

^	 In transferring funds under the provisions of this section, the dean of stu-
dents or her or his representative is hereby authorized to sign the check for 
the organization.

A Daily Texan advertisement will be published announcing accounts that 
have been inactive for at least two years. These accounts will then be closed 
and money deposited in a Student Activities and Leadership Development 
account. Organizations will have 30 days to respond to the advertisement, 
after which an organization must petition the Office of the Dean of Students 
to have their funds restored.

7Banking and Finances
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Banking Fees
Student organizations with bank accounts will be charged an annual fee based 
on account activity from the prior year deposits. Organizations may choose 
to have a sub-account. These accounts will be subject to the same activity 
charges as the primary account plus an additional $5 per year.

  Activity Range (deposits/yr)	 Annual Fee*

     Less than $500	 $0

     $500 – $999.99 	 $5

     $1,000 – $4,999.99 	 $10

     $5,000 – $9,999.99 	 $15

     $10,000 – $24,999.99 	 $20

     $25,000 or more 	 $25

*Subject to change

Checks

Writing Checks
All payments made from your Student Organization Bank account must be 
made in the form of a check. The bank staff must process checks before you 
leave the bank or they are not valid. Therefore, you must know the exact 
amount of the check you are writing when you come to the bank.  

1.	 Fill out the check stub completely, including organization name, check 
number, date, payee, amount, purpose and signature.  

2.	 Write the account number and check number in the top right corner of 
the check. The first four digits are your account number and the second 
four digits are the check number. Be sure to include zeros in front of your 
check number if necessary (i.e., check # 0001).  

3.	 Write the name of the person or business to whom the check is payable.

4.	 Write the purpose of the check for accounting purposes.

5.	 Write the exact amount of the check.

6.	 Sign the check on the “Authorized Student Organization Officer” line.

7.	 Enter the date, payee, check number, amount and new balance in the 
proper columns in your ledger sheet.  

8.	 Bring the check to the bank staff for validation. 

9.	 Bank staff will sign and encode the check. The check is not valid without 
the encoding.

10.	 Bank staff will give you the new account balance after processing the 
check. Check your new balance against your ledger sheet to maintain the 
correct current balance.

Restrictions on Checks
Student organizations may place restrictions on checks to ensure communica-
tion between officers and greater accountability for organizational funds. The 
Student Organization Bank will not permit self-reimbursements for amounts 
over $50. Many organizations impose additional restrictions on checks, such as: 

^	 two signatures are required for checks over $50;

^	 two signatures are required for all checks; or

^	 the advisor must sign all checks. 

Restrictions on checks should be noted on the Bank Account Authorization 
Form and submitted to the bank staff.  If you would like to discuss what 
restrictions make sense for your organization, please contact the bank staff.  

Voiding a Check
If you make a mistake while writing a check in the bank, simply tear up the 
check and mark the check stub to indicate that the check was not used. The 
same check number should be used on the next check.  

If the check has been encoded by bank staff and you need to void it, bring 
the check to the counter to be voided. Using a red pen, enter the void check 
on your ledger sheet and add the check amount back to your balance using 
parentheses to indicate a reverse entry. Be sure to verify your new account 
balance with the correct bank balance that you are given. 

Stop Payment on Checks
If an organization needs to stop payment on a check, an authorized bank 
signatory must complete the Stop Payment Form available in the Student 
Organization Bank. There is a $25 fee for this service and the organization  
will receive a receipt for fee payment. The check amount will be credited  
to the organization’s account within three to four working days and a notice 
will be placed in the organization’s bank folder when the credit is received.

The organization cannot stop payment if the check has already been paid.  
If this occurs, the organization will receive a refund of the $25 stop payment 
charge.  

Deposits
To make a deposit, complete the deposit slip with the organization name, 
account number and date.  Itemize currency, coin and check. Total the deposit 
slip at the bottom. 

If you have a large amount of coins, give the coins to the bank staff so that it 
can be counted in the coin counter. Do not roll coins.   

Using labels, be as specific as possible in describing the deposits, such as mem-
bership dues, t-shirt sales or ticket sales. If you are depositing a large number of 
checks, they do not need to be listed separately unless a list is needed for your 
own records. Your organization should issue receipts from a receipt book to 
track income if you regularly receive money from members or sales.  

Endorsements must be made on the back of the check within 1½ inches of 
the trailing edge of the back of the check with the following information: 

^	 Student organization name and account number

^	 For Deposit Only

^	 Student Organization Fund

^	 The University of Texas Account # 591105795
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Stamps are available in the bank with this information. If your organization has 
a long name that makes endorsing the checks cumbersome, we suggest you 
obtain a personalized stamp for your organization so that you do not have to 
write out your name each time.   

Checks should be made payable to your organization, not an individual officer 
or member. If the check was mistakenly made payable to someone other than 
the organization, it must be endorsed by that person and the organization.  

After you make your deposit, enter the transaction on your ledger sheet with 
the date, amount of the deposit and new balance. Verify that your new bal-
ance matches the current bank balance that you are given.  Keep the copy of 
the deposit slip in your bank folder.  

Checks generally take three working days to clear; therefore most checks you 
deposit will not be available immediately. Funds deposited in the form of cash, 
money orders, university checks, cashier checks, student organization checks 
and traveler’s checks are available immediately.  

Reconciling Your Account
Student organization authorized bank signatories should reconcile their 
accounts on a monthly basis. This practice will help ensure good financial 
management and will help your organization detect any inconsistencies.  
During the account reconciliation, the authorized bank signatory should 
ensure that all receipts and deposit slips are maintained in the bank folder,  
that all expenditures are for legitimate organizational expenses, and that  
the ledger sheet matches the Account Report. 

1.	 Request a copy of your Account Report from bank staff.

2.	 Match the amount of deposit or check to documentation for each  
transaction such as receipt, invoice, check stub or ledger sheet.

3.	 Check Account Report for checks that are still outstanding.

4.	 Verify that your current balance for the month matches the account  
balance with the Student Organization Bank.

Auditing of Student Organization  
Accounts
Student organization accounts are randomly audited on an annual basis to 
ensure that basic accounting practices are in place. Your student organization 
bank folder should contain: 

^	 receipts or documentation for all expenses;

^	 deposit slips for all deposits; and

^	 complete and up-to-date ledger sheets that match the Account Report. 

Fundraising
All funds raised on campus must be deposited in the Student Organization 
Bank. Fundraisers may not be conducted for private gain of individuals or 
for-profit businesses. Be sure to consult with SALD staff early in the fundraising 
planning process to ensure compliance with applicable rules and regulations.  

Fundraisers and solicitation of funds may be conducted outside university 
buildings by registered student organizations. Only membership dues and  
approved ticket sales may be collected inside academic buildings.  

Student organizations may receive donations from non-university entities; 
however, non-university organizations may not co-sponsor activities on  
campus. Organizations may thank their donors (i.e., “Special Thanks to…”)  
but may not advertise for companies or use corporate logos. 

University Ticket 
Procedure
When admission is charged for 
attendance at an on-campus 
event or when you are selling tickets 
on-campus for an off-campus event, the university 
ticket procedure must be followed. Failure to comply with this 
procedure may subject the individual or organization to university discipline.  

Two Types of Tickets: 
^	 Rolled Tickets are used for day-of sales. These tickets are typically used 

when organizations sell tickets at the door.

^	 Flat Tickets are used for pre-sale ticketing. These tickets are typically used 
when an organization is selling tickets in advance for an event.  

As soon as you know that you will have an event that requires compliance 
with the university ticket procedure, stop by the Student Organization Bank 
to consult about the process. An authorized bank signatory must contact the 
bank at least two weeks prior to your event to begin the ticketing process.  

The bank staff will give you the Flat Ticket Procedure Agreement Form if you are 
using flat tickets and the Rolled Ticket Procedure Agreement Form if you are us-
ing rolled tickets. An authorized bank signatory must complete this form and 
agree to comply with all requirements of the university ticket procedure.  

Flat tickets must contain the following information: 

^	 name of the registered student organization sponsoring the event;

^	 admission price (only one price may be printed on each ticket);

^	 name of the event;

^	 date of the event (only one date may be printed on each ticket);

^	 location of the event;

^	 admit one;

^	 no refund (if no refund will be given); and

^	 tickets must be consecutively pre-numbered beginning with #1 by the 
machine at the printers.

banking
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If there will be different admission prices to the same event, or if the ticketed 
event will take place on more than one date or time (such as a series of per-
formances), the tickets must be printed in different colors for each price and/
or event.

After completing the form with the bank staff, order your flat tickets from 
the University Duplicating Center at the Texas Union. When the tickets are 
printed, bring them back to the Student Organization Bank for auditing. An 
invoice indicating the total number of tickets printed at each price must ac-
company the tickets. You must allow at least two business days for auditing 
before beginning your ticket sale.  

Rolled tickets must be purchased on the day of the event and cost $1 per 
hundred tickets. If your event is on a weekend, purchase your rolled tickets on 
Friday before your event.  

If you are providing complimentary tickets, you must complete a Complimen-
tary Ticket List Form. You are responsible for keeping complete records of the 
complimentary tickets, including the names of persons receiving complimen-
tary tickets and the ticket number that was given.  

Any expenses that must be paid from cash ticket sales require prior approval 
from the Student Organization Bank by submitting a request letter. All cash 
payments require receipts for reconciliation purposes.  

All tickets, rolled and flat, must be torn at the door. The torn ticket stubs must 
be submitted to the bank at the end of the ticket sale.  

Ticket sales must be reconciled with the Student Organization Bank within 
ten days after your event. Money from your ticket sale must be deposited 
separately from other deposits. To reconcile your ticket sale, bring the deposit 
slip from ticket sales, torn ticket stubs, unsold tickets and the complimentary 
ticket list to the bank staff. Any discrepancy that occurs between unsold tick-
ets and deposited funds will require a written explanation from the organiza-
tion. If the ticketed event is cancelled, the organization must still reconcile the 
tickets with the Student Organization Bank.  

Raffles
Most student organizations are not qualified to conduct raffles in the State 
of Texas. Raffles involve paying money for the chance to win a prize of greater 
value, which is considered gambling. Instead of raffles, SALD suggests that 
student organizations hold “Free Drawings” in which no money is exchanged.

The Charitable Raffle Enabling Act, effective January 1, 1990, permits “qualified 
organizations” to hold up to two raffles per calendar year.

Two types of student organizations may conduct raffles:

^	 an association organized primarily for religious purposes that has been in 
existence in Texas for at least 10 years; or

^	 a nonprofit organization that has existed for at least the three preceding 
years, during which it has had a governing body duly elected by its mem-
bers and is exempt from federal income tax under Section 501(c), Internal 
Revenue Code; and does not participate in any political campaign. 

Student organizations may conduct raffles on campus for qualified off-campus 
organizations. Any organization conducting a raffle on campus must complete 
a table application and follow university ticketing procedures. Raffle tickets 
may not be advertised statewide or through paid advertisements. Each raffle 
ticket must state the name and address of the organization holding the raffle, 
the name of an officer of the organization, the price of the ticket and a general 
description of each prize to be awarded that has a value of over $10. A prize 
may not be money. Only members of the organization may sell tickets. No 
one may be compensated directly or indirectly for organizing or conducting a 
raffle or for selling raffle tickets.

For further information on raffles, visit www.oag.state.tx.us/consumer/
raffle.shtml.

Sources of Funds
If your organization needs money for programs and events, the following re-
sources may be a good place to begin. These organizations have money avail-
able for the purpose of funding activities for registered student organizations.

Graduate Student Assembly
Every semester the Graduate Student Assembly (GSA) accepts funding 
requests for funding for events, projects, programs and organizational support 
from registered graduate student organizations. The funding application con-
tains instructions on how to complete and submit the application, as well as 
some general guidelines that GSA will use to evaluate these funding requests. 
For more information, visit the Graduate Student Assembly Office (MAI 101), 
or telephone 512-471-4511.

Senate of College Councils 
Senate of College Councils (SCC) appropriates funds each fall and spring  
to registered student organizations in support of their projects. Information 
about application procedures and deadlines can be found at utsenate.org,  
by telephone at 512-471-3166, or by visiting the SCC Office (SSB 4.206).

Student Events Center Events CoSponsorship  
Committee
The Student Events Center Events CoSponsorship Committee (ECC) allocates 
$71,000 a year to student events.  An organization that would like to receive 
funds from this committee must be a registered student organization in good 
standing with the Texas Union and the university. The program in which funds 
are used must be of interest and open to the general UT Austin community 
and must be on campus. Emphasis will be placed on those programs that 
benefit the greatest number of people on the UT Austin campus. Visit the 
Students Events Center Events CoSponsorship Committee at www.utsec.org 
for current information about applying for funds.

Student Government
Student Government (SG) appropriates funds each fall, spring, and summer 
to registered student organizations in support of their projects. Information 
about application procedures and deadlines can be found at www.utsg.org, 
by telephone at 512-471-3166, or by visiting the SG Office (SSB 4.206).
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Texas Parents
Texas Parents offers Student Enrichment Grants each spring semester. The 
funding is made possible through the contributions and generous dona-
tions of UT Austin parents to the Texas Parents Calling Program. Grants are 
awarded to successful applicants who are working to enhance and enrich the 
student experience at UT Austin by addressing and impacting a student need. 
For more information, visit www.texasparents.org.

University Co-op
Each semester the University Co-op allocates $100,000 to registered student 
organizations to help with programs and events for the direct benefit of  
students at The University of Texas at Austin. The Co-op makes funding deci-
sions through the Special Requests Committee that consists of faculty and 
student board members. You may submit your application online at www.
utcoop.org.   

Student Organization Solicitation of  
Fortune 500 Companies
If your registered student organization decides to approach a Fortune 500 
Company (money.cnn.com/magazines/fortune/fortune500/2008/full_
list/) for a funding request of $10,000 or more, SALD strongly recommends 
that you notify the UT Austin Office of Corporate Relations by telephon-
ing 512-471-5424. Corporate Relations can provide vital guidance regarding 
current UT Austin relationships with these strategic companies. For tips on 
crafting successful proposals, see information included in the Cockrell School’s 
Office of Student Life corporate relations handbook (www.engr.utexas.edu/
studentlife/CorpRelationsTraining/Corp%20Rel%20Handbook.PDF).

 

State Sales Tax
A qualified student organization’s first $5,000 in total receipts of other taxable 
sales in a calendar year are exempt from sales tax. The exemption does not 
apply to items sold for more than $5,000 unless the item is manufactured by 
the organization, or the item is donated to the organization and not sold back 
to the donor. After this, a university student organization may hold a tax free, 
one-day fundraising sale each month. 

In order to qualify for this exemption, the student organization must be affili-
ated with an institution of higher education. A student organization must file 
a certification of affiliation from the university with the Comptroller’s office. 
The certification remains valid until the university notifies the Comptroller’s 
office that a student organization is no longer affiliated with it.

If you have questions concerning sales tax, you may contact the State 
Comptroller by telephone at 800-252-5555, by e-mail at tax.help@cpa.
state.tx.us, or via the Web at www.window.state.tx.us/taxinfo/taxpubs/
tx96_237_1_05.html. 

Web Services for Student Organizations
In order to publish a Web site, one of the authorized representatives of the 
student organization must open an ITS computer account with a user number 
validated for UTS, or get an existing user number validated for ITS. Student 
Organizations are charged about 3¢ a day ($15/year) for an account.  

To open an account, an authorized representative for the organization must 
come to the Student Organization Bank and complete the form. A $15 pay-
ment must be submitted to the Student Organization Bank (SSB 4.472) before 
your account can be activated. It takes about 24 to 48 hours from the time of 
payment for your Web directory address to be activated.

All currently registered student organizations are listed along with their 
contact information, purpose and membership requirements at the Web site 
utdirect.utexas.edu/dsorg.

^	 The address for the student organization Web pages is: studentorgs.
utexas.edu/.

^	 The address for your organization’s page will be: studentorgs.utexas.edu/ 
your_organization’s_ directory_name.

Complete information on publishing a student organization Web page can 
be found at the Student Organization Publishing page (www.utexas.edu/
learn/puboptions/org.html) or by contacting the ITS Help Desk directly by 
telephone at 512-475-9400, or in person at the Flawn Academic Center (FAC) 
200-B.

Student organization Web pages must comply with all institutional policies 
including solicitation, use of trademarks, co-sponsored activities, etc. In addi-
tion, the disclaimer for publications must also be used.
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An advisor is an educator in a “non-traditional classroom.” 
The advisor uses personal expertise and perspective to stimulate 
individual development of members and the overall develop-
ment of the organization.

McKaig, R. & Policello, S. (1984). Group Advising-Defined, Described and 
Examined. In Schuh, J.H. (Ed.), A Handbook for Student Group Advisors, 47.

Selecting an Advisor
When selecting an advisor, consider the following factors in your decision: 

^	 find a UT Austin faculty or staff person who will have the time to devote to 
your organization and will take the role seriously; 

^	 make certain that she or he has a clear understanding of the organization’s 
purpose; 

^	 find someone who has knowledge or skills related to the mission/purpose 
of the organization; 

^	 choose someone who shares some of the same interests as the organiza-
tion, and who has previously interacted with the leadership of the organiza-
tion; and

^	 allow the person a reasonable length of time to consider her or his decision.

Discuss with the potential advisor what is required of her or him, her or his 
duties and the time commitment involved. Be open and honest with the 
potential advisor about the types of activities in which the organization may 
participate. 

SALD staff is available to help guide you in advisor selection. You may contact 
SALD staff by telephoning 512-471-3065 or visit our office, which is located at 
SSB 4.400.

The Role of the Advisor
By sharing both knowledge about The University and personal experiences, 
the advisor can assist the organization in its activities. In addition, valuable, 
mutually rewarding, co-curricular relationships between students and advisors 
are fostered.

The relationship between an advisor and an organization will vary from year 
to year and individual to individual. However, the student/advisor relationship 
can be crucial to the success of the organization.  It is important that the advi-
sor and the organization communicate their expectations to each other. The 
advisor should be very clear about the things she or he will do and the things 
she or he will not do.  The expectations will vary according to the needs of the 
organization and the advisor. 

An advisor should:

^ 	recognize and support participation in student organizations for its contri-
bution to the educational and personal development of students;

^ 	work with student organizations but not dictate the group’s programs or 
activities; 

^	 be direct in offering suggestions, considerations or ideas, and discussing 
possible consequences;

^ 	be well informed about the plans and activities of the organization; 

^	 attend some meetings and consult frequently with the organization’s of-
ficers;

^ 	know the goals and directions of the organization;

^	 help the organization evaluate its progress;

^ 	be aware of the constitution and bylaws of the organization and help with 
interpretation, if applicable; 

^ 	provide a source of continuity within the organization and be familiar with 
the organization’s history;

^ 	be familiar with university policies and procedures and help the organiza-
tion comply with them;

^ 	be aware of the general financial condition of the organization and encour-
age good record-keeping; 

^ 	help train and develop the leadership skills of new officers;

^ 	be prepared to deal with major problems or emergencies within the organi-
zation; and

^ 	monitor group functioning and encourage members to fully participate 
while maintaining a balance between academic and co-curricular activities.

8Advisors
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The Organization’s Responsibilities to 
the Advisor
Keep in mind that the advisor is voluntarily associated with the organization. It 
is the organization’s responsibility to inform the advisor about the activities of 
the organization. 

An organization should: 

^ 	notify the advisor of all meetings and events;

^ 	consult the advisor in the planning of all activities;

^ 	consult her or him before any changes in the structure or policies of the 
organization and before major projects are undertaken;

^ 	understand that although the advisor has no vote that she or he should 
have speaking privileges;

^ 	remember that the responsibility for the success or failure of the organiza-
tion project rests ultimately with the group, not the advisor;

^ 	communicate with the advisor about any problems or concerns;

^ 	acknowledge that the advisor’s time and energy are donated and express 
appreciation;

^ 	be clear and open about your expectations for the advisor’s role; and

^ 	evaluate the advisor and give appropriate feedback at the end of each 
semester.

Suggestions for Effective Advising
The maturity and/or skill level of the organization and its members should 
dictate your style of advising. If members have basic skill levels, you may need 
to be more actively involved with the organization. As the leaders’ skill level 
matures, you can then decrease the amount of direction you need to provide 
the organization. Below are some suggestions for effective advising. 

^ 	Express sincere enthusiasm and interest in the group and its activities.

^ 	Be open to feedback from the group. Talk with them regarding your role as 
advisor. Be willing to admit mistakes.

^ 	Provide feedback to the group and the leaders regarding their performance.

^ 	Be familiar with the Institutional Rules on Student Services and Activities and 
this manual so that you can be a knowledgeable resource for the group. 

^ 	Participate with the organization and get to know the members. Be avail-
able and accessible to them. They will feel more comfortable with you and 
be more open to your input if they know you.

^ 	Following organization meetings, discuss any problems encountered during 
the meeting with the officers.

^ 	Be careful of becoming too involved with the organization. Remember that 
you are not a member. Your role is to advise, assist and facilitate.

Sponsored student organizations are required to have an advisor who is 
employed in the sponsoring department. 
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The University of Texas at Austin offers many exciting leadership opportunities 
for students. Because involvement on campus is highly correlated with student 
success in college, we encourage all students to get involved on campus. Listed 
below are a few of the leadership opportunities that students can participate 
in at The University of Texas at Austin. 

The University of Texas Leadership and  
Ethics Institute
The University of Texas at Austin is committed to preparing undergraduate 
and graduate students for leadership roles in an increasingly complex and 
challenging society. The Leadership and Ethics Institute is a centralized and 
comprehensive program focused on leadership development for undergradu-
ate and graduate students at The University of Texas at Austin. The University 
of Texas Leadership and Ethics Institute (LEI) is an array of experiential op-
portunities for The University of Texas at Austin undergraduate and graduate 
students that incorporates both theoretical and practical ethical leadership 
development. The purpose of The University of Texas Leadership and Ethics 
Institute is to prepare the next generation of individuals to act responsibly, to 
improve the quality of life, and to serve the communities in which they live, 
study and work. 

LEI is designed to fill the need of a comprehensive ethical leadership and 
self-development program as most leadership programs reside in academic 
colleges, schools and units. The University of Texas at Austin gives students 
the opportunity to learn about themselves, to get involved in leadership 
opportunities and to provide peer development opportunities for fellow 
students no matter their academic endeavors. 

LEI aligns with the mission of the university as supported through our Leader-
ship core value; is identified as a strategic initiative through the Division of Stu-
dent Affairs; and is integrated into the Dean of Students’ Mission Statement.  
Specifically, LEI “expands opportunities for student leadership development”; 
“develops a new undergraduate core curriculum to better prepare students for 
lives of accomplishment”; and encourages students to “examine questions of 
ethics and the attributes of effective leadership.” The University of Texas Lead-
ership and Ethics Institute directly meets both the 2008–2011 Strategic Goals 
for the Division of Student Affairs and the Commission of 125 by providing 
both theoretical and practical ethical leadership development.

The University of Texas Leadership and Ethics Institute intends to build upon 
traditional leadership models by providing both theoretical and practical 
knowledge and skills necessary to: 1) understand intrapersonal and inter-

personal strengths, identity and ethical codes; 2) work effectively in groups, 
teams and complex organizations; and 3) be an ethical change-agent leader 
for the UT Austin community as well as the global community. The objectives 
listed above will be achieved through a variety of learning outcomes that are 
outlined in the Leadership and Ethics Institute Four-Year Plan. This Plan can be 
found on the LEI Web site: deanofstudents.utexas.edu/sald/leadership.

(The University of Texas at Austin, 2004, September. The Commission 125 Report: 
A Disciplined Culture of Excellence. Retrieved on August 1, 2008 from www.
utexas.edu/com125/UTComm125Report.pdf.)

Programs and Initiatives Supported by 
The University of Texas Leadership and 
Ethics Institute

L.O.U.D.D.
L.O.U.D.D. (Leadership, Outreach, Unity, Development and Diversity) is an 
educational and networking opportunity for emerging and established lead-
ers at The University of Texas at Austin, hosted by the Leadership and Ethics 
Institute (LEI). 

L.O.U.D.D. includes two separate leadership modules for emerging leaders and 
experienced leaders.

Emerging student leaders enjoy:
•	 A welcome address from a special high-ranking administrator who is 

invested in leadership development on campus;

•	 Three separate and interactive breakout sessions focused on identifying 
strengths, campus resources and ethical leadership; and

•	 Facilitated networking opportunities with some of the most established 
student leaders on campus.

Experienced student leaders enjoy:
•	 A keynote address on ethical leadership and effective change;

•	 Thought-provoking group activities aimed at finding out what makes lead-
ership development at UT Austin unique; and

•	 Facilitated networking opportunities with fellow experienced student lead-
ers and emerging leaders on campus.

For more information about L.O.U.D.D. please visit www.getloudd.com.

9Leadership Opportunities
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Leadership Education and Progress (LEAP)
LEAP is a leadership development program designed to aid aspiring student 
leaders in their campus endeavors by providing knowledge and assistance 
through discussion, demonstration and action. LEAP is geared toward foster-
ing the development of both first-year students and experienced campus 
leaders through an 8-week leadership workshop series, as well as service events 
and socials throughout the semester.

The desired learning outcomes of LEAP include:

•	 Bonding with fellow first-year and upper-class students;

•	 Getting involved with leadership opportunities on campus;

•	 Networking; 

•	 Improving self confidence;

•	 Enhancing leadership abilities and skills; and

•	 Exposing participants to co-curricular programs and involvements.

LEAP provides an opportunity for meeting prominent student leaders on 
campus, developing an awareness of leadership opportunities on campus and 
encouraging the growth and nurturing of students’ leadership abilities. 

For more information about LEAP and applications to participate as either 
a mentor or a mentee, please contact LeadershipAndEthicsInstitute@
austin.utexas.edu.

Swing Out Awards and Evening of the Stars
The Swing Out Awards are given by The University of Texas Leadership and 
Ethics Institute (LEI) to student organizations that have demonstrated excel-
lence in leadership on campus. Award winners are recognized at the Evening  
of the Stars ceremony in April.

Each organization can apply for one of the nine primary categories: Academic/
Departmental, Artistic, Cultural, Political/Activist, Professional, Recreational, 
Service, Social and Spirit.

In addition to the primary categories, there are six special categories: Best New 
Organization, Best Risk Management Program, Best Graduate Organization, 
Most Improved Organization, Most Outstanding Organization and Outstanding 
Advisor. Organizations may choose which category to apply. Student Organi-
zations may apply for only one primary category and for any or all of the six 
special categories.

For more information about Swing Out Awards and Evening of the Stars please 
visit www.swingoutawards.com.

Wheel of Workshops (WOW) 
The University of Texas Leadership and Ethics Institute offers a variety of work-
shops for student organizations throughout each semester. These workshops 
are designed to provide an avenue for student organizations to participate in 
on-going training and development. They also serve as a forum for connecting 
student organizations to various campus resources.

Workshops are offered at various times throughout the semester. The Work-
shop topics include but are not limited to organizational networking, campus 
resources, motivating members, recruitment strategies, time management, risk 
management, event planning, social justice and leadership development.

For more information about WOW and the latest schedule of workshops 
being offered please visit deanofstudents.utexas.edu/sald/studentorgs/
workshops.php#wheel. 

EDP 369K: Student Organizational Leadership 
EDP369K:  Student Organizational Leadership is a Leadership and Ethics 
Institute academic course offered through the Department of Educational 
Psychology in both the fall and spring semesters.  This course is designed to 
develop student leaders by providing both theoretical and practical knowl-
edge and skills necessary to understand their own intrapersonal and interper-
sonal strengths, identity, and ethical code; how to work effectively in groups, 
teams and organizations; and how to be an ethical change agent leader for 
their community. 

For more information about Student Organizational Leadership, please refer to 
the Course Schedule or telephone LEI staff members at 512-471-3065..

Campus Leadership Opportunities

Graduate Student Assembly
The Graduate Student Assembly (GSA), serving as the graduate student 
government at The University of Texas, exists to: (1) secure and protect the 
rights of all graduate students at this institution; (2) to promote the interests 
and opinions of the graduate student body; (3) to undertake and promote 
programs and projects which are of benefit to the graduate student body; (4) 
to serve as the official voice of graduate students on matters of academics, 
student welfare, campus policy and the implementation of this policy; (5) to 
facilitate graduate student communication and interaction; and (6) to gather 
and disseminate information pertinent to graduate students; do hereby ordain 
and establish this as the binding Constitution of the Graduate Student Body 
and the Graduate Student Assembly. The GSA meets bi-weekly to discuss 
items of interest to graduate students. The GSA reports administratively to 
the Vice-Provost and Dean of Graduate Studies, and is considered an official 
element of the UT Austin structure. Administrative expenses of the GSA are 
funded through an allocation from the Student Services Fee paid by students 
each semester. For more information, visit www.utexas.edu/studentgov/
gsa/index.php.

Multicultural Leadership Institute (MLI)
The Multicultural Leadership Institute is a program committed to the philoso-
phy that “leadership can only be effective if we are aware of, sensitive to and 
respectful of the multicultural community in which we live.” MLI is dedicated 
to developing and preparing students to be productive and proactive citizens 
of a diverse society by enhancing leadership skills through the incorporation of 
diversity awareness in all aspects of life.  MLI is also designed to help students 
find their own cultural context, while exploring and respecting the cultural 
identities of others. The Institute is offered in the spring semester and involves 
weekly seminars on topics, including program planning, public speaking, 
budget management, fundraising, public relations and diversity. Participants 
of MLI apply their skills by developing a “College Preparation Conference” for 
junior high school students and their family members, which is held on the 
same date as the event “Explore UT.” For more information, please contact the 
Multicultural Information Center at 512-471-8546.
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National Residence Hall Honorary
The National Residence Hall Honorary (NRHH) is the recognition branch  
of the National Association of College and University Residence Halls (NA-
CURH), which believes that recognition of excellent student leaders is essential 
in a strong residence hall community.

NRHH provides strong student leaders living on-campus an opportunity to 
use their leadership skills to improve the on-campus living experience.  NRHH 
believes that these residents should be recognized due to their dedication and 
hard work toward improving the University of Texas at Austin community.

Orientation Advisors
Orientation Advisors (OAs) are a diverse and socially conscious group of cam-
pus leaders who assist in the development, planning and execution of all new 
student orientation programs at The University of Texas at Austin. Housed in 
New Student Services within the Office of the Dean of Students, OAs work 
closely with academic advisors as well as other departments on campus to 
assist incoming first-year and transfer students as well as their families in their 
transition to UT Austin. Since they are among the first people new students 
and their families meet upon arriving for orientation, OAs are vital representa-
tives and ambassadors of the UT Austin community.

Resident Assistants
Resident Assistants (RAs) are undergraduate students who live in residence 
halls in an effort to help build strong and healthy residential learning commu-
nities that complement and extend classroom learning. Within these commu-
nities, RAs promote the intellectual development of the community members 
and create opportunities for students to explore and clarify their interests, 
values and attitudes. In addition, RAs build inclusive and reflective environ-
ments in which differences of background and belief are explored; personal 
and academic counseling and referral is provided; and student responsibility 
and accountability are encouraged.

Resident Assistant Association
The Resident Assistant Association (RAA) was created in the fall of 2005 to 
give Resident Assistants at The University of Texas at Austin a voice in univer-
sity operations and policies. The vision of RAA is to enable Resident Assistants 
to take ownership of their position while developing pride and leadership skills.

The Resident Assistant Association is a representative assembly comprised 
of Resident Assistants from various residence halls at The University of Texas 
at Austin. The Resident Assistant Association promotes communication and 
facilitates cooperation, coordination, cohesion and communication amongst 
residence hall staff, the Division of Housing and Food Services staff, residence 
hall councils and university departments.

Senate of College Councils
The Senate of College Councils (SCC) was founded in 1966 to bring together 
the student councils from every college across UT Austin and represent the 
entire university student body in academic affairs. Today, SCC is 19 councils 
strong, involving the President, Financial Director and Senate Representative 
from each council, as well as a seven-member executive committee and 50 
at-large members. In addition, Senate of College Councils’ members partici-
pate in committees. These committees allocate nearly $10,000 to student 

organizations and appoint UT Austin students to university-wide committees 
on a variety of issues that impact student life at the university. Each Council is 
an official, university sponsored student organization that works to improve 
student life in its college. Senate of College Councils also hosts countless 
programs each year that affect the academic environment, student-faculty 
interaction, outside community and much more. Such programs include 
Integrity Week and Longhorn School Bus. For more information, visit www.
utsenate.org.

Student Events Center (The Texas Union)
The Student Events Center (SEC) is the premier event-planning body of The 
University of Texas at Austin. The SEC coordinates an incredible variety of 
programs for the university community, from concerts and speakers to movie 
screenings and cultural events. Funded by student fees and revenue from the 
Texas Union, the Student Events Center oversees the creation, implementa-
tion and evaluation of approximately $480,000 worth of world-class events 
each year. For more information on how to become involved in planning the 
best events for students, by students, visit utsec.org.

Student Government
Student Government (SG) was established in 1902 to serve as the official 
voice of the student body at The University of Texas at Austin. All students—
including undergraduate and graduate students—are members of SG. SG rep-
resents the student body to the administration of the University, to the Board 
of Regents of The University of Texas System, to the City of Austin, to the 
Texas Legislature and to the US Congress. Each spring, the student body elects 
the Student Body President, Student Body Vice President and Representatives. 
There are currently 8 popularly elected University-Wide Representatives and 
32 College Representatives. Further, SG has over 40 appointed agency direc-
tors, who lead agencies such as the Campus Environmental Center, the Queer 
Students Alliance and the Students with Disabilities Agencies. The President of 
SG also appoints over 200 students to campus-wide committees including the 
Student Services Budget Committee and Texas Union Board of Directors.

Past SG initiatives include dead days before finals, the Gregory Gym Aquatic 
Complex, the E-Bus service, the new Student Activity Center and much 
more.  SG also supports student organizations by appropriating approximately 
$25,000 per year to student organizations. For more information about SG and 
how to get involved, please visit www.utsg.org.

University Residence Hall Association
The University Residence Hall Association (URHA), started at UT-Austin 
in 1981. It is a student organization committed to improving the quality of 
residence life for on-campus students. URHA performs a variety of functions 
to serve the best interests of The University of Texas at Austin students living 
on-campus.

URHA works closely with the Division of Housing and Food Services (DHFS) 
to relay the resident concerns, issues and input received. URHA serves as the 
official voice of the residents and in this capacity reviews and suggests changes 
of DHFS policy as recommended by the residents.
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Student Organization Center 
Student Activities and Leadership Development’s Student Organization Center 
(SOC) is the center of activity for all registered student organizations and 
offers a centralized location from which to work, near SALD and the Office of 
the Dean of Students. The SOC can assist with paperwork and serve as a point 
of contact for questions and information. Make sure your group becomes fa-
miliar with the SOC and the services that are available to all registered student 
organizations. 

Remember, whenever you have a question related to your student organiza-
tion, turn to the Student Organization Center for help!

The Student Organization Center offers:
^ 	the opportunity to lease office, cubicle and locker space;

^ 	mailboxes;

^ 	local fax services (calling card required for long distance); 

^ 	art center;

^ 	paper cutter;

^ 	automatic folding machine;

^ 	a public computer and printer; and

^ 	a centralized drop-off point for any applications your organization might  
be collecting.

The SOC is located on the 4th floor of the Student Services Building (SSB 
4.102A). Its hours are Monday–Thursday, 8 a.m.–9 p.m.; Friday, 8 a.m.–8 p.m.; 
Saturday, noon–5 p.m.; and Sunday noon–9 p.m. Hours are subject to change. 
Holiday, summer and intersession hours are listed in the SALD Newsline. To 
subscribe to the SALD Newsline, send an e-mail to sald@uts.cc.utexas.edu. 

Office, cubicle and locker space is available by application to all student or-
ganizations. The application process occurs in the spring semester. Contact 
the Student Organization Center at 512-471-3065 for more information.

Copies for Student Organizations
Registered student groups can purchase copies from Student Government. 
The price is 3 cents per copy, plus tax ($32.48 per 1,000 copies). Payment must 
be made with either exact cash or a check from the Student Organization 

Bank. Student Government provides white recycled paper and organizations 
may bring their own colored paper. Copiers are available when the Student 
Government Office is open, Monday–Friday, 8 a.m.–5 p.m., and some nights 
and weekends. For more information, contact the Student Government Of-
fice, SSB 4.206, 512-471-3166.

Division of Diversity and Community 
Engagement
The Division of Diversity and Community Engagement (DDCE) is a success-
ful model for integrating diversity into the core mission of a university, and 
integrating community engagement into teaching, research and service. We 
strive to connect the university’s intellectual resources to communities across 
Texas, and offer education to those who may face the greatest challenges in 
accessing it. For more information, visit www.utexas.edu/diversity/ddce/.

Division of Recreational Sports
The function of the Division of Recreational Sports is to offer the university 
community a well-rounded program of sport and recreational opportunities. 
Superior skill levels and previous sports experience are not prerequisites for 
participation in activities. There is a place for everyone from the novice to 
the advanced competitor. A component of the Division of Student Affairs, 
RecSports attracts over 3.5 million hours of participation annually in six differ-
ent programs: Sport Clubs, Intramurals, Fitness/Wellness, Outdoor Recreation, 
Instructional and Open Recreation. For further information on sport and 
recreation opportunities, stop by Gregory Gym or visit www.utrecsports.org.

Gender and Sexuality Center
The Gender and Sexuality Center (GSC) supports student groups and efforts 
to educate and increase awareness about women and lesbian, gay, bisexual, 
transgender and queer (LGBTQ) issues. The office is guided by an Advisory and 
Working Group comprised of students, faculty, staff and administrators who 
are interested in and committed to the mission of the GSC. Our goals are to:

^ 	support a strong and welcoming community for women and LGBTQ indi-
viduals on campus;

^ 	provide a safe and supportive environment for women and LGBTQ stu-
dents at UT Austin so they may reach their academic and personal goals;

^ 	create functional links to allies within the larger institution, as well as the 
wider Austin community; and
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^ 	work to diminish the prejudice that impairs the educational experiences 
and safety of women and LGBTQ students, and also impedes the develop-
ment of others within the institution.

For more information contact the GSC at 512-232-1831 or visit the Web site 
at www.utgsc.com.

Greek Life and Intercultural Education
Greek Life and Intercultural Education (GLIE) is an area in the Office of the 
Dean of Students that provides students in sororities, fraternities and affiliate 
organizations with support and advisement as well as leadership opportuni-
ties and developmental programming to enhance their educational experi-
ence. The staff serve as liaisons between the university and the five governing 
councils - the Interfraternity Council (IFC), the National Pan-Hellenic Council 
(NPHC), the Texas Asian Pan-Hellenic Council (TAPC), the United Greek 
Council (UGC) and the University Panhellenic Council (UPC).

Greek Life and Intercultural Education also oversees the development, coordi-
nation and implementation of programs focused on multicultural education. 
The services provided include workshops, training sessions and course instruc-
tion related to multicultural issues. The area also works to build partnerships 
and collaboration that promote multicultural education while supervising the 
dissemination of related information office wide through reviewing and edit-
ing area web sites, publications, presentations and course curriculums.

More information is available at www.texasgreeks.com or via telephone 
(512) 471-9700.

Multicultural Information Center
The Multicultural Information Center (MIC) creates a welcoming environment 
for all students at UT Austin. The MIC’s mission is to:

^ 	train students for today’s multicultural, diverse society;

^ 	assemble, process and disseminate information pertinent to the retention 
and graduation of students of color;

^ 	create a welcoming, safe environment for students of color; and

^ 	provide diversity education opportunities and support services for African 
American, Asian/Desi/Pacific Islander American, Mexican American/His-
panic/Latina(o) and Native American students.

The MIC hosts programs at the beginning of each school year to welcome 
African American, Asian American, Chicano(a)/Hispanic/Latina(o)/Mexican 
American and Native American students to the campus community.  For 
information contact the MIC at 512-232-2958 or visit www.utexas.edu/ 
student/mic/.

Notary Service
Notary service is provided through the Legislative Student Organizations office 
(SSB 4.206). For more information, telephone 512-471-3166.

Office of the Dean of Students
The Office of the Dean of Students (DoS) collaborates with all campus depart-
ments, staff, faculty, parents, alumni and the Austin community to provide 
essential support to graduate and undergraduate students in every aspect of 
their educational experience. The units providing this support are, DoS Cen-
tral, Greek Life and Intercultural Education (GLIE), Legal Services for Students 
(LSS), Legislative Student Organizations (LSO), New Student Services (NSS), 
Program Safety Education Services (PSES), Student Activities and Leadership 
Development (SALD), Student Emergency Services (SES) and Student Judicial 
Services (SJS). Some critical resources available include general UT Austin infor-
mation, conflict and crisis management, information on student rights and 
standards of conduct, new student orientation, leadership development, legal 
services and emergency support. Visit our office on the fourth floor of the 
Student Services Building (SSB), telephone us at 512-471-5017 or find us on 
the Web at deanofstudents.utexas.edu. 

Ombudsperson
The ombudsperson serves as a neutral third party to provide assistance to 
students who have university-related complaints of a non-legal nature. The 
ombudsperson and most of the office staff are students. The Office of the 
Ombudsperson is authorized to act independently to conduct fact-finding 
for both academic and nonacademic concerns. The office keeps information 
about individual cases confidential to the extent permitted by law. The office 
recommends corrective measures on a systemic level. Thus the office is not 
a place to file a formal complaint and it does not become involved in formal 
or legal processes. Types of cases frequently handled by the ombudsperson 
include complaints about grades, registration, adds and drops, scholastic pro-
bation and dismissal, qualifying exams, parking, residency status, financial aid, 
refunds and housing. A case considered inappropriate for the office to handle 
may be declined by the ombudsperson. The office is located on the ground 
floor of the Student Services Building (G1.404). For more information, call 512-
471-3825 or visit www.utexas.edu/student/ombuds.

Volunteer and Service Learning Center
The Volunteer and Service Learning Center (VSLC) provides volunteer 
programs, opportunities and related resources for students and student 
organizations. The VSLC offers student organizations a variety of pre-planned 
service opportunities such as the Project massive one-day service event each 
February, Project Reach Out service events for student groups each semester, 
and many other programs. The VSLC staff also offer one-on-one consulting in 
creating and implementing the right service program for any student organiza-
tion. The VSLC hosts a comprehensive database on community volunteer 
needs and agency information at www.utvolunteer.org, and promotes 
student organization service through the Premiere Student Organizations in 
Service Awards and the annual Outstanding Students and Student Organiza-
tion Awards.  Student organization service representatives are encouraged to 
visit the VSLC and learn about the many programs and opportunities available 
for their group. To learn more, contact the VSLC by telephoning 512-471-6161 
or visit www.vslc.org.



38 student activities and leadership development

11Nondiscrimination and Harassment Policies

Nondiscrimination Policy 
(Institutional Rules, Appendix I)
In accordance with federal and state law, The University of Texas at Austin 
prohibits unlawful discrimination, including harassment, on the basis of race, 
color, religion, national origin, age, disability, citizenship and veteran status. 
Pursuant to university policy, this policy also prohibits discrimination on the 
basis of sexual orientation.

Definitions
Discrimination is defined as conduct directed at a specific individual or a 
group of identifiable individuals that subjects the individual or group to treat-
ment that adversely affects their employment or education because of their 

race, color, religion, national origin, age, disability, citizenship, veteran status, 
sexual orientation, gender identity or gender expression. 

Harassment as a form of discrimination is defined as verbal or physical con-
duct that is directed at an individual or group because of race, color, religion, 
national origin, age, disability, citizenship, veteran status or sexual orientation 
when such conduct is sufficiently severe, pervasive or persistent so as to have 
the purpose or effect of interfering with an individual’s or group’s academic or 
work performance; or of creating a hostile academic or work environment.

The harassment does not exhaust the category of speech that is unnecessary 
and inappropriate to vigorous debate in a diverse community of educated 
people. An essential part of higher education is to learn to separate sub-
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stantive argument from personal offense, and to express even the deepest 
disagreements within standards of civility that reflect mutual respect, under-
standing and sensitivity among the diverse population within the university 
and in the larger society. These are community norms, even though they 
cannot be enforced by disciplinary rules.

Verbal conduct is defined as oral, written or symbolic expression that 
personally describes or is personally directed at a specific individual or group 
of identifiable individuals, and is not necessary to an argument for or against 
the substance of any political, religious, philosophical, ideological or academic 
idea.

Reporting 
A person who believes that he or she has been subjected to discrimination 
or harassment in violation of this policy should report the incident to any 
university official, administrator or supervisor. Students are encouraged to 
report such incidents to the Office of the Dean of Students (SSB 4.104, 512-
471-5017).

Sex Discrimination and  
Sexual Harassment 
(Institutional Rules, Appendix D)
In accordance with federal and state law, the university prohibits discrimina-
tion on the basis of sex, including sexual harassment. Sex discrimination and 
sexual harassment will not be tolerated, and individuals who engage in such 
conduct will be subject to disciplinary action. The university encourages  
students, faculty, staff and visitors to promptly report sex discrimination  
and sexual harassment. 

Definitions
Sex Discrimination, including sexual harassment, is defined as conduct 
directed at a specific individual or a group of identifiable individuals that 
subjects the individual or group to treatment that adversely affects their 
employment or education on account of sex. 

Sexual Harassment is a form of sex discrimination that can occur when: the 
submission to unwelcome physical conduct of a sexual nature, or to unwel-
come requests for sexual favors or other verbal conduct of a sexual nature, is 
made an implicit or explicit term or condition of employment or education; 
or the submission or rejection to unwelcome physical conduct of a sexual 
nature, or to unwelcome requests for sexual favors or other verbal conduct 
of a sexual nature, is used as a basis for academic or employment decisions 
or evaluations; or unwelcome physical acts of a sexual nature, or unwelcome 
requests for sexual favors or other verbal conduct of a sexual nature, have 
the effect of creating an objectively hostile environment that interferes with 
employment or education on account of sex. 

Reporting 
A person who believes that he or she has been subjected to sex discrimina-
tion or sexual harassment should report the incident to any university official, 
administrator or supervisor.  Students are encouraged to report such incidents 
to the Office of the Dean of Students (SSB 4.104, 512-471-5017). Incidents 
should be reported as soon as possible after the time of their occurrence. No 
person is required to report sex discrimination or sexual harassment to the 
alleged offender. 

Detailed information about the university’s nondiscrimination policy can be 
found on the Web at www.utexas.edu/policies/hoppm/04.B.01.html. 
Detailed information about the university’s sex discrimination and sexual 
harassment policy can be found on the Web at www.utexas.edu/policies/
hoppm/04.B.02.html.
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